
Name of Student:



Placement:

Practice Supervisor: 
Home address (in full) of student: 
Month of _______ Date submitted: ______
	Date
	Destination
	Purpose
	Milometer Reading

Opening               Closing
	Official Mileage (excluding normal journeys between home and office
	Initials of Student
	Placement Supervisor
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1. Please complete form in full, ensuring that your placement supervisor has approved the amount of claim, and forward to Lesley Bromley at Workforce Development Room, 17A, 1st Floor, Council House, Lichfield Street, Walsall, WS1 1TP alternatively e mail to Bromleylesley@walsall.gov.uk
2. When received the claim is countersigned by authorised mileage signatory.  

3. The form is then forwarded for payment processing and on your initial claim a cheque is raised and forwarded to your home address.  For future claims, the preferred method of payment for Walsall Council is BACS, in order for this to be set up we would require the following from you on Walsall Council letter headed paper, signed off by yourself.  Bank account details (sort code, account number, account name, bank name and branch address).  This information would need to be forwarded to Lesley Bromley, details as above.  
4. If you do have any queries with regards to outstanding payments you can contact Lesley Bromley via e mail (see above) or telephone on 01922 650456.

5. Please note the mileage payment is 30 pence per mile.

6. Claims for public transport will be made providing they are verified by your placement supervisor and the bus ticket/rail ticket is submitted along with the claim.
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