Berkshire Healthcare m

NHS Foundation Trust

Application for Access to the On Line Expenses system —
For Claiming

This form is required for employees to gain access to the Trusts on line expenses system, in
order for Official mileage and expenses to be reimbursed, in line with the Trusts Business &
Expenses Travel Policy.

Surname Forename

Assignment Number Title

Department

Work email address Work Location / Hospital
Home Address

Car Details

Make Model

Engine CC Registration Number

User Type (please delete as applicable) Fuel Type

Standard / Regular / Lease / Volunteer Petrol / Diesel / LPG
Employee’s Signature Date

Authorising Managers Name & Date Authorising Managers Signature

Once this form has been completed & authorised by the budget manager for your department,
please forward the form to the payroll department for processing. Once the form has been
processed in payroll, you will automatically be sent via email, a link to the Trusts system,
along with appropriate instructions.

Payroll Services, Level 2, Princes House, Royal Berkshire Hospital.




