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HONG KONG BAPTIST UNIVERSITY
LOCAL TRAVELLING EXPENSES CLAIM FORM

CLAIMANT ______________________________ #STAFF ID _______________ Motor Car No. __________________

Contact Person ____________________________ Tel (ext.) _______________ Dept./Office ____________________

Journey Amount (HK$)

Date From To
Purpose

(E.g. Name of business meeting/function) km

$4.02/km
(effective

1 April 2024)
Mileage

Allowance
Parking

Fee
Tunnel

Fee Others Total

TOTAL CLAIM (HK$)
Charging Account Code:

Entity Fund Cost Centre Account Project
3 8 1 2 9 0

I certify that all the journeys stated in this claim form were necessary in performing my University duties and the parking/tunnel fees
and fares were actually paid in connection with these journeys. No item of this claim has been reimbursed/paid by the University
or any other organization(s)/persons(s).

______________________________ ___________________________
Signature of Claimant Date

Note 1: Budget controller have to examine the above claim and certify that all the journeys listed were necessary for the proper
performance of the claimant’s duties in the University.

Note 2: Please submit this claim form together with original receipts via i-Expense module for approval and reimbursement.

# For more details of the University’s Privacy Policy Statement and Personal Information Collection Statement, please visit the
website at http://bupdpo.hkbu.edu.hk/policies-and-procedures/pps-pics/.
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