




































Other Expenses


Description of expense             Cost








(Original receipts must be provided)
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FOR ACCTS OFFICE USE











              





ACCTS FORM 4





Collective Unit Travel at Public Expense 








Wing						   	   Sqn								


													  		    UIN             		                                          Regional Ref No.





Destination						    Date	





Purpose





Method of Travel:





Coach/Hire Company





Estimated Cost				  Number of Passengers 


         					  (must be completed)





Squadron Owned Vehicles: NOTE: The passenger list overleaf must be completed when using Squadron Owned Vehicles.





Registration                       Seating  	Estimated Mileage	          Estimated No. of passengers excluding driver





Public Transport – Rail/National Express/Air: Note: Receipts/tickets MUST be provided.


Company





Adults:�
�
@ £�
�
= £�
�
�
Cadets:�
�
@ £�
�
= £�
�
�



Date:								





Rank and Name:


(in blocks)							Signature:




















Certificate by OC Sqn: This is to certify that the journey as above was made/cancelled on the date specified.


Where the actual mileage is claimed the journey was made for an authorised ACO activity and vehicle fuel was not drawn from MOD sources.


Date:			   





Rank and Name:						           Signature:


(in blocks)
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CHEQUE NO





TXN NUMBER











Notes:


1.	Any changes to Coach or Self Drive Hire quotations are to be forwarded to Wing HQ at the earliest opportunity. Competitive tenders are to be 	supplied where the journey exceeds 75 miles single distance.


2.	Cadets are expected to make their own way to their Headquarters and hired vehicles must not be used for this purpose. The 	departure/return points for any visit will normally be the unit Headquarters.


3.	Priority must always be given to the most economical means of transport. Only when this proves to be totally impractical should more expensive 	modes of travel be considered.


4.	Re: Hire Vehicles – Insurance is not a permitted charge against public funds.


5.	It should be noted that the use of SOV or Hire Vehicles to support the camp programme is not permitted.





Certificate of Accounts Officer


Payment has not previously been made and an Accts Form 4 has not previously been passed for payment.





Signature of Accounts Officer





Accounts use only:














Payment to be made to 























Wg ExO

























































































































































































































































































Wg ExO
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30
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29

















62
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27
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58
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Payment (Authority by Wg ExO)


1:	Proportion to be met from Squadron funds:				£


2:	Amount (remainder) payable from public funds:			£





Date: 





Rank and Name: 


(in blocks)							Signature:











BILLS DIRECT





RAC





VAT CODE





UIN











OC Sqn











Coach/Hire Company





Actual Cost





Fuel


(Original invoice and receipts must be provided)





SOV


Actual mileage


Actual Passengers


(excluding driver)





Certificate by OC Sqn: This is to certify that the journey as above was made/cancelled on the date specified. Where a hire vehicle or SOV has been used, the driver is correctly licensed and is familiarised, through training and/or experience, with the vehicle to be driven. The personnel were conveyed in the vehicle supplied:














 





Rank and Name: 			       


(in blocks)				       Date:		Signature:














Wg ExO











Authority by Wg ExO: Authority is/is not given for travel at public expense for the journey described above.


Note: Wg ExO local arrangements must be followed regarding authorization which may not require completion of this section.





Date:


 


Rank and Name: 


(in blocks)							Signature:
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Cost:























Uncontrolled copy not subject to amendment
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17
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1





NAME





RANK





No





NAME





RANK





No





Passenger List (SOV only)



























































OC Sqn








