	Expense Receipts Submission, Audit Confirmation and Retention

	In accordance with the Data Protection Legislation, the Ministry of Defence will collect, use, protect and retain the information on this form in connection with all matters relating to personnel administration and policy
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Enclose a Screen Print of your claim or, if claim submitted offline, a copy of your F016 and all supporting documentation and ORIGINAL receipts (JSP 752 Ch1 Sect 1 refers).

	Part A – Claimants Details

	
	Service/Employee Number
	
	Rank
	
	Name
	

	
	[bookmark: Text20]     
	
	[bookmark: Text21]     
	
	[bookmark: Text22]     
	

	
	
	
	
	
	
	

	JPA Claim Number:
	[bookmark: Text23]     
	Date Claim Submitted:
	[bookmark: Text25]     
	

	
	
	
	
	
	
	

	Unit:
	[bookmark: Text24]     
	Contact Number:
	[bookmark: Text26]     
	

	I submit the enclosed claim for audit

	Signed:
	[bookmark: Text28]     
	Date:
	[bookmark: Text27]     
	

	



	Part B – Auditors Actions / Instructions

	The following action *has been / *is to be taken:
	Audit Complete NFA
	[bookmark: Check2]|_|
	Tick

	* Delete as required
	Void Audit
	[bookmark: Check3]|_|
	Tick

	
	Amount to be recovered £ :
	[bookmark: Text15]     
	Amount

	

	
	[bookmark: Text16]Reason:      
	

	
	
	

	
	
	

	
	
	

	
	
	

	



	Part C – Expenses Recoveries Certificate (where this person is not the auditor)

	
	Service/Employee Number
	
	Rank
	
	Name
	

	
	[bookmark: Text17]     
	
	[bookmark: Text18]     
	
	[bookmark: Text19]     
	

	
	I certify I have carried out the actions detailed at Part B:
	
	
	
	
	

	
	Signature
	[bookmark: Text29]     
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



	Part D – Unit Auditor for Completion/Retention

	I confirm that the claim quoted above has been audited and the receipts enclosed have been checked.

	Signature
	[bookmark: Text30]     
	Date
	[bookmark: Text33]     
	

	
	
	
	
	

	Name
	[bookmark: Text31]     
	Rank
	[bookmark: Text34]     
	

	
	
	
	
	

	Unit
	[bookmark: Text32]     
	
	
	

	
	
	
	
	

	
	
	In accordance with JSP 752 Ch1 Sect1 (Audit Requirements) where a recovery is required, recovery action has been taken, via JPA, to recover those amounts from the claimants pay account’
	[bookmark: Check4]|_|
	(Tick)

	
	
	
	Unit Auditor Stamp
	

	
	
	Ensure your printer is set to landscape if a Screen Print showing the recovery action is produced.
	
	

	
	
	
	
	

	
	
	The completed form (with any associated documentation) is to be retained with the Unit’s files in accordance with JSP 752.
	
	

	
	
	
	
	

	



