IELTS Test Expenses Claim (on monthly basis)

Name in Print:

Examiner Initial:

(Examiner use only)

Month/Year:

TDP Number:
(TDP use only)

Test 1

Item No.

Description

Date

From

To

Amount

Test Date:

Test Venue:

Role:
Invigilator

Written S
Speaking S
Written AS/SAS
Speaking AS/SAS

Examiner

Opooo opg

Others (pls.specify)
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Sub-Total

Test 2

Item No.

Description

Date

From

To

Amount

Test Date:

Test Venue:

Role:
Invigilator

Written S
Speaking S
Written AS/SAS
Speaking AS/SAS

Examiner
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Others (pls.specify)
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Sub-Total

Test 3

Item No.

Description

Date

From

To

Amount

Test Date:

Test Venue:

Role:
Invigilator

Written S
Speaking S
Written AS/SAS
Speaking AS/SAS
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Examiner

Others (pls.specify)
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Sub-Total

Test 4

Item No.

Description

Date

From

To

Amount

Test Date:

Test Venue:

Role:
Invigilator

Written S
Speaking S
Written AS/SAS
Speaking AS/SAS

Oooo og

Examiner

Others (pls.specify)
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Sub-Total

Grand Total

Signature:

Date

Checked by:

Date

Note:
1. Please fill in claim form in Pen

2. Please attach all original fapiao, state the purpose of the journey and sign the claim form.

form.

4. The corresponding WBS will be provided by local finance team as per internal charging instruction.




Expenses Claim Instruction 344360

1. Complete this IELTS Venue Staff Expenses Claim Form in Pen. Sign and Date at the bottom of the form.
Vi PN B BRSSO, e d BT A AR S S ity ek 44 0 341

2. Gather all orginal official fapiao and spread out all fapiao firmly on the paper and attach them to the claim form.
A R IERUR PRI AR AEAR . (HRORAE D |, IR AR S .

Please follow the below rules for each type of fapiao: it sy f1 F 5% T & S e

Flight - If your flights are booked and paid by yourself, you are required to provide orginal official airfare fapiao from the Airline/Agent. Online
booking/payment certificate/credit care statements are not acceptable forms of fapiao.
B - SR e M 5 B AT L WL, SR A A ] AR SRS AR IE R S o [ 3T B (A ] G A 0 £ FH R SO PR B AN T4 o

Train - Train ticket are only acceptable form of fapiao, so please attach train tickets to claim form, no matter it's booked/paid by BC or yourself. You do not
need to claim train tickets if they are booked/paid by BC.
KIS KA GRT SR AR B EIE BT DA 3 R . TR SR 1 A T SR K 2 S0 i P oy 2 S ) SIE ), 5 o A A K 2 S M A e B e

Taxi - Please take licensed taxi and get original official taxi receipts.
N T SR N S 2 A e G A G 8 55 i P T Eh A R ISR R S

Hotel & any other costs if it has- If you are allowed by BC to pay accommodate or any other costs, you must get the original official fapiao from the
hotel/supplier, with the title of BCE B %# (Jbx) HIRAF
A R SR - 5 A At e 5 S A T A 9 sl R R A i R, 7 1 55 0 BRI R TE R S . R SRR S B AR =

3. Missing fapiao/receipts are not reimbursable.
TR I R SRR A T4

4. Please give a short statement next to each fapiao of the purpose for fapiao. Please_do not write anything on the front of fapiao. Note all fapiao
information (Date/Time) must be in accordance with test arrangement.
EER KR B R IS, BABEREIEHS . Fritdii R FEE CHI a5 SRl e —i.

5. Reimbursement will be made based on fapiao value or the value you claim, which is lower.
A RS SIS S AR WG ]

6. Please submit your claim within 3 months after the test day; We won't check and reimburse your claim if it is submitted beyond 3 months
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7. The deadline for submission of claim form is_the last working day every month. Payment will be made by 20th of the following month.
A3 A fRAS R s HR R A R )a — AN TAEH L R T~ 20 H i At




