
V.3 

Are you a Foundation Trainee Wanting to Claim Travel Expenses? 

**Please read the Foundation Trainee Finance Guide – it can be accessed below** 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Your expense claim 

must be put through 

HRPTS – contact  

DDIT-travel@hscni.net 

for further guidance 

Do you know your 

Staff Number? 

Is this your first 

expense claim while in 

a F2 GP Placement? 

Contact the Single Lead 

Employer Team on  

SLE@hscni.net to obtain 

your Staff Number 

Have you uploaded your 

Vehicle Log Book (V5C) to 

Payroll Query Form – PSC 

Payroll Query (HSCNI) and 

under the Query Subject 

selecting TRAVEL DUTY OF 

CARE. Please state your Staff 

Number, Car Registration 

Number & date you want to 

start claiming from? 

NB: Do not Submit your Excess 

Travel Claim Form using this 

link – send these directly to 

foundation.nimdta@hscni.net Upload your Vehicle Log Book (V5C) 

to Payroll Query Form – PSC Payroll 

Query (HSCNI) as requested in last 

step 

Are you in a Foundation Hospital 

Base Placement or in a 

Foundation GP Base Placement? 

Yes 

GP 

Yes 

No 

Submit a fully completed Bank 

Mandate & Expense Claim Form to 

foundation.nimdta@hscni.net. 

These forms can be found below. 

Submit a fully completed 

Expense Claim Form to 

foundation.nimdta@hscni.net. 

This form can be found below. 

 

Hospital 

No 

No 

Yes 
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