
When and how do I submit my travel documentation on HR and Payroll Self Service? 

In line with the HSE National Financial Regulations (NFRB4), employees must have written authorisation 
to travel. These authorisations must be approved annually and updated as necessary. Whenever you 
change/update your vehicle or insurance, you should upload updated documents. The following four 
documents must be approved by your manager so that you can claim Travel and Expenses: 

1. Vehicle Registration Certificate (VRC) 
2. Current Insurance Policy 
3. Letter of Indemnity re HSE If the indemnity cover is included on the insurance certificate you should 
also upload the insurance certificate to the Letter of indemnity field. 
4. Employee Declaration (for the use of their own motor vehicle that has to be approved in advance by 
your manager – signed and scanned) 

Please log on to the Travel Privilege tile on HR and Payroll Self Service to upload documentation.
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I don’t have a vehicle, how do I receive authorisation to claim expenses?  

You can do this through the My Travel Privileges tile on HR and Payroll Self Service. Click Edit and slide 
the button to No beside "Have a Vehicle?" Select "valid from date" from the drop down. Download a 
blank Employee Declaration form by clicking on "blank form for download". Complete the form, ensure to 
write  “use public transport” in the section documenting the vehicle type. Upload and submit for approval.
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