Enhanced Learning Credits

Claim Authorisation Note – Claim for ELC only
Please see instructions on reverse 

Claim Number:
«Claim»
Service Number:
«AppServNo»
Name:
«AppSurname», «AppForeNames»
Service:
«AppService»


Rank:
«AppRank»
Occupation:
«AppBranch»
Branch, Specialisation, Trade, Arm or Service

Correspondence 


Address:


Authorised By:
«ESSurname», «ESInitials»
Authorised:
«ESSigned»
Received:
«ClaimReceived»
Processed:
«ClaimProcessed»
Thank you for submitting your Claim, reference «Claim» for a «ClaimTier» tier Enhanced Learning Credit.

You have elected to study:

«Courses»
with «LPName», «LPCode».  .  The course will start on «CouStarts» and this claim authorisation note will become void if you do not start the course.  The cost of this course is £«ClaimTot» and your contribution is £«ClaimAppContrib».  This leaves a balance of £«ClaimGrant» payable to the Learning Provider by the Ministry of Defence. 

You must take this Authorisation Note to the Learning Provider when you register for your course and pay your deposit.

Notes for Claimant

	You will need to send this Authorisation Note to the Approved Learning Provider stated overleaf when booking your course.

Please ensure a copy of this Notice is filed in your Personal Development Record (PDR).

It is your responsibility to pay the Learning Provider a minimum of 20% of the course fee prior to starting your course.

If you are not able to start your chosen course, you MUST advise your Education Staff.

 NB This authorisation note is only valid for the course details shown overleaf.




Notes to Learning Provider

	This original (not copy) Note provides authority to the Learning Provider stated overleaf, to submit an invoice, on or after the course start date, to the Director General Financial Management Shared Service Centre for the balance of the cost of the course being undertaken up to the agreed limit.  The ELC contribution will in no case exceed 80% of the gross cost of the course up to a maximum of:

· £1,000 for Lower Tier claims

· £2,000 for Upper Tier claims

The Invoice must include, as a minimum, the following information:

· Learning Provider’s unique reference number

· Invoice Number

· Claim Number

· Learner’s Service Number

· Course Code

· Confirmation that the claimant has paid the minimum of 20% of the course fee

· Course Start Date

This invoice is not to include payment for food, accommodation, travel, subsistence and course books or other materials for which there are additional charges and are therefore the individual claimant’s responsibility.

If any details included within the invoice are incorrect or missing payment will be significantly delayed. If any details on this CAN are incorrect please refer back to the claimant immediately and before the course commences.

Your invoice number will be quoted as the bill reference on the remittance that you will receive from MOD.

All invoice values must be in £s Sterling.

Please note: The Invoice should be addressed to DGFM SSC, Ministry of Defence but  should be posted to ELCAS, Security House, Alexandra Way, Ashchurch, Tewkesbury, Glos, GL20 8NB, for processing
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