
Create Unscheduled Commercial Travel (UCT) Claim 

1 Create UCT Claim 

• Select Travel Expenses tile 

• Select Create Charter/Hire 

2 Enter the Claimant Information 

• Charter/Hire Transport 
Claim 

• Transport Details 

• Cost Sharing 
Arrangements 

• Supporting Documents



Create Unscheduled Commercial Travel (UCT) Claim 

2 Enter the Claimant Information continued ...

• Charter/Hire Transport
Claim

• Transport Details
• Cost Sharing

Arrangements

• Supporting Documents

3 Finalise the claim 

• Parliamentarians select 
review to check your claim 

• Read and accept the Terms 
and Conditions 

• Certify the claim 

MOP(s) Act employees: 
• Submit the claim, or 

• Manually Certify
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