Expenses claim form for volunteers
	[bookmark: _GoBack]Name and address: (BLOCK CAPITALS)


If you have moved address in the last 5 years, please write your old address on the back of this form. 

	Email address: 

	Telephone number: 

	If you have changed your bank details, or you have not previously provided them, please fill in below.
Bank Name:					Account Name:					
Sort Code: 					Account Number:

	Name of meeting/ working group
	

	Location of meeting
	

	Date of meeting
	

	Meeting administrator
	

	Nature of expense
	Number of miles 
	Reimbursement rate per mile
	Total cost (£) (multiply the number of miles by the reimbursement rate)

	Travel by bicycle
	
	20p
	

	Travel by car
	
	45p
	

	Travel by motorbike
	
	24p
	

	Nature of expense
	Amount (£)

	Train, bus, taxi fares, parking, etc. 
	

	Accommodation
	

	Other (inc. subsistence, stationery, miscellaneous)
	

	Total
	

	If you have travelled by car, motorcycle or taxi, please tick one or more of the boxes below to indicate your reason for doing so, in accordance with the travel policy for connexional volunteers. 
· I am using a purely electric vehicle (not hybrid). 
· There are two or more expense claimants are travelling together in the same vehicle to the same location and it is cheaper than using public transport.
· I am transporting heavy resources or equipment that cannot reasonably be sent by other means.
· I have a disability that would make using public transport inappropriate or unacceptable. 
· The travel is urgent and travelling by car/motorcycle/taxi is the quickest method. 
· There is no public transport option available. 
· Using public transport would increase my journey time by more than 50% (or by one hour, where the journey is less than two hours). 
· Another reason, as agreed by my committee chair or equivalent. 

	I confirm that all supporting documentation has been attached, including original VAT invoices where appropriate and that all claims are in accordance with the travel policy for connexional volunteers. 

	Signed:
	Date: 




	Expense ID
	
	Expense Committee
	

	Input by
	
	Date input
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