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    Expenses Form
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	Date of Travel
	Purpose of  Travel
	Type of transport (Bus, Train, Car)
	Mileage to and from

(rate is 

45p mile)
	Tunnel expenses
	Food & Drink Expenses
	Receipts attached
	Amount to be claimed

	EXAMPLE

02/04/2015
	Training
	Car
	6 miles
	no
	no
	no
	£2.40

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	







 
	Date of Travel
	Purpose of  Travel
	Type of transport (Bus, Train, Car)
	Mileage to and from

(rate is 

45p mile)
	Tunnel expenses
	Food & Drink Expenses
	Receipts attached
	Amount to be claimed

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



Enter any specific instructions here including how expenses will be reimbursed, eg. How often expenses should be submitted, how often they should be submitted, who they should be submitted to, how funds will be repaid to volunteers, etc





Sub Total (continue over page if needed)





Details of Payment to: 





Name ………………………………………………………..





Address………………………………………………………





………………………………………………………………..





Signature of Volunteer………………………………………………………..





Date……………………………………………………………………………..





Signature of Volunteer Co-ordinator………………………….....................





Date………………………………………………………...............................








TOTAL
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