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V isually
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This form is for you to use to record any expenses you have incurred while volunteering with VIEW CRAFT for which you wish to be reimbursed.

Please ensure that receipts of your expenditure are attached to the claim form wherever possible.

Name..................................................................................................................

Address..............................................................................................................

...........................................................................................................................

Month and year of claim.....................................................................................

FUEL ALLOWANCE (45p per mile) and/or  PUBLIC TRANSPORT COSTS
	Date                     
	Mileage Claim – Details of Journey
	Miles Travelled
Or Amount

	
	
	

	
	                                                    Total miles claimed 
	

	
	                                Amount claimed @ 45p per mile
	£


OTHER EXPENSES (refreshments, phone, admin costs etc)

	Date                    
	Details of Expenses
	Amount    

	
	
	

	
	                                                                      Total 
	£


	                                         Total - fuel allowance                 
	£ 

	                                         Total - public transport expenses
	£

	                                             Total - other expenses 
	£

	                                              Grand total claimed
	£


Please indicate payment method – cheque/bank transfer.
For bank transfer, please state:-

· Name the account is in…………………………………………..

· Account number………………………………………………….

· Sort Code………………………………………………………….

Signature..................................................      Date............................................

Please pass the completed form to Julie Hathaway or post to:-

Julie Hathaway, Henley Cottage, Western Road, Crowborough, TN6 3EE. 

	** FOR OFFICE USE ONLY **
	Cheque number:

	Approved by: 

Date:
	Paid by:

Date:


