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Volunteer Expense Claim Form


	Your Name 
	



	Period of Claim
	From:
	
	To:
	



Please fill in your claim and return it to Volunteer Edinburgh either by post or in person.  Claims must be made within three months of expenses being incurred.  Receipts must accompany all claims. 
Your Volunteers Handbook contains further information on claiming expenses.

	Date
	Description of expense claimed
Travel: include type of transport, event details, journey details (where to/from), number of miles
	TOTAL
	Receipt attached? Y/N
	FINANCE
USE 
ONLY
Nom Code
& Dept

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	N.B. Car expenses are set at 45p per mile.  
Motorcycle expenses are set at 24p per mile.  
Bicycles expenses are set at 20p per mile
	
	
	



I hereby claim the above sum as a refund of out-of-pocket expenses incurred by me on behalf of Volunteer Edinburgh.
	
Volunteer Signature
	
	Date
	

	

Staff Signature
Authorised by                         
	
	


Date
	



VOLUNTEER EDINBURGH
222 Leith Walk, EH6 5EQ Tel: 0131 225 0630  Fax: 0131 225 0631
Email:  finance@volunteeredinburgh.org.uk  Web:  www.volunteeredinburgh.org.uk
Volunteer Centre Edinburgh is a company limited by guarantee.  Registered in Scotland SC202631.  Scottish Charity SCO29681.
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