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EXPENSES CLAIM FORM

Please number your receipts and enclose them with this form. If you do not have a receipt please say so. Mileage is paid at 40p per mile. Please specify start and end of car journeys with number of miles. 

Your name












Your address
 







Date




         Signature







	Receipt No
	Details eg ‘Return Train ticket London - Leicester for meeting at University’
	Receipt enclosed?

Y / N
	Date of receipt
	Amount of receipt

	1


	
	
	
	

	2


	
	
	
	

	3


	
	
	
	

	4


	
	
	
	

	5


	
	
	
	

	6


	
	
	
	

	7


	
	
	
	

	
	
	
	TOTAL =
	£


Authorised by:………………………………………. Date:…………………………………….

