	


	VOLUNTEER RECORD OF HOURS AND EXPENSES CLAIM FORM
	TPUF005V



IMPORTANT NOTES:
	· Reasonable out-of-pocket expenses will be offered by Our Special Friends.
· Please read the explanatory notes about mileage rates at the bottom of the page before completing this form.
· Please attach receipts for all expenditure. 
· If you are making a regular claim and can afford to claim only quarterly or half-yearly this would be much appreciated.
· If this is your first claim, please provide the office with your banking details in order to receive payment.

	For office use:



Name: 	Contact Phone Number: ……………………………….

Address: …………………………………………………………………………………………………………………………

Expenses claim period:-                     FROM: ……………………………             TO: …………………………………..

	
DATE
	
DESCRIPTION / DETAIL OF CLAIM
	
MILEAGE RATE CLAIMED at .55 pence per mile
	
NO. OF MILES
	
EXPENSES
              

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Total
	£


	
Signature of Claimant: 	……...    Date: ………………………………….

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

Print name: 	............

Mileage rates for volunteers: these are intended to cover fuel and other on-the-road running costs. Where volunteers are in a position to waive their claims or to recover expenditure at less than the maximum rate, their additional contributions are recognised and much appreciated.
Standard rate 	55p

Bank Details:-
Name of Bank_  ………………………………………………………
Name of Account: …………………………………………………..
Account Number:  ………………………………………………….
Sort Code:  ………………………………………………………...
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