 EXPENSE CLAIM FORM 
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	Date
	Project
	Description
	Travel

Costs
	Phone

Costs
	Other
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	                                                     TOTALS
	
	




Please submit bus tickets, mileage for travel claims.  


Include details of where to and purpose for travel claims.


Include details of 'who to' in description of phone calls.


'Other' expenses include car parking, lunch etc.





I confirm that my car remains insured for these journeys, that it has a valid tax disc and that it has, if required, a valid MOT certificate, that my licence details remain the same and that I have appropriate business insurance cover in respect of journeys undertaken for (insert organisation name)








Date:





Signed:





Total Claim:








