

	Expenses Claim Form


Please complete all sections of the form clearly and attach receipts for all expenses, excluding petrol expenses for mileage. If you are attaching multiple receipts, please number each one and if items on the receipt are not being claimed, please clearly strike through those items not to be reimbursed.  Please ask your event organizer to approve and then send this form to the relevant budget holder.

	Your name:
	
	Membership number:
	

	Role Title:
	
	Date of claim:
	

	Meeting/ event:
	
	Signature of approver:
	



	Car Expenses:
	
	Miles.  Rate is 55p per mile 
	

	Train/bus/Taxi:*
	
	
	

	Parking:*
	
	
	

	Other:*
	
	
	

	
	
	Total £
	


*All receipts must be included
Expense items:
	Receipt number 1
	
	Amount claimed
	

	Receipt number 2
	
	Amount claimed
	

	Receipt number 3
	
	Amount claimed
	

	Receipt number 4
	
	Amount claimed
	

	Receipt number 5
	
	Amount claimed
	

	Receipt number 6
	
	Amount claimed
	

	Receipt number 7
	
	Amount claimed
	

	Receipt number 8
	
	Amount claimed
	

	
	
	Total £
	


If you have more than 6 receipts, please add extra lines to the table above or, if completing on paper, list numbers 7 onwards on the reverse of this form.

Optional 
If you wish to donate your expenses to Girlguiding Cheshire Forest County, rather than claiming them back, please tick the box and complete the section below. 

	I confirm receipt of £
	
	and wish to donate to Girlguiding Cheshire Forest County



	Signed:
	



Your details: 
	Address (including post code)
	

	Email address
	

	Account name (e.g. Mrs A B Smith)
	

	Account number (8 digits)
	

	Sort code (6 digits)
	







County expenses – Guidelines for claimants
Who pays my expenses?
County will only pay expense claims for specified County meetings or events. All other claims must be submitted to Divisions or Units.

How do I claim expenses?
You should complete this claim form and send it via email to your event organiser.  Receipts must be included with your expenses claim form when they are sent to county for reimbursement. 
Without a receipt your claim will not be paid. This excludes mileage costs.

The budget holder will need to approve your expenses and forward them to the relevant County budget holder.

Alternatively, if you do not wish to claim your expenses, you can donate them to the county by completing the optional section of the form. For administration purposes, receipt of payment must be confirmed before allowing the donation. 

Do my expenses have to be approved? 
Yes, if you are attending a meeting, your expenses should be approved by the organiser.  If you are the meeting organiser, your expenses should be approved by the event lead. 

How often should I claim my expenses?
Expenses should be claimed within 3 weeks of a county meeting and within 2 months of a large-scale county event.   If there are unforeseen circumstances preventing you submitting your expenses claim during this time, please contact the event team. Otherwise, expenses submitted outside of this period will not be paid.   Please note: Our year-end for accounts is 31 August so any outstanding claims must be submitted by 15 August at the latest so that we can both pay you and prepare the accounts for the auditor.

Do I need a separate expenses claim form for each item?
No, multiple items can be claimed using one form. However, use one form per meeting/event.

Mileage Claim details
You can claim mileage at 55p per mile when using your own car. This rate applies only if your total mileage claims do not exceed 10,000 miles in the financial year across all claims made through any organisation. It is your responsibility to ensure your claim complies with HMRC guidance.

What can I claim for?
You can claim for any costs you have incurred in relation to the meeting/event you have attended. For example, mileage, parking, train fares etc.

If you are claiming for meals which aren’t provided as part of the meeting, you can claim a reasonable amount, but alcohol cannot be claimed for.
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