EXAMPLE DOCUMENT



	Name (block capitals):
	Date:

	Please keep all receipts and send them in with this form

	Travel expenses

Getting to and from volunteering and training

	Date
	Going from and to
	Mileage
	Cost

Cars = 38p per mile

Bike =15p per mile

Motorbike = 25p per mile

	
	Bus from Spondon to Derby City Centre and back again
	
	£3.50

	
	Spondon to Long Eaton (Training) and back in car
	6
	£2.28

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Travel total
	

	Other expenses

Please speak to your supervisor before claiming any costs under this heading

	Date
	Details 
	Cost

	
	
	

	
	
	

	
	
	

	Other expenses total
	

	Travel expenses total
	

	Total claim 
	


I have told my insurance company I’m using my car for:

travelling as part of my volunteering




(
                   copy of insurance certificate on file






I have a current, valid driving licence




(
I confirm that the journeys and the expenses detailed on this expenses claim form were in order to allow me to do my volunteering.

Signed:

Date:
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