  Central England Area Quaker Meeting
[Name of Meeting, Committee or Branch]

Expenses Claim Form

Name:

Period covered (if relevant):
General expenses including bus or train travel

	Date
	Item
	Cost
	Receipt  Y/N
	Authorisation for this expense*
	Notes
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* authorisation may include reference to your role (e.g. Overseer, Librarian, member of Premises Committee), a Minute of a Business Meeting or Committee, or approval by line manager (name). Employees must have prior approval from their line manager if the amount is above the locally-agreed limit. (See Guidance on Expenses claims)
	Signed by claimant

	date

	Payment authorised* by
(signature)
	date


	Payment method preferred (tick)

	Cheque
	Electronic transfer
	


Central England Area Quaker Meeting
[Name of Meeting, Committee or Branch]

Mileage Claim Form

Name:

Period covered (if relevant):
	Date
	Details of journey
	Purpose
	Miles claimed 
	Authorisation

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 Total Miles:  
	Amount claimed: 


* authorisation may include reference to your role (e.g. Overseer, Librarian, member of Premises Committee), a Minute of a Business Meeting or Committee, approval by line manager (name). Employees must have prior approval from their line manager.

	Signed by claimant

	date

	Payment authorised* by
(signature)
	date


	Payment method preferred (tick)

	Cheque
	Electronic transfer
	


Approved by CEQ Trustees, 2020 (Word)

