HOME-START BOREHAMWOOD & DISTRICT

Volunteer’s monthly expense claim form

This form is to be completed by the volunteer and returned to the Home-Start office each month.  The following expenses were incurred by me during my work as a 
Home-Start volunteer:

	Name:
	Address:


	Month:

Year:

	Date
	Journey from*
road name/area
	Journey to
road name/area
	Purpose of journey
	Mileage**

	Fares
	Tel Calls1
	Other expenses2

	
	
	
	
	
	
	
	

	




TOTAL
	
	
	
	

	If you would prefer direct payment into your bank account, please supply below details.  After authorisation of expenses payment will be received within 3 working days.
Account No.                                 

Sort code 


	                                                     Total Claim
	£

	NOTES:

1. If you need to make telephone calls in connection with your FAMILY visits, there is an upper limit of £1.00 per call.  There is an expectation that an itemised bill is included.

2. Please discuss with the organiser/co-ordinator, beforehand if possible, any other miscellaneous expenses.  (Please attach receipts for all other expenses.)

3. Claim forms must ideally be submitted monthly.
4. *Individual trips to be recorded.

** Mileage paid at 40 pence per mile.
	For Oyster card users only.

Amount remaining on card/carried forward 
	£

	
	This is a true & fair declaration of my expenses.

Signed:  ________________________

Date:     ________________________
	FOR OFFICE USE

Checked: _______________________

Authorised:______________________

Payment made on:________________

Payment by Cheque/BACS 
Ref No: ________________________

	If your claim includes car mileage please complete: -

“I certify I hold a full driving license and have adequate insurance cover, the car is roadworthy, taxed and has a current MOT certificate.” 

Signed: 



