Expenses claim form template

Name: ___________________________________________________ Date: ____/____/____

Volunteer role: ______________________________________________________________
We can authorise claims for the following:
• 
• 
• 
Ask your Volunteer Manager for the guidance on claiming expenses and the maximum claimable amount.

	General expenses

	Date
	Expense Claim
	Amount

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Mileage claim – our current mileage rate (for petrol or diesel) is XX pence per mile.

	Date
	Reason for trip                                                                            Mileage
	Amount

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please keep receipts for all expense claims and give them to your Volunteer Manager, along with this form.

Volunteer Signature: __________________________________________ Date ____/____/____

Volunteer Manager’s signature: ____________________________________ Date ____/____/____
Adapted from a template created by The Duke of Edinburgh’s Award, August 2014


