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EXPENSES CLAIM FORM
Name:

Address:

E-mail:

Reason for expense (eg Board meeting, interview):

Date of expense:

Travel

Journey details:
If a car journey is essential we pay at current HMRC rates.

Subtotal - travel:

Other expenses

Details of any other expenses claimed eg subsistence:
Subtotal – other expenses:
Total amount claimed:

Please attach receipts for all expenses.
Signed: ____________________________
Date: _________________

Please complete your bank details for BACS payment.
Name of bank:  ___________________________________________________________
Account number:
  ___  ___  ___  ___  ___  ___  ___  ___
Sort code:
__  __     __  __    __  __

Account name(s): ___________________________________________________________
Please send your claim with travel receipts to Early Education, 2 Victoria Square, St Albans. AL1 3TF or email to office@early-education.org.uk 
Approved: _________________________
Date: _________________

