	Expenses Claim Form
	Please refer to the guidance notes overleaf

	This form must be signed by claimant & a committee member and then returned to the Treasurer via pigeon hole or post to 43 St Giles.

	pigeonhole
	
	
	
	
	
	

	Part A.  - All claims
	
	
	
	
	

	Name:
	
	
	
	Please provide your address: 
	ONLY if you wish

	Tel:
	
	
	
	cheque by post
	
	

	Email:
	
	
	
	
	
	

	Committee:
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Receipt
	Date 
	Purpose of Journey / Expenditure
	
	
	£

	Ref
	Incurred
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	5
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	8
	
	
	
	
	
	
	

	9
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	13
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	TOTAL
	
	

	
	
	
	
	
	
	
	

	
	I certify that the amounts claimed arise from Friend's activities

and that I have read and understood the Guidance notes

	
	

	
	
	
	Signature of Claimant:
	
	

	
	
	
	
	
	
	
	

	
	
	
	Date: 
	
	
	

	
	I approve this claim for payment
	
	

	
	
	
	Authorising Signature:
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	Date:
	
	
	

	
	
	
	
	
	
	
	

	If you wish to donate the amount claimed back to the Meeting and for the meeting to claim Gift Aid on this

	donation, please complete the slip below and send with your cheque made out Oxford Quaker Meeting to the Collector: Ruth Kim by pigeon hole or by post to 43 St Giles

	Name
	
	
	
	

	Address
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Amount of Donation
	
	
	
	

	It is a condition of Gift Aid that you pay at least as much UK income or capital gains tax as we are claiming back - 

	for gifts after 6th April 2008 you must pay at least 25p tax for every £1 donated
	
	


I certify that I pay sufficient tax for Gift Aid to be claimed back
Signature ------------------------------------------------------------------------  Date …………….

Expenses Claims

Most Charities strongly encourage their volunteers to claim out of pocket expenses that arise from their work for the Charity.  There are three reasons for this:

1. To ensure that no one is embarrassed by needing to make claims in order to undertake the work.

2. For greater transparency in accounting so that the true costs of running the organisation are clear and the donations are also visible.

3. If volunteers chose to donate their expenses back to the charity then the charity can claim back an additional 25% from the Inland Revenue.

General Guidance Notes

1. Please sign this form and obtain the signature of the committee convener or other committee member and then send the completed form to the Treasurer via pigeonhole
2. All forms should be supported by receipts where possible
3. Cheques will be sent via pigeonhole unless you request postage.
4.  For Travel claims, please use the method of transport which is most economic for the Meeting. In most cases, for journeys greater than 60 miles this will be public transport.    20p per mile can be claimed for travel by car.
5. Costings guidelines where receipts are not possible 
· Paper and print: 6p per sheet single sided, 11p double sided using an inkjet printer     (3 ½ p and 6p using a b&w laser printer)
· Telephone – evening calls estimate 8p per 5 mins, daytime calls 20 p per 5 mins; calls to mobiles 40p per 5 mins.
Notes on completing Claim Form:
Receipt Reference : The receipt reference is to be marked on the corresponding receipt.

Date:  The date on which the expenditure was incurred 

Purpose: Type of expenditure involved, a general description of activity (travel, photocopying, postage, printing etc), and the reason why incurred.
