Volunteer Expenses Form
Assemble Id:	Name:	Cost Centre:			Project code (if app):
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Description automatically generated]Receipts relating to the expenses in the tables below must accompany this form, VAT receipts are even better! We can only process expenses up to one month after the date they were incurred. You can find out mileage rates and what you can claim in our expenses guide. Please return this form to your line manager, not to the Finance Department. If this is your first time claiming your line manager will need to complete the following steps, and you will need to fill out a bank details form. 
	Assemble ID:
	Volunteer Name: 

	Cost Centre Number:
	Project Code (if app.):





Non-Mileage expenses (e.g. train tickets, sustenance, stationary) 
	Receipt 
No.
	Date of 
Expense
	Name of Supplier
	Purpose of Expenditure
	Account Code
	Amount

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	Total claim


	


Mileage Expenses (please make sure to select your car type)	
	Date of travel
	Starting Point
	Destination of travel
	Reason for Journey
	Miles Claimed
	Passengers
Exc. you
	Miles Claimed x Rate in £s
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	Car Type
	Select
	Account Code

	Electric cars
	
	55-0-180_Vols

	Petrol Hybrid
	
	55-0-110_Vols

	Petrol - less than 1.4L
	
	55-0-120_Vols

	Petrol - 1.4 to 2.1L
	
	55-0-130_Vols

	Petrol - greater than 2.1L
	
	55-0-140_Vols

	Diesel - less than 1.4L
	
	55-0-150-Vols

	Diesel - 1.4 to 2.1L
	
	55-0-160_Vols

	Diesel - greater than 2.1L
	
	55-0-170_Vols


I confirm that:
· A motor insurance policy was in place which included the necessary cover for these journeys.
· The vehicle being driven was fit for the purpose, maintained in a roadworthy condition and complied with all legal requirements.
· An RSPB Drivers Declaration form (DH1) has been completed by me prior to driving any vehicle on a business journey.
· RSPB has been advised of any changes to my driving licence.

	Claimants Signature:  
	

	Date:
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