xe "Appendix G:SAMPLE EXPENSES CLAIM FORMS"Sample Expenses Claim Form

For Taking a Service in Another Benefice

	Travelling expenses claim form

	Name of Reader

	Address

	Travelling expenses in connection with taking a service on

	from home to                                                                                                                 and return

	             miles @ 40 pence per mile * (or current diocesan rate)
	Total Claimed £

	Signed






	Date

	Date paid and signature of Treasurer
	


For Working Costs Within the Benefice

	Parish/Benefice of

	Claim for Reimbursement of Working Costs incurred in my Ministry as a Reader

	Name

	Address

	Period of Claim
From




To

	Use of Car 

[see attached Journey Record]
	                miles @ current diocesan rate
	£

:

	Postage [receipts attached]
	£

:

	Stationery [receipts attached]
	£

:

	Telephone [see list of calls made and cost]



	£

:

	Maintenance/Replacement of Robes [receipts attached]
	£

:

	Books/Teaching & Preaching Resources [receipts attached]
	£

:

	Training/Courses
 [excluding travel - see use of car]
	Fees
	£
:
	

	
	Subsistence
	£
:
	

	
	Materials
	£
:
	£

:

	Quiet Days/Retreats

[excluding travel - see use of car]
	Cost
	£
:
	

	
	Incidental Expenses
	£
:
	£

:

	Other [give details and receipts]
	£

:

	
	Total Claimed
	£

:

	Signed


	Date
	

	Signed [PCC Treasurer]
	Date
	


