[image: image1.jpg]o0

The ASsociation
rorScience Education

Promoting Excellence in Science Teaching and Learning





NON STAFF EXPENSES CLAIM FORM

	Name:
	

	Payment to be made to:
	

	Address for payment:
	

	
	

	Postcode:
	

	Telephone No. (in case of queries):
	

	Signature:
	


	Committee/Meeting
	
	Date
	

	Location
	


	Mileage
	From/to
	
	Miles @ 45p
	£

	2 or more car share
	From/to
	
	Miles @ 50p
	£

	Car Park
	
	
	£

	Rail fare
	From/to
	
	£

	Airfare
	From/to
	
	

	Other
	

	Other
	

	Other 
	

	TOTAL
	


NOTE
Please attach all receipts
Please present cheques to bank within 7 days of receipt

Whenever possible please choose the cheapest means of transport for attending a meeting and perhaps share the use of a car as costs to the ASE for meetings are quite considerable.  

Office Use Only

	Dept:
	Cost Centre:
	Nominal Code:
	VAT Rate:
	Amount:

	Dept:
	Cost Centre:
	Nominal Code:
	VAT Rate:
	

	Dept:
	Cost Centre:
	Nominal Code:
	VAT Rate:
	

	Dept:
	Cost Centre:
	Nominal Code:
	VAT Rate:
	

	Cheque No:
	Dummy No.
	
	Date Paid:

	Authorised:
	
	
	Date authorised: 
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