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Please return to:

Miss Emara Roth
Treasurer
01392 265524 	treasurer@naco.uk.com
[bookmark: _Hlk531003747]C/o Lord Mayor’s Office, Exeter City Council, Civic Centre, Paris Street, Exeter EX1 1JN
_____________________________________________________________________
EXPENSE CLAIM FORM
(Please provide receipts as proof of payment where possible. Once you have been paid, we will dispose of your forms due to data protection)
	Name:
	

	Authority:
	

	Bank sort code:
	

	Bank Account number:
	

	Reference/Purchase Order (if required)
	



EXPENSES
	ELEMENT
	Description 
	AMOUNT

	Transport
	
	

	Accommodation
	
	

	Food
	
	

	Other
	
	

	
	TOTAL AMOUNT TO CLAIM
	£



MILEAGE 
Include when the journey was made, how many miles you are claiming and where your journey was from & to. Mileage will be claimed back at £0.45p per mile
	Miles claimed
	From
	To

	
	
	

	
	
	



I certify that the details on this form are correct and that I have performed the duties for which payment is claimed
Signature				Date
Approved by
Name				Signature			Date
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