  HOME-START ORKNEY 

CLAIM FORM – Mileage/Expenses           

MONTH OF CLAIM: 

Please submit your claim at the end of the month – All miscellaneous expenses must first be discussed with the Co-ordinator.

	Date
	Purpose of Journey
	From
	To
	Return
	Total Mileage

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	TOTAL
	

	
TOTAL MILEAGE CLAIMED @ 45p      PER MILE 
                       
	
£ 

	
Date
	
Telephone Calls
	
Other Expenses-Please detail
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL AMOUNT DUE
	



If your claim includes car mileage, please complete: -

“I certify I hold a full driving licence and have adequate insurance cover, the car is roadworthy, taxed and has a current MOT certificate”

Signed:  

I certify that the above expenses were incurred by myself during the course of my work for Home-Start Orkney.

Signed:	……………………………………………………………..	Date:  

Co-ordinator  …….…………………   Treasurer :  ………………….	Date:	………………
