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	  WILTSHIRE SWIMMING 
  Founded 1907

   Affiliated to Swim England South West Region




COUNTY EXPENSES CLAIM FORM

GENERAL – Payments will be made by bank transfer
	Name & Club:
	

	Email address:
	

	Postal address (for travel claim)
	

	County position/committee:
	

	Bank Details
	Account Name: 

	
	Sort Code: 

	
	Account Number: 


CLAIM

	Nature of claim   i.e., mileage, hotels, equipment, etc.
	Details of claim i.e., event, meeting etc 

Including date/s and venue
	Amount claimed (include calculation if relevant) RECEIPTS MUST BE PROVIDED

	
	
	


Notes

This claim form is to be used for all expense claims made to Wiltshire Swimming. Each claim will be considered within the guidelines set out below and in accordance with the County Rules section 12.

· If you anticipate that your claim will exceed £100.00 please contact the County Treasurer with details before incurring the expense.

· Mileage will be paid at 45p per mile and where possible car sharing is encouraged.

· Telephone claims to be accompanied by an itemised invoice with relevant calls clearly marked.

· Photocopying will be paid at 3.5p per sheet, claim must include reason, date, quantity.

· Payment for overnight accommodation will be capped at £90.00 per night. A meal allowance up to £17.50 is also payable where overnight accommodation has been approved. 
The Finance Committee reserves the right to request further information. Completion of this form does not guarantee that your claim will be successful.

Please send completed AND AUTHORISED form to County Treasurer, Karl Mutton at karl@kmls.co.uk
	Claimant:
	Date: 

	Authorised:
	Date:

	Treasurer:
	Date
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