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General Expenses Claim Form
(BACS/Debit card)
	Name
	
	Month
	

	
	
	
	

	Claim details
	Fund details
	Amount (£)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Please attach all receipts
	
	Total claim (£)
	

	
	
	
	

	BACS Details where the Expenses are to be paid
	Name
	Sort code
	Account number

	Budget holder’s authorisation

	Name and signature


Please Submit no more than one claim per month to limit bank charges.
Completed form, with receipts, to be sent to the treasurer, via the office, by
the 25th of the month .
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