                                         The UJS Expenses Claim Form

· When claiming for petrol, you should include all the relevant information: the date you travelled, where you travelled to and from, for which event (in the project section), and how many miles travelled. The mileage should then be multiplied by 30 pence for the final amount. This is the only time we do not require a receipt.
· Receipts should be arranged in the order you have listed them, and stapled to the back of the form, not over your name on the front of the form. If the receipt shows more items that just the ones you are claiming for, please circle the relevant items or cross out the irrelevant ones and include the amount you are claiming for on the receipt.
· Please be as specific as you can with what you are claiming for, including the events they relate to (both in the project section and, if that is a broad heading, also include the specific project/campaign/event in the details section) and what specifically you spent the money on. E.g. Instead of writing “materials for event” please specify the materials and which event.
· Please include your bank details on the expenses form as our chief payment method is online payments/BACS. We will need your account name, account number and your sort code.

· When expenses are incurred abroad, please calculate the amount owed in pounds and pence according to the exchange rate the day the expenses were incurred, and claim for the correct amount in British currency on the form. Please write the exchange rate and calculated amount on the relevant receipts.

· Please do not submit expenses in hand-written form. Using the form on the website and filling it out there makes it far clearer to read, preventing the cheque being sent to the wrong address and the total amount will also be automatically calculated for you correctly.
· Forms may be emailed in as long as the receipts are scanned and attached to the email. Email: finance@ujs.org.uk
· Please don’t forget to sign the form.
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