
Expenses Claim

Receipt
Date 

expense 
incurred

Description of expense (e.g. evening 
meal, items purchased)

Reason for expense (e.g. event 
attended). Stat date if different to the 
date the expense was incurred)

Gross 
amount

VAT Net amount NC BH

Total for out of pocket expenses: £0.00 £0.00 £0.00

Date
Number of 

miles
Route (including postcodes of start 
point, calling points and end point)

Amount 
(45p/mile)

Amount 
(50p/mile) NC BH

£0.00
£0.00
£0.00
£0.00
£0.00
£0.00

Total 0 Totals for mileage: £0.00 £0.00

Total for out of pocket expenses plus mileage: £0.00

For office use only
Reason for journey and, if claiming 50p rate, name 
of staff and/or Trustee sharing the journey

Name:
Month & Year: 

Out of pocket expense For office use only

Mileage

Vehicle Engine Size:
Fuel Type:


