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	the association of
inter varsity clubs



Expenses Claim Form
Name
: 
Position
: 
Club
:  
	Date
	Description and Reason
	Amount

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	TOTAL CLAIMED   £
	  


I certify that this expenditure was incurred for and on behalf of the Association of Intervarsity Clubs



Signed





Dated  


Authorised





Dated

Please complete and sign this from, attach receipts and obtain authorisation from an AIVC bank signatory (other than you if applicable!), then pass to the AIVC Treasurer.  This document may be forwarded electronically to the AIVC treasurer via an AIVC cheque signatory to action an e-payment or cheque requisition provided it is accompanied by scanned invoices/receipts.  The original paper copy including this form must be sent within 2 weeks to the AIVC treasurer (You must sign the hard copy, but the treasurer will use the email as authorisation).  Failure to do so will result in a request for recovery of the funds and removal of this fast track payment process. Please allow yourself 7-14 days for payments to be made (signatories/treasurers do have holidays).  Bank/Card charges are your responsibility not AIVCs.  Mileage rate is 30p per mile, round trip mileage. Please car share where feasible.  Rail fares are standard class, advance wherever possible.  Occasionally First Class advance works out cheaper and this is acceptable, but in this instance payment will only ever be reimbursed up to the cost of the standard class walk up fare at the time of travel.   

Payment by Cheque (please tick):


[Treasurer: Cheque
  ]
or Bank Transfer (Last 3 digits of bank account):

For Bank Transfer please confirm the account name, sort code and account number below.  This part of the form will be destroyed after audit, but please note, HSBC on-line banking will store your details electronically against our accounts for future payments.  For the avoidance of doubt please confirm your bank details for every payment request.  

Account name:
Sort Code:
A/C number:             
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