
Name ............................................................. Appointment ..........................................................

Address .............................................................................................................................................

email ................................................................................... Tel .....................................................

Claim for repayment of expenses for the month of ................................... Year ..........................

SUMMARY

Mileage (use form on page 2 to calculate)      £ .....................
      
Fares (Rail / Bus /Taxi)       £ .....................   

Other (Please specify) ......................................................... £ .....................   

Other (Please specify) ......................................................... £ .....................

Other (Please specify) ......................................................... £ .....................

Other (Please specify) ......................................................... £ .....................

Other (Please specify) ......................................................... £ ..................... 

        Total  £ .....................

CLAIM FOR EXPENSES

Note: Before submitting this claim please ensure that your 
Head of Department has authorised it. Failure to do so may 
delay re-imbursement.

I have received Gifts & Hospitality to the value of £ ..........................which have been recorded on 
the Register of Gifts & Hospitality (Church House U: Drive). 

These expenses were necessary for the work of the ..................................................... committee.

Signature of claimant  .......................................................... Date .............................

APPROVAL: Consideration has been given to economy and I authorise payment to be charged 
against the budget of the committee.
 
Executive Officer   .......................................................... Date .............................

Finance Office Use

Church House, 5500 Daresbury Park, Daresbury, Warrington WA4 4GE www.chester.anglican.org
Telephone 01928 718834 E-mail:churchhouse@chester.anglican.org. Chester Diocesan Board of Finance is a 

company limited by guarantee registered in England (no.7826) and a registered charity (no. 248968)



DETAILS OF JOURNEYS - In making this mileage claim, you confirm that you hold a current Driving Licence and valid insurance which covers business use.

Date From To Purpose Mileage Home to 
Office Mileage

Net 
Mileage

Total Mileage

Home to Office Mileage: 
Complete the  ‘Home to ‘Office Mileage’ box when you make a work-related detour as part of your regular journey to or from your normal place of work.

Mileage expenses (Total Mileage x 45 pence per mile) = £  
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