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	Members Expenses Claim Form


	Member Personal Details

	Mr  FORMCHECKBOX 
 Mrs  FORMCHECKBOX 
 Miss  FORMCHECKBOX 
 Ms  FORMCHECKBOX 
 Other:  FORMCHECKBOX 
 Please specify      

	Full Name and Address: 
     
     
     
     
	Payroll No:     


	Payment Summary and Certification – to be completed by member

	Miles for payment without passengers:       
Miles for payment with passengers:                 

Total Expenses claimed (excluding mileage): £     
I certify that the journeys shown were made by me on Broads Authority business and claim payment in accordance with the Authority’s scale of travel allowances. I certify that I have incurred expenditure additional to the sum that I would normally spend on meals and attach receipts to support my claim. I also certify that my car insurance policy covers me for business usage.
I understand that any mileage claimed from my home to my permanent workplace will be taxable in accordance with HMRC guidelines and as detailed in Scheme of Members Allowances.  

Member Signature:                                                                   Date:      


	Payment Authorisation – to be completed by authorised signatory

	I authorise the payment of this claim being satisfied that:

 (i) the journeys were necessary   FORMCHECKBOX 
                                 
(ii) the claim is reasonable   FORMCHECKBOX 

(iii) petrol and other VAT receipts are attached   FORMCHECKBOX 

(iv) taxable and non-taxable mileage and expenses have been identified    FORMCHECKBOX 
 
Authorised signatory:                                                               Date:      


	For Admin Use Only

	Taxable Miles and Expenses: 

Non-Taxable Miles and Expenses:

Authorised signatory:                                                               Date:      



	Date
	Reason for journey and mode of transport
	From
	To
	No of passengers
if travelling by car
	Miles Claimed
	Description of Expenses
	Amount
(excluding mileage)
	Admin use only
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