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 PLEASE COMPLETE FULLY AND PRINT CLEARLY


	MEETING:  
	
	DATE:
	

	VENUE:       
	

	YOUR NAME:
	

	ADDRESS
	

	

	
	Postcode
	

	EMAIL ADDRESS
	E-ma 

	Duty Performed 
	

	Passenger(s)
	

	Passengers Duties
	

	Reimbursed at 25p per mile or
30p per mile with 2 or more people travelling
	Number of Miles Max 400 per event
	
	Sum Claimed £
	

	Bus/Coach/Rail Fares/Hotel (please attach receipt: max £100)
	Sum Claimed £
	

	Hotel contribution (deduct £20)
	Sum deducted £
	

	TOTAL AMOUNT CLAIMED
	 TOTAL £
	

	SIGNED:
Date:


* FULL RECEIPTS MUST BE ATTACHED TO THIS CLAIM FORM 
PLEASE READ INFORMATION OVERLEAF CAREFULLY AND HELP THE SPORT BY KEEPING CLAIMS TO A MINIMUM
ALL EXPENSES ARE PAID ELECTRONICALLY BY BANK TRANSFER (BACS), PLEASE COMPLETE BANK DETAILS BELOW 
Payment Account Details 



Please complete all fields 


	Account Name
	
	Bank Name
	

	Account Number
(8 digits)
	
	Sort Code
(6 digits)
	

	Email Address 
in case of queries   
	


Team Manager/Officer Authorisation of Details         

	Signature 
	
	Date
	

	Name
	
	Position
	


Please return completed forms to: 
holleyhun@outlook.com  Or post to Dawn Holley, Treasurer, 110A Gorwydd Road, Gowerton, Swansea, SA4 3AW. Terms & Conditions on page two below.
PAYMENT OF VOLUNTEER EXPENSES: OFFICIALS / ATHLETES
1) The amount payable is based on second-class rail fare only, plus other costs of using public transport as necessary to and from rail stations. Where possible cheap day or weekend return tickets must be obtained. All rail tickets or receipts must be attached to the claims before submission to the Treasurer for processing. 
2) Officials / athletes who wish to travel by car may have their travel costs covered, for the direct route, from their home or starting point of travel at the current rate of 25p per mile or 30p per mile can be claimed if 2 or more people are travelling in the same car up to a limit of 400 miles round trip per event.  This is for officials / athletes who live more than one hour drive from any point of the bus route.  
3) Overnight accommodation for athletes, team managers and officials booked by the team manager is funded by the club. Athletes, team managers and officials that choose to stay in a hotel of their choice, will have to fund the stay themselves.
4) Taxi fares and parking will be paid, but the total claim must not exceed £100.   Receipts must be submitted with the claim form
5) All air travel must have the approval of the Trustees prior to booking.
6) Where team / group transport is provided, athletes / officials / coaches are expected to make use of this. 
No claims for travel will be met unless this practice is observed. 
7) Please complete expenses claim forms and forward to the Club Treasurer within 4 weeks of the competition. Full itemised receipts for each item claimed must be attached to the claim form.
8) Claims must be submitted by the athletes personally.  Claims submitted by the team managers on behalf of athletes will not be accepted.
9) Expenses are paid to athletes who compete in NAL meetings and 6 / 12 stage ERRA championships.  These are the only fixtures the club contribute expenses towards.
10) Payments will be referenced ‘SW HA A C TR ACC’ on your bank statement. Please note remittances are NOT sent. 
11) IT IS YOUR RESPONSIBILITY TO PROVIDE ACCURATE BANK DETAILS FOR EACH CLAIM SUBMITTED.
12) Car journeys should be shared where possible. Multiple mileage claims from the same address to the same venue will not be accepted.
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