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Headway North London



 

Befriending Project
Volunteer Name:
	Date
	Befriendee Name
	Activity 
	Total Activity Cost
	
	Journey Details
	Bus/ Tube (Taxi) Fare
	No. of miles 

@   40p/mile
	Total Travel 

Cost
	
	Total Cost  



	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


	Volunteer Signature:

Date:


	Approved by:

Date
	TOTAL   
OWED TO
 VOLUNTEER      £                         

                                                                   


Claim forms must: 
1
Comply with the conditions overleaf

2
Be signed

3
have receipts attached for any outlays

NOTES ON EXPENSES

1. Two activities per month will be funded by the Project once the volunteer is in a match. 
2. Volunteers should check before starting any activity that the befriendee has the necessary money on his/her person.  The volunteer should not provide financial assistance to the befriendee – the Project is unable to reimburse befriendee expenses.

3. The volunteer completing the expenses sheet must sign it to acknowledge claiming the sum and insert all the information required.   Payment cannot be made on any incomplete or unsigned sheet.

4. Where the volunteer claims for outlays such as a taxi fare, meal, cinema ticket, childcare cost or other sum paid by the volunteer, a receipt must be produced with this sheet.

5. Each volunteer claiming expenses must submit his/her own expenses sheets at least monthly.  Claims made on behalf of more than one volunteer on one sheet will not be accepted.

6. All expenses will be paid by cheque.

7. Taxi fares will only be reimbursed if authorised by Headway North London before the fare is incurred.

8. We will pay:

i) Public transport cost up to £5.00
ii) Car owners mileage at 40p per mile up to 20 miles i.e. £8
iii) Contribute up to £7.50 per outing towards cost of an activity 
