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BACCN 

Expense Claim Form

1. Claimant

	Name:



	Address:



	Reason for claim (General Claims, Board Travel Expenses etc):


	If you claim is against your budget associated with execution of your BACCN role please put code in here:



	Signature: 
	Date: 



2. Details of claim

£           p

	a) Travel (If claiming for petrol/diesel please see section 4)

b) Other expenses (please itemise)


	

	TOTAL CLAIM - .
	£


3. Account Details

	Account Number: 

	Sort Code:


	Bank Account Name:




4. Petrol/Diesel claims

	Engine Size (c.c)


	

	Petrol or Diesel?

	

	VAT receipt attached that covers at least the value of the fuel claim?

	


Please Note:

All claims must be supported by an original VAT receipt

Please send completed forms to support@baccn.org 
BACCN CURRENT TAVEL AND SUBSISTANCE ALLOWANCE
SEPTEMBER 2013(Reviewed November 2015, Revised March 2016, Revised March 2022)
The term “travelling” includes:

· Standard class rail fare (or other options if cheaper than standard class)
· Economy class air fare

· A mileage allowance of 45p per mile which must be accompanied by original VAT receipt for fuel

· Car parking fees

· Taxi, bus fares or tube fare from home to nearest rail station or airport and between destination rail station or airport and meeting venue. Original receipts must be submitted with claim form. 


Subsistence includes:

· Maximum £7.50 for breakfast


· Maximum £7.50 for lunch


· Maximum £30 for evening meal 


Expenses other than those above will not be paid unless discussed with the Finance Director first. 
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