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EXPENSE CLAIM FORM  

The PIPA expenses policy should be consulted for guidance on allowable expenses.  Expenses that are not within the current policy will not be reimbursed unless these have been agreed in advance with the PIPA Treasurer.

Supporting bills and receipts must be attached – VAT receipts must be obtained where appropriate.  Expenses will not be reimbursed without supporting receipts.

VAT No: 530 2015 13

Name








Date

Address for payment

	Expense Type
	Details of Expense 
	Date
	Amount

	
	
	
	 £
	p

	Rail / London Transport


	
	
	
	

	Taxi


	
	
	
	

	Car


	
	
	
	

	Meals


	
	
	
	

	Accommodation


	
	
	
	

	Other (give details)


	
	
	
	

	
	
	Total


	
	


Signed






Date

Authorised





Date
8
This form must be authorised by an Committee member or the Chair of a Working Party.  It should then be sent to the PIPA Treasurer for payment. Authorisation may be sent by e-mail.

Please note that the PIPA Treasurer cannot Authorise expense claim forms.
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