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			Expense Claim Form

Please note that your claim must be submitted within two weeks of the event taking place
We are not able to process claims received after this date without prior agreement of the PTFA Treasurer


                                                                                                                                      

Name of Claimant						Contact Telephone No					Email Address					
Sort Code	 			Account Number 				
	
	Event
	Description
	Date
	 Amount 
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	· Claims of over £5 cannot be reimbursed without a receipt. 
· Attach and number receipts / invoices as appropriate. 
· Include each individual receipt on a separate row
	Total amount claimed to be paid
	£
	



I confirm that the expenses claimed on this form have been actually and necessarily incurred by me, solely for The Heights PTFA

Signed by claimant					Date			        Approved by Event Organiser					Date		
Please return this form (with your receipts attached) in an envelope, marked "PTFA Expense Claim", to The Heights PTFA Treasurer via the PTFA box located in the school reception
Any queries can be sent to The Heights PTFA Treasurers either by email to funkyona@hotmail.com or lisa.bramley@me.com or by using the PTFA box, and marking it for their attention
The Heights PTFA Treasurer Use Only:
	Query Outstanding
	Claim Form Correct
	Receipts Attached
	Signed By Claimant
	Event Organiser Approved
	Amount Paid
	Date Paid
	Cheque  / BACS
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