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Speaker expenses form
If you would like to claim expenses, please ensure that this form is completed and returned to head office by email at fundraising@practicalaction.org.uk or by post to The Schumacher Centre, Bourton-on-Dunsmore, Rugby, CV23 9QZ, following each speaking engagement.

[bookmark: _GoBack]Please ensure expenses are agreed with your Practical Action staff contact prior to undertaking a speaking event.

	Speaker name and supporter number (if known):




	Date incurred:
	Details of expenditure:
	Amount:

	
	Travel (Car travel is reimbursed at 0.45p/mile)

Details of journey: 
(e.g. CV23 9QZ to NE42 3EG return)

Miles claimed in total:


	

	
	Meal allowance (please include a receipt for each transaction)


	

	
	Other:


	




Speaker signature:________________________

	Bank account to pay in to:

	Account Name:  
Sort Code:
Account No: 




_____________________________________________________________________________________

Office Use Only

Authorised by:…………………………………………….  Date:……………………………

Budget code:  
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