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EXPENSES CLAIM FORM

	DETAILS OF CLAIM


	

	Date of expenditure


	

	Reason for incurring expense


	

	Travel from/to/from


	

	Name (block capitals)


	

	Signature


	

	Payee


	

	Address for payment (if by cheque)

	

	Details for BACS payment
	Name of Bank

Name of account

Sort code

Account number


	ITEM
	£

	Air (Apex or similar)


	

	  Rail (standard class)
	

	Road   ______ miles @ 42p per mile


	

	Accommodation


	

	Miscellaneous (give details)


	

	TOTAL


	


Notes

1) VAT receipts are required for all expenses claimed
2) Unless agreed in advance, travel costs may only be claimed at the lowest obtainable public transport rate
3) When company vehicles are used, only petrol costs may be claimed
4) Submit completed form to: 
      Hon. Treasurer, LASA, c/o Royal Society of Biology, Naoroji Street, London WC1X 0GB
     E: info@lasa.co.uk;  W: www.lasa.co.uk
FOR OFFICE USE ONLY
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Paid on:

By Cheque No (if applies):

Payments to any overseas claimant will be made by International Bank transfer only; in order to complete this the following details are required:

Name of Bank: 

Full postal Address of Bank (including country):

Name of Account: 

Account number: 

Sort code : 

IBAN: 

BIC: 

If possible please complete this part of the form electronically (in typescript) to avoid misinterpretation of details.

Please be assured that we will treat this information in confidence.


LASA    Charity No: 1164804;   VAT No: 661 6243 42;   Company No: 8707797

