[image: image1.png]



ADUR CANOE CLUB


Expense Claim Form

	Date of claim:
	

	Total amount claimed:
	

	Claimant:
	

	Receipts attached
	Yes/ No


Details of expense claim:

	Item
	Amount

	
	0.00

	
	0.00

	
	0.00

	
	0.00

	
	0.00

	
	0.00

	
	0.00

	TOTAL 

(if filling electronically ensure all empty columns contain 0, then select the number and hit F9)
	0.0


Prior to payment:

All payments greater than £50 require approval from at least one Club Committee member (excluding the Treasurer).  

All payments greater than £200 require approval by the Club Committee.

Has payment been authorised?


Yes/ No/ Not required

Authorised by:  
Committee meeting on
   
……………….




Committee member:  
Name

……………….







Signature
……………….







Date

……………….






Or 
e-mail approval attached     …

To be completed by Treasurer:

	Signed as approved and paid:
	

	Amount paid:
	

	Method of payment:
	

	Date paid:
	


