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Instructions for Volunteers
Please explain the reason for the expense in Column 2 of the form on Page 2. This might be travel to a meeting, purchasing refreshments for a support group, lunch expenses.
If you are claiming for car mileage, enter the number of miles travelled that day. Mileage is reimbursed at 45p per mile. Multiply your number of miles travelled by 45p to give the amount to claim for your journey.
Enter the Total Amount at the bottom of the table.
Sign and date the form after the total (if sending electronically a typed signature is acceptable).
Return this form to volunteer@msatrust.org.uk with electronic copies of receipts. Alternatively, post the completed form and paper receipts to: MSA Trust, 128B Business Design Centre, 52 Upper Street, London N1 0QH
If you have any questions or need help to complete this form, please contact the Volunteer Officer or your Role Manager

	Volunteer details
	Bank details

	Name:
	Sort Code:

	Address:
	Account No:

	
	Name of bank:




	Volunteer Completes
	MSA Trust Completes

	Date
	Detail expense and reasons
(e.g. travel to a support group)
	Receipt Attached
	Number of miles travelled
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	Cost Code 


	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	

	
	
	
	TOTAL
	
	



Volunteer Signature:									Date:

MSA Trust Role Manager Signature:							Date:
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