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As a registered volunteer, you may claim for ‘out-of-pocket’ expenses incurred whilst carrying out your voluntary role.  All expenses are paid by BACs, must be agreed with your supervisor in advance and receipts must be provided.  For assistance or further information on how to claim, please contact your supervisor or refer to the volunteer pages on our website at www.naturalengland.org.uk.  
DO NOT use this form to notify a change of bank details.  To change your bank account details, please request a BACs form from your supervisor.
	Name & voluntary role:
	Team & location:
	Volunteer supervisor/contact:

	Full private address (inc postcode):

	Enter name and details of your APPROVING OFFICER.  Failure to complete this section may result in your claim being returned.

Please circle appropriate function
NNRs 

Regulation (inc Batworkers)

Marine

Land Management

Land Use

Landscape & Biodiversity

Access & Engagement O2 

Other:

please specify

Approver name:

Approver location:

Telephone:



	 If this is your first claim, or if it is 13 months or more since your last claim, please complete the following bank details  and submit on paper with a handwritten signature (all subsequent claims leave this section blank and you may submit your claim electronically if you wish)
Bank/Building Society name:

Branch:

Sort code:  
__  __ -- __  __ --__  __

Account number:

Account name:

Building Society roll number (if applicable):

Email address for remittance advice: (Remittance advice will be sent to your private address if you do not provide an email address)


	DECLARATION:  I certify that:
· I made the journeys/purchases detailed in this claim and that the expenses shown were necessarily incurred by me during my voluntary role.
· Prior approval of these expenses has been obtained from my team. 
· I used public transport where it was available and practical.
Signature:
Date:
(Motor mileage claimants only)
· I hold a valid driving licence and I have informed my insurance company that I am using my vehicle during my voluntary role.  
· My car has a valid tax disk and MOT (if required).  

Car registration:



	Date
	Journey / Purchase details

(Include where from, where to and purpose of journey) and / or 

(Include description of and reason for purchase) 
	Public Transport

£       p
	Personal Mileage 


	Protective Clothing

£       p
	Postage

£       p
	Other Expenses

£       p

	
	
	
	Total

Mileage

miles
	Total Mileage 

Allowance

£       p
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Sub totals £
	
	
	
	
	
	

	
	
	Claim total £
	










































































































































































Completed claim forms should be sent to: Accounts Payable, Lion House, Willowburn Industrial Estate, Alnwick, Northumberland NE66 2PF or completed claims may be emailed to: SSD.APNE@Defra.gsi.gov.uk All first time claims must be submitted on paper with a handwritten signature.  Your volunteer supervisor may request to see this form before it is submitted

