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EXPENSES CLAIM FORM

Contract Number:


________________________________________________

Name of Consultant:


________________________________________________

Client Company:


________________________________________________

	
	
	
	
	
	
	
	Accounts Use Only

	Date of Expense
	Description of Expense
	UK Travel
	Subsistence accommodation, food etc.
	Petrol Mileage
	Business Telephone
	Misc Costs (Specify)
	VAT Analysis
	Accounts Code

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	TOTAL EXPENSES
	
	
	
	
	
	
	

	
	
	
	
	
	GRAND TOTAL
	


Total amount in words:

I hereby certify the above amount is correct and that I have incurred expenditure whilst performing services on behalf of the client:

Signed: _______________________________

Date: __________________
Approved: ___________________________________
Date: _______________
VANTAGE RECRUITMENT SOLUTIONS LIMITED NEEDS AN APPROVED EXPENSE FORM AND ORIGINAL RECEIPTS TO REIMBURSE EXPENSE CLAIM (EXCEPT IN CASE OF MILEAGE, WHERE ALLOWANCE IS PAID IN ACCORDANCE WITH CLIENT MILEAGE POLICY).
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