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Expenses and Fees claim form
Please complete and send this form along with the necessary receipts (these can be scanned), to the SEDA Office. Please adhere to the ‘Guidelines for Claiming Expenses’, available on the SEDA website under ‘Policies and Guidelines’, when claiming expenses. Thank you.
Please note that for overseas visits of for expenses expected to total over £500, approval of the expenditure must be agreed in advance by the Co-Chair and Treasurer.
	Personal details

	Name: 

	Bank name:

	Bank account number:
	Bank sort code:

	Email:
	Tel:

	Details of claim - please attach all receipts

	Item
	Amount

	
	

	
	

	
	

	
	

	
	

	Total amount claiming
	£

	(If claiming mileage) I confirm that my car insurance covers this business use mileage (


Please help us to allocate this payment correctly by indicating the area of expenditure:

	Executive Committee / General Meeting
	Educational Developments - issue no. if appropriate:

	Conference & Events Committee - general
	IETI Journal - issue no. if appropriate:

	Specific conference - state which:
	Publications

	Fellowships
	Membership

	PDF - general
	Scholarship & Research Committee

	PDF mentoring/recognising - give details:
	Services & Enterprise Committee

	Other - please give details:
	


Signed:






Date:
Approved:






Date:
SEDA, Woburn House, 20-24 Tavistock Square, London WC1H 9HF

Tel: 020 7380 6767, email: office@seda.ac.uk, www.seda.ac.uk
A company limited by guarantee and registered in England, no. 3709481   Registered in England and Wales as a charity, no. 1089537
