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SSS VOLUNTEER EXPENSES CLAIM FORM

How to claim
As part of our ongoing commitment to sustainability, and in order to better track our carbon footprint, we have introduced a few new categories in the form- please take the time to complete this correctly and get in touch should you have any queries.

Once complete, please email your Expense Form to finance@scottishstudentsport.com. 

We will endeavour to process your Expense Form within 7 working days of receipt. Please include all relevant receipts so that we may easily check the claim. Payment will be made to you by BACS.

Officials or Referee Expenses 
 
You and Scottish Student Sport (SSS) have no employment relationship. SSS are not responsible for making any deductions from payments made to you for tax purposes. Any tax liability that arises is your responsibility. 

Travel Allowances 

At SSS, we encourage sustainable travel, so please consider using public transport, cycling or car sharing.

	VEHICLE TYPE
	UP TO 10,000 BUSINESS MILES PER YEAR

	Cars & Vans
	35p per mile

	Cars & Vans Towing a Trailer*
	45p per mile

	Bicycles
	20p per mile

	First Passenger
	5p per mile for first additional passenger

	Subsequent Passengers
	2.5p per mile for each subsequent additional passenger**



*For vehicles towing a loaded trailer.
**Up to a maximum of three passengers, per vehicle, per journey. 

Food & Drink Allowances

Sports Chairs- please check with the SSS Office as to whether you are eligible to claim subsistence allowance.

	MEAL
	UP TO 3 CONSECUTIVE DAYS

	Breakfast (if travelling before 7am)**
	£5.00 max

	Lunch
	£8.00 max

	Dinner (if overnight stay is required)**
	£10.00 max



**Where hotel rates include breakfast or dinner, no claim will be processed. 

Please note that no claims for alcohol will be processed unless preauthorised by the COO and Chair. Claims will only be paid where receipts are included- if the meal is over the allowance, the claim will be capped at the maximum rate.

Please do not hesitate to contact the SSS Office should you have queries regarding your Expense Claim.

Please complete in BLOCK CAPITALS

PERSONAL DETAILS	
	Name
	

	Telephone
	

	Email
	



BANK DETAILS
	Name on Account
	

	Sort Code
	

	Account Number
	



EXPENSES INCURRED	
	COST TYPE
	DESCRIPTION
	AMOUNT CLAIMED (£)

	Travel- Bicycle (mileage)
	
	

	
	
	

	Travel- Bus (fare, journey details)
	
	

	
	
	

	Travel- Train (fare, journey details)
	
	

	
	
	

	Travel- Flight (fare journey details)
	
	

	
	
	

	Travel- Car Diesel (mileage)
	
	

	
	
	

	Travel- Car Petrol (mileage)
	
	

	
	
	

	Travel- Car Electric (mileage)
	
	

	
	
	

	Food- Plant based
	
	

	
	
	

	Food- Non plant based 
	
	

	
	
	

	Other
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	TOTAL
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