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About this form: 
Read the guidance below before completing.
Any employee, supernumerary, lay preacher, steward, trustee, or congregant of the Canterbury and East Kent Methodist Circuit can claim expenses incurred on behalf of the Circuit for reimbursement.
General Guidance: 
Submit expenses within three months of outlay payment; forms can be submitted ad-hoc, monthly, or quarterly. Older claims require review by the Circuit Superintendent. Receipts/proof of purchase are needed for all item expenses and all bus and rail tickets.
Mileage Rates for the first 10,000 miles:
· Car: 0.45p per mile
· Motorbike: 0.24p per mile
· Pedal cycle: 0.20p per mile
For each additional passenger, add 0.05p per mile.
Mileage rates reduce after 10,000 miles and will be discussed as necessary. 
Completing the Expense Form: 
Enter the claimant's name and date at the top. The name will auto-populate vertically at the bottom right for filing purposes.
For travel expenses, list the date, journey details (locations, purpose), and miles travelled in the appropriate column for car/motorbike/cycle or the cost for rail/bus travel. Enter additional passenger miles. Claim costs will auto-populate.
Authorisation is required for expenses other than routine travel, and expenses can be authorised by a Circuit representative. 
Use the 'Other Expenses' columns to describe and list item costs. Total will auto-populate. 
Supernumerary ministers can claim £30 per service plus travel expenses using this form.
Please scan and email, with your claim, copies of the necessary receipts. 
Add any further information in the notes section. 

Send the completed form and receipts to caekfinance@outlook.com.
For initial claims, also complete a Bank Details Form.
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