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EXPENSE CLAIM FORM 
Please make sure ALL receipts are attached to this form or scanned with form to: cin.finance@bbc.co.uk

	PERSONAL DETAILS

	Name
	
	

	Address
	

	Post Code
	

	Email 
Address
	

	BANK DETAILS

	Account Name
	

	Account No
	
	Sort Code
	

	EXPENSES

	Type
	Date
	Description of spend including event/project name
	Amount £

	TRAVEL
Mileage 0.45 p/mile. Please state where journey starts and ends)
	
	

















	

	OTHER
	
	



















	

	TOTAL CLAIM:
	

	Signed: 
	Date:  

	Approved by:
	Date: 

	RETURN TO: 
Finance Team, BBC Children in Need, 4th Floor, Dock House, MediaCityUK, 
Salford, M50 2LH
OR: scan to cin.finance@bbc.co.uk       
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