General Assembly / Assembly Executive 
travel expenses claim guide and form (2 pages)

We will need receipts for all your travel expenses (except for car mileage). 
Please remember, if you do not provide us with receipts, we cannot reimburse you! 
Railway tickets: 
· If you book tickets online, you can convert the confirmation email to PDF in your email software and use it as a receipt. We need to see your journey, travel date and price. 
· You can use a screenshot of your digital tickets as a receipt, as long as it shows your journey, travel date and price.
· If you buy paper tickets at a station, please take a clear photo of the tickets or scan them. We need to see your journey, travel date and price. 
Traveling on the London Underground/Elizabeth Line/Overground trains using Oyster/contactless card:
· If you use the ‘TfL Go’ app on your mobile, go to the payment section of the app. Your journeys are listed there. Take a screenshot and use it as receipt.
· If you are registered with the Transport for London, go to your online account and download the record of your journey. 
· If you don’t use TfL Go app or TfL online account, we accept your bank transaction record. Please go to the recent transaction section of your online bank account or mobile banking app. We only need GA journey records.
· If your bank lets you download an individual transaction record, please do so and use it as receipt. 
· If not, take a screenshot of the transaction, and use it as receipt. 
· If a screenshot is not allowed, use another phone/camera to take a photo of your screen, and use it as receipt. 
Motorway or crossing tolls
· You should be able to download payment receipt.
Taxis
· Please ask for receipt each time!
If you travel together:
If you travel together on trains or taxis, the person who paid for the cost should submit just one expense claim for everyone.
If you travel together but pay separately (e.g., on London Underground using separate Oyster cards), then each person should submit their own claim separately. 
Please do not add food or drink. They won’t be reimbursed. 

Please complete the form and send to the General Assembly email address: general.assembly@urc.org.uk
Travel Expense Claim Form
	Title
	Revd/Dr/Mr/Mrs/Miss/Ms/Mx

	Full name 
	

	Email address
	



	Train fare
	£

	By car total mileage: _______ @25p per mile
	£

	Passenger mileage: ________ @5p per mile ____ passengers
	£

	Other travel expenses (parking, toll, bus, taxi, etc)
	£

	TOTAL AMOUNT
	£


Please attach receipts in support of your claim
	Bank details 

	Please fill in below only if you have never given your bank details to the United Reformed Church or if your bank details have changed. If you have given the details to us before, you don’t need to fill in here.

	Bank name
	

	Sort code
	

	Account Number
	

	Account name
	



Signed	…..			Date	…………….
The URC will only use this data to process the payment of your expenses. For our full Data Privacy notice regarding expenses claims, please see https://www.urc.org.uk/finance-information.html 
