Peninsula And Plains Orienteers Expense Claim Form   Name:
	Category
	Description/Item purchased
	Expense Code
	Amount ($)

	Printing, postage & stationery
	
	
	

	
	
	
	

	
	
	
	

	Event expenses

(please name event)

Eg, travel, equipment hire, accommodation, photocopying, etc.


	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Equipment
	
	
	

	
	
	
	

	
	
	
	

	Coaching/training
	
	
	

	
	
	
	

	Mapping

(please name map)

Eg, mapping hours, travel, accommodation etc


	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Other
	
	
	

	
	
	
	

	
	
	
	

	
	
	TOTAL
	



Claimant’s Signature
Date
1) Mapping

a) Should be approved by Fieldwork Co-ordinator before any work is done.
2) Travel

a) The standard travel claim rate is 35c/km.

b) Planners and Controllers may claim for all trips, but as a guideline 4-5 trips in total are anticipated in the expectation that transport will be shared. 

c) On the day of the event, 70c/km may be claimed by the person towing the Event Centre caravan. 

d) Claims may be approved for other travel costs incurred while acting on behalf of the club. eg: club coach, organisers/co-coordinators of major events etc.
3) Other Expenses
a) Please attach receipts
Please enter the bank account number you wish your claim to be paid into i.e. XX-XXXX-XXXXXXX-XX(X)



























Date approved	Amount Approved	


Code	  Cheque /Internet Banking Number	Treasurer	








Email a completed form to info@papo.org.nz
OR post to Treasurer, PAPO, PO Box 824, Chch.

