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Expense Claim Form

Please note:  

1.
Expenses should be claimed within two months of the event to which they relate.

2.
All claims greater that $50.00 (except for mileage) must be supported by invoices (airline tickets, hotels meal receipts etc)
3.
Honorarium – personal  claim only and IR330 required if not previously provided. If claiming an honorarium for an institution then do not use this form.  The  institution is required to send a GST invoice.

4.
Motor vehicle expenses incurred on Royal Society business are reimbursed at the rate of $0.74/km regardless of car size for the first 3000km /annum run and at $0.19/km thereafter.

	I,
	
	wish to claim the following expenses incurred through my attendance at:

	Location 
	

	Date of Meeting
	

	Meeting Details
	

	Transport expenses
	
	Amount claimed

	MILEAGE (please specify distance)
	  #  KM’s
	

	TAXI
	

	VEHICLE HIRE
	

	AIR TRAVEL
	

	Other e.g. petrol, parking (please specify)
	

	Accommodation expenses
	

	Hotel (receipted invoice attached)
	

	Incidental meals (receipts attached)
	

	Other (please specify) ie Honorarium
	

	
	

	TOTAL  CLAIMED
	


	Title /Name
	

	Address
	

	Email:
	

	Phone number:
	


All expenses are paid by direct credit.  Please provide your bank account number:

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Account name
	

	Signature
	

	
	


For Office Use
Approved:  



Code:  …………………………………………………
             Date received: 
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