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When completed, return this form with all the receipts to Ambassadors@rippleeffect.org within one month of expenses incurred. Scanned receipts are acceptable.

	Name:	                                    Date of claim:


	Date Incurred
	PO

	Details of expenditure
	Amount

	
	
	Travel (if by car you may claim up to 0.45p per mile)

Provide post code travelled from and to, and the reason for journey






(amount claimed per mile @	x	no. of miles	             )
	

	
	
	Other

Please provide details of other expenses incurred and a breakdown of amounts.








	

	
	
	Total
	£

	

Ambassador signature: …………………………………………………………….

Ambassador address:




Bank account to pay in to (if not previously given to Ripple Effect) Acct Name, Sort Code & Acct No.











Process as per Expenses Policy: Ann to add link

1. Agree expenses with Community Manager ahead of volunteering time
2. Community Manager to provide you with a Purchase Order number (PO)
3. Complete the expenses form with all the information requested, including all receipts (scanned receipts are acceptable)
4. Email the form to Ambassadors@rippleeffect.org for approval. The Community Manager will then send the form to Finance
5. You will receive payment within 30 days, provided your form has been completed correctly.

Lost receipt declaration:

If you have lost your receipt, please provide the following:
· The reason the receipt is unavailable
· The date, amount and nature of the expense
· Confirmation that the expense was wholly incurred for charity purposes

Where possible, we would still expect alternative evidence (for example, booking confirmations, screenshots of standard prices, or bank statement entries).

	Information about lost receipts 









	




Ambassador signature: ……………………………………… Date………………………………………………………………






Office Use Only

Authorised by:…………………………………………….Date:…………………………… Budget (Sage) code:

Updated by Ann Hatton 5/3/26
Ripple Effect International is a charity registered in England and Wales (299717) and Scotland (SC049792), and is a company limited by guarantee (02290024). Registered office is Runway East, Kings Court, Parsonage Lane, Bath, BA1 1ER. 
image1.jpeg




