 (
Name and Address
Committee/Group
) (
Reason for claim
) (
Authorised by:
Expenditure category
Tick  one
Administration
Event support
Publicity
Member Communities 
use only
:
Cost Code
) (
I certify that the above expenditure was necessarily incurred on
 Boundless by 
CSMA 
 business
. I agree to comply with the
 Boundless Driver 
Guidelines.
Signature
Date
) (
Boundless by CSMA 
Personal Expenses Claim
)
 (
Period covered by claim
From
To
Date
Time
Date
Time
)







	Journeys and method of travel
(mileage rate at 35p/mile)
	Miles claimed
	Mileage cost
	Fares
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Meals and accommodation
	Total travelling  
	

	
	
	

	
	
	

	Other expenses  
	Total meals  
	

	
	
	

	Please add your bank details if we’ve not paid you from central funds previously.

	
	

	Name on Account:
	Total other expenses  
	

	Account No:                    Sort Code:
	Total of claim  £
	




 (
Boundless Club Driver Guidelines
For the purposes of these Guidelines, a “Club Driver” is a member of the Civil Service Motoring Association Limited (other than an employee of the Association) who drives a car or other vehicle for purposes relating to the Association and claims mileage expenses from the Association.
2.
A Club Driver must ensure that any vehicle used is properly maintained and meets all legal & 
insurance
 requirements
.
3.
A Club Driver is responsible for (a) the safe control of his/her vehicle
 
and (
b
) compliance with all legislation applicable to the Club Driver, the 
vehicle
 and the driving of the vehicle.
4.
Whilst driving, calls must not be made or received on a mobile phone except u
sing a 
hands free
 kit. Under no 
circumstances are text messages to be sent or received whilst driving. 
Parking and driving-related fines and penalties are the sole responsibility of the Club Driver.
A Club Driver is responsible for ensuring 
that appropriate cover is obtained f
rom their insurer and that full
disclosure is made to their insurer, including the fact that their vehicle is used for purposes relating to the Association and that mileage expenses are claimed in that connection.
)
