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Councils’ Travel and Subsistence Claims 
This form is to be used for elected members’ expenses claims that are to be reimbursed to the local authority.

Authority: ……………………………………………………………………………………

Claim for Quarter Ending: ………………………………………………………………….

It is important that full details of meetings are given so that this claim can be processed quickly.

Block capitals please

THIS FORM MUST BE ACCOMPANIED BY COPIES OF RECEIPTS AND AN OFFICIAL INVOICE 
	NAME OF MEMBER
	MEETINGS ATTENDED

(Please give full details) 
	DATES OF MEETINGS
	TRAVEL*
	SUBSISTENCE  
	ACCOMMODATION**

	
	
	
	
	
	


*Travel: standard class fare only will be reimbursed.

**Accommodation: the cost of overnight accommodation may be reimbursed when attendance at a meeting requires a member to leave home before 7.00am or arrive back home after 11.00pm
CONTACT OFFICER: ……………………………………………………….

TELEPHONE: ……………………………………       EMAIL:


	Please return completed form, invoice and receipts to:
Marion Stribling

Local Government Association
18 Smith Square
London

SW1P 3HZ
Or email to: marion.stribling@local.gov.uk 
	


