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Time2Share
Supporting disabled children, young people and their families

www.time2share.org.uk

Volunteer Visit Details and Expenses Claim or Donation Form
Volunteer name:______________________________________________
Month__________________/2008
	Date of Visit
	Return Travel
	Time and length of visit
	Expense details
	Phone calls

	
	From
	To
	Start
	Finish
	Car miles
	Bus fare
	Train fare
	Taxi
	Mins
	Cost per min

	eg wk2
	 14th
	Easton
	Fishponds
	5.30pm
	8.30pm
	
	£1.25
	
	
	
	

	Wk1

	
	
	
	
	
	
	
	
	
	
	

	Wk2

	
	
	
	
	
	
	
	
	
	
	

	Wk3

	
	
	
	
	
	
	
	
	
	
	

	Wk4

	
	
	
	
	
	
	
	
	
	
	

	Wk5

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	Sub Totals
	X35p
	
	
	
	
	

	Tick here if you would like to donate your expenses
	
	Totals
	£
	
	
	
	
	

	Please call if you need any help filling in this form!
	
	Grand total
	
	



!!You must attach all receipts!!
!!Cheques will be written and sent as soon as 
expenses total £10 or above!!

We would appreciate it if you could send back this form at least every month, even if you donate as it contains information that we need to complete monitoring reports to continue to receive funding.  We still want to hear from you to see how you are getting on so we will also be in touch with you by letter or phone from time to time.

We have included an example line on the table overleaf but here is an explanation of how the form works:

Date and time of visits: At the top of the from on the right hand side please fill in the month your visits took place.  Then please put the date you visited for each of the weeks in the second column i.e. Tuesday the 14th of March 2006 was in the second week of March, so we put 14th beside wk 2.  Please also state the time you arrived at your visit and the time you left.
Travel: We are able to refund your return journey expenses form your home or place of work to the home or meeting place of the person you are matched with.  Please state the area your journey will start from (i.e. where your home or place of work is) and then the area you are travelling to, to meet your family (i.e. Easton to Fishponds and back again).  If you are using a car, put the number of miles the journey took (for the whole return journey) and at the bottom of that column multiply the miles by 35p.  If you took a bus or train we can only refund the cost if you attach the ticket or receipt to the form.  If you are in Bristol and took a taxi on our account then tick the taxi column.

Phone costs: If you needed to call the family you are matched with prior or during your visit then please state the number of mins of the call and also the standard call charge per min as charged by your phone provider.

Donations: If you do not wish to claim any of your expenses for that month then please tick the donation box as the money can then be used elsewhere in the organisation.
We would like to hear your thoughts! Please use the space below to feed back to us or ask us for anything!


Send this back to us at:


Time 2 Share, FREEPOST NAT 6382, Unit 37 Easton Business Centre, BRISTOL, BS5 1FA


Tel / Fax : 0117 9415868      info@time2share.org.uk


Charity no.1068862	 Company no.3424738








Hello co-ordinator!....








