LOTHIAN

MOTORCOACHES

RE-IMBURSEMENT OF BUSINESS EXPENSES

Name:
Designation:
Hire Reference:

Date:

Client:

DETAILS OF TRAVEL EXPENSES

Receipt
Number

Location

NET

VAT

TOTAL

Rail

Taxi

Air

Coach Parking

Tolls

Other (please specify):

DETAILS OF SUBSISTENCE
EXPENSES

Accommodation

Meals

Other (please specify):

DETAILS OF EXPENSES

Coach Parking

Coach Cleaning

Toilet Drop

FINANCE DEPARTMENT USE ONLY

Arithmatic
Check:

Nominal Code:
VAT Code:

Claim Total

Claimant’s
Signature:

Authorising
Signature:

Received By:




LOTHIAN

MOTORCOACHES

RE-IMBURSEMENT OF BUSINESS EXPENSES (Tours Only)

Name:

Hire Reference:

Date:

Client:

DETAILS OF EXPENSES

Receipt
Number

Location

NET

VAT

TOTAL

Tolls

Coach Parking

Coach Cleaning

Toilet Drop

Other (please specify):

DETAILS OF SUBSISTENCE
EXPENSES

Accommodation

Meals

Other (please specify):

FINANCE DEPARTMENT USE ONLY

Arithmatic
Check:

Nominal Code:
VAT Code:

Claim Total

Claimant’s
Signature:

Authorising
Signature:

Received By:




