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GUIDANCE FOR COMPLETING EXPENSE CLAIM FORMS 
 
 

 

Expenses may be claimed for out-of-pocket expenses, such as travel in relation to a dog collection/delivery 

or vet journeys, dog food, vet fees and most foster dog requirements – expenses may not be claimed for a 

dog which is already adopted, unless by prior arrangement. All expenses must be pre-approved by 

Teresa Cargill. If there is any doubt as to whether expenses are claimable it is a good idea to ask before 

making purchases that may not be reimbursable. 

 

Travel costs will be paid at the rate shown on the expenses form – be sure you are using the correct 

version - and the mileage claimable will be determined using AA Route Planner via the shortest journey. 

Fuel costs cannot be reimbursed by means of a receipt, but if a volunteer only wishes to make a part-claim, 

this can be written on the form 

 

Vet fees are payable direct to the vet by Teresa Cargill (by telephone at the time of consultation or account) 

but if paid by the foster-carer these can be reimbursed by returning the receipt with the claim form – this 

should be the absolute exception though, rather than the rule. 

 

Expenses will be reimbursed by BACS directly to the claimant, but no claims can be accepted without a 

valid receipt (except in the case of a mileage claim). Expenses must be claimed within 28 days of 

occurring or they will be forfeit*, e.g January’s expenses should be claimed no later than February. 

 

The following must be included, or your claim may be delayed: 

 

1. Your name (if different on Facebook please give both) 

 

2. The dog name where applicable (if you know of the name at surrender and the Phoenix admin 

name please give both)  

 

3. Bank details: important for speedy reimbursement 

 

4. Purpose of the claim: if a detailed receipt has been provided just a general comment is enough 

 

5. Approval Signatures should be left blank for admin use only. 

 

 

 

Please submit your claim directly to Teresa Cargill by email to 

teresacargill@phoenixfrenchbulldogrescue.org, remembering to attach copies of all receipts 

 
 

*within reasonable parameters 
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