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	Expenses Claim Form


Expense Claim Instructions

This form is for claiming expenses from Archery Victoria.

· Submission Deadline: The form must be submitted within 30 days of the receipt date for approval to go for payment.

· Receipts & Invoices:

· All claims must be accompanied by original receipts or tax invoices.

· If an invoice is not available, provide full details of the payment in the Comments column.

Where to Send Completed Forms for Approval
· Judges’ Claims: judgesadmin@archeryvic.org.au.
· Approved Training & International Teams Assistance: secretary@archeryvic.org.au.
· Teams: To the relevant Team Manager.
· QREs: To State Recorder.
· Youth Committee & Para Committee: secretary@archeryvic.org.au.
· All other claims are to be sent directly cfo@archeryvic.org.au.
Approval & Payment Process

· After approval to go for payment, the relevant person will forward your claim to cfo@archeryvic.org.au.

· Payment will be made within 7 days of receipt by the CFO.
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Please tick the relevant box
	Payable to, (Name):
	
	Date:
	

	Bank:
	
	BSB:
	

	Account Name:
	
	Account No:
	


	Claim Details

	Date
	Description
	Comments
	Invoice/Receipt Total
	GST

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Subtotal
	
	

	
	Total
	


Approval to go for payment by:

	Name:
	
	Date:
	

	Position:
	
	BSB:
	

	Signed:
	
	Account No:
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Bank Details: Bendigo Bank

BSB: 633000
Account Name: Archery Victoria
Account Number: 230014714
If you have any questions concerning this invoice, contact cfo@archeryvic.org.au
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