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PROCEDURE RE ACTION VOLUNTEER CLAIM FORMS

In order to ensure all volunteer claim forms are charged to the correct project it is important that the following procedure is followed by all involved in the process.

1. Volunteer submits claim form, complete with supporting receipts, to the Action office for the attention of Anne Cato, Action Administrator.

2. Anne will then check the form is filled in correctly and is a legitimate claim (and that the project has funds to cover it).  She will then code it to the correct finance code, initial it and pass to the Action Chair for authorisation.

3. The Action Chair will sign the form and pass it to the Finance Office for payment.

4. Finance will only honour the claim if it has been correctly coded and initialled by Anne, and signed by the Action Chair.  Without exception,  any claim that does not have both of these will be returned to Action unpaid.















Sally Deller
Student Development & Employability Manager
8.9.11
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