


Horncastle Theatre Company (Registered Charity 70155) Standard Expenses Form
	CLAIMANT NAME: 
(as it appears on your bank account)
	

	ROLE IN WHICH EXPENDITURE OCCURRED:

	

	EMAIL ADDRESS:
	

	ACCOUNT NO.:
	

	SORT CODE:
	

	EXPENSE AMOUNT:
	£

	DATE OF EXPENDITURE:
	

	DESCRIPTION OR PURPOSE OF EXPENDITURE:
	







	CATEGORY:
(tick all that apply)
	[    ] Production (name:______________________________)
[    ] Administrative
[    ] Marketing/Publicity
[    ] Travel
[    ] Venue Costs
[    ] Lion Theatre
[    ] Festival
[    ] Other (please specify: ___________________________)


	RECEIPT OR INVOICE REFERENCE
(if provided)
	

	REASON FOR NOT PROVIDING INVOICE OR RECEIPT
	


		
I confirm that this expenditure was incurred wholly and necessarily for Horncastle Theatre Company business, and that the information provided is complete and accurate to the best of my knowledge.
Signed:
Date: 

Please submit electronic copies of this form to expenses@horncastletheatre.com 
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