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engage Watch this Space 7 EXPENSES CLAIM  Gallery Hosts

· On the form below list of all expenditure relating to your project to date (or since your last claim)

· Include receipts or invoices to support each item of expenditure.  

· We will pay costs up to a maximum of the amount agreed in the WTS 7 host and teacher budget.

· With your first claim, please provide documentation about your VAT status (e.g. VAT number):  please ensure you tick the appropriate box at the end of this form.  

Payment schedule:

· Make only three claims.

· Payments will be made against claims within a maximum of one month.

· Your final claim must be made before 15th January 2011 

· Your final payment may be withheld until your final evaluation and project work is received.

If you have any questions contact Penny Jones on 01273 477978 or 07748 302397; watchthisspace@engage.org

Organisation/Person: 

Address : 

BACS payment:
Bank name



Account holder name




Sort code



Account number

Cheque payable to: 

EXPENDITURE (Receipts/Invoices)

	Date
	Supplier
	Description/Budget Heading
	Amount

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total Claim
	


Please indicate which claim this is: 
1st
2nd
Final Claim

Please indicate one of the following:

This claim EXCLUDES VAT as my organisation is VAT registered and can claim back VAT

Y

This claim INCLUDES VAT as I/my organisation is not VAT registered and cannot claim VAT
Y

I confirm that the above information is a true record of the income/expenditure of my Watch this Space project

Signed








Date


Name






Position

Please return all claims with a copy of this form to: Emma Prout, Watch This Space, engage, Rich Mix, 35 - 47 Bethnal Green Road, London E1 6LA


