MAUK | Expense Voucher 
Instructions:

1. Provide each expense detail in the description column.

2. Attach the receipts to the voucher form.  For any reason, if the receipts are not available, please discuss the matter with the treasurer first before filing this form.

3. Specify the event or account e.g. maintenance of Kerala House, the expenditure was incurred for.

4. Please print and sign your name; fill out all the information and date the voucher form.  Give this form and receipt(s) to treasurer or secretary for approval.

5. Voucher must be processed 21 DAYS from the date of which the expense was incurred.

	Item
	Date
	Description
	Amount £
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	5
	
	
	

	Total
	


Date voucher submitted _______________________________
Expense incurred for (i.e. Onam, Kerala House): _________________________________________
Requested by: ____________________________________Signature: ________________________
Cheque payable to: _________________________________________________________________
Online Transfer: A/C Name: _________________________________________________________
                              A/C No: ___________________________ Sort Code: ______________________


Additional notes: 
_______
Approved by: 
Signature:
Date:


Notes:

Cheque #: 
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