

	ADMINISTRATIVE EXPENSES

	APPOINTMENT
	ITEMS CLAIMABLE
	PERIOD

OF

CLAIM
	MAXIMUM AMOUNT

REFUNDABLE

PER ANNUM-

FINANCIAL YEAR

	
	1. Telephone calls
2. Postage

3. Printing & stationery

4. Films & photographic
	Additional items
	
	

	CORPS

	· Corps Chaplain
· Corps Special Projects Officers

· Corps Aircraft Recognotion Officer

· Corps First Aid Advisor

· OC Junior Leaders Course
	1, 2 & 3
1, 2 & 3 (4*)

1, 2, 3 & 4

1, 2 & 3

1, 2 & 3
	-
*HQAC Photographer only

-

-

-
	Quarterly
Quarterly

Quarterly

Quarterly

Quarterly
	Budget Control by HQAC
Budget Control by HQAC

Budget Control by HQAC

Budget Control by HQAC

Budget Control by HQAC

	REGIONS

	· Regional Chairman
· Regional Staff Officer

· Regional Chaplain

· Regional Sports/Deputy Officer
· Regional Media Communications Officer

· Regional Gliding Liason Officer

· Regional Small Arms Training Team Members
	1, 2 & 3
1, 2 & 3

1, 2 & 3

1, 2 & 3

1, 2 & 3

1, 2, 3 & 4

1 & 2

1, 2 & 3
	-
-

-

-

-

Display Material

-

Computer Consumables
	Half-yearly
Quarterly

Half-yearly

Quarterly

Quarterly

Quarterly

Quarterly

Quarterly
	Budget Control by ACRHQ
Budget Control by ACRHQ

Budget Control by ACRHQ

Budget Control by ACRHQ

Budget Control by ACRHQ

Budget Control by ACRHQ

Budget Control by ACRHQ

£150.00 (£50.00 for N Ireland Satt)

	WINGS

	· Wing Chairman
· Wing CO

· Wing Executive Officer
· Wing Staff Officer

· Wing Chaplain

· Wing Media Communications Officer

· Wing Gliding Liason Officer
	1, 2 & 3
1, 2 & 3

1 only

1, 2 & 3

1, 2 & 3

1, 2, 3 & 4

1 & 2
	-
-

-

-

-

Display Material

-
	Half-yearly
Half-yearly

Quarterly

Half-yearly

Half-yearly

Quarterly

Quarterly
	Budget Control by Wg HQ
Budget Control by Wg HQ

£127.00

Budget Control by Wg HQ

Budget Control by Wg HQ

Budget Control by Wg HQ

Budget Control by Wg HQ

	VOLUNTEER GLIDING SCHOOLS

	· OC & Adjutant
	1 & 2
	Minor purchases and services unobtainable from Service sources
	Quarterly
	1 & 2 - £195.00, minor purchases - £43.00

	ADVENTURE TRAINING CENTRES

	· OC
	1 & 2
	-
	Quarterly
	£127.00
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Part 3   –  HQAC Approval for payment










































































Appointment





Signature











Name in CAPITALS











Date





Part 2   –  COUNTERSIGNING OFFICER (To be completed by HQAC/Rgn/Wg) 


I certify the expenditure claimed is a correct charge and receipts (where specified) are attached.





The cost has been included in the Region/Wing/VGS Record of Expenditure for FY








Signature





Payment has not previously been made and an Accts Form 6 has not previously been passed for payment.





Uncontrolled Copy Not Subject To Amendment








Signature











Date





I certify that the above expenses have been necessarily incurred in the Public Interest and receipts (where specified) are attached.
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TOTAL





Other (please specify, casual purchases etc.) *





Films, Photographic etc. *





Printing & Stationery *





Postage *





Telephone Calls *





1
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ITEM	(*Note: Claims cannot be paid unless accompanied by an appropriate receipt)





Number
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Surname











Rank























Initials

















PERIOD OF PAYMENT


















































































































































MM





YY























DD





TO
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DD





MM





FROM





FOR ACCTS OFFICE USE





TXN No








CHEQUE No








Wing/VGS





Region/


HQAC Dept





Appointment


(see overleaf)















































Private Address





Part 1   – To be completed by claimant





				














ACCTS FORM 6





Claim for Administrative Expenses











