How do you get your money back?

1.Complete the expenses claim form which you can obtain at
the meeting you attend.

2.Post to the Council or give to the meeting coordinator/
administrator to return it on your behalf.

3.Complete the expenses claim form and take it to our
payments counter at the Civic Centre if you wish to be paid in
cash. Your claim must be authorised through the partnership
team before it can be paid.

4.Make sure your receipts are included with your claim form.

Claims should not be left for longer than 4 months (unless their
are special circumstances). This is a monitoring requirement.

Submitting a request form:

To submit claims, request forms, or if you have any questions
about your entitlement and for further information contact:

Alison Rigg

Senior Partnership Officer
Chief Executive’s Dept
Gateshead Civic Centre
Regent Street

Gateshead NE8 1HH

Tel: 0191 433 2026
Email: alisonrigg@gateshead.gov.uk

The expenses policy can be seen at: www.gateshead.gov.uk
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