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REQUEST FOR ADVANCED SABATICAL EXPENSES


Please note: It is a requirement, as per HMRC guidelines, any claims made without supporting documents are treated as income, and tax and NI will be deducted accordingly.  At the end of the tax year the Stipends Team will review all the advances made during the year for which no receipts have been received and process them on the payroll for tax and NI. 

Minister
………………………………………………..…………..
Stipend Ref.……...……..

Dates of sabbatical
………………………………………………….…
Circuit No.
…………….

Address ………………………………………………………………………      Post Code ……………… 


Bank Account Name: ………………………..Sort Code:……………… Bank Account Number……………..……….


I request an advance of £……………….. (max £1000) relating to expenses that I expect to incur in connection with my forthcoming sabbatical.


At the end of my sabbatical, I shall submit an expenses claim against which this advance will be deducted. If I don’t, I understand that it will be treated as income and processed accordingly for tax and NI purposes.
Where there is a balance to repay, I agree that this may be recovered by deduction from my next stipend payment.

Signed

……………………………………………………………..
Date
………………………

Approved
………………………………………………………………
Date
………………………

(District Officer)

Please email your completed form to ministerial.grants@methodistchurch.org.uk or post to Methodist Church House, Finance Department, 25 Marylebone Road, London NW1 5JR.
Last updated 8/06/2020


