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	Name
	 
	Total Hours
	 

	Address
	 
	
	

	
	
	Total Expenses (detailed overleaf)
	 

	
	
	
	

	Tel No.
	 
	Total Amount Due (£)
	 

	Programme/Language Delivered
	 
	
	


Please arrange hours by company
	Company
	Delegate/Group
	Date and Time
	Total No. of Hours Taught
	Total No. of Hours Left
	Rate p/hr
	Total Charge /£
	Assessments/Late Cancellations
	In-Centre Tuition

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Please Note: All Expenses to be authorised by the relevant account manager.

	Date
	Client
	Rail/Bus/
	Mileage
	Rate per Mile
	Total /£
	Authorised By?

	
	
	
	
	
	
	


OTHER 

	Date
	Client
	Type of Expenses
	Amount
	Authorised By*
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