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You need Microsoft Excel (or an application that reads Excel files) to use this template.

1.	 Put your club name in Club/organisation Name

2.	 Start filling out team travel requirements from row 11 down. Fill out team, date, where they are travelling 
to, return mileage kms, and how many vehicles will be travelling. As you enter new rows, totals will be 
automatically calculated in the total distance travelled column and also at the top for total cost of travel. 
Please see the below example.

How to use travel 
calculation spreadsheet


