Employee Expenses Claim Form
The Employee Expenses claim form automatically opens in Microsoft Excel and is designed to be completed on screen.  It should be used for all staff expenses except when claiming for an advance to go abroad where an Employee Advance Claim Form should be used.

If required the text size on the screen can be increased as follows (this will not affect the document print settings):

select ‘View’ at the top left hand side of the screen
select ‘Zoom’ (the bottom option)
at the side of ‘custom’ (the bottom option) click in the circle 
change the percentage from 100% to 130% or higher as preferred  
To view the whole document use the scroll bars down the side and along the bottom of the screen.  
When entering information into the form, use the tab key to move to the next box or click into a box using the mouse.  The scroll bar at the right hand side of the screen should be used to scroll up and down the pages.  If the text being entered is longer than the space provided continue on the line below, the text will not wrap as this distorts the form when printed.  
The form will open up at the Employee Details section below the guidelines which are at the top of the form.  There is also a web link to the full Expenses & Benefits Procedures Manual which will help when making a claim.  All employee detail fields must be completed before moving onto the Details of Visit section.  Each journey should be given a trip number in order to identify which expenses relate to which visit.  All fields must be completed including the time fields.
Using the scroll bar at the right hand side of the screen, scroll down to the Expenses section and enter the trip number to which the expenses relate.  Each receipt must be numbered and the receipt number(s) (eg. 1-4) relating to that trip, entered in the next column.  The currency in which the expenses were incurred should then be selected and the amounts for that journey should be entered under the appropriate heading in that currency.  If the expenses are in a currency other than ‘UK Pounds’, enter the conversion rate and the system will automatically calculate the sterling equivalent.  Expenses in different currencies must be entered on different lines and receipts should be provided to support the conversion rate used.  When entering the number of miles the rate per mile must be selected.  The total amounts will be automatically calculated.
Expenses related to ‘Business Hospitality’ should be entered under that section in the currency they were incurred.  Details of the guests, their organisation, the venue and purpose of hospitality must be provided for Inland Revenue tax purposes.  
Any other expenses incurred which are not categorised or any incidental items for which there is no receipt such as tolls, ferry charges, vending purchases, etc. should be detailed under ‘Other Expenses’. 

If the claim is to clear an advance for a trip abroad, the amount of the advance must be entered in the appropriate field at the bottom of the form.
The line of budget and cost centre should be entered along with the total payable which will be charged to those codes.
Once fully completed the form must be printed, signed by the individual making the claim and the budget holder then sent to Financial Services. 

To open the expenses claim form click here.

Note:   A blank copy of the form can be printed and filled in manually if necessary.  
