	RAU APPROVED STAFF EXPENSES CLAIM FORM
	NAME: 
BLOCK CAPS
	Payroll No:                

	
	
	
	
	
	
	


MILEAGE (use of own car only)  



	Date
	Business Reason for Expense 
	Start Location
	End Location
	Total Miles
	Less home to work mileage or equivalent cost
	No. of miles @ 45p /mile
	Total

£
	Nominal Code

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


OTHER EXPENSES (e.g. other modes of travel, subsistence, entertaining/hospitality, sundry business expenses, etc.)

	Date
	Business Reason for Expense
	Details (if travelling by hire car, air, rail, taxi, tube etc. also include start and end location)
	Currency

i.e. not GBP
	Ex-change Rate
	Total

£
	Nominal Code

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	TOTAL CLAIMED:
	
	


	CLAIMANT
	AUTHORISING SIGNATORY
	PAYROLL

	The expenses claimed have been wholly, exclusively and necessarily incurred in the performance of duties for the University and are claimed in accordance with the Expenses and Benefits Policy.  The expenses have been approved in advance and represent value for money.

Claimant’s 

Signature ……………………………………………………………………………

Date
………………………………………………………………………………

	I confirm that the expenses claimed are fully compliant with the Expenses & Benefits Policy.

Authorised by ………………………………………………………...….

Name

(BLOCK CAPS) ………………………………………………………...

Date
…………………………………………………………………...
	Authorising signature is valid 

Coding provided

Original receipts attached

Any advance applied by Payroll
	(
(
(
(


Guidance for Completion of the Authorised Expense Claim Form 

Value for Money (Expenses & Benefits Policy, Section 2.1.1)
1.
Claimants are expected to exercise care and good judgment both to minimise costs without impairing the efficiency of the University and to avoid any unnecessary cost to the University.

General (Expenses & Benefits Policy, Section 2)
1. Claims should be made by the end of the calendar month following the date of the expense being incurred.
2. All items of expenditure must be listed on the form.

3. When the claim relates to an advance received, all expenditure incurred must be included on the form and the advance will then be deducted by the Payroll Department, (less any monies returned to the Finance Department) from the total claimed.

4. The business reason for the expense must be included on the form, e.g. “attendance at named meeting” including location and postcode.

5. Detailed/itemised receipts must be attached as proof of what was purchased; credit/debit card receipts on their own will not be accepted as they only provide the total paid to the supplier.

6. Receipts, where applicable, should be a valid VAT receipt, for the University to reclaim the VAT.

7. In exceptional circumstances if a receipt is not available, valid supporting documentation must be attached to the form.

8. For cash expenditure in foreign currency, claimants should use the rates quoted in a verifiable and reliable source, such as the following websites which give historical rates and therefore an accurate rate on the date the expense was incurred: http://www.xe.com/ict/ and http://www.oanda.com/currency/historical-rates .  If expenditure is incurred on the claimant’s personal debit/credit card the rate given and the amount charged on the credit/debit card statement should be used/claimed.  In these cases a copy of the statement should be attached to the claim form, with receipts, to support the rate applied and the amount claimed.

9. The claim must be legible and receipts attached sequentially to the claim form so that details on the receipts can be clearly seen.

10. A valid cost centre and analysis code for each item claimed must be included.

11. The claim must be authorised by the appropriate budget holder, however claims incurred by the budget holder must not be self-authorised and neither can claims be authorised by a close relative/partner.  In these instances the claim should be forwarded to the line manager, or if unavailable, by a member of the Senior Executive Committee for authorisation.

Travel and Subsistence (Expenses & Benefits Policy, Section 3)
1. The starting point and destination for all modes of transport must be included.

2. The reasonable and necessary cost of a meal, with accompanying beverages, incurred whilst undertaking travel where the travel occupies the whole or a substantial part of a working day encompassing normal meal breaks may be claimed.  

3. Claims for meals/beverages within ten miles of the locality of the University or the employee’s home will not be reimbursed.

4. The cost of videos, newspapers, beverages not complementing an evening meal and private telephone calls will not be reimbursed.

5. Where the cost of a colleague’s travel and subsistence is being claimed, their names must be included.

Mileage (staff using their own vehicle) (Expenses & Benefits Policy, Section 3)
1. Driver Information form must be completed to be eligible for insurance cover under the University’s Occasional Business Use policy or the employee must have business cover on their own personal vehicle insurance.

2. Where attending an off-site location travelling from home to the off-site location and back home, the equivalent of normal home to work mileage must be deducted.

3. Where travelling from University to attend an off-site location before going home the equivalent mileage of a one-way home to work journey must be deducted.

4. Where travelling from home to an off-site location and then on to University the equivalent mileage of a one-way home to work journey must be deducted.

Entertainment and Hospitality (Expenses & Benefits Policy, Section 4)
1. Details of all expenses relating to hospitality (food, drink, accommodation etc.) incurred wholly necessarily and exclusively in the furtherance of University business should be provided on the form.

2. The purpose of the entertainment, the names of all persons entertained (and their employers), and the names of all employees present (including you as the claimant if applicable) must be included.

3. Details of any business gifts given should be provided along with details of the recipient and will only be reimbursed if they incorporate University branding or pictures of the University.  Gifts of food, drink, tobacco or vouchers exchangeable for goods are not permitted and may not be claimed.  

Further guidance can be found in the Expenses and Benefits Policy or by contacting the Payroll Department.
