Guidelines for Using the Expense Claim Form

X142 (Revised Oct 2015)
These guidelines are produced to aid completion of this expense claim form.  The form should always be completed on screen.  Please refer to the staff hand book for formal policy (this can be found on the Policies link on the Instructions page.  These guidelines apply to both staff and volunteers.

Introduction

This replaces all previous versions of the Expense Claim Form.  

We recommend using this version as it has many advantages over older versions of the form.  Some of these are as follows:
· Contains look up lists and mileage rates for ease of completion.
· Totals your rows and columns automatically.
· Includes VAT rates

· By completing your expenses on screen you can save a copy to your personal area of Livelink for future reference.

Note: you do not need to know anything about Excel to use this version – the spreadsheet uses formulae to automate tasks and is very easy to use.  It is designed so that you only have to type into the fields shaded in grey.  There are also some fields shaded in green to highlight areas of the form specifically for authorisation purposes.  The form consists of four worksheets (Instructions, Summary, Expense Details and Mileage Details).  

Instructions
Once you open the Expense Claim form you will see the Instructions worksheet.  This sheet provides information about the spreadsheet and includes a link to Human Resources policies on expenses.  It also contains the current mileage rates for each mode of transport and this information is used by the ‘Mileage Details’ worksheet to auto-calculate costs.
Summary

There are three sections to this worksheet.  

1.
The first section requests the information about you e.g. your name, cost centre.  It includes some compulsory fields so that Accounts Payable team are given all the information they need to input your claim to the Oracle Finance system.  All compulsory fields must be completed so that the spreadsheet is able to auto-complete the amount you wish to claim.
· Enter your status by clicking on the downward arrow in the ‘Staff/Volunteer/Other’ box and select the relevant option.  This is a compulsory field.
· Enter an ‘Email Address.’  This will be your Barnardo’s email address unless you are a volunteer or do not have access to Barnardo’s systems.  This is a compulsory field.

· Enter your ‘Employee Number’ if you are staff.  As this field is compulsory Volunteers should enter ‘Volunteer’.
· Enter your ‘Normal Cost Centre’.  This is the cost centre to which your expenditure will be charged to. If you are claiming expenses relating to more than one cost centre please enter the other cost centre on the ‘Expenses Details’ sheet in column E.
· Complete your Department/Region and the Period of your claim.  Enter your address if you are home based and your Accounts Payable Supplier Number if you are aware of it.  Although these fields are not compulsory the information assists Accounts Payable team process your claim.

2. The second section is labelled ‘Vehicle Details’.  This section is designed for you to update your vehicle details.  

· Enter your vehicle registration number, engine CC, Car make and model in the appropriate fields.

· If the claim relates to a fleet car the opening and closing speedo mileage should be entered. 
· It is essential that both Fleet Car and Private car users fill in the field labelled ‘Total Business Mileage since 1 April’ to ensure that the correct mileage rate is applied.  Mileage balance brought forward from previous periods in the financial year also needs to be entered so that private vehicle users are reimbursed at the correct rate.

3. The third section is labelled ‘Expense and Mileage Costs’.  
Expenses Details
· Enter the date and description/reason for the expense that you incurred in the given period of your expense claim.
· In the ‘Type of Expense’ column, choose from the drop-down list, the correct account name and number. If ‘Other Expenses’ is selected, type in the appropriate account number in the ‘Other Expenses Account’ column. This is a compulsory field.
· The form works on the basis of you entering a gross amount (in the Gross Amount cell) and then selecting a VAT % rate of 0, 5 or 20% (in the Pick a VAT % cell).  The form will then calculate the Nett amount of expenditure based on the gross amount and the VAT % you have entered.
In the example below, a £1.20 lunch expense been entered including VAT at 20%.
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· Where VAT has been charged at differing rates on the same receipt, you will need to split out the receipt amounts onto individual lines.
In the example below, a £5.50 lunch expense has been split, £1.00 has no VAT and £4.50 includes 20% VAT.
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· Select your VAT % rate according to what is shown on your receipt or if VAT guidelines permit you to include VAT for an item of expenditure; parking tickets in some circumstances as an example.
· You should ensure that the VAT is correct before submitting the form.

· Where appropriate, VAT will be recovered; even if VAT cannot be recovered, it is essential that it is entered correctly when claiming expenses.
For further guidance on VAT please contact Tax accountant by e-mail: val.singh@barnardos.org.uk
Receipts should be attached for all amounts claimed except in respect of accommodation with friends or relatives.  In exceptional circumstances, where a receipt for expenses cannot be obtained, the expenses claim must be accompanied by an explanatory note countersigned by the line manager.  Claims for accommodation costs incurred above the subsistence levels specified must also be accompanied by an explanatory note countersigned by the line manager.  
Barnardo’s does not reimburse expenses at a set rate but will only reimburse actual expenses incurred up to set limits.  Section 8 of the staff handbook sets out the maximum amount Barnardo’s will reimburse on expenses.
· Once you have entered your expenses for the period check over the totals that are auto-calculated for you.  The ‘Total Expense Costs’ from the expense worksheet will be auto-copied to the Summary worksheet for authorisation.
Mileage Details
· Using a separate line for each day that you incurred business mileage on behalf of Barnardo’s.  Enter the date, reason for your journey, a starting point and destination. Please note passenger name (if required) can be inserted in the ‘reason for journey’ column too. (The cells have been set to ‘Wrap’ text. So as much detail required can be inserted). Then Select a ‘Vehicle Type’ from the dropdown menu and enter the business miles travelled on that day. 
· The ‘Vehicle Type’ column uses the vehicle/mileage rate grid on the instructions worksheet to auto-calculate figures in its associated columns.

· Completing your ‘Normal Daily Miles’.  It is expected that staff will deduct normal commuting mileage from any mileage claim made for any journey originating from home (where home is not the recognised place of work).  Home based staff and volunteers have no ‘normal commuting’ mileage/costs
· Staff making visits to various destinations in one day should insert the total mileage for the day on one line and on the same line deducting the normal commuting mileage once for that day.
· There are two mileage rates for private vehicles used for Barnardo’s business:

- 40p per mile for up to 10,000 business miles in any one financial year;
- 25p per mile for any business mileage above 10,000 miles in the same financial year.

A further 5p   per mile can be claimed if the driver is carrying one or more passengers e.g. staff member and/or service user on the same business trip.
As mentioned above, it is essential that all car users claiming mileage fill in the field labelled ‘Total Business Mileage since 1 April’ on the Summary worksheet as this will to ensure that the correct mileage rate is applied on the Mileage worksheet.  
The Mileage worksheet uses formulae to ensure that the mileage rate is automatically reduced to 25p per mile if your business mileage takes you over and above the 40p rate for up to 10,000 miles in any financial year.

For Tupe Staff who have a different rate should claim at the normal rate on the mileage sheet and the remaining balance on the expenses sheet. 
· Once you have entered your mileage expenses check over the totals that are auto-calculated for you.  The ‘Total Amount Claimed’ from the Mileage worksheet will be auto-copied to the Summary worksheet for authorisation.
· Keeping Control of Travel Expenses
The existing policy on reimbursement of travel expenses (S8.1 of the Staff Handbook) emphasises the need to:
a) ensure that the most cost effective method of transport is used for any journey;
b) use public transport wherever possible (which is more environmentally friendly and is Barnardo’s preferred method of transport);

c) use a Barnardo’s organised hire car where it is cost effective to do so*.  (It is currently calculated that any car journey above 125 miles in a day can be provided cheaper using a hire car than paying mileage at 40p per mile).
· For staff needing to make longer journeys Barnardo’s can provide a hire car that will be delivered and collected from your door.  The cost of the actual fuel purchased for a hire car is reimbursed through completing the Expenses worksheet.  You need to add Account Code 11202 to the column headed ‘Other Expense Account Code’.
· Important Changes from 1 April 2008

a) To encourage the use of public transport and hire cars, a cap has been placed on the amount that may be claimed for mileage in a private vehicle.  With affect from 1 April 2008 no more than £50 per day will be reimbursed for business mileage in a private vehicle.  The mileage expenses worksheet is set up to automatically cap the amount of private mileage you can claim to £50 per day. If permission has been obtained to claim more than 125 miles per day, you should claim the mileage on two lines and an authorisation from the manager should be shown on the mileage sheet.
b) The Inland Revenue requires us to attach a VAT receipt for fuel purchased to any claim for mileage expenses from 1 April 2008 (both for fleet and private mileage).  It is understood that fuel may not have been bought on the day of travel but total VAT receipts submitted should be sufficient to cover the mileage claims made.  Barnardo’s is asking you to do this to comply with a Revenue requirement that we should provide evidence of the fuel related VAT we currently claim back.  The receipts have to be attached, but not tied in specifically to your mileage claim.  When buying fuel simply ask the cashier for a VAT receipt and staple it your expense claim.
As an example, if an employee drives 150 business miles and 13p represents the petrol cost, the vat associated with the journey would be £3.25. The petrol receipt held must exceed £19.50 or £20 as an estimate.
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