EXPENSES INVOICE

	Employees Name
	
	System Using
	Umbrella

	Date


	
	Work site
	


Please retain this master copy and photocopy for all claims

· By submitting expenses you agree that you are not under the control, supervision or instruction of another while at work. Legislation 2016 only allows claiming of expenses to them that fall outside the IR35, by signing this you agree that you do not fall within the IR35 as set out by the Revenue.

· Expenses associated with travelling to or working at a site is allowable for up to 24 months at one site provide you do not expect to be at that site for more than 24 months.  Please read guidelines for full details and other conditions

· Only those expense categories listed will be accepted.

· Incorrect or partially completed claims will not be processed and will be returned.

· Attach all original receipts or support your expense claim.  Copies are not acceptable

· Number your receipts to reference the entries you make

· If the receipt includes vat, the vat amount is the total dividend by 6.71.   The net amount is the total minus the vat amount.  If the receipt does not have a vat number then vat cannot be reclaimed.
· USE OF PRIVATE CAR PLEASE FILL IN TABLE BELOW
	DATE
	DESTINATION AND REASON FOR JOURNEY
	MILEAGE

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL MILEAGE CLAIMED
	
	A


· For all other expenses please complete overleaf

DECLARATION
I declare that the above expenses were incurred wholly, necessarily and exclusively in the execution of my duties as AN Employee of my company.   I have read and understand the “Tax-Deduction Expenses Guidelines”.

Signed _______________________                                       Date___________________________
FOR OFFICE USE ONLY

	APPROVAL (expense administration clerk)
	
	DATE PROCESSED


OTHER EXPENSES

	Receipt

Reference
	Subsistence-Details 
£15 a day inside M25, £10 OUTSIDE m25
	NET
	VAT
	TOTAL

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	                                                       TOTAL TRAVEL & SUBSISTENCE
	
	
	


	Receipt

Reference
	Accommodation – Details

(Include dates and reason)
	NET
	VAT
	TOTAL

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	                                                                   TOTAL ACCOMMODATION
	
	
	


	Receipt

Reference
	Tools/Work Clothing – Details
	NET
	VAT
	TOTAL

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	                                               TOTAL TOOLS/WORK CLOTHING
	
	
	


	Receipt

Reference
	Professional fees/courses - Details
	NET
	VAT
	TOTAL

	
	
	
	
	

	                                                        TOTAL PROFESSIONAL FEES
	
	
	

	
	
	
	


