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Expenses Guidance
· Organisations should invoice. Only individuals acting on behalf of themselves should submit claim forms. 
· Please note that the expenses claim form contains 3 separate worksheets for completion
· Claims must be made by the latest 3 months after the expenditure was incurred.

· Receipts must be submitted for all items. Credit card statements will not be accepted in lieu of receipts as evidence. 

· It is the claimant’s responsibility to ensure that the information contained within the claim is accurate and complete. 
	STEP 1 – COMPLETING THE FORM

	Sheet 1


	· Enter Name & Home Address and postcode

· Enter payroll (Jisc staff only)

· Enter Bank account details – Non Jisc claimants only

· Don’t enter any information in the “Total” or “Subtotal” fields as this will be automatically calculated from the information that you enter on sheets 2 and 3.

· Once all expenses details are entered correctly, sign and date the Claimant section

	Sheet 2


	Ensure ALL itemised and dated receipts are attached to the claim (credit card receipts alone will not be accepted). You need to number each receipt (1, 2, 3 etc) and enter the corresponding number into the field “Number of receipt if applicable” next to the section on the form the receipt relates to. Please also enter your cost centre in the relevant box (Jisc Staff only).

TRAVEL
· Enter date of travel

· Ensure Destination address & postcode are entered for the from and to locations

· Under Reason please give as much information about the reason to travel e.g. meeting/ conference title

· Enter the cost for each item of travel
INTERNATIONAL TRAVEL

· Enter the correct exchange rate on the form as per www.xe.co.uk
· Get a print out / screenshot / other evidence of exchange rate for days you are travelling abroad (attach to claim form)
· Ensure Destination address & postcode are entered for the from and to locations

· Under Reason please give as much information about the reason to travel e.g. meeting/ conference title

· Enter the Foreign Currency amount being claimed in correct column 
MILEAGE

· Enter in miles claimed to date since 6th April (excluding this claim) - *45p/mile for first 10,000 miles, 25p thereafter, as per HMRC mileage guidelines 
· Enter date of mileage claim

· Ensure Destination address & postcode are entered for the from and to locations

· Under Reason please give as much information about the reason to travel e.g. meeting/ conference title

· Enter number of miles under suitable column; please see 
TAXIS

· Taxis should be booked by the Office Admin Teams on account where possible (Jisc staff only)
· Enter date of taxi journey

· Ensure Destination addresses are entered for the from and to locations

· Under Reason please give as much information about the reason of using a taxi e.g. public transport unavailable due to time

· Enter the cost for each taxi journey

	SHEET 3


	Ensure ALL itemised and dated receipts are attached to the claim (credit card receipts alone will not be accepted). You need to number each receipt and enter the corresponding number into the field “Number of receipt if applicable” next to the section on the form the receipt relates to.

SUBSISTENCE

· Enter date that subsistence claim occurred (date on receipt)
· Enter location/retailer where expense was incurred
· Enter the cost for each receipt, 

· Under Reason please give as much information as possible e.g. names of meeting participants (both internal and external, and their organisations), meeting/ conference title. 
UK ACCOMODATION

· All hotels should be booked through the Office Admin Teams where possible (Jisc staff only)
· To include hotel and private accommodation
· Enter date of hotel/ private accommodation stay

· Ensure Location address of the hotel is included

· Under Reason please give as much information about the reason for hotel stay e.g. meeting/ conference title

· Enter the cost for hotel stay or £25 for private accommodation (when you stay with a friend or relative)
INTERNATIONAL TRAVEL

· All hotels should be booked through the Office Admin Teams where possible (Jisc staff only)

· Enter the correct exchange rate on the form as per www.xe.co.uk
· Get a print out / screenshot / other evidence of exchange rate for days you are travelling abroad (attach to claim form)
· Ensure Location address & postcode are entered for the from and to locations

· Under Reason please give as much information about the reason to travel e.g. meeting/ conference title

· Enter the Foreign Currency amount being claimed in correct column 
MISCELLANEOUS

· To include items that can’t be covered in the previous sections, for example: car parking.


	STEP 2 – GETTING YOUR CLAIM AUTHORISED & WHERE TO SEND PAPERWORK

Once your claim is completed and has your signature, post it to the event organiser, complete with all receipts as evidence, for approval by the Jisc Budget Holder. 

You can post your physical form with hardcopy receipts to:

Jisc

Programme Support Office

One Castle Park
Bristol

BS2 0JA
The event organiser will email you if there are any questions regarding your claim. 

If any evidence is missing or if the form is incomplete or incorrect, your claim will be rejected.

You must make sure that ALL receipts are attached. 

	STEP 3 – WHEN SHOULD I EXPECT PAYMENT

Expense claims from non Jisc staff will be paid 30 days from the date when paperwork is signed off by the relevant Jisc Budget Holder, which would usually be no more than 5 days from when the paperwork arrives. 
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