How to use the expenses claim form

The form has three types of expenses claim (1. Mileage, 2. Other travel claim, e.g. bus ticket and 3. Other expenses):
Claiming mileage:
1: Enter the category of vehicle you are claiming to estimate your CO, per mile

Expenses claim form

N Date Department/Project arden
Organlc

About your motor vehicle (for mileage claims only)  Rate per mile (pence)
Type of vehicle (select from drop down) ,

l ~ Lar 45|  Only complete this section if this is your first

Vehicle registration ma car[h i) up ta 141  Electric vehicle 45 claim or you have changed details:
Estimated CO, per mile (g) Small car (petrolfl PGICNG] up ta 141 icycle 20 Bank:|As per payroll
Srnall car [plug-in hybrid electric] 4B up to
Or to find and enter your model's exact (Small electric vehicle 4B Motor bike 24 Sort Code:
tedium car [die=el] 17-2.00
Medium car [hubrid) 14-2.01 F Passengers 5 Account no:
. . redium car [petrallLPGICHG] 1.4-2.0 R
Mileage claim (please complete above first)
Transport
(select from
Nature of journey Date drop down) Miles |Extra passengers |Rate per mile (|Total (£) |CO; (kg)Budget code

Toral claim £0.00

Or use the link at the bottom of the form to find your car model’s exact value and convert into CO, per mile:

To calculate your model's exact CO; per mile:

|. Link here to find your model's exact (WTW) CO; per km and enter below to convert to miles

2. Enter ins: / /v, which. co.uk/reviews/new- = CDE per mile (g)

—and-used-cars/article/ car-emissions/
car-coZ-emissions-aRVNWOt0zLub -
Click once to folow. Click and hold to
select this cel.

2: Add details of journeys you are claiming mileage for — the form will calculate your mileage reimbursement
(including any additional passenger concessions) as well as carbon footprint:



Expenses claim form

Name [Date [Department/Project | garden oy :
‘ L]

About your motor vehicle (for mileage claims only) Rate per mile (pence)
Type of vehicle (select from drop down) |Small car (petrol/LPG/CNG) up to |41 | |Car 45| Only complete this section if this is your first
Vehicle registration Electric vehicle 45 claim or you have changed details:
Estimated CO; per mile (g) 247.4| |Bicycle 20 Bank:|As per payroll
Or to find and enter your model's exact CO; per mile see bottom of page Motor bike 24 Sort Code:
+ Passengers 5 Account no:
Mileage claim (please complete above first)
9050 Staff travel & subsistence
Transport 9080 Volunteer travel & expenses
it 5000 Vehicle hire/leasing
5040 Fuel
Nature of journey Date drop down) Miles |Extra passengers |Rate per mile (| Total (£) |CO; (kg) Budget code 7170 Sundry expenses
‘Workshop deliver 21/02/2023|Car/Van 25 I 50[ £12.50 6.18|HSL-9050
Total claim £12.50

Claiming other travel expenses:
There are multiple categories to choose from the drop-down menu. Please estimate and enter the mileage and
remember to double for a return journey.

Other travel claim e.g. train ticket

IMPORTANT: for hire vehicles please photograph start and finish fuel guage and send to finance

Nature of journey Date Transport (select drop do|£ expense Approx miles (CO; gpm|CO; (kg)Budget code
Train ticket - Bhm Int- Euston return 25/02/2023Train UK £33.00 218 66.22] 1444

Evrostarinternational rail

Taxi

Black cab

Underground e.g. tube

Tram

Bus

Coach v

Total claim £33.00

Other expenses:
These can include fuel purchased, accommodation & subsistence, materials etc. Please refer to the staff/volunteer
handbook for advice.

Other expenses e.g. accommodation

Nature of business Date Expense claimed £ (attach receipt) Budget code
Conference meal 28/02/2023 £11.50{HSL-2050
Ad hoc workshop resources 28/02/2023 £8.75|HSL-2025

Total claim £20.25

To submit your claim:
1. Email completed form to your manager/supervisor who will check and authorise payment.
2. Ensure receipts are attached with your email (scan or photo paper receipts).

3. By submitting you are certifying the claim is a correct record of official journeys in the vehicle stated, which was
licensed and insured during the relevant period.

For managers/supervisors
Ensure budget code has been entered. Claims without budget codes will not be processed.
More sustainable travel advice & resources:

https://linktr.ee/gardenorganicsustainabletravel



https://linktr.ee/gardenorganicsustainabletravel

This form is work in progress and suggestions for improvement are welcome. Please contact

cfenton@gardenorganic.org.uk. Thank you.


mailto:cfenton@gardenorganic.org.uk

