
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 CO2 per mile 

 

Or use the link at the bottom of the form to find your car model’s exact value and convert into CO2 per mile: 

 

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: 



 

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

handbook for advice.  

 

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. 
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