Dear Visitor

Below is a guidance on how to fill in the Expenses Claim Form.

Please send the filled out form and original receipts to:

Yvonne Carty
DIMAP Coordinator

Computer Science Building

University of Warwick

Coventry CV4 7AL

United Kingdom

If you have any additional questions please do not hesitate to contact us via e-mail: dimap@dcs.warwick.ac.uk

Summary of a claim procedure: 

(source: Expense Guidance and Procedures Manual available at: http://www2.warwick.ac.uk/services/humanresources/payroll/expguidproc)

1. Expenses incurred on behalf of the University are to be recorded in detail on the expense claim form. When completing claims, as much information as possible should be given to avoid queries being raised and claims delayed. This is particularly important where claims are more complex, or unusual conditions or circumstances apply.

2. Reasons for the journey and/or expense must be stated.

3. Mileage claims should state start, intermediate and end destinations either by UK postcode or town. Please give an explanation if diversions or other circumstances result in higher than anticipated mileage being travelled.

3. All claims must be supported by receipts, with the exception of mileage allowances. With the exception of mileage, reimbursement will normally only be made where claims are supported by original valid receipts. Credit Card transaction slips are not accepted as receipts. This is a requirement under the University’s dispensation with H.M.R.C.

4. Claims must include a valid vendor number. (A Vendor Number is a unique individual identifier within the accounting system, which holds employee information (e.g. Bank Details) to ensure payments are made to the correct employees and to the correct bank accounts) Vendor numbers must be quoted on all expense claim forms with the exception of first time claimants when the forms should be marked “New ”. A new vendor number will then be allocated and will be shown on all future remittance advices. Staff should quote this number on all future claims to avoid having them returned for the number to be inserted. In the event that a vendor number cannot be found, staff should contact their Departmental Financial Administrator or a member of the expenses team.

5. If the payment is to be made to an overseas bank account it is essential that the following information is provided:

Bic No./Swift Code

Account Number

Account Name

Full name and postal address of the bank

Full name & postal address of the claimant

6. Claim must be made within three months of the expense being incurred.

7. For expenses incurred in foreign currencies, supporting documentation of the exchange rate must be attached to the claim form. Evidence of the exchange rate applicable to any given claim must be supplied with the claim form. If evidence of the exchange rate is not submitted the University will apply the rate that prevailed on the day the expenditure occurred as determined by its bankers (currently National Westminster Bank

plc), and as shown on the Finance Office web site. (you may use travel expense calculator on xe.com: http://www.xe.com/tec/table.shtml)

8. Claims for reasonable service charges and tips up to a maximum of 10% of the value will only be reimbursed if shown on the receipt from the supplier (e.g. restaurant). The total (including the tip) must be within the maximum allowance. No tip will be refunded if service is already included in the bill total.

9. Where business entertainment or hospitality is provided, the names and Organisations of the attendees must be given together with the business reason for the event.

10. Expense claims should only be used for travelling; subsistence or other related incidental expenses. Goods and services should be ordered using the University purchasing process and may not be reimbursed through expenses except for minor items required in emergencies.

11. Expenses incurred by external individuals who claim a fee for tasks performed must be paid through the payroll system and not through expenses. Travel to the University will be taxed; business journeys will not be taxed.
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