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	EXPENSES CLAIM FORM
STAFF



1. University of Sheffield staff must use this form to claim reimbursement of travel and subsistence and other expenses permitted under the University Financial Regulations.
2. Payment is made via the payroll and shown on your payslip. Bank details on myJob must be up to date.
3. Supporting information forms may also be required – please see Guidance Note 3(b) overleaf for further details. 
	1
	Your Expenses Claim


FIN/EXP/STAFF – APRIL 17



Please complete this form using CAPITAL LETTERS. Sign and date it and pass to your departmental office for authorising and processing. All boxes must be completed. 


Claimant Full Name							 


Department address
(Name and building)
           
           

E-mail	



Post Held (Note 2)						     	Payroll No:  
                             (Mandatory)                     		
I certify that the expenses claimed on this form are correct.					         



Signature of Claimant								Date

	Purpose for Expenses* (see Guidance Note 3):
	

	
Dates
	Description of expenses
(see Guidance Note 4 )
	Foreign Currency
Type             Amount
	Amount GBP
£                    p

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Foreign currency conversion used:
	
	Total Claim:
	
	





	For University of Sheffield departmental office use only
(When completed and authorised return to Payroll and Expenses, Department of Finance)

	Cost Centre or WBS Code
	Expense type
	Expense amounts (Gross)
	VAT Code
	Attached

	
	
	
	
	Receipt
	information form

	
	
	£
	 p
	
	
	

	
	
	£
	 p
	
	
	

	
	
	£
	 p
	
	
	

	
	
	£
	 p
	
	
	

	
	
	£
	 p
	
	
	

	
	
	£
	 p
	
	
	

	Total gross claim
	[bookmark: _GoBack]
	£
	 p
	
	

	

Authorised Signatory							        



Print Name								                      Date




GUIDANCE NOTES FOR COMPLETION OF STAFF EXPENSES CLAIM FORM 
The University of Sheffield’s payment records may be audited by HM Revenue & Customs. Details provided on this claim form must be complete and accurate. If details and supporting documents requested are not provided the claim form will be returned to the authorised signatory and may delay payment or result in the claim being denied. Staff are encouraged to maintain a personal record of all expenses incurred on University business which are reimbursed. This is a requirement for all grants received towards research and travel expenses incurred both in the UK and overseas. 

1. Full details of the nature and purpose of the expenditure should be provided on Page 1.
a) Expenses that are not supported by original receipts will not be reimbursed.
b) Credit / debit card receipts cannot be accepted as they do not itemise goods and / or services purchased, nor do they show the VAT element of the purchase. 
c) This form must only be used if the amount claimed is to be paid to you personally in your capacity as a University employee.

2. Post held: Enter the position, post or job title you hold as a University employee.

3. PURPOSE OF EXPENSE: 
a) Please state the reason for incurring the expenditure. For example if the costs were incurred in attending a seminar or Field Trip provide full details:  ESRC seminar in Bristol, January 2017, or Costs of supervising field trips for the Department of Geography, March 2017.
b) Claims for the following should be supported by the relevant additional form(s) (details in brackets):
i) Essential Car Travel (Record of Mileage Form – FIN/CAR/1) 
ii) UK and Overseas Travel and Accommodation (Travel and Accommodation Form – FIN/TRA/1)
iii) Hospitality for additional, staff or non-staff, guest(s) (Hospitality Form – FIN/HOS/1)

4. DESCRIPTION OF EXPENSES: Please provide a clear description of the actual costs incurred and the amount per item. If there are several items of the same description these may be added together, for example train fares; books; and the total costs noted provided the receipts are sent to support the total claim. (See example below.)

5. Claimants must sign to indicate that:
a) They have appropriate insurance cover where their own car has been used on University business;
b) The expenditure has been incurred wholly, necessarily and exclusively on University business; and
c) They have complied with the Financial Regulations.

6. The claim must be signed by the authorised signatory notified to the Expenses Office, Finance Department.

7. Failure to comply with the Financial Regulations and procedures will result in the claim form being returned to the authorised signatory with consequential delay in payment or denial of reimbursement.

8. Reimbursement of staff expenses that are then specifically funded by an external organisation (Eg in relation to speaking at a conference) should be invoiced to the organisation and be processed through uBASE as an official University Sales Invoice. See Guidance here on contributions to University expenses by external organisations.
EXAMPLE CLAIM FORM
	Purpose for Expenses Incurred (see Guidance Note 3 )
	ESRC Seminar in Bristol, October 2012

	
Dates
	Description
(see Guidance Note 4 )
	Foreign Currency
Type             Amount
	Amount GBP
£                    p

	01.10.12
	Train fares (£102.40 + £95.60)

	
	
	198
	00

	07 - 08.10.2012
	Taxis  (£10.00 + £9.50)
	
	
	19
	50

	07 - 08.10.2012
	Holiday Inn Hotel 1 night
	
	
	70
	00

	07 - 08.10.2012
	Bus to / from station (£2.20+£2.20)
	
	
	4
	40

	07 - 08.10.2012
	Subsistence (£2.85 + £10.00 + £1.70)
	
	
	14
	55

	Foreign currency conversion used
	
	Total Claim
	306
	45
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