POthOliO A Guide to Completing your Expense Form

PERSONAL DETAILS

To avoid delays in your expenses being processed, please complete this section in full using capital letters.

* Key Reference No. * Your Agency
Your Key Reference Number is provided in your Welcome Communication. Please confirm the name of the recruitment agency you were working
» Week Ending Date through when you incurred the expenses you are claiming.
This is the date of the Sunday at the end of the week for which you are * Multiple Agencies
claiming expenses. Submit an Expense Form for each week, regardless of If you have more than one recruitment agency on your Key Portfolio
your pay frequency. account, please tick the box.
\ J
{ \ ( \
EXPENSE CLAIMS . P Deadline
o Return to Key by 300pm - 171 DTl a
— SECTION 1 Portfolio EXPENSE FORM i 300 PR < To meet the deadline of
Retain supporting evidence o § == o Tuesday at 3:00pm, we
for SECTION 1 expenses as —-) PERSONAL DETAILS Failure to complete this section in full may prevent your claim being processed. recommend you
you may be selected in our Foll Name [ JOHN SMITH ] Your Agency [ 123 RECRUITMENT ] immediately submllt your )
expense sampling process. Print th f th tment age i expenses on completion o
bl Key Refrence No. (KEY 0000001 ) auah e o rered i expeneet om s orm your work period
evidence unless requested Telephone No. [ m m J Submit a separate Expense Form for each agency. \ J
Tick this box if you are registered with more than one
to do so. Week Ending Date [ 22 /0l / lz } recruitment agency through Key Portfolio - N\
Do not duplicate claims ) @ EXPENSE CLAIMS — SECTION 1 EXPENSE CLAIMS
in SECTION 1 if you have T — SECTION 2
submitted them in your - (MON [ TUE [ WeD [ U | 7RI | SAT | SUN | _TOTAL Expenses claimed in
Key Portfolio online 7 | SCALE RATE SUBSISTENCE CLAIMS* (Use ¢ to indicate) SECTION 2 require the
account or on your agency i e —— 4 v 1 submission of supporting
timesheet. If your timesheet | | —p- |- IVEHOURMEALRRTE | sy | {1 v i evidence with your claim.
includes an expense it n
S > > | TENHOUR MEAL RATE irmissarammianess |08 | V| V| V| 4 Attach evidence securely to
section, these expenses :
il onl, e rocepssed e « LATE EVENING MEAL RATE (My working day firshed lter than sl and v | the back of the form.
wi I after 8:00pm and | incurred the cost of a meal purchzsed and consumed away from home) 9 o9
y be pr = : = — . Receipts must be originals,
they are submitted on your —* TRAVEL — MILEAGE CLAIMS* (Insert no. of miles, rounding up to nearest mile) N
. not copies.
timesheet. - CAR/VAN 0| %0 50 90 L P )
\ J + MOTORCYCLE/SCOOTER 40 40
« BICYCLE ( A
' N\ 2
SCALE RATE ppering cvdene Tor thse s b s b e For e qiing e v vl o e peres, e e = o Exprs Gl o FVRC' e * Overnight Meal
) Subsistence
c i, lastd Bl @ EXPENSE CLAIMS ~ SECTION 2 < This expense replaces scale
T'df the relevant day on TRAVEL ACCOMMODATION AND ASSOCIATED EXPENSES | rate subsistence claims.in
which the expense was + Public Transport (i, Tobe, Bus, Fery € _10.50) - Overnight Meal Subsistence E
incurred ensuring you also  [— * Taxis * Hotels, B&Bs & Rent L SECTION 1. )
complete the Total column. * Flights SELTLA
.  Incidental Overnight E €. )
Refer to our Expense zark:,g l;ﬁ, e e LR ' )
. +Car Hire
Guide for current scale * Hotels, B&Bs & Rent
rate amounts. B A NECUSIEXEENSES Insert the relevant amount
L J +Tlephone E__F50) - Teining Couses in the box each time you
* Postage, Faxing & Photocopying * Subscriptions E % 50) A Y
p . « Stationery - Other e sy —BRIDGE TOLL. (£ 7 50) <€ want to claim an expense
* FIVE & TEN HOUR * Books & Journals [ _6.00) -Otherproeseiy for rent. Rent is not
automatically processed
MEQL RnTE The expenses | have claimed on this form were incurred wholly, exclusively and necessarily in the performance of my duties and | meet the based on your tenancy
You mav claim either a relevant criteria as detailed in the Key Portfolio Expense Guide.
ve Hot (F St Joee (20 7 01 /12 ) < agreement.
Five Hour or Ten Hour — SIGNED [ & DATE < L )
* Submit Ex| Fe fi h k, rdl f fi /. Post:  Key Portfolio, Key Hs , 18 S rd Place,
Meal Rate each day. You ~ Uhere applcomle, astach sspporting evidence 1 e bodk of ths form. % Contorion Businest o, Glsgous GALIN
cannot claim both of these *Refer to our Expense Guide at www.mykeypay.com/page/literature Email: expenses@mykeypay.com r ~\
for guidance on completing this form. Expense Forms can also be Fax 0845371 0309
expenses for the same day. downloaded from this link. Tel: 08453710303 A e Other
\ J () 0O NOT submi evidence with caim, retan for your records (G5) DO subrmit evidence uith claim PPORTEGMARI2 If you incur expenses which
p \ do not have a dedicated
TRAVEL — L1 box on the Expense Form,
4 \ . .
: ou can claim them in the
MILEAGE CLAIMS A T )(,)ther boxes. Please specify
Enter the total number of Expense Form to Key ) Pe
. L the expense you are claiming.
miles you are claiming for If you do not need to post us L )
each day beside the supporting evidence with
relevant mode of transport, your Expense Form, e.g. you - N
ensuring you also complete only completed SECTION 1 SIGN AND DATE
the Total column. Refer to of the form, you can return Remember to sign and
our Expense Guide for it by scanning and emailing it date your Expense Form
current mileage rates. or by fax. before returning it to Key.
\ J & J & J

The Key Portfolio Expense Form and Expense Guide can be downloaded from www.mykeypay.com/page/literature.

If you have any questions relating to your expenses please consult the Expense Guide. Alternatively, contact us
by email at expenses@mykeypay.com or by phone on 0845 371 0303.
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