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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 or contact us 
by email at expenses@mykeypay.com or by phone on 0845 371 0303.

Deadline
To meet the Tuesday 3pm 
deadline, we recommend 
you immediately submit 
your expenses on 
completion of your work 
period.

Returning your 
Expense Form to Key 
If you do not need to post 
us supporting evidence 
with your Expense Form, 
e.g. you only completed 
Section 1 of the form, you 
can return it by scanning 
and emailing it or by fax. 
Contact details are on the 
form.

Personal Details
To avoid delays in your expenses being processed, please complete this section 
in full using capital letters.
•  Key Reference No.   
 Your Key Reference Number is provided in your Welcome Letter.
• Period End Date    
  This is the date of the Sunday at the end of the period for which you are 

claiming e.g. if claiming expenses from a Monday to a Friday, insert the 
following Sunday’s date. If you have a monthly payroll frequency, you should 
enter the last working day of your pay frequency.

Agency Details
• Agency Name  
  Print the name of the agency that you were 

working through when you incurred the expenses. 
You must submit a separate Expense Form for each 
agency.

• Agency’s Pay Frequency   
 Please indicate the pay frequency operated by 
   your agency.

Expense Claims
– Section 1     
Retain supporting 
evidence for Section 1 
expenses as you may be 
selected in our expense 
sampling process. You do 
not need to send us this 
evidence unless requested 
to do so.
Please do not duplicate 
clams in Section 1 if you 
have submitted them 
in your Key Portfolio 
online account or on your 
agency timesheet. 
If your timesheet includes 
an expenses section, 
these expenses will only 
be processed if they 
are submitted on your 
timesheet. 

Scale Rate 
Subsistence Claims    
Tick the relevant day on 
which the expense was 
incurred ensuring you also 
complete the Total column. 
Refer to our Expense 
Guide for current scale 
rate amounts.

Five and Ten Hour 
Meal Rate     
You may claim either a 
Five Hour or Ten Hour 
Meal Rate each day. You 
cannot claim both of these 
expenses for the same day.

Travel – Mileage 
Claims      
Enter the total number 
of miles you are claiming 
for each day beside 
the relevant mode of 
transport, ensuring you 
also complete the Total 
column. Refer to our 
Expense Guide for current 
mileage rates.

Overnight Meal 
Subsistence 
This expense replaces 
scale rate subsistence 
claims in Section 1.

Hotels, B&Bs & Rent 
Insert the relevant 
amount in the box each 
time you want to claim 
an expense for rent. Rent 
is not automatically 
processed based on your 
tenancy agreement.

Other  
If you incur expenses 
which do not have a 
dedicated box on the 
Expense Form, you can 
claim them in the Other 
boxes. Please specify the 
expense you are claiming.

Sign and Date  
Remember to sign and 
date your Expense Form 
before returning it to Key.

Expense Claims 
– Section 2  
Expenses claimed in 
Section 2 require the 
submission of supporting 
evidence with your claim. 
Attach evidence securely 
to the back of the 
form. Receipts must be 
originals, not copies.
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