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If you have any questions relating to your expenses 
please consult the Expense Guide available at 

www.mykeypay.com/page/literature/ 
or call the Client Care Team on 0845 371 0303 

A Guide to Completing your Expense Form

Signed
You MUST sign here 
before returning your 
Expense Form to Key.

All Original Receipts
Please ensure that you 
attach any receipts 
securely to the form.  
These must be original 
receipts and not copies.

Part A
Only complete this 
section if your Agency 
Timesheet does not 
include these scale-rate 
payments.

Part B
This section is for all 
public transport travel 
expenses. Mileage 
expenses should be 
submitted above in   
Part A or on your 
Agency Timesheet if it 
includes an expenses 
section.

Deadline
Your Expense Form and 
any required original 
receipts MUST arrive at 
Key by 3pm on the 
Tuesday following the 
period worked to 
ensure that we can 
process them with your 
next pay. If you do not 
need to send receipts 
you can fax your form 
to 0845 371 0309.

More Than One Agency 
Always remember to 
tick this box if you have 
more than one agency 
registered with Key.

Subscriptions 
Fees for subscriptions 
to certain organisations 
can be offset here such 
as the GTC.

Accommodation
Please note that if you 
are offsetting expenses 
for rent they will not 
be automatically 
processed after we 
receive your Tenancy 
Agreement. You must 
insert the relevant 
amount here each time 
you want to submit an 
expense for rent.

Personal Details 
Always complete this 
section of the form.
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