#OYLE

Personnel Plc

Basic Processes for Expenses and Mileage Claims

Expenses

¢ Please make sure that the following details appear on every claim form: Your name/your
division/the signature of the manager/director approving the claim.

e All claims must be received by Paul Dooley by close of business every Wednesday and will be
paid in to your account by BACS on the following Monday.

e Any claims for expenses that are more than one month old will not be paid, even if they are
signed off by a manager/director.

Coyle Personnel plc
EXPENSES CLAIM FORM
(NOT for PetrolDiesel Claims - continue to use Designated Forms)

Weekly Expenses Claim Form Name: Week Ending:

NOTE: PetroliDiesel mileage claims must be P
Expenses claims must be made on a weekly basis

on form

Weekly Expenditure

Date Job Rel |Natule of Expense Client Company Cllent Personnel [Reason Amount
Total Expenses Claim - as above E -
ADD: Figures carried over from:
Petrol/Diesel Claim - attached
Crher
Equals Overall Total Weekly Claim e
Signed
Passed by

Basic Processes — Mileage Claims

¢ As with the general petty cash form —your name, division and signature of your
manager/director need to be on your mileage claim forms. You will also need to add the
week end date of your claim.

e There are separate forms for petrol and diesel claims and there is a helpful form in the
public folders to help assist you when completing a mileage claim.

¢ Please note your travel to and from the office is not allowable. If you need to make a site
visit on your way home, you can only claim back for the extra mileage to the site.

e [tisimportant that you obtain a VAT receipt each time you purchase fuel, as we can claim
back the business mileage if we have the correct VAT receipt.



e We also need an “in date” receipt. For example if you are claiming for mileage in September
but your receipt is from October — this will not be paid.

Coyle Personnel ple
Petrol Claim Foqm
APPENDIX C
Waeakly Petrol Claim Form Week Ending: Mame:

Mileage between Home and Office is treated as Private mileage and is not paid.
Business mileage claims must be made on a weekly basis

Presious Friday's speedo reading

Monday maoming speedo reading

Jookly Busi ) - Mileage total as per
LR S

Dy Date From To Client Reason

I

Total business mileage
Friday night speedo reading

Patty cash calculation

Difference between Mon am & Fri pm speedo
Less home to office private mileage

Equals weekly business daim
Business Mileage divided by 33MPG

Average price per gallon of Petral

] I

Total Claim
Signed:

Passed by

These forms can be found in the Public Folders - Coyle Personnel -> Company Documents -
Entertaining Form - Petrol Form



