
Expenses Form
Please note that, as a charitable organisation, we normally refund only second-class rail travel or air flights.  Travel and related 
costs will be reimbursed after submission of a completed expenses claim form with receipts.
	Claimant Name:
	 

	Grant Reference:
	 

	Award type and reference number: (Travel Support claims only)
	

	Please provide bank details below (claimant only, not institution

	Bank Name and Address:
	 
	Sort Code:
	 

	Name stated on Account:
	 
	Account No:
	 

	For claimants outside UK only:

	SWIFT Code:
 
	 
	IBAN No:
 
	 


 
 
 
 
 
 
	 
	 
	Budget Coding
For Office Use:

	Type of Expense 
(see below guidance for claim limits and exclusions)
	Date of Expense
	Purpose/reason for expense claim (e.g. Conference or Meeting)
 
	Amount Claimed (£)
	 
	Dept
	Acc
	Proj

	Registration Fee  
	
	
	£
	 
	 
	 
	 

	Conference Fee
	
	
	£
	 
	 
	 
	 

	Accommodation
	 
	 
	£
	 
	 
	 
	 

	Flights (2nd Class)
	 
	
	£
	 
	 
	 
	 

	Trains (2nd Class)
	 
	 
	£
	 
	 
	 
	 

	Taxis
	 
	 
	£
	 
	 
	 
	 

	Subsistence
	 
	 
	£
	 
	 
	 
	 

	Mileage
	 
	 
	£
	 
	 
	 
	 

	 
	 
	 
	 
	£
	 
	 
	 
	 

	 (add lines as needed)
	 
	 
	 
	£
	 
	 
	 
	 

	 
	 
	Total Expenses Claimed (inc Mileage)
	£
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	


 All Claims: I certify that the total amount claimed represents expenses wholly incurred by me on behalf of Arthritis UK. I have not received, nor will I receive, reimbursement from any other source for the expenses claimed. 

Mileage Claims: I confirm that I hold a full UK-recognised driving license and am not prohibited from driving. I also confirm that the vehicle is in a roadworthy condition, and I hold the relevant motor vehicle insurance which includes cover for business use.



	Claimant's Signature:
	 
 
 
 
	Date:  
	 

	Award Holder signature: (if different to claimant)
	 
 
 
 
	Date:  
	 


 
	OFFICE USE ONLY

	Processed By:
	 
 
	Date:  
	 

	Approved By: 
	 
	Date:  
	 


 
Please return this form to your Arthritis UK contact by email to: awards@arthritis-uk.org
(If you are unable to paste your digital signature or scan a signed copy of the form, please speak to your contact.) 






	Type of expense
	Arthritis UK Limits

	Business mileage
 
	Based on HMRC mileage rates.  
Private Cars: 45p per mile (first 10,000 per year) then 25p per mile
Motorcycles: 24p per mile.    Bicycles: 20p per mile

	Subsistence
	Breakfast: Up to £10 (max £15 if inclusive).  Lunch: Up to £10.  Dinner: Up to £20. Coffee/Tea breaks: up to £5 (max 1 per half day)  

	Train / Air travel
	Standard class travel is expected - 1st class will be allowable if the cost is cheaper or impacts on individual’s health & wellbeing.

	Tube travel / Taxis / Buses
	In line with policy principle that costs incurred are reasonable & justifiable, with efforts made to keep costs to a minimum and follow appropriate purchasing route.

	Hotels
	Within London: Up to £250 (excluding meals). Outside London: Up to £180 (excluding meals)

	Interview expenses
	Refer to Mileage and public transport sections above.

	Overseas expenses
	Overseas costs are expected to follow the Arthritis UK limits wherever possible and should be in line with policy principle e) that costs incurred are reasonable & justifiable, with efforts made to keep costs to a minimum and follow appropriate purchasing route.

	Carers Assistance
	Must be agreed in advance (please contact us for additional details).  Reimburse costs incurred by working beyond contracted working hours or normal working requirements of employing a professional carer: up to £20 per hour


 
	Expenses that cannot be claimed

	Alcohol

	Tips / gratuities

	Fines & penalty fares

	Gifts, unless agreed by HR/OD for long service

	Snacks outside of meals


	  Policy Principle
	How this applies to you

	a) Commitment to health, safety & wellbeing, including musculoskeletal (MSK) health
	Arthritis UK limits for Travel and Expenses are based on a realistic evaluation of current costs and will be reviewed regularly. We will not reject any claims that are proven to be a reasonable and justifiable expense incurred on Arthritis UK business and in accordance with health and wellbeing needs.

	b) Behave honestly & responsibly.
	Reasonable expenses are those that are actually incurred by an individual in undertaking Arthritis UK business. Our Our Values & Behaviours 2023.pdf applies to claimants who are always expected to use their best judgement and share our commitment to manage costs responsibly and deliver maximum benefit for people with arthritis.

	c) Non-hierarchical policy ensuring claims are legal and compliant with HMRC legislation.
	All claimants are treated equally under this procedure.     
Arthritis UK limits for Travel and Expenses have been set within HMRC guidelines. We aim to protect individuals from personal tax or benefit implications, and guidance is provided to ensure individuals remain compliant and the charity.

	 d) Should not be financially disadvantaged or advantaged. Appropriate & accessible purchasing routes.
	We aim to reduce the need for an expense claim in the first instance and will provide an appropriate purchasing route where possible to avoid any individuals being ‘out of pocket’ (for example the Travel Management Company(TMC) for booking travel and accommodation). If an expense claim is made, it must be for costs already incurred and must not be claimed if the costs have already been provided or reimbursed by another organisation.

	e) Costs incurred are reasonable & justifiable, with efforts made to keep costs to a minimum and follow appropriate purchasing route.
	A simple test to determine if a claim is reasonable is to consider how a particular claim would be regarded from the perspective of a typical Arthritis UK donor and to ask “Would I be comfortable for this claim to be displayed on the Arthritis UK website with my name against the entry?”

	f) Submitted on a timely basis. Reimbursed promptly.
	An expense claim should be submitted as soon as possible after the expense has been incurred; the maximum amount of time allowable to submit a claim is 3 months. Expense claims must be supported with a legible receipt. In exceptional circumstances where a receipt is missing/lost, the claimant can provide details of the cost and the relevant Approver has discretion to consider whether this is reasonable before approving the claim. Claims submitted and approved with the correct information and supporting receipts will be paid on the next available weekly payment run.

	g) Provide guidance and procedures.
	These procedures will be available in a variety of formats on the SharePoint platform (for staff), hard copy and electronically. Guidance will be available on manual expense claim forms and the web-based expense management system. Training will also be provided on the web-based expense management system for any users that require it.
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