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UK Expenses Procedure 2012
Our Aim

Square One Resources aim to provide an efficient and effective payroll service.  In order for us to continue to deliver a high standard of customer care and to ensure that you are paid expenses accurately and on time, we have put together the following information we hope will be useful to you when submitting documents and receipts to Square One for processing.
1.
What are included as Expenses?

An expenses payment is one that is neither pay nor benefits and that is made to contractors for authorised costs they have met, or will have to meet. It can be a reimbursement of expenses already incurred or an advance for expenses to be met (as agreed by the client).

Please refer to your own contractor specific details of what has been agreed with the client with regard to what can or can not be included, this can be found on your contract.  The guidance notes that follow apply to the vast majority of our contractors.  Your contract supersedes these notes (i.e. if your contract is different it is the contractual procedures that apply).
2.
Documentation Square One requires before an expense claim can be paid:


An Expense Claim Form (should be authorised by the client) 


Receipts for all items


An Expense Invoice will also be required if you are NOT registered with us for ‘Self Billing’

The Expense Claim Form 

Square One has a formulated expense claim form you can use. Just complete the yellow boxes and the formula will calculate the rest.  You can find a downloadable version at; http://www.square.co.uk/en/candidate/downloads 
If you are unable to access the UK website using the link, please log on to http://www.square.co.uk click on ‘Candidates’. (On the right hand side of web page)  You will be able to download the expense claim form from there.

When completing the Square One Expense Claim Form (or using your own claim form) you must ensure it is clearly dated, has a full description of each expense and that the total amount matches the invoice amount submitted.  

VAT:
You must also record on the claim form which expense contains a VAT element. We will only accept charges for VAT where this is appropriately applied to the Contractors net expense cost (ie exclusive of VAT). 
Receipts 

Each Expense Claim Form submitted must be accompanied by copy receipts for all receiptable items in accordance with your contract. Payment cannot be made for missing receipts.

We would like to receive multiple receipts as follows;

· Receipts smaller than A4 size (i.e. train tickets) must be copied onto A4 size paper; more than one receipt can be copied onto this sheet.

· Receipts must be numbered so that they match the claim form provided; this enables us to quickly identify any errors that we may need to inform you about. The receipts should be numbered (1, 2, 3) etc, and so should the description on the expense claim form so Payroll can quickly identify any problems and alert you to avoid any delays in payment.

· We only require a COPY of the receipts.  If you do provide original ones we will return them to you, as they may be required for year end reporting.

· Copies must be clear and show a description and amount for each claim.

An Expense Invoice if you are NOT registered with us for ‘Self Billing’ 

The Expense Invoice which is provided by either yourself or your limited company must include all of the following information and must match the total amount recorded on the claim form.  
If these two amounts do not match we will be unable to process your claim.
· Contractors Full Name, Limited Company Name, Period the claim is covering 

· VAT amount (if VAT registered) Subtotals & Grand Total
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