
Board and Committee Member Expenses Policy

Reference:	CWEP012	
Version:	1
Revised: 	September 2021

1. Introduction
1.1 The general principle accepted by the LEP Board is that the role of Board member is non-remunerated, with the expectation that private and public sector organisations will have their travel expenses met by their employing organisation. 
1.2 However, the Board has recognised that this general principle could place unreasonable expenditure expectations on those with significant external visit expectations (e.g. the Chair), sole traders or SMEs. Additionally, that it is unreasonable to expect that more generally, private sector business members will automatically pay any overnight expenses or larger rail travel costs, when incurred on Board approved travel. 
1.3 This policy therefore aims to address these issues. 
2. Eligibility
2.1 All private sector Board members undertaking significant Board related activity will be eligible to claim legitimate travel expenses for any travel undertaken on approved LEP business. However, if the Board member’s expenses can be met from another source i.e. their employer, the Board member would not be eligible to submit a claim to the LEP. Any LEP Board member, who feels that they meet this eligibility criterion, should confirm this with the Chief Executive, as senior responsible officer, in advance of any expenses being incurred. 
2.2 In addition to payment of legitimate travel and subsistence expenses to eligible Board members carrying out significant Board related duties, it is recognised that it might be appropriate to pay any private sector Board member expenses, when these are considered excessive e.g. rail travel to London or an overnight stay. However, if the Board member’s expenses can be met from another source, they will not be eligible to claim expenses from the LEP. These costs will be considered for refund, subject to the individual Board member advising the Chief Executive of this in advance and ensuring that the costs incurred are in keeping with best value considerations. 
2.3 Any stakeholder that is invited to join a LEP Board sub-group may seek the approval of the LEP Chief Executive to claim expenses related to attending the LEP Board sub-group or related activities. This is only in cases where the stakeholder’s expenses cannot be met by other sources. The individual must seek an agreement with the Chief Executive prior to any expenses being incurred and approval of such requests will be at the Chief Executive’s discretion. 
3. Rates 
3.1 In implementing a travel and subsistence policy for an organisation, predominantly funded by the public sector, it is essential that all payments are in line with standard public sector re-imbursement rates. This policy therefore adopts rates paid to elected members in Local Authorities. 
3.2 Rates will be reviewed on an annual basis and updated, when necessary, in line with standard public sector elected member rates. 
4. Period of Operation 
4.1 This policy applies from April 2021 and will remain in force until amended or revoked by the Board. 
5. Payment Operations 
5.1 Board Members who wish to claim expenses will need to be set up as a supplier on the Accounts System that the LEP use. This means the Board Member will need to complete a Supplier Creation Form.  Please contact accounts@871candwep.co.uk to request a copy of the form. 
5.2 Claims should be submitted to the LEP Chief Executive within 10 working days of the end of the month on which the expenses were incurred, using the form provided at Annex A. 
5.3 On receipt of the claim the Chief Executive will authorise this, prior to submitting to the accounts department, for processing and payment. 
6. Overnight Accommodation 
6.1 It is accepted that there may be occasions when an overnight stay in the course of business is unavoidable, however, all requests for accommodation must be authorised in advance by the Chief Executive. Upon approving a request for accommodation, the Chief Executive must be confident that permission is only granted for the most cost-effective accommodation available and their decision will stand independent scrutiny.


Annex A
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	Annex A – Expenses Claim 
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Expense%20Form%202021%20-%202022.xlsx
Instructions

				Expense Form

				To Start

				Click on the 'Front Page' worksheet and complete the following details:

						Your Name

						Your Funding Department (Choose from the dropdown box)

						Your Car Registration Number

						Your Nominated Base -

				These details wll feed through to each monthly worksheet.  There is nothing else you need to complete on ths worksheet.

				The totals of your monthly expense claims are fed through from each monthly worksheet.

				The totals of the  number of miles you are claiming each months are fed through from each monthly sheet

				Click on the month tab you are claiming in.  The form is divided into 2, the top form is the 'Mileage Claim', the bottom form

				is for 'Other Expenses.'  The details you entered on the Front Pages should be showing.

				The Mileage Claim

				1		You only need to enter detsils in the coloured cells, the spreedsheet should do the calculations

				2		So that we can claim back the VAT on mileage, you need to submit a Fuel Receipt which must have a date 

						during the claim period.  A separate payment card receipt without details of the purchase is not a VAT receipt and is not acceptable.

				3		To claim for passengers, the passengers must be employed by the LEP and should be working in the same Funding 

						Department.  You will need to include their name.

				4		If you need to insert lines, insert them above the red line.

				The Expense Claim

				1		You only need to enter details in the coloured cells, the spreedsheet should do the calculations. (Grey is not a colour)

				2		So that we can claim back the VAT on your expenses, we will need all the receipts.  A separate payment card receipt without 

						details of the purchase is not a VAT receipt and is not acceptable.  A dropdown box will give the option of Yes or No

				3		Hospitality (not VATable) in the Hospitality box on the right of the Expense Form, give a brief description of the hospitality

						given, include the names of the people and companies  involved.

				4		Car Parking - Some car parking costs are VATable and some are not.  The best way to decide if it is VATable or not is to

						 look for the VAT number.  If a VAT number is on the front or back of the ticket list them as 'Inc VAT,' if not then list them 

						as 'Non VAT.'  Include details of the meeting attending in the description.

				5		Other Expenses - If you need to list something as 'Other Expenses' you need to check to see if the items include VAT or  

						not, and list them under the correct headings.

				6		If you need to insert lines, insert them above the red line.

				To attach Receipts to the Expense Spreadsheet

						A copy of the  receipt must be saved as a file on you computer to do this.

				1		Select the cell where you want to insert the receipt

				2		Click on the  'Insert' Tab  in the 'Ribbon' at the top of the screen

				3		Click on 'Object' under the 'Text' Group

				4		Select 'Create from File'

				5		Find the receipt you wish to attach.

				6		Click on 'OK'.

				Eligability of Expenses

						Please put as much information as you can this will save me asking for more details later.

				Registered of Gifts and Hospitality

				1		You only need to enter details in the coloured cells. 

				2		Any benefits received regardless of value need to be logged.





Front Page

		Cheshire & Warrington Local Enterprise Partnership

		Business Claim Form								2021		/		2022

		Funding Department



		Name



		Car Reg



		Nominated Base

		Annual Expense Claim												Mileage Tracker

		April		2021		0								April		2021		0

		May		2021		0								May		2021		0

		June		2021		0								June		2021		0

		July		2021		0								July		2021		0

		August		2021		0								August		2021		0

		September		2021		0								September		2021		0

		October		2021		0								October		2021		0

		November		2021		0								November		2021		0

		December		2021		0								December		2021		0

		January		2022		0								January		2022		0

		February		2022		0								February		2022		0

		March		2022		0								March		2022		0

						0												0





Hosp & Gifts Received

		Cheshire & Warrington Local Enterprise Partnership								Register of Gifts and Hospitality Received during the Year

		Name		0		Funding Programme				0



						Year		2021		2022



		Date of Receipt		Received from				Nature of Gift or Hospitality				Estimated Value		Declaration & Signature

				(Name and details of person/   organisation from whom gift/ hospitality recceived)				(and any additional comments)				(If known)

														I confirm that the information recorded is an accurate reflection of the gifts & hospitality offered to me

														Signed:

														Date:

														I confirm that the information recorded is an accurate reflection of the gifts & hospitality offered to me

														Signed:

														Date:

														I confirm that the information recorded is an accurate reflection of the gifts & hospitality offered to me

														Signed:

														Date:

														I confirm that the information recorded is an accurate reflection of the gifts & hospitality offered to me

														Signed:

														Date:





April

		Cheshire & Warrington Local Enterprise Partnership										Business Claim Form				2021		2022

		Name		0		Car Reg		0		Funding Programme				0

																				Mileage Claim		£0.00

		Month		April		Nominated Base		0												Other Expenses		£0.00

																				Total Claim		£0.00

		Mileage Claim

		Date		From Postcode		To Postcode		Reason for Journey						No of Miles		£		Passenger Mileage

Jocelyn Milne: Jocelyn Milne:
Passengers must be employed by the LEP and on the same funding programme
		Name of Passenger		£		Cost		VAT		Net

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

														0										0.00		0.00		0.00

		A receipt for fuel is required dated during the claim period.



		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		Other Expenses



		Date		Company				Description				Is Receipt Attached?  Y/N		Train/Tram Fare Non VAT		Parking Costs   VAT Number shown on ticket		Parking Costs No  VAT Number on ticket		Meeting Costs inc tea/coffee		Subsistence/ Hotels		Hospitality non VAT *		Other Expenses inc  VAT		Other Expenses Non VAT				Hospitality - Give brief description of the hospitality given, include the names and companies of each client involved 















		Gross Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		VAT								0.00						0.00				0.00		0.00				0.00

		Net Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00







		Please attach all train tickets, parking tickets and receipts to claim

		VAT can only be claimed if a valid VAT receipt is attached

		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		To attach Receipts 

				A copy of the  receipt must be saved as a file to do this.

		1		Select the cell where you want to insert the receipt

		2		Click on the  'Insert' Tab  in the 'Ribbon' at the top of the screen

		3		Click on 'Object' under the 'Text' Group

		4		Select 'Create from File'

		5		Find the receipt you wish to attach.

		6		Click on 'OK'.





May

		Cheshire & Warrington Local Enterprise Partnership										Business Claim Form				2021		2022

		Name		0		Car Reg		0		Funding Programme				0

																				Mileage Claim		£0.00

		Month		May		Nominated Base		0												Other Expenses		£0.00

																				Total Claim		£0.00

		Mileage Claim

		Date		From Postcode		To Postcode		Reason for Journey						No of Miles		£		Passenger Mileage

Jocelyn Milne: Jocelyn Milne:
Passengers must be employed by the LEP and on the same funding programme
		Name of Passenger		£		Cost		VAT		Net

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

														0										0.00		0.00		0.00

		A  receipt for fuel is required dated during the claim period.



		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		Other Expenses



		Date		Company				Description				Is Receipt Attached?  Y/N		Train/Tram Fare Non VAT		Parking Costs   VAT Number shown on ticket		Parking Costs No  VAT Number on ticket		Meeting Costs inc tea/coffee		Subsistence/ Hotels		Hospitality non VAT *		Other Expenses inc  VAT		Other Expenses Non VAT						Hospitality - Give brief description of the hospitality given, include the names and companies of each client involved 















		Gross Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		VAT								0.00						0.00				0.00		0.00				0.00

		Net Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00







		Please attach all train tickets, parking tickets and receipts to claim

		VAT can only be claimed if a valid VAT receipt is attached

		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		To attach Receipts 

				A copy of the  receipt must be saved as a file to do this.

		1		Select the cell where you want to insert the receipt

		2		Click on the  'Insert' Tab  in the 'Ribbon' at the top of the screen

		3		Click on 'Object' under the 'Text' Group

		4		Select 'Create from File'

		5		Find the receipt you wish to attach.

		6		Click on 'OK'.





June

		Cheshire & Warrington Local Enterprise Partnership										Business Claim Form				2021		2022

		Name		0		Car Reg		0		Funding Programme				0

																				Mileage Claim		£0.00

		Month		June		Nominated Base		0												Other Expenses		£0.00

																				Total Claim		£0.00

		Mileage Claim

		Date		From Postcode		To Postcode		Reason for Journey						No of Miles		£		Passenger Mileage

Jocelyn Milne: Jocelyn Milne:
Passengers must be employed by the LEP and on the same funding programme
		Name of Passenger		£		Cost		VAT		Net

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

														0										0.00		0.00		0.00

		A  receipt for fuel is required dated during the claim period.



		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		Other Expenses



		Date		Company				Description				Is Receipt Attached?  Y/N		Train/Tram Fare Non VAT		Parking Costs   VAT Number shown on ticket		Parking Costs No  VAT Number on ticket		Meeting Costs inc tea/coffee		Subsistence/ Hotels		Hospitality non VAT *		Other Expenses inc  VAT		Other Expenses Non VAT						Hospitality - Give brief description of the hospitality given, include the names and companies of each client involved 























		Gross Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		VAT								0.00						0.00				0.00		0.00				0.00

		Net Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00







		Please attach all train tickets, parking tickets and receipts to claim

		VAT can only be claimed if a valid VAT receipt is attached

		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		To attach Receipts 

				A copy of the  receipt must be saved as a file to do this.

		1		Select the cell where you want to insert the receipt

		2		Click on the  'Insert' Tab  in the 'Ribbon' at the top of the screen

		3		Click on 'Object' under the 'Text' Group

		4		Select 'Create from File'

		5		Find the receipt you wish to attach.

		6		Click on 'OK'.





July

		Cheshire & Warrington Local Enterprise Partnership										Business Claim Form				2021		2022

		Name		0		Car Reg		0		Funding Programme				0

																				Mileage Claim		£0.00

		Month		July		Nominated Base		0												Other Expenses		£0.00

																				Total Claim		£0.00

		Mileage Claim

		Date		From Postcode		To Postcode		Reason for Journey						No of Miles		£		Passenger Mileage

Jocelyn Milne: Jocelyn Milne:
Passengers must be employed by the LEP and on the same funding programme
		Name of Passenger		£		Cost		VAT		Net

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

														0										0.00		0.00		0.00

		A  receipt for fuel is required dated during the claim period.



		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		Other Expenses



		Date		Company				Description				Is Receipt Attached?  Y/N		Train/Tram Fare Non VAT		Parking Costs   VAT Number shown on ticket		Parking Costs No  VAT Number on ticket		Meeting Costs inc tea/coffee		Subsistence/ Hotels		Hospitality non VAT *		Other Expenses inc  VAT		Other Expenses Non VAT						Hospitality - Give brief description of the hospitality given, include the names and companies of each client involved 















		Gross Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		VAT								0.00						0.00				0.00		0.00				0.00

		Net Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00







		Please attach all train tickets, parking tickets and receipts to claim

		VAT can only be claimed if a valid VAT receipt is attached

		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		To attach Receipts 

				A copy of the  receipt must be saved as a file to do this.

		1		Select the cell where you want to insert the receipt

		2		Click on the  'Insert' Tab  in the 'Ribbon' at the top of the screen

		3		Click on 'Object' under the 'Text' Group

		4		Select 'Create from File'

		5		Find the receipt you wish to attach.

		6		Click on 'OK'.





August

		Cheshire & Warrington Local Enterprise Partnership										Business Claim Form				2021		2022

		Name		0		Car Reg		0		Funding Programme				0

																				Mileage Claim		£0.00

		Month		August		Nominated Base		0												Other Expenses		£0.00

																				Total Claim		£0.00

		Mileage Claim

		Date		From Postcode		To Postcode		Reason for Journey						No of Miles		£		Passenger Mileage

Jocelyn Milne: Jocelyn Milne:
Passengers must be employed by the LEP and on the same funding programme
		Name of Passenger		£		Cost		VAT		Net

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

														0										0.00		0.00		0.00

		A  receipt for fuel is required dated during the claim period.



		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		Other Expenses



		Date		Company				Description				Is Receipt Attached?  Y/N		Train/Tram Fare Non VAT		Parking Costs   VAT Number shown on ticket		Parking Costs No  VAT Number on ticket		Meeting Costs inc tea/coffee		Subsistence/ Hotels		Hospitality non VAT *		Other Expenses inc  VAT		Other Expenses Non VAT						Hospitality - Give brief description of the hospitality given, include the names and companies of each client involved 















		Gross Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		VAT								0.00						0.00				0.00		0.00				0.00

		Net Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00







		Please attach all train tickets, parking tickets and receipts to claim

		VAT can only be claimed if a valid VAT receipt is attached

		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		To attach Receipts 

				A copy of the  receipt must be saved as a file to do this.

		1		Select the cell where you want to insert the receipt

		2		Click on the  'Insert' Tab  in the 'Ribbon' at the top of the screen

		3		Click on 'Object' under the 'Text' Group

		4		Select 'Create from File'

		5		Find the receipt you wish to attach.

		6		Click on 'OK'.





September

		Cheshire & Warrington Local Enterprise Partnership										Business Claim Form				2021		2022

		Name		0		Car Reg		0		Funding Programme				0

																				Mileage Claim		£0.00

		Month		September		Nominated Base		0												Other Expenses		£0.00

																				Total Claim		£0.00

		Mileage Claim

		Date		From Postcode		To Postcode		Reason for Journey						No of Miles		£		Passenger Mileage

Jocelyn Milne: Jocelyn Milne:
Passengers must be employed by the LEP and on the same funding programme
		Name of Passenger		£		Cost		VAT		Net

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

														0										0.00		0.00		0.00

		A  receipt for fuel is required dated during the claim period.



		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		Other Expenses



		Date		Company				Description				Is Receipt Attached?  Y/N		Train/Tram Fare Non VAT		Parking Costs   VAT Number shown on ticket		Parking Costs No  VAT Number on ticket		Meeting Costs inc tea/coffee		Subsistence/ Hotels		Hospitality non VAT *		Other Expenses inc  VAT		Other Expenses Non VAT						Hospitality - Give brief description of the hospitality given, include the names and companies of each client involved 















		Gross Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		VAT								0.00						0.00				0.00		0.00				0.00

		Net Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00







		Please attach all train tickets, parking tickets and receipts to claim

		VAT can only be claimed if a valid VAT receipt is attached

		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		To attach Receipts 

				A copy of the  receipt must be saved as a file to do this.

		1		Select the cell where you want to insert the receipt

		2		Click on the  'Insert' Tab  in the 'Ribbon' at the top of the screen

		3		Click on 'Object' under the 'Text' Group

		4		Select 'Create from File'

		5		Find the receipt you wish to attach.

		6		Click on 'OK'.





October

		Cheshire & Warrington Local Enterprise Partnership										Business Claim Form				2021		2022

		Name		0		Car Reg		0		Funding Programme				0

																				Mileage Claim		£0.00

		Month		October		Nominated Base		0												Other Expenses		£0.00

																				Total Claim		£0.00

		Mileage Claim

		Date		From Postcode		To Postcode		Reason for Journey						No of Miles		£		Passenger Mileage

Jocelyn Milne: Jocelyn Milne:
Passengers must be employed by the LEP and on the same funding programme
		Name of Passenger		£		Cost		VAT		Net

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

														0										0.00		0.00		0.00

		A  receipt for fuel is required dated during the claim period.



		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		Other Expenses



		Date		Company				Description				Is Receipt Attached?  Y/N		Train/Tram Fare Non VAT		Parking Costs   VAT Number shown on ticket		Parking Costs No  VAT Number on ticket		Meeting Costs inc tea/coffee		Subsistence/ Hotels		Hospitality non VAT *		Other Expenses inc  VAT		Other Expenses Non VAT						Hospitality - Give brief description of the hospitality given, include the names and companies of each client involved 















		Gross Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		VAT								0.00						0.00				0.00		0.00				0.00

		Net Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00







		Please attach all train tickets, parking tickets and receipts to claim

		VAT can only be claimed if a valid VAT receipt is attached

		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		To attach Receipts 

				A copy of the  receipt must be saved as a file to do this.

		1		Select the cell where you want to insert the receipt

		2		Click on the  'Insert' Tab  in the 'Ribbon' at the top of the screen

		3		Click on 'Object' under the 'Text' Group

		4		Select 'Create from File'

		5		Find the receipt you wish to attach.

		6		Click on 'OK'.





November

		Cheshire & Warrington Local Enterprise Partnership										Business Claim Form				2021		2022

		Name		0		Car Reg		0		Funding Programme				0

																				Mileage Claim		£0.00

		Month		November		Nominated Base		0												Other Expenses		£0.00

																				Total Claim		£0.00

		Mileage Claim

		Date		From Postcode		To Postcode		Reason for Journey						No of Miles		£		Passenger Mileage

Jocelyn Milne: Jocelyn Milne:
Passengers must be employed by the LEP and on the same funding programme
		Name of Passenger		£		Cost		VAT		Net

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

														0										0.00		0.00		0.00

		A  receipt for fuel is required dated during the claim period.



		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		Other Expenses



		Date		Company				Description				Is Receipt Attached?  Y/N		Train/Tram Fare Non VAT		Parking Costs   VAT Number shown on ticket		Parking Costs No  VAT Number on ticket		Meeting Costs inc tea/coffee		Subsistence/ Hotels		Hospitality non VAT *		Other Expenses inc  VAT		Other Expenses Non VAT						Hospitality - Give brief description of the hospitality given, include the names and companies of each client involved 















		Gross Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		VAT								0.00						0.00				0.00		0.00				0.00

		Net Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00







		Please attach all train tickets, parking tickets and receipts to claim

		VAT can only be claimed if a valid VAT receipt is attached

		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		To attach Receipts 

				A copy of the  receipt must be saved as a file to do this.

		1		Select the cell where you want to insert the receipt

		2		Click on the  'Insert' Tab  in the 'Ribbon' at the top of the screen

		3		Click on 'Object' under the 'Text' Group

		4		Select 'Create from File'

		5		Find the receipt you wish to attach.

		6		Click on 'OK'.





December

		Cheshire & Warrington Local Enterprise Partnership										Business Claim Form				2021		2022

		Name		0		Car Reg		0		Funding Programme				0

																				Mileage Claim		£0.00

		Month		December		Nominated Base		0												Other Expenses		£0.00

																				Total Claim		£0.00

		Mileage Claim

		Date		From Postcode		To Postcode		Reason for Journey						No of Miles		£		Passenger Mileage

Jocelyn Milne: Jocelyn Milne:
Passengers must be employed by the LEP and on the same funding programme
		Name of Passenger		£		Cost		VAT		Net

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

														0										0.00		0.00		0.00

		A  receipt for fuel is required dated during the claim period.



		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		Other Expenses



		Date		Company				Description				Is Receipt Attached?  Y/N		Train/Tram Fare Non VAT		Parking Costs   VAT Number shown on ticket		Parking Costs No  VAT Number on ticket		Meeting Costs inc tea/coffee		Subsistence/ Hotels		Hospitality non VAT *		Other Expenses inc  VAT		Other Expenses Non VAT						Hospitality - Give brief description of the hospitality given, include the names and companies of each client involved 















		Gross Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		VAT								0.00						0.00				0.00		0.00				0.00

		Net Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00







		Please attach all train tickets, parking tickets and receipts to claim

		VAT can only be claimed if a valid VAT receipt is attached

		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		To attach Receipts 

				A copy of the  receipt must be saved as a file to do this.

		1		Select the cell where you want to insert the receipt

		2		Click on the  'Insert' Tab  in the 'Ribbon' at the top of the screen

		3		Click on 'Object' under the 'Text' Group

		4		Select 'Create from File'

		5		Find the receipt you wish to attach.

		6		Click on 'OK'.





January

		Cheshire & Warrington Local Enterprise Partnership										Business Claim Form				2021		2022

		Name		0		Car Reg		0		Funding Programme				0

																				Mileage Claim		£0.00

		Month		January		Nominated Base		0												Other Expenses		£0.00

																				Total Claim		£0.00

		Mileage Claim

		Date		From Postcode		To Postcode		Reason for Journey						No of Miles		£		Passenger Mileage

Jocelyn Milne: Jocelyn Milne:
Passengers must be employed by the LEP and on the same funding programme
		Name of Passenger		£		Cost		VAT		Net

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

														0										0.00		0.00		0.00

		A  receipt for fuel is required dated during the claim period.



		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		Other Expenses



		Date		Company				Description				Is Receipt Attached?  Y/N		Train/Tram Fare Non VAT		Parking Costs   VAT Number shown on ticket		Parking Costs No  VAT Number on ticket		Meeting Costs inc tea/coffee		Subsistence/ Hotels		Hospitality non VAT *		Other Expenses inc  VAT		Other Expenses Non VAT						Hospitality - Give brief description of the hospitality given, include the names and companies of each client involved 















		Gross Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		VAT								0.00						0.00				0.00		0.00				0.00

		Net Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00







		Please attach all train tickets, parking tickets and receipts to claim

		VAT can only be claimed if a valid VAT receipt is attached

		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		To attach Receipts 

				A copy of the  receipt must be saved as a file to do this.

		1		Select the cell where you want to insert the receipt

		2		Click on the  'Insert' Tab  in the 'Ribbon' at the top of the screen

		3		Click on 'Object' under the 'Text' Group

		4		Select 'Create from File'

		5		Find the receipt you wish to attach.

		6		Click on 'OK'.





February

		Cheshire & Warrington Local Enterprise Partnership										Business Claim Form				2021		2022

		Name		0		Car Reg		0		Funding Programme				0

																				Mileage Claim		£0.00

		Month		February		Nominated Base		0												Other Expenses		£0.00

																				Total Claim		£0.00

		Mileage Claim

		Date		From Postcode		To Postcode		Reason for Journey						No of Miles		£		Passenger Mileage

Jocelyn Milne: Jocelyn Milne:
Passengers must be employed by the LEP and on the same funding programme
		Name of Passenger		£		Cost		VAT		Net

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

														0										0.00		0.00		0.00

		A  receipt for fuel is required dated during the claim period.



		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		Other Expenses



		Date		Company				Description				Is Receipt Attached?  Y/N		Train/Tram Fare Non VAT		Parking Costs   VAT Number shown on ticket		Parking Costs No  VAT Number on ticket		Meeting Costs inc tea/coffee		Subsistence/ Hotels		Hospitality non VAT *		Other Expenses inc  VAT		Other Expenses Non VAT						Hospitality - Give brief description of the hospitality given, include the names and companies of each client involved 















		Gross Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		VAT								0.00						0.00				0.00		0.00				0.00

		Net Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00







		Please attach all train tickets, parking tickets and receipts to claim

		VAT can only be claimed if a valid VAT receipt is attached

		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		To attach Receipts 

				A copy of the  receipt must be saved as a file to do this.

		1		Select the cell where you want to insert the receipt

		2		Click on the  'Insert' Tab  in the 'Ribbon' at the top of the screen

		3		Click on 'Object' under the 'Text' Group

		4		Select 'Create from File'

		5		Find the receipt you wish to attach.

		6		Click on 'OK'.





March

		Cheshire & Warrington Local Enterprise Partnership										Business Claim Form				2021		2022

		Name		0		Car Reg		0		Funding Programme				0

																				Mileage Claim		£0.00

		Month		0		Nominated Base		0												Other Expenses		£0.00

																				Total Claim		£0.00

		Mileage Claim

		Date		From Postcode		To Postcode		Reason for Journey						No of Miles		£		Passenger Mileage

Jocelyn Milne: Jocelyn Milne:
Passengers must be employed by the LEP and on the same funding programme
		Name of Passenger		£		Cost		VAT		Net

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

																0.00						0.00		0.00		0.00		0.00

														0										0.00		0.00		0.00

		A receipt for fuel is required dated during the claim period.



		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		Other Expenses



		Date		Company				Description				Is Receipt Attached?  Y/N		Train/Tram Fare Non VAT		Parking Costs   VAT Number shown on ticket		Parking Costs No  VAT Number on ticket		Meeting Costs inc tea/coffee		Subsistence/ Hotels		Hospitality non VAT *		Other Expenses inc  VAT		Other Expenses Non VAT						Hospitality - Give brief description of the hospitality given, include the names and companies of each client involved 















		Gross Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00

		VAT								0.00						0.00				0.00		0.00				0.00

		Net Totals								0.00				0.00		0.00		0.00		0.00		0.00		0.00		0.00		0.00







		Please attach all train tickets, parking tickets and receipts to claim

		VAT can only be claimed if a valid VAT receipt is attached

		Claimants Signature								Date



		Authorising Signature								Print Name						Date

		To attach Receipts 

				A copy of the  receipt must be saved as a file to do this.

		1		Select the cell where you want to insert the receipt

		2		Click on the  'Insert' Tab  in the 'Ribbon' at the top of the screen

		3		Click on 'Object' under the 'Text' Group

		4		Select 'Create from File'

		5		Find the receipt you wish to attach.

		6		Click on 'OK'.
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