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[bookmark: _GoBack]Internal Expense claim check list for staff & students on SAP

	Claim name
	□ Purpose of the University business quoted, not claimant name.

	Cost Code
	□ Check the correct cost code has been selected

	Category type
	□ Check the correct expense type has been selected, change if required. NOTE: student claims MUST be coded to non-staff natural accounts

	Receipts
	□ Each receipt must be claimed on a separate line 

	Check each receipt(s) attached to the claim on SAP Concur to ensure that: 
	□The amounts match
□The dates match
□Supplier name matches
□ It’s in the name of the claimant
□ It is showing as paid
□ It’s an itemised receipt, not just a card receipt or screenshot.
□ Receipts have not been combined

	Business purpose 
	□ Clearly describes the nature of the expense (on each line not just the header as this feeds into our ledger)
Example: “Travel to AAT Finance Conference – 01/01/25”
Terms like “lunch” or “dinner” on their own do not describe the business purpose. 

	Time limitation
	□ Expense claims should be submitted within 3 months from transaction date
□ For a claim submitted after 3-months written justification must be provided

	Look for duplication warning message.
	□ Check receipt is not a duplicate
□ Add a comment to confirm why it is not duplicate.
□ If it is duplicate, please delete the line 

	Taxi/minicabs/Uber (not car hire)
	□ Due to the University’s sustainability policy public transport should be used. In exceptional circumstances if a taxi is required then justification must be provided as to why.

	Subsistence meals whilst on business/ conference trips (away from your normal place of work)
	□ If subsistence is greater that HMRC guidelines claimant must provide a written justification  
University guideline on meals is £10 for Breakfast, £10 for Lunch, £25 for Dinner and Tips up to 15%. 
For overseas rates, refer to Expenses rates for employees travelling outside the UK - GOV.UK (www.gov.uk). 


	Accommodation 
	□If accommodation is greater that HMRC guidelines claimant must      provide a written justification  
UK £100 per night, major cities £150 per night 
Overseas Expenses rates for employees travelling outside the UK - GOV.UK. 

	Business Entertaining
	□ Attendee names listed
□ Involve a ratio of 1:2 or 3 max non-employee: employee

	Refreshments and Working Meals
	□ Attendee names listed
□ Agenda attached 

	License/ subscriptions in claimant’s name
	□ Check approved body on the List of approved professional organisations and learned societies (List 3) - GOV.UK
□ If not listed, cannot be reimbursed through SAP Concur
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