Expense and Entitlement Claim Form 
	Full Name:
	
	Date:
	


Expenses & Limits
	Item code
	Item 
Name 
	Maximum
 amount
	Claimed
amount
	 

	ION
	IONOS email 
	£9-12/mo
	
	

	MCR
	Zoom pro account
	£16/mo
	
	

	CLI                  
	Click-send
	£5.00/mo
	
	

	TRV
	Travel expense
	£10.00/week
	
	

	PHT
	VONAGE phone
	£23.00/mo
	
	

	PPR
	*Printer purchase
	£47.00
	
	

	CVA
	Paid job advert costs
	Up to £160.00/mo
	
	

	POC
	Post office travel card
	£3.00 + load amount
	
	



Entitlements
	Quantity
	Item code
	Item name
	Amount limit
	 

	
	^IOW
	^HUB external work space
	£90-123/mo
	

	
	!LCA
	!Leased car
	£322.00/mo
	

	
	+GYM
	+Monthly GYM pass
	£60.00/mo
	

	
	>DLP
	>Laptop allowance
	£60/mo 
	

	
	@MAC
	@MAC purchase allowance
	£70.00/mo
	

	
	*WFH
	*Work from home allowance
	£120.00/mo
	

	
	
	
	
	



Expenses £________ Entitlements £______ Total Due £__________

	Bank sort
	
	 
	
	

	Account  number
	
	
	
	


Terms and Conditions
· Submit expense/entitlement claim form every Friday. Wait for PAN (payment advice notice) for date, amount, and form of payout.  
· If you have a past due amount, also attach unpaid expense/entitlement claim form for payment.  
· >Laptop allowance paid £60.00 monthly. Must meet set KPI to be eligible for payout.
· @ MAC purchase receipt required/paid only once. Must be pre-approved by management. Must meet KPIs for payouts. 
· * Available to REMOTE workers only. Paid only after every 4 work weeks employment. Must meet KPI to receive perk. 
· ^Must be classified as HYBRID/ONSITE worker. Must not fail to meet KPI for 2 consecutive weeks.  
· !=management staff only                                 +=Must meet KPI in previous month. 
	                   Terms and conditions
NOTICE: Amounts listed above are maximum amounts that we will refund. Reimbursement of expenses is conditional on contract compliance. Payment receipts must be attached for reimbursement of all expenses. Breach of contract before/after incurring expense can result in denial/delayed payment. Payroll department will usually pay out amounts within 1 week. However, is exceptional cases payment can take up to 4 weeks from the date of submission of claim form. Entitlement payments are discretionary and subject to meeting KPI in claim period. Maximum weekly payout for both expenses/entitlements is £75.00 
