IPSA Internal Expense Form

ployee Name New Creditior Set up foi Expense Period:
P ID [ ]
Depa e O be billed COMMS
ason Fo e Expene Internal staff engagement

I confirm that i have complied with the IPSA Expenses Claim
Policy, That | have provided receipts and/or support evidence Y .
for all amounts claimed and that the costs claimed were es Full guidance can be found here

incurred Entirely on official duties

Mileage Expenses Calculator

NUMBER OF

Date From Date To Milage Type MILES DESCRIPTION Finance Codes

#N/A
General Expenses

. DESCRIPTION .
Date From Unit Cost CATEGORY QUANITY Finance Codes

10/10/2018 10/10/2018 32 Other 1 bshments for World Mental Health Day breal  2435-0000 £32.00

10/10/2018 10/10/2018 8.7 Other 1 Eshments for World Mental Health Day breeJ 2435-0000 £8.70

£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

£0.00

TOTAL REIMBURSEMENT £40.70

In line with current HMRC policy, original paper copies are not required and so you may email a copy of this completed form along with digital copys of any receipts to
linked address financeteam@theipsa.org.uk, all approval will take place on the purchase managment system.
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JS WHITE "Spiss arape £2.20

JS 8 CHC/CHP BRTOCHE £1.19

JS 4 PATNS AU CHOG £1.39

JS 4 PAINS AU cHoC £1.3

JS RED S/LESS GRAPE £2.19

S RED S/LESS GRAPE £2.19

JS SATSUMAS 600G £1.15

BATON £0.50

-”»ATON £0.30

TON £0.50

GHC CHIP MUFNS X4 £1.65

~ USIBLE CHC MUFN X4 1,65

Y ¢ u R BAGEL £1.50

. { PLAIN BAGEL £1.50
4 *4;&T0ral £31.95

.

8P BAC FOR LIFE
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