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i Confirmation
Expense report number SG128749 was previously submitted for approval.

Expense Report SG128749

_Return. | | Create New Expense Report. | | Printable Page |

Claim not selected for audlt. See receipts action below

| Submission Instructions |

Instruction for Claiins Net Selected for Chacking

I¥ your clalm Is not selected for checking print out this page and attach te receipts (where appiicable) and send to selected
approver for authorisation and subsequent BCLO retention,

Instruction for Claims Selected for Travel and Subsistence Team Checking

1. Take a photocopy of receipts for your own records,

2. Print cut this page and attach to receipts,

3. Pass recelpts to your selected approver for authorisation with an envalope addressed to the Travel and Subsistence Team,
G1 Spur, Saughton House, Broomhouse Drive, Edinburgh, EH11 3XD,

4. After authorlsation your selected approver should forward the receipls on to the above address,

The Travel and Subsistence Team will vetaln all orlginal receipts of claims that have been selected for 100% checking,

If your claim Is selected for checldng and oniy contalns expenses that do not require recelpts (e.g. mileage claim only) no
receipt actlon is required by you.

Your claim will be passed for payment once the 100% check has been completed.

[._ Genaral Information

Name Report Submit Date 23~
SEP-
2014

T&S Charge card clalm Included No

Travel Management Compary No

Expense Dates 03-APR-
2014 - 05- Report Total é::;ﬁo
JUN-2014 Relmbursement Amount 234.60
Cost Center GBP
Purpose
Approver

?

Original Receipts Status [.{equired

FExpense Lines, Weekly Summary. | Approval Notes [2].;
f"uusmess LXpenses ) - |

Cash Expenses

Original
Receipt Reason and Details for Merchant: Receipt Reimbursable
Pate .| AmountExpenseType Journey = |Name | Required | Awmount (GBP) Details
03-Apr-2014 6,80 GRp{Public Transport ;attending Secondary Learning Scotrail 6.80
Rail (Standard  |Event re SPBT In Denholm House ’
Class) -
Recelpted R
15-Apr-2014{ 5,50 GBP|Public Transport iMeeting at Saughton House for  (Scotrall 5.50
Rall {Standard  IBRIEFING FOR BAND G v
Class) - INTERVIEW PANELLISTS
b |Recelpted . SRR USSR SR SO ST S
15-Apr-2014] 8.10 GBP|Public Transport jMeeting at Saughton House for  |City Cabs 8.10
Taxl Travel - BRIEFING FOR BAND C
Recelpted INTERVIEW PANELLISTS taxi from v
Saughton House te Edinburgh park
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Mileage Expenses

Original
Expense Trip\Mileage, Receipt Reimbursable
Start Date |End Date  [Type  (Justification |Distance; RateRequired|  Amount (GBP)[Details|Attachments!
(08-Apr-2084 |08-Apr-2014 {Motor End of vear 44(Miles) 0.45 19.80
Mileage |[review meeting
Allowance |return journey ]
- £0.45
R I
16-Apr-2014 [16-Apr-2014 {Motor AD meetings in | 44(Miles) 0.45 19.80
Mileage [Denholm House
Allowance freturn journey = Lh]
- £0.45
.. |permile | IS ORISR W
22-Apr-2014 122-Apr-2014 |Motor Area fead 44(Miles) 0.45 19,80
Mileage |Officer meeting
Allowancein Denhalm g
- £0.45 |House returmn
e o . {permlle ourney e
25-Apr-2014 [25-Apr-2014 iMotor  [Schools 44{Mlles)
Mileage |Consultation
Allowance|meeting in =
- £0.45  |Denhoim House
30-Apr-2014 30-Apr-2014 jMotor Meeting in 80(Miles) 0.45 36,00
Mileage |Victoria Quay
Allowance|FW: Education , N
- £0.45 |Scotland/ L=
per mile  JCRW/EY return
LS NS RRR NN D S
15-May-2014(15-May-2014;Motor meeting with | 44{Miles) 0.45 19.80
Mileage  [strategic 7
Alfowance{director in A
- £0.45  iDenholm House
permlle |returnjourney | ot RN N
09-May-2014|09-May-2014iMotor  |Assitant 44{Miles)}  0.45 19.80
Mileage |Director
Allowancemeating In &=
- £0.45  Denholm House
21-May-2014{21-May-2014 Motor Area lead 44(Miles) 0.45 19.80
Mileage |Officer meeting
Allowance [in Denholm i 4
-£0.45  {House return
e e permile loumey  f b0 b e
22-May-2014[22-May-2014|Motor Strategic 44{Miles) 0.45 19.80
Mileage {Impact Board
Allowancemeeting in B
- £0.45  [Denholm House
. o ... [permile |return journey | .. e
05-3un-2014 {05-Jun-2014 (Motor Area lead 44(Miles) 0.45 19.80
Mileage {Officer meeting ]
Allowancejin Denholm ok
- £0.45  iHouse return
ipermile ljourney

_ Total 214.20

Expenses Conlact Us Global Policy Home Logoul Preferences
Privacy Stalement Copyright () 2006, Oracle. All rights raserved.
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Travel & Subsistence Claim

Conlact Global
= Navigator (3 Favorites Us Pollcy Home Logout Preferences

::';»";Expensas%
Expenses Home | Travel & Subsistence Claim | Access Authorizations | Payments Search

i3 Conflrmation
Expense report number 86132152 was previously submittad for approval,

Expense Report 861321562

|_Return | | Create New Expense Report | | Printable Page |

Claim not selected for audit. See recelpts actlon below

[_Submission Instructions ]

Instruction for Claims Not Selected for Checking

If your clalm is not selected for checking print out this page and attach to tecelpts {where applicable)} and send to sefected
approver for authorisation and subsequent BCLO retention.

Instruction for Claims Selected for Travel and Subsistence Team Checking

1. Take a photocopy of receipts for your own records.

2. Print out this page and attach to receipts,

3. Pass recelpls to your selected approver for authorlsatlon with an envelope addressed to the Travel and Subsistence Team,
G1i Spur, Saughton House, Broomhotse Drive, Edinburgh, EH11 3XD.

4. After authorisation your selected approver should forward the receipts on to the above address.

The Travel and Subslstence Team will retain all criginal recelpts of clalms that have been selected for 100% checking.

¥ your claim is selected for checking and only contains expenses that do not require receipts (e.g. mileage claim only) no
receipt action Is required by you,

Your claim wilt be passed for payment once the 100% check has been completed.

| General Information

Name Report Submit Date 26~
SEP-
2014

T&S Charge card claim Included No

Travel Management Company No

Expense Dates 18-JUN-
2014 - 19~ Repoit Total 22%30
SEP-2014 Relmbursement Amount 628,30
Cost Center onp
Purpose
Approver

Original Recelpts Status  Required

gExpense Linesii Weekly Summary.{: Approval Notes [1]:

BusIness expefses 3 e .
Cash Expenses . —
e e - B e A
Receipt Reason and Details for  |Merchant | Receipt Reimbursable
Date AmountExpense Type  lJourtey Name Required | Amount (GBP)Details
24-3un-2014| 11.15 Gep Meals Aflowance -  |Ditectorate A Day Carnegle Holiday Inn 11,15
Elsewhere - Dinner (Conference Centte evening  |Express v el
__________ § - Recelpted £18.60 meal 0 OO S SR B
02-Jul-2014 | 2,98 GBp|Day Subslstence  \Racords Management Dobbles 2,98
Over 5 Hours - meeking endeavour house, (Garden v
Recelpted £4.90  |dundee Centre
SRR SO = L' S NN AR RO N -
18-Aug-2014 2.45 Gap [Day Subsistence  |veeting with Shettand Costa 2.45
Over 10 Hours - ligtands Councll refreshments |[Coffee v
Recelpted £10.70
e feelling N e ).
18-Aug-2014; 1.79 GBP|[Day Subsistence  [Mesting with Shettand WH Smith 1.79
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03-u-2014

18-Aug-2014

28-Aug-2014

04-Sep-2014

Over 10 Hours -
Recelpted £10.70
celiing

Public Transport
Rall (Standard
Class) ~ Receipted

| 5.50GBP

Accounts Commlsslon

Islands Councl refreshiments

meeting with strategic
scrutiny bodles traln from
Livingston to Edinburgh
return

Car Parking -
Recelpted

22,50 GBp

{alrport

Meeting with Shetland
Istands Councll car parking at

Public Transport
Rall (Standard
Class) - Receipted
Public Transport
Rall {Standard
Class) - Receipted

8,30 GBP

5.80 GBP

Accounts Commisslon
meeting iratn from Livingston
to Edinburgh return
GIRFEC meeting at Victotla
Quay train travel single from
- " to Edinburgh
Wavetley

(4-Sep-2014

Public Transport
Taxl Travel -
Receipted

9.55 GBP

09-Sep-2014

Meals Ailowgr:lvéé";
Elsewhere -
Receipted £23.50

5.35 GBP

10-5ep-2014

Public Transport
Taxi Travel -
Receipted

10.60 GeP

10-Sep-2014
11-Sep-2014

11-Sep-2014

25.00 GBP (Car Parking -

Recelpted

Meals AIEowévr‘lEé o
Elsewhere -
Receipted £23,50
Meals Allowance -
Elsewhere -

6.53 GBP

2,90 GBP

Mileage Exp

.. [Waverley to Victorla Quay

GIRFEC meeting at Victorla
Quay taxi from Edinburgh

Meetign with Orkney Islands
Cauncll refreshments and
food

Seotrall

Alrport
Parking

Scofrall
Scotralf
City Cabs

Costa
Coffea

Meeting with Orkney Islands
Councll travel from Lynnfield

Cralgles
taxis

Meeting with Orkney Islands
Councll Parking at Edinburgh

NCP
Scotpark

Page 2 of 4

Meetling with ALOs In
bundee. Cost for dinner
Meeting with ALOs In
Dundee. Cost for dinner

Recelpted £23,50 |

KFC

Holiday 1nn
Exprass

anses

6.53

Start Date
18-Jun-2014

18-Jun-2014

06-Aug-2014

07-Aug-2014

Expensa
End Date

Mlleage
Allowance
- EG.45
per mile

Striegic

Justification
Travel from
Oplima to
benholm to met

hefore going to
parllament

Mileage
_ Rate
0.45

Trip
.1 Distance
33(Mlfes)

Directar

Motor
Mileage
Allowance
- £0.45
per mile
Motor
Mileage
Allowance!
- £8.45
per mile

18-un-2014
meeting
02-31}|~2014 A Records

meeting

Travel from
Denholm to
home after

patilament
Management
Endeavour
House Dundee

return journey
{from home

0.45

at

| go(Miles)|

Motor
Mlleage
Allowance!
- £0.45
per mife
Motor
Mieage
Allowance
- £0.45

06-Aug-2014 Meeting
Director

e refurn
07-Aug-2014

Strategic

Penholm House

New ADs
meeting home
te Denholm
House return

with | 4d(Mlles)|

home to

“44(Miles)|

Original
Reaceipt
Required;

Reimbursable
Amount (GBP)
14.85

Details

Attachments

]|

9.90

&
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iper mile

0B-Aug-2014

Motor
Mileage
Allowance
- £0.45
per mile

Development
meeting home
to Denholm
House return

| 4aqmiles)

0.45

12-Aug-2014

Motor
Mileage
Allowance
- £0.45
per mile

Varlous locat
authorities
meetings home
to Denholm
Hause return

44(Miles)

0.45

18-Aug-2014

18-Aug-2014

03-Jul-2014

Motor
Mileage
Allowance
- £0.45
per mile

Motor
Mileage
Allowance
- £0.45
per mile

Meeting with
Shetland Islands
Council travel
from home to
airport and

e

Accounts
Commission
meating with
strategic
scrutiny bodles
in Edinburgh
home to
benholm House
return thentraln

|to Edinburgh

62(Milas)

44(Miles)|

0.45

19.80|

Page 3 of 4

22-Aug-2014

25-Aug-2014

22-Aug-2014

25-Aug-2014

Motor
Mileage
Allowance
- £0.45
per mile
Motor
Mileage
Allowance
- £0.45
per mile

Leadership
Forum and
Lunch home to
Denholm House
return
Schools
Consultation
catch up home
to Dentholm
House return

4a(Miles)

“4a(Miles)]

045

045

28-Aug-2014

29-Aug-2014

01-Sep-2014

28-Aug-2014

29-Aug-2014

Mator
Mlieage
Allowance
- £0.45
per mile

Mator
Mileage
Allowance
- £0.45
per mile

Accourts
Commission
meeting home
to Denholm
House return
then traln to

((Edinburgh

ADES Seminar
on schoof
closures at
Strling
Management
Centre home to
management
centre and
retrun

01-Sep-2014

Motor
Mileage
Allowance
- £0.45
per mite

02-Sep-2014

09-Sep-2014

02-Sep-2014

09-Sep-2014

Motor
Mileage
Alfowance
- £0.45
per mile

Motor
Mileage
AMlowance
- £0.45
per mile

Meeting with
Strateglc
Director home to
benholm House
return
Sg Raising
Attainment For
All Regional
Event Inchyra
Grange Hotel
home to Inchyra
Grange and
returm

Meeting with
Orkney Istands
Counclt travel
from home to
apoit

44(Miles}

72(Miles)

0.45

045f

19.80|

S

?iA?iiMlies)

31(Miles)

eS|

0.45

045

19.80

32.40

© 19.80

28.80|

13.95|

sthl
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10-Sep-2014{10-Sep-2014|Motor  (Meeting with 31({Mlles) 0.45 13.95
Mileage |Orkney Islands )
Allowance Councl] travel & 453
- £0.45  |from aliport to
,,,,,,,,,,,,,,,,,,, o Jpermlle fhome ] -
11-Sep-2014|11-Sep-2014{Motor Meetings with 44(Miles) 0.45% 19.80
Mileage |ALOs Endeavour

AllowanceHouse Dundee ] dhz

- £0.45  {journey from
memefee o pEr Mlle_home to Dundee) . S SR R ]
12-5ep-2014112-Sep-2014[Motor  [Meetings with 44(Miles) 0.45 19.80

Mileage {ALOs Endeavour

Allowance'House Dundee ] o

- £0.45  |journey from
_.Jpermile |Dundeetohome| | R -
15-5ep-2014|15-Sep-2014iMotor  |Meeting with 71{Miles} 0.45 31.95
MHeage |Stirfing / Clacks
Allowance:Councll home to
- £0.45 |Kilncraigs, g3
per mile igreenside St,
Alioa FK10 1EB
e and return [N wd e et LaLT L SRR R
17-Sep-2014{17-Sep-2014iMotor Meetlgn with 127(Miles) 0.45 57.15
Mileage [Pumfries and
Allowance Galloway Council : -
- E0.45  |home to Councli a
per mile offlces and

e aae e r6turn LTI P R A — ——arar amam e . v enmtriians i .
19-8ep-2014119-Sep-2014iMotor  |DSYW 44(Mliles) 0.45 19.80
Mileage |Programme
Allowance:Review Board

- £0.45 [and ALO T
per mile |meeting home
to Denholm

House return.

| Ereate New Expense Report | [, Printable Page_

Expenses ContactUs Giobal Policy Homs Logout Preferences
Privacy Statement Copyright {¢} 2006, Oracle, Al ights resarved.
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%@m Travel & Subsistence Claim

Eﬁ Favorites

Contact Global

2 Navigator Us Policy Home Logout Preferences

FéIE:'(partsasi;{%

T Fxpenses Home | Travel & Subsistence Claim | Access Authorizations | Payments Search

Lz Confirmation
Expense report number 56146997 was previously submitted for approval,

Experise Report 5G146997

[ Return_ | [ Create New Expense Report.| | Printable Page |

Claimn not selected for audit. See receipts action below

| Subhymission Instructions |

Insteuction for Claims Not Selected for Checking

Tf your claim Is not selected for checking print out this page and attach to recelpts (where applicable) and send to selected
approver for authorisation and subsequent BCLO retention.

Instruckion for Claims Selected for Travel and Subsistence Team Checking

1. Take a photocopy of receipts for your own records.

2. Print out this page and attach to receipts,

3. Pass receipts to your selected approver for authorisation with an envelope addressed to the Travel and Subsistence Team,
G1 Spur, Saughton House, Broomhouse Drive, Edinburgh, EH11 3XD.

4, After authorisation your selected approver should farward the receipts on to the above address.

The Travel and Subsistence Team will retain all original recelpts of clalms that have been selected for 100% checking.

1f your claim is selected for checking and only contains expenses that do not require receipts {e.g. mileage claim only) no
receipt action Is required by you.

Your clalm will be passed for payment once the 100% check has been completed.

l General! Information

Name o 3 Report Submit Pate 16~
DEC-
2014
T&S Charge card claim included pNo
Travel Management Company No
Expense Dates 22-SEP- Report Total  687.13
2014 - 09-
DEC-2014 GBP
Relmbursement Amount 687.13
Cost Center - —— GBP
Purpose
Approver - =
Orlginal Recelpts Status Required
F}E}ﬂnense Linasf%i?Waekly Summary.§. Approval Notes [21
BsUSIness cxperses - j i
Cash Expanses
T - e e e e origina e et e o
Receipt Reason and Details for Merchant Receipt Raimbursable
Date | AmountExpenseType Journsy SO ... L Required | Amount (GBP)/Details
24-Sep-2014| 1,95 GBp|Day Subsistence [attendance at SLF at the SECC |Levy 1.95
Gver 5 HOUKS - leqst: for Junch vecelpted v
Recelpted £4.90
e eelling R NRURUURIOY ST | S e e
15-0ck-2014 | 2,70 gBp|Car Parking - Car parking fee, Meeting Smart v 2.70
15-0ct-2014 4.40 GBp[Pay Subsistence || unch costs Meeting . Sainsburys 4.40
Over 5 Hours - " re ADES v
Recelpted £4.96 3
I Do deeting e e
30-0ct-2014| 7.00 gep|Car Parking - Car Parking costs for attending [Greenmarket v 7.00
S ..[Recelpted | IALO meeting InDundee Msce o\ ro LT
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Page 2 of 5

03-Nov-2014} 3.90 GBP{Car Parking - |Car Parking costs for carying  |Greenmarket 390
Receipted out mid year revilew meeting in|mgcp v
+——————— ——— e e Dundee P RPN S n R T T T
04-Nov-2014] 5.80 GBP|Pubilc Transport [Taxt from Livingston South | cap cliect 5.80
Taxl Travel - traln station to Benholm "
Receipted Assltant Dlrector meeting with
————— N e s amm b — ., Ex Team . R L T T TR T wap— —_— rmmm wads - —
94 NQV,2914 4.90 GBp[Meals Allowance - Meetings In Denholm House Wedgwood 490 _
Elsewhere - and the Parllament cost of et v
w4 ... [Receipted £23.50 jlunch RS A §
(4-Nov-2014| 18,60 cBp|Meals Allowance - Attendlng meel:lngs in Malmaison 18.60F
Elsewhere - Patliament anfd with SG and "
Receipted £23.50 JADES S ST S NI N
04-Nov-2014| 4,60 GBP|Personal Attending meetings ln Malmaison 4.60
Incidental Pariiament anfd with $G and
Expenses - ADESTray and service cgarge o
Receipted £5.00  ffor room service
B - cefling - S -
05-Nov-2014 4.90 Gep|Meals Allowance -|Attending meetings in Malmalson 480
Elsewhere - Parilament anfd with SG and v
___________________ Recelpted £23.50 |ADES cost of funch _ T
05-Nov-2014] 8.35 GEP|Public Transport |Attending rmeatings at St Persevere 8.35
Taxi Travel - Andrews House with G and _
Recelpted ADES cost of taxl trave! from v
Malmaison to St Andrew's
SR ] - e [HOUSR I SRS N
05-Nov-2014] 7.00 GBP Public Transport [CaITying out Mid year reviews Alrport Taxis 7.00
Tax Travel - in Johnstone House, Aberdeen w
Recelpted cost of tax] travel from v
Aberdeen Station to the
e I ) Mariner Hotel Aberdeen o
05 Nov-2014 15.00 GBP Meals Aliowance - Carryiong out Mid Year reviews Mariner 15.00] _
Efsewhere - in Johnstone House, Aberdeen, |Hotel v
ce -IReceipted £23.50 Evening meal In Mariner Hotet | A . .
06-Nov-2014 5.40 GBP |Public Transport [CarTylong out Mid Year reviews |Rainbow City 5.40
Taxl Travel - in Johnstone House, Aberdeen. "
Recelpted Taxd from Mariner Hotel to
LTI ——— [N JOhnstﬂne House e m e m——— . [ — Rt LI LI ST SN TN s
06-Nov-2014| 7.00 GBP Public Transport Carrylong out Mid Year reviews Ucensed 7.00
Taxi Travel - In Johnstone House, Aberdeen. |ay y
Receipted Tax! from Johnstane House o
——— e PEPST TrS e - S rmm—mmn e moae tra[n Station —————— e s dam e v e . e — —- D TIPS I —"
06-Nov-2014] 2,99 GBP Meals Allowance - Cartylong out Mid Year reviews | pumpkm 2000
Elsewhere - in Johnstone House, Aberdeen. v
...} .Receipted £23.50 \Evening meal | o
03-Dec-2014| 6,09 GBPiDay Subsistence [CarTying out mid year reviews. Scotrall/ WH 6.09
Over 10 Hours - | It Endeavour House, Dundee  |sth ]
Receipted £10.70 [attanding meetinsg with Audit v
celling Scotlhad in Edinburgh cost of
........................ cea s, YT rerrEShmenSt and lunrh T = et — —————— PR,
08-Dec-2014| 4.15 Gep{Day Subsistence meeting . - ~and o 4.15
Qver 5 Houts - |GIRFEC meeting Vicloria Quay Quay v
Recelpted £4.90 [Home " o V@ ( EH6
. . celing  6QQ) and return cost of lunch |
09-Dec-2014] 5.50 GBP|PUblic Transport rravelling from Livingston to  |Scotrall 5.50
Rall (Standard  |Edinburgh and return to attend v
Class) - Audit Scotland meeting.
: B Recelpted e C e e :
09-Dec-2014| 6.15 Gpp|Pay Subsistence [Attend Audit Scotland meeting |Marks and 6.15
Over 10 Howrs - [and then working In Livingston Spencer " =l
Recelpted £10.70 |office to carry out mid year =
| Jeling reviews - cost of lunch |
12-Nov-2014] 7.70 GBp|Car Parking - Carrying out mid year review in |Dundee Clty " 7.70
Recelpted . |Endeavour House, Dundee  iCouncl | S et
e - U - 134,08
Mileage Expenses
{ Original l
i Expense Trip|Mileage| Receipt Reimbursable
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Start Date |[End Date |Type  |Justification | Distance|  Rate|Required|  Amount (GBP)DetailsAttachments
22-5ep-2014122-5ep-2014iMotor  |Home | 44(Miles) 0.45 19.80
Mileage {to Denholm
Allowance|House
-£0.45 |(EH546GA) and ot
per mile  [return. Meeting
to discuss admin
... . ...i. . |supportforAlOsi . L
26-Sep-2014i26-Sep-2014Motor  Home 44{Miles) 0.45 19.80
Mileage [to Dentiolm
AllowancejHouse
-£045 |{EH516GA) and )
per mile jreturn. Meetings
with Strateglc
___ |Director.
29-Sep-2014[29-Sep-2014iMotor Home t ot 44(Miles) Q.45 19.80
Mileage  [to Denholm
Alfowance!House
-£0,45 |(EH546GA) and gie
per mile  |return, Meetings
.. b |reSIBreports t e !
30-Sep-2014130-Sep-2014iMotor  |Optima (G2 33(Miles) 0.45 14.85
Mileage [8DU) to
Allowance;Denholom House
- £0.45 [{EH54 6GA) 1-2-
permile 1 meetings in s _
Glasgow and = th
then 1-2-1 and
SEO meetings In
Denholm - one

30-Sep-2014130-Sep-2014iMotor  |Denholom House, 22(Miles) 0.45 9.90
Mileage [(EH54 6GA) to
Allowance|Home

- £0.45  |1-2-1 meetings _.
per mile [In Glasgow and P
then 1-2-1 and
SEOQ meetings In
Denholm - one

08-Oct-2014108-0ct-2014 |Motor Home B1(Miles) 0.45 36.45
Mileage |to Victorla Quay
Allowancel{EH6 6QQ) X
- £0.45 |Schools &5
per mile [Consulataiton
meetings and
. retrun

14-0ct-2014 [14-0Oct-20i4 1Motor Hame . 44{Miles) 0.45 19.80

Mileage {to Denholm
Allowance]House

- £0.45 (EH546GA) and ; -
per mile |refurn, Meetings )
re RAFA, Dir A
Management,
S .. jadminreview | 1 . U E SRR VOO,
15-0ct-2014 115-0ci-2014 [Motor Home 124(Mlles) 0.45 55,80
Mileage [to Kinnoul
Allowance|Street, Perth .
- £0.45 [{PH1 5GD) and Wb
per mile  [return, Meeting
- . re
B e P RN IR CI N PSS ADES
22-0c¢t-2014 |22-Qct-2014 [Motor Home 44(Mlles) .45 19.80
Mileage ito Depholm
AllowancesHouse ;
- E0.45  [(EH546GA)Y and ] i
per mlle jreturn. Meetings
.ire OECD R SN S SOOI SRR i
30-0ct-2014130-0ct-2014 [Motor Hmoe 159(Mlles) 0.45 71.55
Mlleage ito Endeavour i

Allowance|House (DD1
- £0.45 14QB) and return.
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per mile [Attending ALO
e e i [EEHDG
31-0c¢t-2014 (31-0ct-2014 |Motor Home
Mileage {to Denholm
Alowance/House
- £0.45 [(EH546GA) and

per mile  [reburn, 2 3
Leadership
Forum and AD
............ . e |meeting SR SRR WU SV RUNSNORTN SRS N
03-Nov-2014103-Nov-2014{Maotor ~ iHmoe -~ *[159(Miles) 0.45 71.55
Mileage |to Endeavowy
AllowancelFouse (PD1 &l -

- £045  [4QB) and return,
per mile |Carrying ouk Mid
_— Jyear reviews -
15-Nov-2014:15-Nov-2014{Motor Presetning at 93(Miles) (.45 41.85
Mileage lleadership
Allowance Conference at
- £045  JUWX, Ayr

per rofle  [Camous, Home e
) " to
UWS Camoy
{KABOSX)} and
e fretun ROV RO DU SRS SN SR
17-Nov-2014{17-Nov-2014Motor  [Home 44(Miles) 0.45 19.80
Mileage |to Denholim
AllowanceHouse
- £0.45 |(EH546GA) and & o]
per mile |return. Meeting
in Edinbrugh and
e L T s HruR Y .. CEO_.._.-‘—‘ﬁ i S e B b S LT T P P B DRDTE. DR S =
18-Nov-2014{18-Nov-2014IMotor Educationalk 81(Miles) .45 36.45
Mileage |Outcomes
Allowarice;meeting Victorla
- £0.45 |Quay Home by
per mile to
VQ { EH6 6QQ)
e R —— and rEturn e o — e e - el R L U DR
19-Nov-2014|19-Nov-2014Motor  |Home 44(Miles) 0.45 19.80

Mileage (ko Denholm
AllowanceHouse

- £045  [(EH546GA) and & ey
per mile return. DYSW ]
review board
and rmid year

e o | wee v reV]ews —————— i R L TR UUUTIOR [ S LT P P
27-Nov-2014i27-Nov-2014{Motor Home "1 44(Miles) 0.45 19.80
Mileage |to Denholm
Allowance;House
- £0.45 I(EHS46GA) and i
per mile [return. ALO
. |meeting — U S S
08-Dec-2014|08-Dac-2014iMotor  |meeting s~ | 81(Miles) .45 3645
Mileage | and
Allowance|GIRFEC meeking
-« £045  |Victorla Quay e N
per mlle JHome . ° 3
o vg
( EH6 6QQ) and
R . dretum L S S o
e R N ... Jotalj .853.05) ]

|_Return | [ Create New Expense Report | | Printabie Page

Expenses ConiactUs Global Policy Home Logoul Preferences
Privacy Statemnent Copydght {c) 2006, Oracle, All rigits reserved.
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DSSEASRTZ

Travel & Subsistence Claim

Contact Global

& Navigator (8 Favortes Us Policy Homs Logoul Preferences

“Expenses;

Expenses Home | Travel & Subsistence Claim | Access Authorizations | Payments Search
E‘,}} Gonfirmation

_ Expense report number SG178825 was previcusly submitted for approval.
Expense Report 8G{78826

[ Return | [ Create New Expense Report | | Printable Page |

Claim not; selecked for audlt. See vecelpts action below

]

| Submission Instructions

Instruction for Claims Not Selected for Checking

1f your claim is not selected far checking print out this page and attach to receipts (where applicable) and send to selected
appraver for authorisation and subseguent BCLO retentior.

Instruction for Claims Selected for Travel and Subsistence Team Checking

1. Take a photocopy of receipts for your own records,

2. Print out this page and attach to receipts.

3. Pass receipts to your selected approver for authorisation with an envelope addressed to the Travel and Subsistence Team,
G1 Spur, Saughton House, Broomhouse Drive, Edinburgh, EH11 3XD,

4, After authorisation your selected approver should forward the recelpts on to the above address.

The Travel and Subsistence Team wiil retain ali arlginal recelpts of claims that have been setected for 100% checking.

1f your claim Is selected for checking and only contalns expenses that: do not require recelpts (e.g. mileage claim only) no
receipt action Is required by you.

Your claim will be passed for payment once the 100% check has been completed.

! General Information

Name f Report Submit Date  16-
! JUN-
2815
T&S Charge card clalm Included No
. Travel Management Company No
Expense Dates 12-JAN- Report Total 26,00
2015 - 26- GBP
MAR-2013 Reimbursement Amount  269.00
Cost Center | GBP
Purpose
Approver
Origlnal Recelpts Stalus Required
EXpense Linesﬁ%ﬁtWeekly SMmmary;ﬁ;Approval Notes [1]?;
BUSITEsS cXpenses § : I
Cash Expenses
e o e ! S Sriginal —
Recei;:»bI Reason and Detafls for  {Merchant | Receipt Reimbursable
Date | AmountExpenseType (Journey Name | Required | Amount (GBP).Details
27-Jan-2015| 9.10 GBP|Public Transport "~ .toEdinburgh  |scotrall 0.10
Rail (Standard return Attendign meetign "
Class) - Receipted {With SG and ADES cross '
o . ... ... {countryHcket . | T &
04-Feb-2015] 16.80 GBp{PUbIC Transpoit ¥ - To Edinburgh and igcotrall 16.80|
Rall (Standard  [return meetign at St v
TR _{Class) - Receipted |Andrew's Mouse |l ST I
26-Mar-2015] 5.50 GBP|Public Transport |Livingston North to Scotrail 5.50
Rall (Standard Edinburgh and refurn v
Class) - Receipted [Meetign at St Andrew's
- —— e wariaa mmmmer e House- - - wama —
. . ) JJotal| o 3140p




Expense Report SG178825

Mileage Expenses

Page 2 of 3

Original
Expense TripiMileage] Receipt Reimbursable
Start Date |End Date [Type lustification Distance| RateRequired|  Amount (GBP)Details Attachments:
12-Jan-2015{12-Jan-2015 [Motor Various 44(MHes) 0.45 19.80
Mileage  |Meetings In N
Allowance {Denholm [E]] 553
-£0.45  [House retumn
........................ oo JPOOMlle Howroey 4 N RO N
15-)an-2015{15-Jan-2015 Motor Various 44(Miles} 0.45 19.80
Mileage  |Meetings In
Allowance [Denholm =) 0o
- £045  JHouse return
S per mile _fjourney _ N -
19-Jan-2015(19-Jan-2015 [Motor Varlous 44(Miles) 045 19.80
Mileage  [Meetings In -
Aliowance |[Penholm & HE
- £045  House return
_________ Ao permie founey . I
23-Jan-2015123-Jan-2015 [Motor Various 44{Miles) 0.45 19.80
Mileage  [Meetings in _
Allowance [Denholm dhg
- £0.45  [House return
. per mile {i_ourn.@y, N [ S PRV N L
02-Feb-2015|02-Feb-2015|Motor Varlous 44{Miles) 0.45 19,80
Mileage  |Meatings In _
Allowance [Denholm K
-£045  [House return
eed o [POTMNE dourney | S SN I N
05-Feb-2015|05-Feb-2015Motor Vatious 44{Miles) 0.45 19.80
Mileage  [Meetings In
Allowance |Denhiolm shy
- E045%  House retumn
L . permile _ljourney ) ‘ o )
12-Feb-2015{12-Feb-2015]Motor Variols 44{Miles) 0,45 19.80
Mileage  |Mestings in
Allowance {Denholm i
- £0.45  House return
S S _dpermile joumey | L1 I O -
26-Feb-2015(26-Fab-2015 Motor Various 44(Mlles) 0.45 19.80
Mlleage Meetings in
Allowance {Denhalm o)
- £045  House return
b e A .. permile foumey ) | SV SR SO | —
03-Mar-2015/03-Mar-2015Motor Various 44(Miles) 0.45 19.80
Mileage  {Meetings in
Allowance iDenhoim i Lo
- £0.45  [House return
e o PET Mlle Hourmey [ N DRRURUIUIN —
10-Mar-2015{10-Mar-2015!Mokor Various 44(Miles) 0.45 19.80
Mileage  [Meetings In _
Allowance [Denholm &
- £0.45 House retumn
oo Lo permile Woumey - o | | SR T I
12-Mar-2015{12-Mar-2015|Motor Various 44(Mlles) 0.45 19.80
Mileage  Meetlings In i
Allowance [Denholm =53
- £0.45  |House return
e PET e fourney f e
26-Mar-2015/26-Mar-2015Motor Varlous 44{Miies) 0.45 19.80
Mileage  [Meatings in N
Allowance [Denhofm 43
- E0.45  [House retumn
...Total| 237.60
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{2 Confirmation
Expense report number SG178825 was previously submitted for approval,

Expense Reporf SG178825

Claim not selected for audit. See receipts action below
“#TIP Hint: Print in landscape format to include alf displayed Information. Use your browser Back button to exit the
printable page view.

| Submission Instructions _

Instruction for Claims Not Selected for Checking

If your claim Is not selected for checking print out this page and attach to recelpts (where applicable) and send to
selected approver for authorisation and subseguent BCLO retention.

Instruction for Claims Selected for Travel and Subsistence Team Checking

1, Take a photocopy of receipts for your own recards.

2, Print out this page and attach to receipts.

3. Pass receipts to your selected approver for authorisation with an envelope addressed to the Travel and Subsistence
Team, G1 Spur, Saughton House, Broomhouse Drive, Edinburgh, EH11 3XD.

4. After authorisation your selected approver should forward the recelpts on to the above address.

The Travel and Subsistence Team will retain all original receipts of daims that have been selected for 100% checking.
If your claim s selected for checking and only contalns expenses that de not require receipts (e.g. mileage claim only)
no receipt action Is required by you.

Your claim will be passed for payment once the 100% check has been completed.

| General Information

Name "“ Report Submit Date 10~
JUN-
2015
T&S Charge card claim included No
oL Travel Management Company No
Expense Dates 12-JAN- Report Total 269.00
2015 - 26- GBP
MAR- Relmbursement Amount  269.00
2015 GBP
Cost Center
Purpose
Approver v

3

Original Recelpts Status Required

F%Expensa Linesgi:f: ;-'_;Weekly Summaryé?ﬁjApproval Notes [1}
" pusHIEsSs Cxpenses - ) i

Cash Expenses

- et Sriginal e
Receipt Reason and Details |Merchanti Receipt Reimbursable
Date AmountExpense Type for Journey Name | Required | Amount (GBP)Details
27-Jan-2015] 9,10 GBp|Public Transport 1 to Edinburgh |seotralt 9.10
Rall (Standard  |return Attendign meetlgn o
Class) - with SG and ADES cross
.................. 4 . |Receipted  |country icket =~ | - . AR R
04-Feb-2015| 16.80 GBp|Public Transport | " to Edinburgh {Scotrail 16.80
Rall (Standard  |and return meetign at St v
Class) - Andrew’s House
) .......IReceipted SN I
26-Mar-2015| 5.50 GBP Public Transpott jLivingston North to Scotrall 550
Rail (Standard {Edinburgh and return v
Class) - Meetign at St Andrew's
] e Receipted  JHouse
777777 R Total 31.40




Expense Report SG178825

Mileage Expenses

Page 2 of' 3

Allowance[Denholm

- £0.45  |House return

Original | Reimbursable
Expense Trip|Mileage| Receipt Amount;
Start Date |End Date |Type  Justification|Distance| RateRequired] ~ (GBP)/Details|attachments
12-Jan-2015112-Jan-2015 [Motor ~ {Varlous 44(Miles) 0.45 19.80
Mileage [Meetings In .
Allowance|Denholm LhE
- £0.45  [House return
................... Ao jpermite foumey ¢\ e
15-Jan-2015/15-Jan-2015 |Motor Various 44{Miles) 0.45 19.80
Mileage |Meetings in _
Allowance]Denholm ]
- £0.45  iHouse return
.......... ... permile fourney S S
19-Jan-2015{19-Jan-2015 Motor  |Various 44(Miles) 0.45 19.80
Mileage {Meetings in _
Allowance{Denhoim o]
- £0.45 |House return
oo fpEY Nl foumey o 4 4 R
23-Jan-2015(23-Jan-2015 |Motor  [Vatious 44{Miles) 0.45 19.80
Mileage |Meetings in ]
Allowance|Denholm Sy
- £0.45  {House return
02-Feb-2015|02-Feb-2015Motor  Varlous 44(Miles) 0.45 19.80
Mileage [Meetings in
Allowance|Denholm 5]
- £0.45  |House return
oot |permile founey  § | N D
05-Feb-2015;05-Feb-2015Motor  {Various 44(Miles) 0.45 19.80
Mileage Meetingsin )
AllowancelDenhalm &3
- £0.45  House return
R per mlle [journey
12-Feb-2015/12-Feb-20151Motor  |Varlous 44{Miles) 0.45 19.80
Mileage |Meetings In
Allowance|Denholm o
- £0.45 |House return
e P Tl ourmey | — ST e
26-Feb-2015|26-Feh-2015{Motor  |Various 44{Miles) 0.45 19.80
Mileage [Meetings in
Allowance|Denholm CCH|
- £045  |House refurn
[ S ipermile gourney i R N IS N S
03-Mar-2015/03-Mar-2015Motor ~ [Varlous 44(Miles) 045 19.80
Mileage |Meetings in
Allowance|Denholm 3
- £0.45  iHouse return
_ _— _|per mile_lourney | ) _ e
10-Mar-201510-Mar-2015|Mctor ~ {Vatlous 44(Miles) 0.45 19.80
Mileage {Meetings in i
allowance|Denholm di
- £0.45  |House return
12-Mar-2015]12-Mar-2015{Mator ~ IVarlous 44(Miles) 0.45 19.80
Mileage [Meetings In
Allowance[Denholm Ed] e
~ £0.45 |House return
o PEE Il Nourney § SO SN VRN S SO
26-Mar-201526-Mar-2015{Mator  [Various 44(Miles)| 045 19.80
Mileage [Meetings In = )




Expense Report SG196041

pob] IR Travel & Subsistence Glaim

i it
FExpansasé;

Expenses Home 1§

,éﬂ Confirmation
Expense report number SG196041 was previously submitted for approval.

Expense Report SG196041

@‘ Navigator

Travel & Subsistence Claim

(33 Favoritas

Contact Giobal
Policy Home Logout Preferences

s

| Access Authotlzatlons |

Payments Search

Page 1 of 2

_Return | | Create New Expense Report | |, Printable Page |

Claim not selected for audit, See recelpts action below

|_submisslon Instructions

Instruction for Claims Not Selacted for Checking
If your claim s not selected for checking print ouk this page and attach to receipts (where applicable) and send to selected
approver for authorisatlon and subsequent BCLO retention.
Instruction for Clajms Selected for Travel and Subsistence Team Checking
1. Take a photocopy of recelpts for your own records.
2. Print out this page and attach to receipts.

3. Pass recelpts ko your selected approver for authorisation with an envelope addressed to the Travel and Subsistence Team,
G1 Spur, Saughton House, Broomhouse Drlve, Edinburgh, EH11 3XD.
4. After authotisation your selected approver sheuld forward the recelpts on to the above address.
The Travel and Subsistence Team will retain alf orfginal receipts of claims that have been selected for 100% checking,

1f your clalm Is selected for checking and only contains expenses that do not require recelpts (e.g. mileage claim only} no

recelpt action Is required by you,
Your claim will be passed for payment once the 100% check has been completed.

General Information

Name Repott Submit Date 07~
oCT-
2015
T&S Charge card clalm ncluded no
) o Travel Management Company Na
Expense Dates Ui.—APR- Report TOt&l 191'15
2015 - 30~ GEP
APR-2015 Relmbursement Amount 191,15
Cost Center GRBP
Purpose
Approver
Original Recelpts Status Required
Expense Linesij; Weekl A I Notes [1].
%uﬁgmgses é&gdl"’ihese y Summary. | Approval Notes [1]; ;
Cash Expenses
o Original
Raceipt Reason and Details for Merchant | Recelpt Reimbursable)
Date AmountiExpense Type  [Journey Nasme Requirad Amount {GBP)Details
09-Apr-2015 5,50 GapjPublic Transport |Attending SAC meelings In St Igcoteall 5500 _
Rail (Standard  |Andrew's House return train o
e o ot e, ClRSS) - Receiphed oumey Livingston to edinbwrghy | L A
16-Apr-2015 5,50 Gep|Public Transport  |Attending SAC meetings in St {scotrail 550 _.
Rall (Standard  |Andrew's House return train v
e, |Class) - Recelpted jjoumney Livingston to edinburgh| S
21-Apr2015) 5.00 GBP|Public Transport {Attending ES/SG/ADES Scotail 5.00
Rall (Standard  [meetings In 5t Andrew's House v
Class) - Recelpted [single train journey Livingston
SRRV SO to edinburgh S
30-Apr-2015] 5.50 GBP|Public Transport  |Attending SAC mestings In St |Scotrail v 5,50
Rall {Standard  |Andrew's House return train




Expense Report SG196041

Page 2 of 2

{ b |Gi359) - Recelpted fjoumey Livingston to edinburgh| o
- Total 21.50]
Mileage Expenses
Original
Expense TripiMileage; Receipt Reimbursable
Start Date [End Date |Type  |\Justification |Distance; RateRequiredi  Amount (GBP)Details/Attachments!
01-Apr-2015;01-Apr-201.5:Mokor Vatious AD 44(Mlles) 0.45 19.80
Mileage |meetings - _
Allowance freturn journey w3
- £0,45
i permile | ST I
02-Apr-201502-Apr-2015iMotor Future of 69(Miles) 0.45 31.05
Mileage (Inspection
Allowance {Conference &5
- £0.45  ireturn journey
per mile e -
03-Apr-2015!09-Apr-2015Mator Varlous AD 44(Miles) 0.45 19.80
Mileage |meetings - -
Allowance [return journey )
- £0.45
IR SR per mile R TR I S N i ——
14-Apr-2015:14-Apr-2015|Motor Various AD 44{miles) 0.45 19.80
Mileage |meelings - .
Allowatce [return journey M
- £0.45
16-Apt-2015{16-Apr-2015|Motor Various AD 44(Miles) 045 19.80
Mileage |meetings -
Allowance |return journey El R
- £0.45
e fpermlle ) SR DU e e
20-Apr-2015: 20-Apr-2015|Motor Pre-meet re 44(Miles) 0.45 19.80
Mileage |SG/ADES _
Allowance [meellngs - ohsi
- £0.45  freturn joumney
SN P L. N S WU S . JU I I
21-Apr-2015 21-Apr-2015{Motor Working in 44(Miles) 0.45 19.80
Mileage  |Denholm to
Aliowance |attend SG/ADES : B
~£045  |meeting in & 3
per mile  |Edinburgh -
[ A .. lreturn journey DR B SRS EVRUERI VR
30-Apr-201530-Apr-2015|Motor Worlding in 44(Mlles) 0.45 19.80
Mileage IDenholm to
Alfowance {attend SAC -
- £0,45  |meeting in E L
pet mile  |Edinburgh -
I oo ATERUT JOUMRY G SN N S R N
. Total L A89.65) L

Privacy Statement

Expenses Contact Us

[ Return | [ Create New Expense Report | | Printable Page

Global Policy Home lLogout Preferences

Copyright () 2006, Oracle, All fights raserved.
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o iVCI54P]  Travel & Subsistence Claim
Contact Global

B Navigator {2 Favortles Us Pollcy Home Logout Preferences
;Expensesgi
Fxpenses Home | Travel & Subsistence Claim | Access Authorizations | Payments Search

E}g Confirmation
Expense report number SG197576 was previously submitted for approval.

. Expense Report 8G197576

_Return | [ Create Now Expense Report | | Printable Page |

Clalm not selected for audlt. See receipts action below

| Submission Instructions |

Instruction for Claims Not Selected for Checking

¥ your clalm is not selected for checking print out this page and attach to recelpts {where applicable) and send to selected
approver for authotisation and subsequent BCLO retention,

Instruction for Claims Selected for Travel and Subsistence Team Cheacking

1. Take a photocopy of receipts for your own records.

2. Print out this page and attach to recelpts.

3. Pass receipts to your selected approver for authorisation with an envelope addressed to the Travel and Subslstence Team,
G1 Spur, Saughton House, Broomhouse Dilve, Edinburgh, EH11 3XD.

4, After authorisation your selected approver should forward the receipis on to the above address.

The Travel and Subsistence Team will retaln all origina! recelpts of clalms that have been selected for 100% checking,

If your clatim is selected for checking and only contalns expenses that do not require receipts (e.g. mileage claim only} no
recelpt action is requlved by you.

Your clalm will be passed for payment once the 100% check has been completed.

General Information

Name : Repart Submit Date 29-
OCT-

2015
T&S Charge card claim Included No

Travel Management Company No

Expense Dates 01-MAY-
2015 - 26- Report Total ;;9;'.45
JUN-2015 Relmbursement Amount  449.45
Cost Center . GBP
Purpcse
Approver B

-

Orlginal Receipts Status };{equired

gE){Pense Lines%f;Weekly Summary.Ji. Approval Notes [2].
BuUsIness cXpenses ot : i

Cash Expenses

Original
Receipt Reason and Details for |Merchant | Receipt Ralmbursable
Date i AmountiExpense Type  |Journey y ____|Name Required | Amount (GBP)Details
11-May-2015( 2.00 GBP{Car Parking - Attending meeting with Stirling 2.00
Recelpted Stirling Council at FK8 2HU. |council W
_ Parking costs 1 o |
13-May-2015| 9,10 GBp|Public Transport Attending meeting at Victorlaicity cabs 9.10) ..
Taxi Travel - Quay for SAC. Taxi from v
oA |Recelpted \Wavetley Station to VQ U S
14-May-2015! 5,50 GBP|Public Transport Rail jAttending SAC meetings In | geotrall 5,50
(Standard Class) - |Edinburgh Train from J
Recelpted Livingston North to Waverley
e dandpetuen e L .
04-Jun-2015| 7.40 GBP|Car Parking - attending ALO meeting In  {Dundee y 7.40
Receipted Endeavour House, Dundee  {Clty Councli




Expense Report SG197576

Day Subslstence
Over 10 Hours ~
Recelpted £10.70
cellng . __.__
Public Transport Rali
(Standard Class) -
Recelpted

04-Jun-2015| 2.90 GBP

05-Jun-2015 | 5.50 GBP

4,90 GBP bay Subsistence
Gver 5 Hours -
Recelpted £4,90

celling

11-Jun-2015

Day Subslstence
Over 5 Hours -
Recelpted £4.90

25-Jun-20151 4,90 GBP

JCar parking costs

Costs for funch

Edinburgh Traln from
and return

St Andrew's House |
Edinburgh lunch costs

St Andrew's House ,
Edinburgh lunch costs

cefling

attending ALO meeting in
Endeavour House, Dundee

Attending COSLA meeting in’
Livingston North to Waverlay|

Attending SAC meetings In

raceipt for 6.90, claiiming
A0
Attending SAC meetings in

recelpt for 5,70, claiming
U

Tesco

Marks and
Spencer

Marks and
Spencer

Mileage Expenses

gcotra_if

4.90

L Torall 4220

Page2 of 3

ﬂl

Expense

Start Date f__pd Date [Type Justific

Trip

ation | Distance)

Mileagal Receipt

Original

Rate Requiggg?

Reimbursable
Asnount (GBP)

Details

Attachmen{g

01-May-2015/01-May-2015|Mator
Mileage
Allowance
- £0.45

per mile

various

Home to
Benholm House
return to attend

meelings

47 (Miles)

6E;-Ma§/-20 15 ﬁ—Giﬁ‘a{y-ZOIS home to

Houskon

Motor
Mieage
Allowance;
- £0,45
per mile

Uphalt to attend
leadership event
return journey

49(Miles)
House,

045

Motor
Mileage
Allowance
- £0.45
per mite
Motor
Mileage
Allowance
- £0.,45
per mile

07-May-2015{07-May-2015

08-May-201508-May-2015

Home to
Denholm House
return to attend
SAC meetings

Home Lo
Denholm House
retuen to attend
attalnment anct
strategic
_|meetings

47(Mlles)

'.4'7E|\"1i!es)

0.45

2115

22.05

Motor  jAttendin
Mileage
Allowance
- £0.45
per mite
Motor
Mileage
Allowance;
- £0,45
per mile

11-May-201511-May-2015

14-May-2015/14-May-2015)

Motor
Miteage
Allowance]
- £0.45
per mile

15-May-2015/15-May-2015

Houston

AD deve

meetings with
Stitling Counchi
return journey

Home to

Denhiolm House
return to attend
SAC meetings in
Edinburgh

haome ko
Uphall to attend

day event
_Jreturn journey

G 63(Miles)

House,

loprnent

045

~ I Fesl

49(Miles)]

045/

0.45/

28.35

3

22,05

19-May-2015{Motor
Mifeage
Allowance
- £0.45

per mile

19-May-2015
Houston

19-May-2015/19-May-2015[Motor ~|Houston

home to

Uphall to attend
AD development
day event one

.|way journey i

24(Miles)
House,

House,

ss(Miles)|

0.45

10.80




Bxpense Report SG197576 Page 3 of 3

Mileage ]Uphait to

Alowance Traveladge
- £0.45 {Dundee Central, = i
per mile {Dundee, DD gl
1NJ one way
journey o
20-May-2015|20-May-2015iMotor  [Travelodge 83(Miles) 0.45 37.35

Mileage |[Dundee Central,
AliowancelDundee, DD1
- E0.45  }1NJ fo home

per mile |one way k3
journey
followlng
meeting In
. ..jbundee -
21-May-2015{21-May-2015|Motor Home to 47(Miles) 0.45 2115
Mileage |{Denholm House _
Allowancelreturn to attend )

- £0.45 [Resources
per mile [Board - -
01-Jun-2015 |01-Jun-2015 |Motor  |Home to 47(Miles) 0.45 21.15
Mileage {Denholm House "
Allowancelreturn to attend s
- £0.45 |AD development
per mile |event o
04-Jun-2015 [04-3un-2015 [Motor  |Home to 159(Miles) 0.45 71.55
Mileage |Endeavour
Allowance House Dundee = il
- F0.45  |for ALO meeting
S per mile_jretrun journey S
05-Jun-2015 j05-Jun-2015 |Motor ~ {Home to 47(Miles) 0.45 21,15

Mileage |Denholm House _
Allowance|return to attend Lr
- £045 |COSLA eventin
per mile |Edinburgh

12-3un-2015 {12-Jun-2015 |Motor  |Home to 47(Mlles)] 045 21.15
Mileage |Denholm House
Allowance|return to attend Fe ’
- £0.45 |AD e
per mile |Development
event in — e el e e s - -
26-Jun-2015 126-Jun-2015 {Mofor  |Home to West | 47(Mlles) (.45 2115

Mileage |Lothian College,
AflowanceAlmondvale

- F0.45 |Crescent,

par mile |Livingston, #45
EH54 7EP ko
attend
leadership event
and retun

Totll _~ A07.25]

Return | | Create New Expense Report, | [ Printable Page

Expenses ConjactUs Giobal Policy Home Logout Preferences
Privacy Statament Copyright {c} 2006, Oracle. All rights reserved.
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%@m Travel & Subsistence Claim
Contact Global

B Navigator {33 Favorites Us Policy Home lLogout Preferences

Expenses,
Expenses Home | Travel & Subsistence Claim [ Access Authorizations | Payments Search

£l Confirmation
Expense report number SG197623 was previously submitted for approval.

' Expense Report $G197623

_Return | | Create New Expanse Report | | Printabla Page |

Clalm not selected for audit. See recelpts action below

1 Submission Instructions ]

Instruction for Claims Not Selected for Checling

IF your claim Is not selected for checking print out this page and attach to receipts {where applicable) and send to selected
approver for authorisation and subseguent BCLO retention.

Instruction for Claims Selected for Travel and Subsistence Team Checking

1. Take a photocopy of recelpts for your own records.

2, Print out this page and attach to receipts.

3, Pass recelpts to your selected approver for authorisation with an envelope addressed to the Travel and Subsistence Team,
Gt Spur, Saughton House, Broomhouse Drive, Edinburgh, EH11 3XD,

4, After authorisatlon your selected approver should forward the receipts on to the above address,

The Travel and Subsistence Team will retain all orlginal recelpts of claims that have been selected for 100% checking,

1f your claim is selected for checking and only contains expenses that do not require receipts (e.g. mileage claim only) no
receipt actlon Is required by you.

Your clalm wiil be passed for payment once the 100% check has been completed.

| General Information

Name ° Report Submit Date 29-
ocT-
2015
T&S Charge card cfalm Included g
Travel Management Company No

Expense Dates  86-JuL- Report Total 380,30

2015 - 20-

GHp
AUG-2015 Relmbursement Amount  380.30
Cost Center GBp
Purpose
Approver
Orlginal Recelpts Status  Required
EE Lines.{. Weekly Summary,|;. Approval Notes [1].;
Expense Linesy], Weekdy Summary,|; Approval Notes [11; ,
Cash Expenses
o e — e e
Receipt Reason and Details for Merchant | Receipt Reimbursable
Date | AmountExpenseType |Journey Name | Required | Amount (GBP)/Details
06-Jul-2015 |31.00 GBP|Public Transport |Travel from London City Alrport it ondon 31.00
Taxd Travel - to Days Hotel Waterloo 54 Taxi _
Receipted Kennington Road, Watetloo Company v
London, SE1 7B). Attending
_.___lconference In London o
06-Jul-2015 | 23,50 GBP|Meals Allowance -{Combined cost of lunch at Café  Inays Hotel 23.50
Flsewhere - Nero Edinburgh receipted 5.35  |waterioo _
Recelpted £23,50 |and Evening meal. in Days Hotel v
at 18.45 claiming 23.50
e Attending conference In London. SR FVRIEPRS, R i
07-1ul-2015 | 12.00 GBPiPublic Transport {Travel form Days Inn Hotel, Waterloo 12,00
Taxi Travel - Waterloob4 Kennington Road, [Car Hire
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Recelpted Waterloo London, SE1 787 lo _
One Drummond Gate, Victoria, o
s e | [london SWIVIRQ e
07-Jul-2015 | 13.35 GBp[Meals Allowance < attending events In CardIff for  |Marston's 13.35
Elsewhere - SAC, Evening meal Inn v
... iRecelpted £23,50 SR A N y
08-Jul-2015 |23.40 GBP{Public Transport |Attending events in Schools  |kly tavis 23,40
Taxi Travel - Challenge Cymru, Primary _
Receipted Cluster Event Wales for SAC. v
Travel from Premiar Inn
_____________________ B ISR ...[Caerphilly to Vale Hotel and Spa 1 AU R E
08-Jul-2015 |15.30 GBP{Meals Allowance -/Attending events in Schools  Ivarston's 15.30
Elsewhere - Challenge Cymru, Primary Inn v
Receipted £23.50 [Cluster Event Wales for SAC,
SOV SO —...|Bveningmeal b
09-3ul-2015 | 17.80 GBP|Meals Allowance -jAttending events In Schools  grne| 17.80
Elsewhere - Challenge Cymru, Primary Bristol v
Recelpted £23.50 [Cluster Event Wales for SAC. Alrport
09-Jul-2015 |50.00 GBP|Car Parking -  |Attending events conference In  ipremier At 50.00
Rece]pted LOI'IClOI’l al’ld SChGQlS Cha"enge Parkgng )
Cymru, Primary Cluster Event
e e AN AIGS fOU SAC, Carparkingfee | f |
29-Jul-2015 | 5,50 GBp{Public Transport [Traln from Livingston North to  |scotyal| 5.50
Rafl (Standard ~ [Waveriey raturn journey, v
Class) - attending meeting with Audit =
Recelpted  |Scotland In Edinburgh L e
31-Jul-2015 { 4.85 GBP|Day Subslstence |attending meeting In Endeavour [Marks and 4,85
Over 5 Hours - |hoyse Dundee cost of unch Spencey o
Receipted £4.90
AR - celling e e N S
13-Aug-2015| 18,70 GBP[Public Transport {Taxi from Waverley to Victorla  |cantrat 18.70
Taxl Travel - Quay to attend SAC meeting and|[gyis v
Recelpted return £9.35 each way total =
AEVURNUR N NN 18.70 two recelpts O S
20-Aug-2015] 11,00 GBP|Car Patking - [Car Parking for attending Al {Hjeon 11,00
Receipted staff conference at Hilton Glasgow v &
Glasgow Hotel, 1 Willfam Street,
L i R Glasgow, G3 8HT — ]
Total .226.40
Mileage Expenses
e e e e e e e et ) ..&% - R S
Expanse TripMileage; Receipt Reimbursable
Start Date [End Date |Type  |Justification [Distance| RatejRequired  Amount (GBP){Details Attachments
06-Jul-2015 |06-3u1-2015 [Motor  {Travel from 30 Miles) 0.45 13.50

Mileage [home Lo
AllowanceiEdinburgh Alrport
- £0.45  lear park =

per mile [Attending w3
conferepece In
London and then
S R visit fo Cardiff SUPUNDE DS S
09-Tul-2015 |09-Jul-2015 {Motor  {Travel from 30(Miles) 0.45
Mileage [Edinburgh Alrport]
AMlowancejcar park to
-£0.45 [home, Returning

per mile [from Attending L
conference in
London and then
e b MsRTOGardIEE b
29-Tul-2015 |29-1ul-2015 |Motor  |Travel form 47(Miles)|  0.45 21.15
Mileage jhometo
AllowanceDenholim House

- £045  |to attending . ]
per mile |meetings in K3
Edinburgh and

Livingston return
. Journey
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07-Aug-2015)07-Aug-2015(Motor Travel form 47(Miles) 0.45 21.15
Mileage thometo
AllowanceiDenholim House
- £0.45 ito retum
per mile {journey. s .
Attending ]
attalnment
meeting and
local authorlties
................ o meeting | ]
11-Aug-2015/11-Aug-2015(Motor  [Travel form 47(Mlies) 0.45 2115
Mileage (home to
AlfowanceiDenholm House
- £0.45  jto retum
per mile |Journey. . _
Attending o
attainment
meeting and
monthly
conversation T ) _—
14-Aug-2015[14-Aug-2015{Motor  [Travel from 47(Mlles} 0.45 21.15
MHeage {Optima to
AllowancejBeacon Arts
- £0.45  iCentre, Custom .
per mile House Quay, i
Greenack, PALS
1EQ and return
for Inverclyde
SAC launch event|
18-Aug-2015/18-Aug-2015{Motor  (Travel form 47 (Mlies) 0.45 21.15
Mlleage |home to
Allowance{Denholm House
- £0.45  [to retun
per mile fjourney. e
Attending
management
meeting I
19-Aug-2015i19-Aug-2015Motor  |Travel form 47(Miles} 045 2115
Mieage |home to
Allowance|Denholm House
- £0.45  [to retumn k3
per mile [joutney.
Attending ALO
o imeeting
Total 153.90

_Return | | Create New Expense Report | | Printable Page,

Expenses ContactUs Global Policy Home Logout Preferences

Privacy Statement

Copyclght {c) 2006, Cracle. All righis reserved.
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GRS  Travel & Subsistence Claim

Contact Global
B Navigator {33 Fovorites Us Policy Home Logout Preferences

Expenses
rExpenses Home | Travel & Subsistence Clalm | Access Authorizations | Payments Search

E}j Confirmatlon
Experise report number SG197635 was previously submitted for approval.

7 Expense Report SG197635

[ Return | | Create New Expense Report | | Printable Page |

Claim not selected for audit, See recelpts action below

| Submission Instructions |

Instruction for Clalims Not Selected for Chacking

If your claim s nok selected for checking print out this page and attach to receipts {(where applicable) and send to selected
appraver for authorisation and subsequent BCLO retention.

Instruction for Claims Selected for Trave! and Subsistence Team Checking

1. Take a phatocapy of receipts for your own records.

2, Print out this page and attach to recelpts.

3. Pass recelpts to your selected approver for authorisation with an envelope addressed to the Travel and Subsistence Team,
G1 Spur, Saughton House, Broomhouse Drive, Edinburgh, EH11 3XD.

4, After authorisation your selected approver should forward the recelpts on to the above address.

The Travel and Subsistence Team will retain all oflginal receipts of dalms that have been selected for 100% checking,

If your claim s selected for chacking and only contains expenses that do not require recelpts (e.g. mileage dalin only) no
receipt action is required by you.

Your clalm will be passed for payment once the 100% check has been complated,

[ General Information

Name Report Submit Date 29~
OCT-
2015

T&S Charge card clalm Inciuded o

Travel Management Company No

Expense Dates 08-SEP-
2615 ~ (1~ Report Total é:l;l';zo
0CT-2015 Relmbursement Amount 217.20
Cost Centetr - pr
Purpose
Approver .

Orlginal Recelpts Status Not
Reguirad

KExpense LinesS], Weekly Summary, |::Approval Notes [1]:;

| LS IIENS I:Kpﬂl'lbﬁb

Mileage Expenses

Originat
Expense TripiMileage| Receipt ftoimbursable
Start Date [End Date |Type  {ustification | Distance; RatelRequiredi Amount (GBP)DefailsAttachments
08- Sep -2015|08-Sep-2015{Motor Home to 47(Miles} 0,45 2115
Mlleage  iBarbour Room,
Aliowance - West Lothlan
£0.45 per  |College,
mile Atmondvale
Crescent, o
Livingston, 3y
EH54 7EP and
return to
attend
Leadership
——— . event ............. - r s amamaam - — e
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09-5ep-2015|09-Sep-2015|Motar Home to 47{Miles) 0.45 21.15
Mlleage Denholm House i}
Allowance -|and return to 3
£0.45 per jattend SAC
14-Sep-201514-Sep-2015|Motor Home to 47(Miles) 0.45 21.15
Miteage  |Denholm House
Allowance -jand returh to
£0.45 per |attend &k
mile aythorltles
handover
i meetings - ) -
15-8ep-2015[15-Sep-2015:Motor Home to 23(Miles) 0.45 10.35
Mileage Denholm House
Allowance -[one wayto L
£0.45 per (attend AD I e
mile development
.......... | meetings . .
29-Sep-2015(29-Sep-2015Motor Home to 30 1126(Miles) 045 56.70
Mileage Edinburgh Rd,
Alluwance -|Dumfries DG1
£0.45 per  [1NW and
mile return to [ L]
attend SAC
with Dumfries
and Galloway
DTN PP e a e e Coun(:"‘ . —_— PEVIVEE RS
15-Sep-2015§15-Sep-201 5|Motor Denholm House| 20(Mlles) 045 9,00
Mileage ko Victorla
Allowance -|Quay one o
£0.45 per jwayto attend
Jmlte|SAC meetings . S P B
15-Sep-2015]15-Sep-2015Motor Victorla Quay | 33(Mlles) 0.45 14.85
Mileage to Rothesay
Allowance -|Housa ,
£0.45 per |Rothesay Place,
mile Glenrothes, i
K¥7 5P one
way to attend
e e SAC meetings R R
15-Sep-2015[15-Sep-2015|{Motor Rothesay 60{Miles) 0.45 27.00
Mileage House ,
Allowaiice -|Rothesay Place,
£0.45 per  [Glenrothes, i
mile KY7 5PQ to i By
home one way
returning from
attending SAC
SR RN meetings S e
15-Sep-2015|15-Sep-2015|Passenger |Victorla Quay 33(Miles) 0.05 1.65
Supplemenkto Rothesay
- £0.05 per House ,
rile Rothesay Place,
Glenrothes,
KY7 5PQ one [ L
way to attend
SAC meetings
providing 5G
colleague with
IO N oo jhansport TN ST
30-Sep-2015{30-Sep-2015|Motor Home to 38{Miles) 0.45 17.10
Mileage  |Edinburgh
Alfowance -|Capital Hotel,
£0.45 per {FHL2 6UG one = -
mile way to attend i
teadership
event in
01-Cck-2015)|01-0¢k-2015 |Motor Edinburgh 38(Mlles) 0.45 17.10
Mileage  |Capital Hotel,
Allowance -{EH12 6UG to
£0.45 per  Jhome one way
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mile

returning from
attending SAC
event {car
journey from
Edinburgh to
Dunfetmling
provided by a
eolleague)

Page 3 of 3

Privacy Statement

" Total| . 217.20

[‘Return | [ Create New Expense Report | | Printable Page,

Expenses ConlactUs Global Policy Home logout Preferences

Gopyright () 2008, Oracie. All Fighls reserved.




Expense Report SG215019

] CTRE  Travel & Subsistence Claim

(53 Favorites

Contact Global

& Navigator Us Policy Home Logoul Preferences

EExpenses;

Expenses Home 1 Trave! & Subsistence Claim ] Access Authorizations | Payments Search
I Confirmation

_ Expense report number SG215019 was previously submitted for approval.
Expense Report $G215019

Page 1 of 3

[ Return_| | Create New Expense Report | | Prir

Claim not selected for audit, See receipts action below

[ Submission Instructions

Instruction for Claims Not Selected for Checking

If your claim is not selected for checking print out this page and attach to recelpts {where applicable) and send to selected
approver for authorisation and subsequent BCLO retentlon.

Instruction for Claims Sefected for Travel and Subsistence Team Checking

1, Take a photocopy of recelpts for your own records,

2. Print out this page and attach to recelpts,

3, Pass recelpts to your sefected approver for authorisation with an envelope addressed to the Travel and Subslstence Tearm,
G1 Spur, Saughton House, Broormhouse Drive, Edinburgh, EH11 3XD.

4, After authorlsation your selected approver shoutd forward the receipts on to the above address.

The Travel and Subsistence Team will retaln all orlginal receipts of clalims that have been selected for 100% checking.

If your claim Is selected for checking and only contains expenses that do not require recelpts (e.g. mileage clalm only} no
recelpt action Is required by you.

Your claim will be passed for payment once the 100% check has been completed.

[ Genearal Information

Name Report Submit Date  29-
MAR-
2016
TA&S Charge card claim included No
- - Travel Management Company No
Expense Dates gg;?ng&?_ Report Total 301.75
GBP
NOV-2015 Relmbursement Amount  301.75
Cost Center GBP
Purpose
Approver
Original Recelpts Status  Requlired
Linesi. Weekly Summary, | A | Notes 2]
pExgenss sl eckty Summary.J, Approval Notes [21:
Cash Expenses
..... - T - Srigmai .
Receipt Merchant | Receipt Reimbursable
pate | AmountiExpense Type [Reason and Detalls for Journey|Name Reguired | Amount {GBP)Details
06-Oct-2015 | 2.20 GBP [Car Parking - [Attending Dundee City Councll,  Ipundee 2,20
Recelpted Dundee House, 50 North Lindsay  |City Councll "
Street, Dundee DD1 INL SAC
e ] _._...|Quarterly meeting - [SUPRE PSS U B
06-Nov-2015| 5.40 GBp|Public Transport|Taxi from Inverness station to Inverness 5401
Taxi Travel - [Maple Court Hotel Highland Parent |Taxis v
oL |Receipted _iCounclt Conference —
06-Nov-2015] 3.20 GapiMeals Allowance|Evening meal Maple Court Hotel  |Maple 3.20
- Elsewhere - |Highland Parent Councll Court Hotel ‘
Dinner - Conference. Claiming of 3.20 of v
Receipted receipt
i iEXBEO L TN FN A L T
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07-Nov-2015 3.40 GBp|Meals Allowanceli unch on train returning Hightand  |Scotrall 3,40
- Elsewhere - parent Councit Conference &
Lunch - verness =
S Receipted £4.90( ; S N R P
07-Nov-2015/ 4.00 GBP [Public Transpert|Tax! from Queen Street Station to || gndon 4,00
Taxi Travel -  [Central Station with fuggage and  jqy
Recelpted faptop to enable to catch traln Company
shared with colleague returning
from Highland Parent Councli
- ) Conference ;
07-Nov-2015| 7,70 Gip|Public TransportiTaxi from Maple Court Hotel to Clty Taxis 7,700
Tax| Travel - |Charleston Academy attending  |[hverness
e | Recaipted HGIOS Conference | R )
.Jotalp 2590
Mileage Expenses
Original
Expense Trip|Mileage| Receipt Reimbursabla
Start Date [End Date  |Type Justification  |Distance!  Rate|Required Amount (GBP) Details Attachments
05-0ct-2015 |05-0Oct-2015 |Motor Home .~ to! 47(Mlles) 0.45 21.15
Mileage |Denholm House
Allowance|EH54 6GA and
-£0.45  |return, Varlous Lo
per mile |mestings
including strategic
T __
06-0ct-2015 |06-0ct-2015 {Motor Home " to} 82{Miles) 0.45 36.90
Mileage [Dundee City
AllowanceCouncll, Dundee
- £0.45  |House, 50 North - -
per mite  lLindsay Street, e
Dundee DD1 1ML
SAC Quarterly
.meeting — .- — N
06-Oct-2015106-Oct-2015 [Motor  {Dundee City 80(Miles) 0.45 36.00
Mileage  [Councll, Dundee
AllowanceHouse, 50 North
-£0.45  |Lindsay Street,
per mile {Dundee DD1 iNL by
to The Optima
Glasgow, Glasgow
City G2 BDU, SAC
S R Quarterly meeting SV D S R
08-Ock-2015 [08-0ct-2015 [Motor Home * ko] 45(Miles) 0,45 20,25
Mileage  iLIvingston North
Allowance;Station EH54 7EE
-£045  jand retun,
par mife |Attending Scottish = i
Attalnment =
Challenge
Advisory Group
Meeting in
12-0ct-2015:12-0ct-2015 (Motar ~ [Home to| 47 (Miles) 0.45 2115
Mileage :Denholm House
AllowancelEH54 6GA and ]
- 045  |return, Various &
per mile  [meetings
including SIB pre
e meet b SSUURUUURN
21-0ct-2015121-0ct-2015 [Motor The Optima G2 | 62(Miles) 0.45 27.90
Mileage [8DU to Irvine
Allowance;Cunninghama
- £0.45 |House KA12 3EE
per mile |and return k)
meeting with
Aftalnment
Advisor In North
R Ayrshire 1 S S . . e
22-Qct-2015|22-0ct-2015 [Motor Home to| 47(Miles) 0.45 21,15
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Privacy Statement

Mileage |Denholm House
Aflowance|EH54 6GA and
- £0.45  jreturn. Varlous
per mile |meetings B H]
Including
Attalnment
). |Advisor meeting B
25-Qct-2015125-0ct-2015 Motor  {Home to; 8(Miles) 0.45 3.60
Mileage St Ambrose High
AllowancejSchool, 65
-£0.45 iTownhead Road, B
per mlle [Coatbridge, ML5 e
2HTScottish
Attainment
Challenge -
Quarterly Meeting I
25-0ct-2015 |25-0ct-2015 {Motor St Ambrose High | 30(Miles) 0.45 13.50
Mileage [School, 65
Allowance| Townhead Road,
- £0.45 iCoatbridge, MLS
per mile (2HT to West
Dunbartonshire
Coundil, Garshake k3
Road,
Dumbarton, G82
3PU Scottlsh
Attainment
Challenge -
- Quarterly Meeting o ]
25-0ct-2015 {25-0ct-2015 | Motor West 32(Miles) 0.45 14.40
Mileage {Dunbartonshire
Allowance;Counclf, Garshake
~£0.45 [Roud,
per mile |Dumbarton, G82 ]
3PU o home o5
. return from
Scottish
Attalnment
Challenge -
Quarterly Meeting) N -
03-Nov-2015]03-Nov-2015|Motor ~ |Home  ~ “to{ 47{Miles) 0.45 21.15
Mileage |Penholm House
Allowance|EH54 6GA and )
- £0,45 |return, Varlous off5
per mile |meetings
including
... |leadership forum I R S
05-Nov-2015|05-Nov-2015Motor ~ {Home . to] 47(Mlles) 0.45 2115
Miieage |Derholm House
AllowancelEH54 6GA |, and £
- £0.45 |return Mid year
ent . |PEL THlE_frEVIEW S RO NS NN
05-Nov-2015/05-Nov-2015|Motor ~ |Denhiolm House | 39(Mlles) 0.45 17.55
Mileage [EH54 6GA to
Allowance|Victorla Quay EH6 ] &5
- £0.45 [6QQ and return .
permile [SACmeeting | e
...................... Total 275.85 ]

_Return | | Create New Expense Report | | Printable Page

Expenses ContactUs Global Policy Home Logout Preferences
Copyrlght (¢) 2008, Oracle. All righls resemed,
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A A GASE  1ravel & Subsistence Claim

Contact Global

& Navigator £33 Favorites Us Policy Home Logout Preferences
E_;Expensesg
Expenses Home 1 Travel & Subsistenca Claim | Access Authorizations | Payments Search

L% Contirmation
Expense report number SG215036 was previously submitted for approval,

Expense Reporl §G215038

. Return | | Create New Expense Report | | Printable Page |

Claim not selected for audit. See recelpts ackion below

rSubmission Instructions l

Instruction for Claimg Not Selacted for Checking

If your claim Is not selected for checking print out this page and attach to receipts (where applicable) and send to selected
approver for authodsation and subsequent BCLO retention,

Instrection for Claims Selected for Trave! and Subsistence Team Checking

1. Take a photocopy of recelpts for your own records,

2, Print out this page and attach to recelpts,

3. Pass recelpts to your selected approver for authorlsation with an envelope addressed to the Travel and Subsistence Tearn,
G1 Spur, Saughton House, Broomhouse Drive, Edinburgh, EH11 3XD.

4. After authorisation your setected approver should forward the recelpts on to the above address.

The Travel and Subsistence Team will retaln all original recelpts of clalms that have been selected for 100% checking.

If your claim is selected for checking and only contalhs expenses that do not require receipts {e.g. mileage claim only} no
receipt action is required by you,

Your claim wilt be passed for payment once the 100% check has been completed,

| General nformation |
Name Report Submit Date 22-
MAR-
2016
T&S Charge card claim Included No
oo Travel Management Company No
Expense Dates 09-NOV- Report Total 329.56
2015 - 28- GBP
NQV-2015 Relmbursement Amount  339.56
Cost Center GBP
Purpose
Approver
Original Recelpts Status Required
fiE Linesl Weekly Summary ... Approval Notes [1].:
iExponse Ligegil woekly Sumimary. . App fat ,
Cash Expenses _ -
. S Hnaﬁé—ﬁ;i“ .
Receipt; Reason and Details for Merchant Receipt Reimbursable
Date _AntountiExpense Type [Journey Name Required| Amount (GBP)|Detalls
09-Nov-2015| 2.00 GBP|Car Parking -  |Attending Stirling Stirling 2.00
Recelpted Councll,Municipal Bulldings, 8 -10 \coyncit
Corn Exchange Road, Stirling FK8 v
2HU to home . Scottish =
Attainment Challenge - Quarterly
R N ProgressMeeting B RSP NN
11-Nov-2015| 8,00 GBPCar Parking - jAttending Attainment Clty Parking v 8.00
R Recelpted Programme: RAFA af SECC |
12-Nov-2015|23.50 GBPMeals presenting at HGIOS 4 eventin  [Mand S, 23,50
Allowance - Inverness combined cost of lunch |Mercure -
Elsewhere - and dinner (445 + 3.18 + v =
Receipted 17.00) claiming for £23,50
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MHeage Expenses

{£23.50
12..Nov 2015 3 80 GBP Public Transport presenting at HGIOS 4 event in Inverness 3 80 :
Taxl Travel - Taxd from Inverness station to Taxis v Eﬁﬂ
.................... . [Receipted  Mecure Hotel S S - -
12-Nov-20135| 5.00 GBp|Personal presenting at HGIOS 4 event tray Mecure Hotel 5.00
Incidentat charge for evening meal .
Expenses - bt
Receipted £5.00
. ... celling _ S B e
13-Nov-2015! 5.40 GBP Public Transport presenting at HGIOS 4 eventIn  |1vemess 5400
Taxl Travel - [Taxl from Mecure Hotel to Taxis v
efoe. o fRecelpted - [Millburn Academy . e
13-Nov-2015| 1.95 GBp/Day presenting at HGIOS 4 event ln Caterlelsure 1.95
Subsistence Jinverness Food and beverages  |servic es
Over 10 Hours -f1 g5 d
Recelpted
- . |E10.70 celiing L ' . A N
13-Nov-2015/40.00 GBP;Public TransporyPresenting at HGIOS 4 eventIn | GiasgowTaxis 40.00
Taxi Travel - [7axi Quaen Street Statlon to
Receipted home took taxi as
P feeling unwell on train ( please v
note recelpted dated as 12/11/15
— - |error by taxd driver S S
16-Nov-2015| 3.10 GBp|DaYy Meetlings In Victoria Quay for Scotrail 3. 10
Subsistence  |Natlonal Improvement
Over 5 HOWrs - |Framework. cost for hunch ol
Receipted £4.90
e JeeMling . e e VR R
18—Nov -2015|15.00 Gap|Meals Business meetlng with Welsh Radisson Blu 15. 00
gllowa;]nce T |Attalnment Advisors cost of
SEWNEIE - lavening meal =
Dinner - 9 v
Receipted
NN A £18‘60 —— e e b -
20-Nov-2015] 4.27 GBp[Day Cost of food and beverage Sodexo 4.27
Subsistence [attending meetings in Livingston -
Over 5 Howrs - |and victorla Quay v
Recelpted £4.90
e |celing SN N _ ST R
27-Nov-2015(23.04 Gip|Meals Good practice visit; raising Hollday thn 23.04
Alowance - |attalnment and closing the gap Express
London - John Balt Primary School, v
Recelpted Lewisham, London Cost of meals
................. e 52440 13,99 +5.10 + 15,95 N .
27-Nov-2015| 4.80 GBP|Public Transport/Good praciice visit: ralsing [y g 4.80
Rail (Standard |attalnment and closing the gap
Class) - John Ball Primary School, y i
Recelpted Lewisham, London Travel on BLR
from London City Afrport to
L Lewisham : S R
27-Nov-2015|20.00 GBP]Public TransportGood practice visit: ralsing Blackneath 20.00
Taxl Travel - attalnrent and CiOSing the gap car service
Receipted John Ball Primary School, v
Lewisham, London Travel from
Blackneath to Holiday Inn
R .. [Express - -
28-Nov-2015(10.00 GBPIPublic Transport{Goed practice vislt: raising  |Ajrline Cars 10.00
Taxi Travel -  (attainment and clasing the gap
Receipted John Ball Primary School,
P Lewlsham, London Travel from v
Holiday Inn Express to London
ity Alrpott R IR I I
28-Nov-2015[32.00 GBP|Car Parking -  [Good practice visit: ralsing Natlonal Car 32.00
Recelpted attalment and closing the gap  [parks
John Balt Primary School, v ]
Lewisham, London Car parking at
e e Total 201.86]
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Page 3 of 4

Original
Expense Trip;Mileage| Receaipt Refmbursable
Start Date |[End Date [Type  Justification  |Distance, ~RateRequired; —Amount (GBP)DetailsiAttachments
09-Nov-2015|09-Nov-2015:Motor  [Home to i 23(Mlles) 0.45 10.35
Mileage |Denhoim House
Allowance|EH 54 6GA one = -
- £0.45  |way to atlend ) il
per mile [Business Planning
N I oo jmEELNG e ST N ——
09-Nov-2015|09-Nov-2015Motor  [Denholm House | 39(Miles) 045 17.55
Mlleage 1EH 54 6GAto
AllowancelStirling
- £0.45  iCouncli,Municipal
per mile {Buildings, 8 -10
Corn Exchange = -
Road, Stirling FKB @
2HU Scottish
Altalnment
Challenge -
Quarterly
_{Progress Meeting SR NV R
09-Nov-2015/09-Nov-2015|Motor |Stirling 31(Mlles) 0.45 13.95
Mileage {Council,Municipal
Allowance;Bufldings, 8 -10
- £0.45 Corn Exchange
per mile Road, Stitling FK8
2HU to home HE
Scottish
Attalnment
Challenge -
Quarterly
Progress Meeting I R
10-Nov-2015110-Nov-2015{Mator ~ {Home - to! 8(Miles) 0.45 3.60
Mileage [St Ambrose High
Allowance|School, 65 _
- £0.45 [Townhead Road, e
per mile [Coatbridge, MLS
2HT presenting at
o HGIOS 4 event B R
10-Nov-2015110-Nov-2015|Motor ~ [SE Ambrose High | 34(Miles) 0.45 15,30
Mileage [School, 65
Allowance/ Townhead Road,
- £0.45 |Coatbridge, ML5
per mie {2HT to Municlpal
Bulidings, Clyde _
Square, e
GREENOCK, PALS
1EZ Scottish
Attatnment
Challenge -
Quarterly
L ___{Progress Meeting . n .
10-Nov-2015/10-Nov-2015{Motar  [Munlclpal 3a6(Miles) 0.45 16.20
Mileage [Buildings, Clyde
AllowanceiSouare,
- £0.45 |GREENOCK, PALS
per mile [1LZ return to _
home L]
Scottish
Attalnment
Challenge -
Quarterly
Progress Meeting | N R R i
19-Nov-2015(19-Nov-2015Motor ~ |Home . to [ 35(Mliles) 0.45 15.75
Mileage |Westerwood Hotel
Allowance|1 St Andrews Dr,
- £0.45  |Glasgow G68 OEW b
per mile |presenting at
ADES event and
_.jreturn S SR e
20-Nov-2015|20-Nov-2015|Motor Home ta | 45(Miles) 0.45 20.25
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Mileage  |Livingston Notth
Allowance|Statlon EH54 7EE
- £0.45  and return to 7

per mile lattend meetings e
in Livingston and
MictotaQuay _ f || __
24-Nov-2015/24-Nov-2015Motor ~ [The Optima 32{Miles) 0.45 i4.40
Mlleage |Glasgow G2 8DU
Allowanceito Denholm

- £045  |JHouse Livingston
permile |EH54 6GA
Scottish ]
attalnment B s
Challenge
meeling Glasgow
and Business

Planning
Livingston onhe
o - . fway 1o e s
24-Nov-201524-Nov-2015Motor [Denhalm House | 23(Miles) 0.45 10.35
Mileage |Livingston EH54
Allowancel6GA to home -

- £0.45 " returning
per mile |from and Business
Planning meeting |

Total] 137,70

[.Return | [ Create New Expense Report | [ Printable Page

Expenses ConfactUs Global Policy Home Logout Praferences
Privacy Staternent Capyright {c) 2006, Oracle. A rights reservad,
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poab] FiAREPl  Travel & Subsistence Claim
Gontact Global

&2 Navigator (3 Favoriles Us Policy Home Logout Preferences
Expenses.
Expenses Home 1 Travel & Subsistence Claim { Access Authorizations | Payments Search

Lk Confirmation
Expense report number 56215067 was previously submitted for approval,

Expense Report $G216067

_Return | |, Create New Expense Report | | Printable Page |

Claim not selected for audit, See receipts action below

| Submission Instructions |

Instruction for Claims Not Selactesd for Checking

IF your clalm Is not selected for checking print out this page and attach to recelpts (where applicable} and send to selected
approver for authorisation and subsequent BCLO retention.

Instruction for Claims Selacted for Travel and Subsistence Team Checking

1. Take a photocopy of recalpts for your own records.

2. Prink out this page and attach to receipis.

3, Pass recelpts to your selected approver for authorisation with an envelope addressed to the Travel and Subsistence Team,
G1. Spur, Saughion House, Broomhouse Drive, Edinburgh, EH11 3XD.

4. After authorlsation your selected approver should forward the receipts on to the above address

The Travel and Subsistence Team will retain all otlgingl receipts of daims that have been selected for 100% checking.

If your claim Is selected for checking and only contains expenses that do not require receipts {e.g. mileage clalm only) ne
recelpt action Is required by you.

Your clalm will be passed for payment once the 100% check has been completed.

I General Informatlon

Name Repoit Submit Date 22~
MAR-

2016
T&S Charge card claim included wNo

Travel Management Company Ne

Expense Dates 08-DEC-
2015 - 18- Report Total é(::.gg
DEC-2015 Reimbursement Amount 206,99
Cost Center e GBp
Purpose
Approver

LT

Original Recelpts Status  Required

r’Expanse Lines® ] Weekly Surimary. ]5 Approval Notes [1]
{PBusiness cxpenses i

Cash Expenses

Original
Receipt Reason and Details for Merchant | Receipt Reimbursable
Date AmountiExpense Type [Journey _iName | Required Amount (GBP){Details;
09-Dec-2015| 27.47 GEP|Forelgn Travel | [Ta from hotel to Brussels 27.47
Taxl - Recelpted  alrport Fighting soclal
Inequallty conference In o
Brussels37.40 Euros exchange
rate of 1,3611 B .
09-Dec-2015| 5,98 GBP|Forelgn Travel -  {Subsistence - Fighting soclal  |Bryssels 5.98
Subsistence Iﬂﬂqua"b{ conference In &Ir;}ort v
Brussels 8.15 Euros exchange
e m wr e b b e e — e T I LM Fate Ofl 3611 PR —ta e . . B — s 4t s ee s e rmmanE . e e ————
09-Dec—2015 17.75 GBP Mea]s Allowance - |Evening Meals - returnlng from Hilton 172.75
Elsewhere - Fightlng social Inequality Edinburgh v
Dinner - Receipted|conference In Brussels Alrport
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4.00 GBP
Incidental

Expenses ~
Recelpted £5.00
cellng

7 i:rgy}' chargé_Fér_" room service

at Hilton Edinburgh Adrport.
returning from Fighting soclal
inequalily conference In
Brussels

11-Dec-2015

15-Dec-2015

16-Dec-2015

08-Dec-2015

16.10 GBP|Public Transpott
Ralt {Standard
Class) - Recelpted
Day Subsisterice.
Over 5 Hours -
Recelpted £4.90
celling .
Car Parking -
Receipted

Meals Allowance -
Elsewhere -
Dinnesr - Receipted
£18.60

3.05 GBP

9,00 GBP

8.44 GBP

Leadership Forum away day in.
Edinburgh return rall fravel
from . to Edinburgh

[|Waverley

Lunch costs attending
attalnment Challenge meetings
in Victoria Quay

|Attending attainmentand

Improvement Conference
Subsistence - Fighting soclal
inequality canference In
Brussels Evenlng meal 11,50
Eures exchange rate of 1.3611

- £8.44

Hitton
Edinburgh
Alrport

Scotrail

Sodexo

Marrlot
Howel L.

9.00

8.44

3.05

Mileage Expenses

e TORRE

_.BL79]

Start Date

Expense

End Date {Type

Justification

Mileage
Rate

Trip
Distance

Original |
Receipt;
Required

08-Dec-2015

08-Dec-2015

08-Dec-2015|Motor Homea
Mlieage
Allowangce
-£0.45

per mile

to Denholm
House £EH54 6GA
one way working
In Livingston
office prior to
travelling to
Edinburgh Alrport

-

[23(Miles)| 0.45

08-Dec-2015Motor
Mileage
Allowance;
- £0.45

pet mile

Denhoim House
EH54 6GA to
Hilton Edinburgh
Airport EH28
8LLone way
travelling to
Fighting social
Inequality
conference in
Brussels

12(Milles)|

10-Dec-2015

Motor
Mileage
Allowance
- £0.45
per mile

10-Dec-2015

Hilton Edinburgh
Alrport EH28 8LL
to Victorfa Quay
EH6 6QQ for
Attalnment
Challenge
|meetings

045

10-Dec-2015

Motor
Mileage
Allowance,
- £0.45
per mile

10-Dec-2015

Victoria Quay
EH6 6QQ to
home

return from for
Attainment
Challenge
meetings

39(Miles)

0.45)

Reimbursable
.Amount (GBP}

Details

Attachmen__tg

10.35

4,05

4ha

3]

e

13-Dec-2015

15-Dec-2015

13-Dec-2015
Mileaga
Allowance
- £0.45
per mile_;
Motor
Mileage
Allowance
- £0.45
per mile

Haouse

home

Home .
to Denholm

and return for
varlous meetings |
Victorla Quay
EH6 600 to

return from for
Attainment
Challenga

47(Miles)] 0,45

EH54 6GA

79(Mlles)|

. T

&3

ST
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|meetings |

18-Dec2015]18-Dec-2015Motor [Home << - |47(Miles)]  045]

Mlleage |to Penholm
Allowance]Hotse EH54 6GA
- £0.45 {and return for

ermile lvarlous meetings | | ]

Privacy Statement

Page 3 of 3

TR

Expenses Conlact Us Global Policy Home Logout Preferences

Copyrlght {¢) 2608, Cracle. All rlghls ressrvet.




Expense Report SG230446 Page 1 of 3

ﬁ%@m Travel & Suhsistence Claim
Contact Global

2 Navigator (9 Favorites Us Polly Home Logout Preferences

f;;:ExpensasZE_%
Expenses Home | Travel & Subsistence Claim | Access Authorizations [ Payments Search

Y Genfirmation
Expense report number SG230446 was previously submitted for approval,

Expense Report 5G230446

| Return_| [ Create New Expense Report | | Printable Page |

Clalm not selected for audit, See recelpts action below

1 Submission Instructions |

Instruction for Claims Not Selected for Checking

If your claim Is not selected for checking print out this page and attach to recelpts (where applicable) and send to selected
approver for authorisatlon and subsequent BCLO retention,

Instruction for Clalms Selected for Travel and Subsistence Team Ghiecking

1. Take a photocopy of recelpts for your own records.

2. Print out this page and attach fo receipts.

3. Pass receipts to your selected approver for authorisation with an envelope addressed to the Travel and Subsistence Team,
G1. Spur, Saughton House, Broomhouse Drive, Edinbugrgh, EHL1 3XD.

4, After authorisation your sefected approver should forward the receipts on fo the above address.

The Travel and Subsistence Tear will retain ail original receipts of claims that have been selected for 100% checking.

If your claim Is selected for checking and only contains expenses that do not require recelpts (e.g. mileage claim only) no
receipt actlon Is required by you,

Your claim will be passed for payment once the 100% check has been completed.

| General Information

Name Report Submit Date  29-
MAR-

2016
T&S Chatge card claim included No
Travel Management Company No

Expense Dates 05-JAN-
2016 - 02- Report Total Z(I;%SS
FEB-2016 Relmbursement Amount  209.55
Cost Center - , .- . GBP
Purpose
Approver

Orlginal Receipts Status f{aquired

fExpense Lmegaag Weekly Summary, | Approval Notes [11
E_ 'BusIness experises .

Cash Expenses S

Original
Recaipt: Merchant| Receipt Reimbursable
Date AmountExpense Type |Reason and Details for JourneyiName Required Amount (GBP}Details
24-Jan-20160 4.90 Gap|{Public DLR from London City Alrport to LR 4,90
Transport Rall  |victorta attending Visible Learning
(Standard Conference London v
Class) -
‘‘‘‘‘ Recelpted S SN -
25-Jan-2016! 24.00 GBPIPublic Londos Victorla Premier Inn to Capital 24.00
Transport Taxl [LAngan's Restaurant to attend Cars ,
ravel - private dinner re Visible Learning v
Receipted Conference and return taxi 2
... Irecelpts {£12 each way) 1 T A SN R BN
28-Jan-2016! 26.00 GBP|Car Parking -  |Parking for attending for attending [Natlenal 26.00
Receipted Visible Learning Conference, car Parks v
{ondon claliming for half recelpt
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13-Jan-2016,

Mileage Expenses

Start Date

End Date

3.00 GBP|Car Parking ~

Receipted

amount £ 26,00 as stayed on in

..\londonfor2days
Greenock PALS 1LZ attending

Scottish Attalnment Challenge
Quarterly meeting with Inverclyde

_|Cotincll

Expense
Type

Justification

Distance

Trip

Mileage

S 0r|gmaTl
Receipt

Rate Rggg_ired

Reimbursable
Amount (GBP)

Details

05-Tan-2016

05-Jan-2016

Motor
Mileage
Allowance
- £0.45
per mile

Home . to
Penholm House
Livingston
attending
executive team

meeting

23(Miles)

0.45

05-Jan-2016

05~Jan-2016

Motor
Mileage
Allowance
- £0.45
per mille

Denholm House
EH546GA to
Endeavour House
DD1 4QB
attending meeting

65(Mifes)

05-Jan-2016

05-Jan-2016

Motor
Mileage

- £0.45
per mile

Allowance|.

Endeavour House
DD1 4QB to home
: “ return
from meeting

83(Miles)}

10.35

09-Jan-2016

09-Jan-2016

Motar
Mileage
Allowance
- £0.45
per mile

“to
Crowne Plaza G3
8QT prasenting at
ICSEI conference
Saturday travel
return journey

3i(Miles)]

0.45

37.35

1395

13-Jan-2016

13-Jan-2016

Motor
Mlleage
Allowance
- £0.45
per mile

_Quarterly meeting

Home! “to
Municipal
Buildings, Clyde
Square, Greenock
PA15 1LZ
attending Scotiish
Attalnment
Challenge

36(Miles)|

0.45

16.20|

13-Jan-2016

13-Jan-2016

Motor
Mileage
Allowance
-~ £0.45
per mile

Greenock PALS
117 to West
Dunbartonshire
Councll, Garshake
Road, Dumbarton,
G82 3PUattending
Scotiish
Attalnment
Challenge
Quarterly meeting

20(Miles)}

0.45

13-Jan-2016

02-Feb-2016

02-Feb-2016

Motor
Mileage
Allowance
- £0.45
per mile

Wast
Dunbartonshire
Councll, Garshake
Road, Dumbarton,
G82 3PU ko home
. " feturn
from Scottish
Attalnment:
Challenge
Quarterly meeting

Maotor
Mileaga
Allowance
- £0.45
per mile

Home to
Benholm House
Livingston
attendling
meetings and

vetuen

32(Mlles)

s

045

045

L .

5.00

H3)

. 15165
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oA T GIREP]  Travel & Subsistence Claim
Contact Glohal

B Navigator {3 Favorltes Us Policy Home Logout Prefersnces

%;Expensesij
Expenses Home 1 Travel & Subsistence Claim | Access Authotizations | Payments Search

I Gonfirmation
Expense raport number 5G230461 was previously submitted for approval.

Expense Report SG230461

Return | [ Create New Expense Report | [ Printable Page |

Claim not selected for audit. See recelpts actlon below

| Submission Instruckions |

Instruction for Claims Not Selected for Checking

IF your claim Is not sefected for checking prink out this page and attach to receipts {whete applicable) and send to selected
approver for authorisation and subsequent BCLO retention,

Instruction for Claims Selected for Travel and Subsistence Team Checking

1. Take a photecopy of receipts for your own racords.

2. Print out this page and attach to receipts,

3. Pass receipts to your selected approver for authorisation with an envelope addressed ta the Travel and Subsistence Team,
G1 Spur, Saughton House, Broomhouse Drive, Edinburgh, EH11 3XD.

4, After atthorisation your selected approver should forward the recelpts on to the above address.

The Travel and Subsistence Team will retaln all orlginal recelpts of claims that have been selected for 100% checking.

TF your claim Is selected for checking and only containg expenses that do not require receipts (e.g. mileage clalm only) no
recelpt action s required by you.

Your claim will be passed for payment once the 100% check has been completed.

| General Information

Name Report Subrnlt Date 29
s MAR-~

2016
T&S Charge card claim Included No
Travel Management Company No

Expense Dates 04-FEB-
2016 - 79- Report Total é?l;'_;zo
FEB-2016 Reimbursement Amount 232,20
Cost Center e o
Purpose
Approver

s

Original Recelpts Status Requfred

FfExpense Lines@{fWeekly Summary,;_-—'[[-'Approval Notes [1]?
" BUSINESS EXPETses ‘ ’

Cash Expenses

————m — - R e
Receipt Reason and Details for Merchant| Receipt Reimbursable
IDate | Amount|Expense Type  Journey Name Required |  Amount (GBP)Details
04-Feb-2016| 26.90 Gep|Public Transport  jAttending Scotlish Altainment |National 26,90
Rail {Standard Challenge meatings In Rall v
e o] s [ClESS) - Recelpted {Edinburgh B N
11-Feb-2016| 6.10 GBp|Day Subsistence  iatrending Scottish Attainment |Sodexo 6.10
Over 10 Hours - lchallenge meetings in St v
Recelpted £10.70 Andrew‘s House
24-Feb-2016| 15.90 GBP|Meals Allowance - [Attending meetings in Mecure 15.90
Elsewhere - Dinner iHvingston and Edinburgh cost v
- Recelpted £18.60 [of evening meal £10.50
+£2.70 +£2'70 R e T ot S ——— -
25-Feb-2016| 5,00 GBP|Parsonal Incldental [Attending meetings in Mecure 5.00
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Expenses - Livingston and Edinburgh cost ]
Recelpted £5,00  |of tray charge v
10-Feb-2016| 9.00 GBP|Car Parking - Car parking for attending Parking
Recelpted Education Focussed aye _
eveniGlasgow Matriott Hotel, W
500 Argyle St, Glasgow, G3
_|8RR

25-Feb-2016( 5.50 GBP|Public Transport  [Travel from Livingston North  Inational 5.50

Rall (Standard to Waverley statlon and return fy) v e

Class) - Recelpted [attending meetings In :
o _|Livingston and Edinburgh

Mileage Expenses

l Original
Expense TripMileage, Receipt Reimbursable
Start Date |End Date |Type  lustification  [Distancel Rate Required Amount (GBP) Details;Attachments
08-Feb-2016)08-Feh-2016|Motor Home = . 47(Miles) 0.45 21,15
Mileage |to Denholm ]
AllowanceiHouse EH54 6GA K
~£0.45  jand return
S N permile |
12-Feb-2016!12-Feb-2016|Motor Home | 47(Miles) 0.45 21,15
Mlleage [to Denholm
Allowance|House EH54 6GA iy
«£0.45  jand return
. per mile .
16-Feb-201616-Feb-2016|Motor Home 47(Miles) 0.45 21.15
Mileage [0 Denholm
Allowance|House EH54 6GA dky
-£045 {and return
- — per miie _— . R |
17-Feb-2016]17-Feb-2016|Motor Home 47(Miles) 0.45 21,15
Mileage Ito Denholm
Allowance House EH54 6GA i3
~ £0.45 jand return
.. __ perwle | )
18-Feb-2016{18-Feb-~201 6{Motor Home 39(Miles) 0.45 17.55
Mileage |to Victoria Quay
Allowance|[EH66QQ to
- £0.45 lattending
per mile {Scoktish RE
Attalnment
Challenge
. .. . .o meeting || . e
18-Feb-2016|18-Feb-2016/Motor  |Victoria Quay 21(Miles) 0.45 9.45
Mileage [EHE6QQ to
Aflowance|Denholim House
-£0,45 (EHR4
per mile |6GAattending & gk
Scottish
Altalnment
Challenge
I . ] meeting . :
18-Feb-2016/18-Feb-2016/Motor  |Denhofm House | 23(Miles) 0.45 10.35
Mileage [FH54 6GAto
AllowancelHlome . .
-E045  freturning from =
per mile |Scottish 3
Attalnment
Challenge
S S R meetings | I
24-Feb-2016{24-Fab-2016[Motor Home . 23(Mlles) 0.45 10,35
Mileage [to Denhoim
Alowance|House EH54 6GA [E] 7
-£0.45  faktending
... _permie Imeetings R B . . .
25-Feb-2016/25-Feb-2016Motor  IDenholm House | 23(Miles) 0.45 10.35
Mileage [EHS54 6GA to
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AllowancaHome

- £0.45 [returning from o -

per mile  lattending !
USRI PR A meefings — SN RS AR N
29-Feb-2016:29-Feh-2016Motor  {Home 47(Mlles) 0.45 21.15

Mileage jto Denholm

Allowance|House EH54 6GA r -

-£045  [and return i

per mile |attending

meetings o

Total 163.80

"Return | [ Create New Expens t | [.Printable Page.

Expenses ContactUs Global Policy Home Logout Preferences
Privacy Staternent Copyright (¢} 2008, Oracla. All rights reserved.
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P T GTREP]  Trave! & Subsistence Claim
Contact Global

& Navigator (33 Favorltes Us Policy Home Logout Preferences
%;Expenseszf{i

IExpenses Home | Travel & Subslstence Claim [ Access Authorizations 1 Payments Search

L% Confirmation
Expense report number SG230496 was praviously submitted for approval,

Expense Report 8G230496

| Return | | Create New Expense Report | | Printahle Page |

Clalm not sefected for audit, See recelpts action below

{ Submission Instructions —|

Instruction for Claims Not Selected for Checking

If your clalm is not selected for checking print out this page and attach fo recelpts {(where appilcable) and send to selected
approver for autharisation and subsequent BCLO retention,

Instruction for Claims Selected for Travel and Subsistence Team Checking

1. Take a photocopy of receipts for your own records,

2. Print out this page and attach to recelpts,

3. Pass recelpts to your sefected approver for authorlsation with an envelope addressed o the Travel and Subsistance Team,
G1 Spur, Saughton House, Broomhouse Drive, Edinburgh, EH11 3XD.

4. After authorisation your selected approver should forward the receipts on to the above address.

The Travel and Subsistence Team will retaln all orlginal recelpts of claiims that have been selected for 100% checking.

IF your claim Is selected for checking and only contains expenses that do not require receipts (e.g. mileage dalim only) no
veceipt action is required by you.

Your claim will be passed for payment once the 100% check has been completed.

{_General Information

Name . Report Submit Date  07-
: SEP-
2016

T&S Charge card claim Inchuded No

Expense Dates 04-MAR-~ Travel Management Company No

2016 - 30- Report Total 69.60
MAR-2016 GBP
Relmbursement Amount  68.60
Cost Center
GBP
Purpose
Approver .

Original Receipts Status Required

Ex aense Lines.{,. Weekly Summary.}. Approval Notes [2].;
sbuu%mess a:xpézﬁises Y Y APR [2}:

Cash Expenses

Original
Recalpk Reason and Details for  {Marchant | Receipt Raimbursable
Date ¢ . AmountiExpense Type  [Journey . {Name Required Amount (GBP)Datails
16-Mar-2016] 13.35 gap|Meals Allowance - |Overnight accommedation in |Holiday Inn 1335 _
Elsewhere - Dinner Holiday Inn Express, Leith  |Express v
b |- Recelpted £18,60 [claim for evening meal _
e e ettt e e - Total] . 1335
Mileaga Expenses
Original
Expense Trip;Mileage| Receipt Reimbursable
Start Date |End Date |Type  ustification  Distance| RateRequired]  Amount (GBP)DetailsiAttachments
04-Mar-2016)04-Mar-2016!Mator [Home . to] 78(Mlles)|  0.45 35.10
Mileage [VQ EH65QQ to
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AllowancelOptima Building
- £0A45  [G2BDY and
permile  Home rlaiming _
from * to |
EH66QQ and
return section of
. ourney L e S
30-Mar-2016130-Mar-2016Motor Home ° - to|47(Miles) .45 21,15
Mlleage  [Denholm House
AllowanceiEH54 6GA and ks
-£045  jreturn to attend
N per mile jmeetings -
— Lo Yetall 5825y

Privacy Statemnent

| Return. | [ Create New Expense Report | | Printable Page_

Expenses ContactUs Global Policy Home Logout Preferences

Copyright (c) 2006, Oracle. Ml righis reserved,



