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E{;"j Confirmation
Expense report number SGI5757 was previously submitted for approval.

Expense Report 3G95757

Return | [ Printable Page

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 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 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 enveiope 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 receipts on to the above address.

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

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

Your daim will be passed for payment once the 100% check has been completed,

| General Information

Name Attachments None
T&S Charge card claim included No
Travel Management Company No
Report Total 106.33
. GBP
Reimbursement Amount 106,33
Expense Dates 25-MAR- GBP
2014 -
25-APR-
2014
Cost Center
Purpose
Approver
Original Recelpts Status  Required
Report Submit Date  12-MAY-
2014
-EExpense Lines eekly Summary,;:Approval Notes [11‘3._1;
| DUSHIUYY CAPENSES ) - i
Cash Expenses _— e — - - _
e e — S — - _— o ainal IR
ReceiptiExpense Merchant| Receipt | Reimbursable Amount
Date | AmountType Justification Name |Required| ___(GBP) Details/Attachments
25-Mar-2014119.00 GBP{Public _Honours mtg Edi then SIB  |Scotrail 19,00
Transport Rall Ioptima - train croy - ) -
(Standard waverley (R) and single ED e | iz
Class) - to GLA (below)
Recelpted | .. _ USRI R
25-Mar-2014{12,55 GBpPublic  |Honours mtg EDI then SIB in Scotrail 12.55
Transport Rall ioptima - single train £DI to _
{Standard GLA o L]
Class) -
o Receipted | b SRR S
26-Mar-2014 8.33 GBP Public SICI Malta - alrport transfer  |Malta 8.33
"Transport Taxi {booked online - 10 euro - irransfer . = "
Travel - conversion rate of 0.837 as v L
- Recelpted  |per X-Rates(web} |
. - i __Total 39.88
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Privacy Statement

Page 2 of 2

Original
Expense TripiMileage; Receipt Reimbursable
Start Date |End Date [Type Dustification |Distance RateRequired Amount (GBP)Details Attachments;
26-Mar-2014126-Mar-2014jMotor Mileage [Home to airport for - | 28(Miles) 0.45 12.60
Allowance -  iMalta SICI 5
£0.45 per 3
28-Mar-201428-Mar-2014|Motor Mileage [Afrport to home fr 28({Miles} 0,45 12.60
: Allowance - |Malta SICI -
£0.45 per = g
...... . m"e R T, S L - SR N m s it n.
10-Apr-201410-Apr-2014 Motor Mileage iDenholm to VQ for 36(Mites) 0.45
Allowance - {Mtg Care Inspect
£0,45 per i
23-Apr-2014{23-Apr-2014 {Motor Mileage |Home to Knightswood 19{Miles) 0.45 8.55
Allowance - |PS then DH minus ooy i
£0.45 per normal home to work = =
- oo Jmile  (37)-meet AHDS 4 ‘
25-Apr-2014 [25-Apr-2014 [Motor Mileage Denholm House to 33(Miles) 0.45
Allowance - |SPTC (EH3 6BR) .
£0.45 per LE
25-Apr-2014125-Apr-2014 Passenger Denholm House to 33(Miles) 0.05 1.65
Supplement - [EH3 6BB to meet B
£0.05 per SPTC 3
} imile - TN NN SRS N S
Lo detall o 6645] ;

| _Return | | Printable Page

Expenses Audil Expenses Expori Home Logout Preferences

Copyright {¢) 2006, Oracle. A rights reserved.
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ntain Audit List

Claim not selected for aud
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[ Return |

| rintable Page |

[T_‘_.;g!gmission __Instru__ction;

Instruction for Claims

Not Selected for Checking

If your claim is not sefected for checking print out this page and attach to receipts (where applicable) and send io selected approver for
authorisation and subsequent BCLO retention.
Instruction for Claims Selected for Travel and Subsistence Teamn 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,

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 Subsistenice Team will retain ail original receipts of ciaims that have been selected for 100% checking.
If your claim is selected for checking and only contains expenses that do not require receipts {e.q. mileage claint only) no receipt action is

required by you.

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

G

1 Spur,

% General Information

Name Attachments None
T&S Charge card claim induded No
Travel Management Company No
Report Total 258.50
GBP
: Reimbursement Amount  258.50
Expense Dates 13-MAY- GBP
2014 -
26-JUN-
2014
Cost Center
Purpose
Appraver
Original Recelpts Status  Required
Report Submit Date  27-JUN-
2014
@‘Expense Lines; i_]Neekly Sﬁmmaryi"Approval Notes [1]"“
Lnu:imt:ss CApUNSES o |
Cash Expenses
ReceiptExpense Merchant Original Receipt| Reimbursable Amount
Date | AmountType __|Bustification |Name | _.._Required . (GBP)DetailsiAttachments
27-May-2014 5,20 GBPjCar P_arkirsg - Iparking for Edianrgh City1 . e B
o |Receipted  jParflament [Coundi | B et I
L IUR- Car Parking - !Parking at Glasgow Ci ; Fi
09-Jun-2014 3:}?7{38[) Receiptgg__g Glasgogw Ui loound N ] o ) 310 W
- _Total _ 8.30
Mileage Expenses o - _ _ ; - _ ,
Original
Expense TripMileage; Receipt Reimbursable
Start Date [End Date (Type Justification _| Distance| Rate Required, ~  Amount {GBP)Details|Attachments
13-May-2014|13-May-2014iMotor Denhotm to VQ for 36(Miles) 0.45 16,20
Mileage GIRFEC Programme
Allowance - |{Board ]
£0.45 per
27-May-2014{27-May-2014Motor Denhiolm to EH4 2LF | 36(Mies) 0,45 16,20




Expense Report SG103494

Page 2 of 2

Privacy Statement

Mileage to Parliament ro Hol |
Allowance - {Mtg and Minister i
£0.45 per =
R Limike T R R - .
04-Jun-2014 |G4-Jun-2014 |Motor Home o to {141(Miles) 0.45 63.45
Mileage Glasgow Uni {G75 :
Allowance - [93H) to Perth {PH1 = )
£0.45 per  {5PH)
oA fmile SRR S - N I
06-Jun-2014 |06-1un-2014 |Motor Home “to 37(Mites) 0.45 16.65
Mileage Optima for Dir Mig
Allowance - Sin
£0.45 per
09-3un-2014 {09-3un-2014 |Motor Home . - to 53(Miles) 0.45 23.85
Mileage Glasgow Uni (G2
Allowance - |8QQ) then Denholm i
£0.45 per
R IS (L. I | SRS S BV
16-Jun-2014 [16-Jun-2014 {Motor Home Y to 3 Miles) 0.45 16.65
Mileage Optima for HML B
Aliowance - {Interviews ]
£0.45 per
- _— PR S, - mi;e ...... - T P [ - —- s - SR
17-Jun-2014 |17-Jun-2014 [Motor Home " to 37(Miles) 0.45 16.65
Mileage Optima for HMI
Allowance - Interviews L
£0.45 per
18-Jun-2014 {18-Jun-2014 |Motor Home R ) 37{Mites) 0.45 16.65
Mileage Optima for HMI
Allowance - {Interviews ]
£0.45 per
19-Jun-2014 |19-Jun-2014 {Motor Home e 58(Miles) 0.45 26,10
Mileage Optima then Notton | | ¢
Allowance - |House Hotel S
£0.45 per
....... . {mile . . | .
25-3un-2014 {25-3un-2014 |Motor Home to 50(Milas} 0.45 22.50
Mileage Carnegie Conference
Allawance - [Centre (K¥11 8DY) BE
£0.45 per
- mue - oo N - -~ e DTS G
26-Jun-2014 |26-1un-2014 iMotor Home " to 34(Mites) 0.45 15.30
Mileage Dunblane Hilton Hotel .
Allowance - [(FK15 DHG) for iy
£0.45 per  lInspection Conference
__imile S - -
N ) Total 250.20 -

Expenses Audit Expenses Export Home Logout Preferences

| Return | [ Printable Page

Capyright () 2008, Cracle. All rights reserved.
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Expense report number $G120844 was previously submitted for approval.
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| Payments Search

| Mai

Page 1 of 2

Home Logoul Preferences

ntain Audit List

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 receipts (w

authorisation and subsequent BCLO retention.

Instruction for Claims Selected for Trave! and Subsistence Tear 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 enveiope addressed to the Travel and Subsistence Team,

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 retain all original receipts of claims that have been selected for 100% checking.
If your clairs is sefectad for checking and only contains expenses that do not require recelipts {e.g. mileage claim onty) no receipt action is

required by you,

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

General Information

G

]

here applicable) and send te selected approver for

1 Spur,

Name Attachments None
T&S Charge card claim induded  No
Travel Management Company No
Report Total  128.10
GBP
Reimbursement Amount  128.10
Expense Dates 23-JUL~ GBP
2014 -
14-AUG-
2014
Cost Center
Purpose
Appraver
Original Receipts Status  Required
Report Submit Date  14-AUG-
2014
- |Expense Lines j Weekly Summar Approval Notes [1]2\;
Lgu:mwsa‘ expeiisey . - !
Cash Expenses -
. - 0r|g L
ReceiptiExpense Merchant Receipt Reimbursable Amount
Date ] AmountType Justification Name _Required | (GBP) Details/Attachments,
06-Aug-20141  3.00 GBP{C3T Parking - |Falkirk High Station lgcotrail o 3.00 B
S o [Receipted | |(MgtMi) % DO FR TR Mt N
Mileage Expenses
,,,,, 6}@“5‘. e
Expense Trip|Mileage] Receipt | Reimbursable Amount
Start Date |End Date |Type Justification Distance] _RateRequired] (GBP){Details|Attachments
23-Jul-2014 |23-Jul-2014 |Motor Mileage|Home te | 40(Miles) .45 18.00
Allowance - {Optima for varlous = iy
£0.45 per management =
SR S mile mestings e s
25-1ul-2014 |25-Jul-2014 [Motor Mileage|Home | to | 40(Miles) 0.45 18.00
Allowance - {Optima for e
£0.45 per Interviews




Expense Report SG120844 Page 2 of 2

! Jmile
30-1ul-2014 {30-Jul-2014 {Motor MileagelHom, to 140(Miles) 0.45 18.00
Allowance - |Optima for .
£0.45 per  lInterviews =
31-1ui-2014 {31-3ul-2014 iMotor MiteagelHome to | 40(Miles) 0.45 . 18.00
Allowance - {Optima for £
£0.45 per Interviews -
11-Aug-2014; 11-Aug-2014|Moter Mileage|Home to | 40(Miles) 0.45 18.09
Allowance - |Optima for e i
£6.45 per Directorate Exec LE
SO EER LLLL S N S S O
12-Aug-2014112-Aug-2014{Mator MileagelHome T to [ 40(Miles) 0.45 18.00
Allowance - [Optima for Mtgs re - - .
£0.45 per change in role i)
o 111N S R A N RO R
14-Aug-2014}14-Aug-2014|Motor MiteagaiDenholm Haouse to 38{Miles) 0.45 17.10
Allowance - [Victoria Quay to - e
£0.45 per meet CEQ S
Totall | 12510)

[ Return | [ Printable Page |

Expenses Audit Expenses Exporl Home Logoul Preferences
Privacy Statement Copyright (c) 2606, Oracle. All rights reserved.
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SCSEAS
1 Navigator {3 Favorites Home Logout Preferences
i'_-EExpenses Aur.lit‘i.él—"Expenses Expcrti _
audit Expense Reports | Manage Expense Repoits | Auditor Setup | Recelve Receipt Package | Payments Search ] Maintain Audit List

55 confirmation
Expense report number 5G131794 was previously submitted for approval.

Expense Report SG131794

| Return | | Printable Page |

Claim not selected for audit, See receipts action below

Instruction for Ciaims Not Selected for Checking

¥ your claim is not selected for checking print out this page and attach to veceipts (where applicahle) and send to selected approver for
authorisation and subsequent BCLO retention.

Instruction for Claims Selected for Trave! and Subsistence Teamn 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 selecked approver for authorisation with an envelope addressed to the Travel and Subsistence Team, G1 Spur,
Saughten House, Broomhouse Drive, Fdinburgh, EH11 3XD,

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

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

If your dlaim is selected for checking and only contains expenses that do not reguire receipts {e.q. mileage claim only) no receipt action is
required by you.

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

{Eé};eral IﬁfO rmation T ) T e —“j

Name _ ° Attachments None
T&S Charge card daim induded o

Travel Management Company No
Report Total 185.35

GBP
- Reimbursement Amount 185.35
Expense Dates 21-AUG- GRP
2014 -
25-SEP-
2014
Cost Center
Purpose
Approver
Original Recelpts Status  Required
Report Submit Date  26-SEP-
2014
Expense Linesi%ﬁWeekly Summary:iil\pproval Notes [1]i
[ BUSINESS ERPUNSEY » e - 1
Cash Expenses
. - e e e i Ongmal A—
Receipt] Merchant Receipt Reimbursable Amount
Date | | AmounbExpense Type Justification Name Required (GBP)Details Attachments;
27-Aug-2014; 3,90 GRe{Car Parking - Visit staff Greenmarket ' 3.90 e
i Tt S A '~ F R R | %
25-Sep-2014| 19,00 GBp|Public Transport Rail |Portiolio Scotrail 19.00 ..
{Standard Class) - [Finance Mig, v !
Receipted SAH ~ 2 I R N
. N Total 22,90 B
Mileage Expenses
_Briginal T B
Expense Trip|Mileage| Receipt |Reimbursable Amount
Start Date End Date |Type Justification | Distance|  Rate Requived, (GBP)DetailsiAttachments
21-Aug-201421-Aug-2014|Motdr Mileage|National Staff 38(Miles) 0.45 17.10
Aliowance - |Conference - Home .
£0.45 per  ito Hilton Hotel, i
mile Glasgow e B
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25-Aug-2014[25-Aug-2014

27-Aug-2014[27-Aug-2014

03-Sep-2014[03-Sep-2014

Motor Mileage]
Allowance -
£0.45 per
mile

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

Privacy Statement

05-Sep-2014/05-5ep-2014

16-Sep-2014/16-Sep-2014]

24-Sep-2014|24-Sep-2014

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

. jmile _

Expenses Audit Expenses Expori Homea Logout Preferences

Glow SRO Mg -
Denholin House Lo

vQ

Mtg staff - Home to |133(Miles)l

Endeavour House

People Board -
Home to Optima

SIB-Hometo
Optima

Glow SRO Mtg -
Denholm to VQ

SLF - Home to SECC| 4
Glasgow

37(Miles)

045

38(Mj|e5) oas

0.45

' 3éfMiies) o
045

“37{Miles)

a0(Miles)|  0.45]

s

_Total|

16.65
v
" 59.85
b
s e
gt
S
18.00]
&
__16245]

Page 2 of 2

E Retug;ﬁ_:l ir_'i’rinta_biﬁ..P:a_ge_:

Copyright {c} 2008, Oracle. All rights reserved,
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g O <
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¥l Navigator L{,‘} Favoriies Home Logoul Preferences
I

‘E_Expenses Audit:.'_lirExpenses Exporti
Audit Expense Reports | Manage Expense Reports | Auditor Setup 1 Receive Receipt Package | Payments Search | Maintain Audit List

{54 Confirmation

‘ Expense report number SG139676 was previously submitted for approval.
Expense Report 5G139676

Claim not selected for audit. See receipts action below

instruction for Claims Not Selected for Checking

If your claim is not selected for checking print out this page and attach to receipts (where applicable) and send te selected approver for
authorisation and subsequent BCLG retention.

Instruction for Claims Selected for Travel and Subsistence Team Checking

1. Take a phetocopy 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, G Spur,
Saughton House, Broomhouse Drive, Edinburgh, EH11 3XD.

4, After authorisation your selected approver shouid forward the receipts on to the above address,

The Travel and Subsistence Team will retain all original receipts of ¢laims that have been selected for 100% checking.

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

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

|‘uG”é~neral Information

Mame ~ i Attachments None
T&S Charge card claim incuded Mo

Travel Management Company No
Repoit Total 206.18

GBP
Reimbursement Amount 206.18
Expense Dates 01-0CY- GBP
2014 -
07-NOV-
2014
Cost Center
Purpose
Approver
Original Receipts Status  Required
Report Submit Date  10-NOV-
2014
E%Expense Lines ”Weekly Summaryj?if:_Approva! Notes [1]515
| Dubiness pXpe tl |
Cash Expenses y
— - Orlg e I -
Receipt{Expense Merchanti Receipt | Reimbursable Amount
Date | AmountiType Justification |Name Required | {GBP)|Details)Attachments

13-Oct-201419.31 GBPiForeign Taxi to hotel from Dresden iFynktaxi 18.31

Travel Taxi - WAirport - 24.30 Euro @ 0.794 |presden W pa o
Receipted as per X Rates Historic = ]
_|[Exchange Rates

14-0ct-2014) 3.73 Gep{Foreign tunch - 4,70 Euro @ 0,794  {EMil 3.73
Fravel - Relmann L

...... TP SUDSEStenCE w S —" Cafe msereenn e R —

14-Oct-2014|14,67 Grp{roreign Dinner - 17.70 Euro @ 0.794 |Classico ! 14.07{
Travel - Italiano v

16-Oct-201411,57 GBp{Foreign Dinner - 14.50 Euro @ 0.798 11.571 .
Travel - as per X rates Historic v

_[Subsistence [Exechange Rates

Mileage Expenses




Expense Report SG139676

Start Date
03-Oct-2014

03-0ct-2014

13-Oct-2014

17-0ct-2014

03-Nov-2014

07-Nov-2014)

End Date
01-0ct-2014

03-0ct-2014

10-0ct-2014

13-Oct-2014

17-0ct-2014

29-0ct-2014|29-0ct-2014.

03-Nov-2014/Motor

07-Nov-2014

Expense
Type
Motor
Mileage
Allowance -
£0.45 per
mile
Motor
Miteage
Allowance -
£0.45 per

Motor
Miteage
Allowance -
E0.45 per
mile
Motor
Mileage
Allowance -
£0.45 per
mile
Motor
Mileage
Allowance -
£0.45 per
mile
Motor
Mileage
Allowance -
£0.45 per
mile

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

Origihai
TripMileage] Receipt |Reimbursable Amount

Justification | Distance! Rate|Required, ... A@BP)DetailsiAttachments
Home ko | 40(Miies) 0.45 18.00
Optima for .
leadership away day & 53
Home to | 40(Miles)l 045 18.00)
Optima for MB
o tO‘iOm(f;'lI!ES) YT | B R ;
Optima for ADES
Mtg )
Denholm Hiouse to | 12(Miles)]  G.45 5.40|
Edinburgh Airport ‘ -
for flight to Dresden i)
Edinburgh Arport to | 30(Miles)] ~ 0.45] ) Co13s0] 7T i
Home

o3
R R 40(M§Iés) e _ BT R
Optima for EYC ]

B &
!}-ioﬁ;i'gf‘ B I'Oé'fﬁil'égj T B i .
2 High Street, Perth .
for mtg P&K Coundil B i
L trgmmti-(l'{]\"ii-lrééj' Y et T
Optima for MYR _

Page 2 of 2

157.50

Expenses Audit Expenses Export Home Logout Preferences

Privacy Statement

Caopyright {c) 2006, Oracle. Al rights reserved,
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SCSEAS

£ Navigaltor (& Favorites Home Logout Preferences

i:’jExpenses Audit;.erxpenses Exporté_w"
!Audit Expense Reports | Manage Expense Reporis | Auditor Setup | Receive Receipt Package | Payments Search | Maintain Audit List
[:}; Confirmation
Expense report number SG150911 was previously submitted for approval.
Expense Report SG150911

I_Retufuﬁu] 1 Printable Ff_ag_e;|

Claim not selected for audit. See receipts action below

{'“Submis__sion Instructions

Instruction for Ciaims Not Selected 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
authorisation and subsequent BCLO retention.

Instruction for Claims Selected for Travel and Subsistence Team Checking

1. Take a photecopy 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,
Saughtan 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 retain all original receipts of claims that have been selected for 100% checking,

Tf 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 ciaim wiil be passed for payment once the 100% check has been completed.

i General Information

Name Attachmerts None
T&S Charge card claim included nNg
Travel Management Company No
Report Total 176,03
GBP
Reimbursement Amount 176.03
Expense Dates 13-NOV- GBP
2014 -
27-NOV-
2014
Cost Center
Purpose
Approver
Original Recelpts Status  Required
Report Submit Date  21-JAN-
2015
I
Cash Expenses
N i Original
ReceiptiExpense Merchant Receipt | Reimbursable Amount
Date | AmountType  ustification Name Required (GBP)|Details/Attachments
19-Nov-2014(12.49 GBP [Car Parking - tAirEtI?étI Pa"kiti?g for travel |Edinburgh 12.49
Receipted 0 meetng in Airpott : o L
P Brussels with SICI ? h I i
DRV N R members - . )
19-Nov-2014i 8.22 GRp|Foreign Transfer from airport to  jBrussel 8.22
Travel Rail - {hotel in Brusseis for SICL |National ! & ELe|
A Receipted __ |meeting jkuchthaven . SN RS S
19-Nov-2014 631 GBp|Foreldn Lunch befere SICI Rue Marche ] 631 ‘
Travel - meeting aux Herbes u LEE]
20-Nov-2014 6.81 Gpp|Foreign Transfer from meeting to {Brussel 6.81
Travel Rail - |airport, following SICI  |National Y [
IReceipted  jmeeting _Jluchthaven ;.. SN I SV
L o B Total| _33.83 L

Mileage Expenses




Uxpense Report SG150911

Page 2 of 2

Original
Expense Trip|Mileage] Receipt Reimbursable
Start Date |End pate Type  Hustification |Distance,  RatelRequired|  Amount (GBP)Details|Attachments;
13-dov-2014/13-Nov-2014|Motor Home to SLS | 64(Miles} G.45 28.80
Mileage Nationat Educacion
Allowance [Conference at Cameron e
- £0.45 per House Hoted, Loch HH
mile Lomond (GB3 8Q2).
S R coplessery b SR N
17-Nov-2014{17-Nov-2014iMotor Denhioim House (EH54 40(Miles) 0.45 18.00
Mileage  |6GA} for Guernsey
Alilowance [Schools delegation to VQ
- £0.45 per|for 5G Glow meeting (EHG
mile 6GQ) to Denholm House
(EH54 6GA) for 1:1
SR SR JAddidional) S RN PR SR NS R S
18-Nov-201418-Nov-2014|Motor Denholm House (EH54 40(Miles) 0.45 18.00
Mileage 6GA) for ET meeting to ‘
Allowance MG (EH6 6QQ) for ICT E hex
- £0.45 perimeeting to Denhoim
e b gmile  (EH54 6GA). (Lesser) SR ESS ) R S
18-Nov-2014119-Nov-2014;Motor Home - o 60(Miles) 0.45 27.00
Mileage  Edinburgh Airport (EH12
Allowance [9DN) to travel ko SICI ]
- £0.45 permeeting in Brussels.
b Amile o Wbessen) b o4 b
21-Nov-201421-Nov-2014{Motor Home to 22(Milas) 0.45 9.90
Mileage  |{Torrance Primary School
Allowance (G64 4DE) for school visit, e
- £0.45 per{(Lesser)
25-Nov-2014{25-Nov-2014{Motar Home Cto Croy | 10{Miles) 0.45] 4,50
Mileage  istation (G65 9HT) for
Aliowance [ES/SG away day in ok
Edinburgh
26-Nov-2014 Home "to 49(Mites) 0.45 18.0¢
Mileage  |Optima (G2 8DU) for mid _
Allowance jyear review © L]
- £0AS perf -~ 7 (Lesser)
27-Nov-2014|27-Nov-2014|Motor Home = . to 40(Miles} G.45 18.60
Mileage  {Optima (G2 8DU) for _
Allowance Strategic Hub meeting |
-~ £0.45 per
mie . y
3 Total 142.20

Privacy Statement

[.__Rej;urh l ’ ‘Printable Page

Expenses Audit Expenses Export Home fogout Preferences

Copyright {c} 2006, Cracle. All ights reserved.




Expense Report SG150906 Page 1 of 2

ESENST |

"[% Navigalor l'ﬂ Favorites Home Logout Preferences

_}%Expenses AuditsféFExpenses Exportim@

!Audit Expense Reports | Manage Expense Reports | Auditor Setup | Receive Receipt Package | Payments Search 1 Maintain Audit List i

% confirmation
Expense report aumber SG150906 was previously submitted for approval,
Expense Report SG150906

[ Return | [ Printable Page |

Claim not selected for audit. See receipts action below

[ Submission Instructions

Instruction for Claims Not Selected for Checking

If your dlaim is not selected for checking print out this page ang attach to receipts (where applicable) and send to selected approver for
authorisation and subsequent BCLO retention.

instruction far 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, Breomhouse Drive, Edinburgh, EH11 3XD.

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

The Travel and Subsistence Team wili retain all original receipts of claims that have been selected for 100% checking.

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

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

| General Information

Name Attachments None
T&S Charge card claim induded No
Travel Management Company No

Report Totat 67.50

GBP
Expense Dates 03-DEC- Reimbursement Amount Z::O
2014 -
18-DEC-
2014
Cost Center
Purpose
Approver -
Original Receipts Status  Not
Reguired
Report Submit Date  20-JAN-
2015
EExpense Lines.| ‘Weekly Summary. | ‘Approval Notes [21:
WDI—IS[!IUSS “",P"":":E’.‘,,,,W_,_. ‘‘‘‘‘‘ . . ]
Mileage Expenses L
Original
Expense Trip|Mileage} Receipt Reimbursable
Start Date |[End Date |Type Justification Pistance; Rate Required] _Amount (GBP) Detalis)Attachments
03-Dec-2014103-Dec-2014|Motor Home - - ,to 40(Miies) 0.45 18,00
Miteage QOptima (G2 8DU) for
Allowance - |People Board meeting =] ot
£0.45 per
................. A St s, mHe - — prss— . —— T srimnimsannnsmman e
D4-Dec-2014{04-Dec-2014Motor Home - to Croy | 10(Miles) 0.45 4.5¢
Mileage Station (G&5 9HT) to
Allowance - |travel to Edinburgh for e
£0.45 per  |Accounts Commission
05-Dec-2014105-Dec-2014|Motor Home ° 40{Mites) .45 18.00
Mileage Optirma (G2 8DU) for
Allowance - [Audit & Risk meeting dhn
£0.45 per
mile - o ] ) N




Expense Report SG150906 Page 2 of 2

08-Dec-2014108-Dec-2014|Motor Home - . ,to 40({Miles) 0.45 18.00
Mileage Optima (G2 8DU) for mid
Allowance - jyear review meeting oE
£0.45 per
i il P U A S
17-Dec-2014117-Dec-2014iMotor Home -, to Croy} 10({Miles) 0.45 4.50
Mileage Station (G65 9HT) to ‘
Allowance - Jtravel to Edinburgh for =] 3
F0,45 per  AD interview meeting in
18-Dec-2014{18-Dec-2014:Motor Home , te Croy | 16{Miles) 0.45 4,50
Mileage Station (G65 SHT) to
Alfowance - |travel to Edinburgh for e i
£0.45 per meeting
Lo Tetal) 8780

[:Return | | Printable Page

Expenses Audit Expenses Export Home Logout Preferences
Privacy Stlatement Copyright {¢) 2008, Oracle. Al righls reserved,
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451 Navigator {3 Favoriles Home Logoui Preferences

J_-EExpenses Auditi ‘Expenses Export;n ‘
Audit Expense Reports | Manage Expense Reports | Auditor Setup | Receive Receipt Package | Payments Search | Maintain Audit List

E}‘g Confirmation
Expense report number SG150917 was previously submitted for approval,

Expense Report SG150917

[ Return | | Printable Page |

Claim not selected for audit. See receipts action below

|w§ubmission Instructions o “ ) 7 B ) S |

Instruction for Claims Not Selected for Checking

Tf 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 subsequent BCLO retention.

Instruction for Claims Selected for Travel and Subsistence Team Checking

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

2. Print out this page and attach to receipts.

3. Pass recelpts to yous selected approver for authorisation with an envelope addressed to the Travel and Subsistence Team, G1 Spur,
Saughton House, Broomhouse Drive, Edinburgh, EH11 3X0.

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

The Travet and Subsistence Team will retain all original receipts of claims that have been selected for 100% checking.

If your claim is setected for checking and only contains expenses that do not require recaipts {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.

I General Information

Mame ~ Attachments None
T&S Charge card claim included po
Travel Management Company No
Report Total 117.80
GBP

Reimbursement Amount 117.80
Expense Dates 09-JAN- GBP

2015 -
30-JAN-
2015
Cost Center .. .
Purpose
Approver

Original Receipts Status Required

Report Submit Date 04-FEB-
2015

g

Cash Expenses

Original t
Receipt | Reimbursable Amount
Required m(ﬁGBP)]Detai!_s, Attachments,

Eat { 3.50
“

ReceiptiExpense
Date | AmountType Justification

09-Jan-2015] 3.50 GBP|Foreign Travel |Return from Prague from
. Subslstence | S1CT meeting, subsitence
at LHR

Merchant
Name

4

350

. Toal]

Original
Expense TripiMileage| Receipt Reimbursable
Start Date |[End Date  [Type __{ustification ___ |pistance|  Rate|Required __Amount (GBP) DetailsiAttachments
13-Jan-2015113-)an-2015Mator Denholm House (EHS4 28(Miles) 0,45 12.60
Mileage 6GA) fo meeting
Allowance -fat GTCS (EH12 6UT). = %3
£0.45 per jLesser
14-Jan-2015}14-Jan-2015[Motor Home to 40{Miles) 045 18.00




Expense Report SG150917 Page 2 of 2

Mileage k}ptima (G2 8DU) for Local
Allowance -{Partnership Forum s
£0.45 per 5
. . Jmile R ke -
16-Jan-2015/16-Jan-2015Motor Home ko 52(Mites) 0.45 23.40
Mileage Houston House (EH52 6JS)
Allowance -{for . ET g
£0.45 per  lmeeting {Lesser)
b e e R U SO
24-Jan-2015/20-Jan-2015|Motor Home o 40(Miles) 0.45 18.00
Mileage Optima for CMG
Allowance - ok
£0.45 per
SR SR 111N S SR R
26-Jan-2015]26-Jan-2015Motor Home | to 34({Miles) 0.45 15.30
Mileage Optima (G2 8DU) for SIPP
Allowance -imeeting to VG {EH6 6QQ) -
£0.45 per {for ICT meeting to g
mile Denholm (EH54 6GA), less
e ) normal commute of 72m. | R e
27-Jan-2015{27-)an-2015{Motor Home -~ to Croy | 10{Miles) 0.45 4.50
Mileage station {G65 9HT) for
Allowance -travel to Edinburgh for SRA
£0.45 per 1SG/ADES meeting
29-Jan-2015/29-Jan-2015/Motor Home .. _ ,to 40{Miles) 0.45 18.00
Mileage Optima (G2 8DU) for . )
Allowance -lmeetings ]
£0.45 per
30-Jan-2015!39-Jan-2015Motor Home . to Croy | 10({Miles} .45 4,50
Miteage Station (G65 9HT) for
Allowance -ileadership Team away o
£0.45 per iday in Edinburgh
mite S NS RO N
Total|  _ 13430] :

EjRgl_;_t_l_r_n__. f [ Printable PagAew]

Expenses Audit Expenses Exporl Home Logout Preferences
Privacy Statement Copyright (c) 2008, Gracla. All rights reservad,




Expense Report SG163209 Page 1 of 2

DR SENASR 2

B Navigator {4 Favarites Home Logout Preferences

‘f'“;Expenses Auditj;.j[-'Expenses Expoﬁi

Audit Expense Reports | Manage Expense Reports | Auditor Setup | Receive Receipt Package 1 Payments Search | Maintain Audit List

i
[z Confirmation
Expense report number 56163209 was previously submitted for approval.

Expense Report 56163209

| Return | | Printable Page |

Claim not selected for audit, See receipts action below

| Submission Inst;fl—ct_io_ns,

Instruction for Claims Not Selected for Checking

If your daim is not selected for checking print out this page and attach to receipts (where 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 photocopy of receipts for your own records.

2, Print out this page and attach to receipts.

3. Pass receipts o 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 receipts on to the above address.

The Travel and Subsistence Tearn will retain all 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 receipts (e.g. mileage claim only) no receipt action is
required by you.

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

I General Infermation

Name Attachments None
T&S Charge card claim included No
Travel Management Company No
. Report Total 109.50
GBP
Reimbursement Amount  109.50
Expense Dates 21-JAN- GBP
2015 -
27-FEB-
2015
Cost Center -
Purpose
Approver
Original Recelpts Status Required
Report Submit Date  12-MAR-
2015
@Expense Linesi): eekly Summary, "Appmval Notes [4]
| pumness cxpeTises - T i N |
Cash Expenses
. Wdrr'igi‘ri‘élw e
Receipt] Merchant] Receipt | Reimbursable Amount
Date AmountExpense Type Justification  |IName Required (GBP)Details A_tjtachmentq
12-Feb-2015] 3.40 GBP|Car Parking - Patking for a City A 340
Receipted meeting with pParking b EHE]
21-3an-2015| 5.75 Gep|Day Subsistence Over |Lunch following  |genugo - Soso |
12 Hours -Receipted  SICI conference L BE
. £15.60 cefling meeting ol T
_____ ) - ) Total| 9.15
Mileage Expenses
et e , — - " I 6rlgmak .
Expense Trip{Mileage| Receipt Reimbursable
Start Date [End Date {Type pustification Distance| _RateRequired)  Amount (GEP)Details
03-Feb-2015/03-Feb-2015{Motor Home * to 40( Miles) 0.45 18.00
Mileage Optima {G2 8DU) for
Allowance - iPeople Board return,




Expense Report SG163209

11-Feb-2015{11-Feb-2015

12-Feb-201512 Feb-2015

18-Feb-2015/18-Feb-2015

19-Feb-2015/19-Feb-2015

26-Feb-201526-Feb-2015

27-Feb-2015[27-Feb-2015

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

Home .. .

tesser. Return

s b0 Croy
station (G65 9HT) for
train to Edinburgh for
Education Event, iesser.

_{Return,

Home to
Optima (G2 SLuU) for

prep to
c . meeting
(G12 8SJ) to Home,
Lesser,

10{Miles)|

43(Mites)

0.45

Page 2 of 2

450

Motor
Mileage

Allowance - 4.

£0.45 per
mite
Motor
Miteage
Allowance -
£0.45 per
mile
Motar
Mileage
Allowance -
£0.45 per
mile
Motor
Mileage
Allowance -
£0.45 per

mile e

Privacy Statement

Home -

Home " .- %0
Optima (G2 8DL) for
meeting. Lesser.
Return.

Optima (G2 8DU) for
Strategic Hub meeting,
Lesser, Retugn.

to Croy
Station {G65 9HT) for
Solace meeting in
Edinburgh. Lesser.

JReturn.

Home "~ ' “to

Optima (G2 8DU) for
11,

Lesser, Return,

Expenses Audit Expenses Export Home Logout Preferences

ao(Miles)|

40(Miles)

40(Miles)|

045

045

04s]

LTotall

_too3s| T

18.00]
HE

]

450
ok

18.00
]

|.Return | [ Printable Page

Gopyright {£) 2086, Oracle. All rights raserved.
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SESEASE D

& Navigator C‘,’?‘B Favorites Home Logout Preferences

4 ‘Expenses Expor’tf-:
EAudit Expense Reports | Manage Expense Reports | Auditor Setup | Receive Receipt Package 1 Payments Search | Maintain Audit List

ﬂg Confirmation
£xpense report number 5G166543 was previously submitted for approval,

Expense Report SG166543

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 atiach to receipts (where applicable) and send to selected approver for
autherisation 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 receipts to your selected approver for authorisation with an envelope addressed to the Travel and Subsistence Team, G1 Spur,
Saughton House, Broomhouse Drive, Edinburgh, EHi1 3XD.

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

The Travel and Subsistence Team will retain all 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 reguire receipts (e.g. mileage claim anly) no receipt action is
required by you.

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

Mame Attachments None
: T&S Charge card claim included po

Travel Management Company Mo
Report Total 101,13

. GBP
- Reimbursement Aroount  101.13
Expense Dates 26-FEB- Gap
2015 -
31-MAR-
2015
Cost Center
Purpose
Approver .
Original Receipts Status  Required
Report Submit Date  02-APR-
2015
xpense Lines@ﬁWe
usinesy :xpél’lb\:;_ . e . S |
Cash Expenses
e e e . Ong!na! e oo et e -
Receipt Merchant! Receipt | Reimbursable Amount
Date AmountiExpense Type Justification Name [Required| {GBP)|Details Attachments
26-Feb-2015(2.50 GBP|Car Parking - |SOLACE meeting in _ 2.50
Receipted Edinburgh at Grosvenor. Rail
ticket bought but in o o
Denholm for unexp
e Mtminmentmeet 4
11-Mar-2015/4.13 GBP gav SEfistence Lunch during Future Work  [Atlantic 4.13
Ver o HOUIS - - |programme meeting in Guay “ ; .
Receipted £4.90 |Glasgow L
SR Jeedting S - T I
_ ool 863 |
Mileage Expenses e B .
e e e e e e e e Onglﬁal
Expense TripMiteage] Receipt Reimbursable
Start Date |End Date |Type Justification Distance] Rate/Required Amount (GBP)|DetaiisiAttachimenis
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04-Mar-2015:04-Mar-2015{Motor Home ~ ,to 40{Miles) 0.45 18.00
Mileage Optima (G2 8DU) for

Allowance - {Local Partnership T
£0.45 per  |meeting (Lesser)
SR IO 1.1, SN U S N e e
11-Mar-2015|11-Mar-2015|Motor Home . “te A0(Mites) 0.45 18.00
Mileage Optima (G2 8DU) for
Alloweance - Future Work = s
E0.45 per  [Programme meeting
23-Mar-2015|23-Mai-2015/Motor Home L to 40(Miles) 0.45 18.00
Mileage Optima (G2 8DW) for
Alfowance - |Procured Content 4h5
£0.45 per  jmeeting (Lesser)
24-Mar-2015124-Mar-2015|Motor Home to 40({Miles) 0.45! 18.00
Mileage Optima (G2 8DU) for
Allowance - | " . meeting = gl

£0.45 per  (Lesser)
. il R NSRS SO SO ST S SO
30-Mar-201530-Mar-2015{Motor Home |~ T to 40(Mites) 0.45 18,00

Mileage Optima (G2 8DU} for

Allowance - {CMG meeting (Lesser) e
£0.45 per

31-Mar-2015;31-Mar-2015iMotor Home * . . to 10(Miles) 0.45 4.50
Mileage Croy Staticn (G65 9HT)
Allowance - for ~ )
£0.45 per  |meetings (cancelled)
imile (Lesser) ISR R B

. . B o Towl] 9450 -

Return | | Printable Page |

Expenses Audit Expenses Export Home Logout Preferences
Privacy Statement Copyright {g} 2008, Oracle, Al ights reserved.
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BESEABE

w0 Navigator Gfé Favorites Home Logout Preferences

':-gExpenses Auditl‘ %rExpenses Exportﬁ _
iudit Expense Reports | Manage Expense Reports | Auditor Setup | Receive Receipt Package | Payments Search I Maintain Audit List

34 confirmation
Expense report number 5G176331 was previously submitted for approval.

Expense Reporf SG176331

E_:_Retug_‘n_ I 5 Printable Page I

Claims not selected for audit, See receipts action below

[ Submission Instructions e ]

Instruction for Claitns Not Selected for Checking

If your claim is not 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 Travel and Subsistence Team Checking

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

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 receipts on to the above address.

The Travel and Subsistence Team: wili retain all original receipts of claims that have been selected for 100% checking.

If your claim is selected for checking and only contalns expenses that do not require receipts (e.q. 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 o E
Name - Attachments Nonhe
T&S Charge card claim included No
PoaA Travel Management Company No
’ Report Total  150.45
| ' GBP
Reimbursement Amount 150.45
Expense Dates 02-APR- GBP
2015 -
29-APR-
2015
Cost Center
Purpose
Approver

Original Receipts Status Réquired
Repott Submit Date  16-JUN-

2015
i?}‘E)qr.nense Lines; | \Weekly Summary pproval Notes {2]"
l DUSHIESEY LXIEITSEY o e . .
Cash Expenses
"""" o original |
ReceiptiExpense Merchant Receipt Reimbursable Amount|
Date AmountType Justi[;ggtion Name _miRequired (GBP)|Details|Attachments|
16+ Apr—2015 1.50 GBpiCar parking - {Meeting with the Care|Dundee - 1.50 e
. |Receipted  nspectorate ~ jCoundl _} T R S Fa i T
o e et i = S 1 1 2 T i1V e e e T TOta' P 1.50 S S
Miteage Expenses o
et e A i e . d;idi;.‘.;.l.
Expense Trip{Mileage, Receipt Reimbursable
Start Date [End Date {Type Justification | pistance]  RatelRequired;  Amount (GBP)Details|Attachments)
02-Apr-2015|02-Apr-2015[Motor Future of Inspection 32(M|les} 0.45 14,40
Mileage |Conference - Home to
Allowance [Dunblane Hydro return, =2 g
- £0.45 lesser ‘
b permlle b b
13-Apr-2015|13-Apr-2015/Motor Exec team offsite 29(Miles) 0.45 13.05
Miteage  |development day, Denhoim ‘
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15-Apr-2015/15-Apr-2015

16-Apr-2015|16-Apr-2015

Allowance
- £0.45
per mile
Motor
Mileage
Allowance
- £6.45
per mile
Maotor
Mileage
Allowance
- £0.45

per mile

L0 Centrex Centre to Home,
Lesser

Strategic Hub meeting.
Hosme to Oplima return.
Lesser

Quarterly Care Inspectorate
meeting, Dundee. FL4 1UA
- DD1 ANY return. lesser

Privacy Statement

28-Apr-2015|28-Apr-2015

29-Apr-2015/29-Apr2015

Motor
Mileage
Allowance
- £0.45
per mile

Motor
Mileage
Allowance

- £0.45
pet mite

. . Digital
Champions meeting in
Edinburgh. Home *

. to Livi South Station
(EHS4 9AP) return, Lesser

. " .Digital
Champions meeting (2 day
meeting) in Edinburgh.
Home .+ to Livi
South Station (EH59 9APY

returm, Lesser

Expenses Audit Expenses Export Home Logoul Preferences

72(Miles)|

130({Miles)

3q(Miles)| |

34(Miles)|

Page 2 of 2
e i
e
T L
B B
0.45 - 1530 o
& G
S s
= L
CTotall  14ses| |

| Return | [ Printable Page

Copyright (c) 2006, Cracle. All ighis reserved.
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PESEAS 2

T

‘_;:ﬁExpenses Auditi.

& Navigator {3 Favorites Home Loaout Preferences

f\udit Expense Reporrts | Manage Expense Reports | Auditor Setup | Receive Receipt Package | Payments Search 1 Maintain Audit List

E}g Confirmation
Expense report number SG179324 was previously submitted for approval.
Expense Report 56179324

| Return | | Printable Page |

Clatm not selected for audit. See recelpts action below

i Submission Instructions

Instruction for Claims Not Selected 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
authorisation and subsequent BCLO retention.

Instruction for Claims Selecied for Travel and Subsistence Team Checking

1. Take a photacopy 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 envefope addressed to the Travel and Subsistence Team, G1 Spur,
Saughton House, Broomhouse Drive, Edinburgh, EHZ1 3XD.

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

The Travel and Subsistence Tearn will retain all original receipts of ciaims that have been sefected for 100% checking.

If your ciaim is selected for checking and onfy contains expenses that de nat require receipts {e.g. mileage claim only) no receipt acticn is
reguired by you.

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

Mame , Attachments None
T&S Charge card claim inciuded No

Travel Management Company No
Report Totai  234.29

0 GBP
Reimbursement Amount 234,29
Expense Dates 02-MAY- GBP
2045 -
29-MAY-
2015
Cost Center
Purpose
Approver
Original Receipts Status  Required
Report Submit Date  16-JUN-
2015
Weekly Summary, pproval Notes [2]
- |
Cash Expenses
) ) " original
Receipt|Expense Merchant Receipt Reimbursable Amount
Date AmountiType JJustification  |Name | Required ... (GBP)IDetails|Attachments,
02-May-2015, 56.59 GBP|Car Parking - |SIC1 meeting in 56.99| .
Peceipted  |Prague. Airpart “ s
o odparking ) KOS B e
. o Total] ...56:99 I
Mileage Expenses
Ongmal RO
Expense Trip|Mileage Receipt Reimbursable
Start Date |End Date |Type  \Justification Distance, RatelRequired] Amount (GBP)|DetailsAttachments
06-May-2015/06-May-2015|Motor AD meeting as Houston | 10(Miles} 6.45 4.50
Mileage  [House Hotel, return. }
Allowance |Denhoim (EH54 6GA to o)
- £0.45 per{EH52 61S). Lesser
12-May-2015{12-May-2015Motor Train to Edinburgh for 34(Miles) 0.45 15.30
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Mileage SFC & CMG meetings,
Allowance " - i o EH54 9AP b
- £0.45 per jreturn, lesser. =
R mie I : y
14-May-2015|14-May-2015/Motor Train to Edinburgh for 19(Mitas) 0.45 B.55
Mileage Directors Network
Allowance |meeting, Home ~ = -
- £0.45 per to Livi South =
mile Station (EH54 9AP} to
e L (Denholm (FH54 6GA), | | SN S e 2
15-May-2015/15-May-2015[Motor AD Development Day at | 10(Miles) 0.45 4,50
Mileage Hauseton House Hotel,
Mlowance |Denholm (EH54 6GA) to e
- £0.45 per|Hotel (E#52 61S) return,
18-May-2015{18-May-2015|Mator Optima for State of the | 72(Miles) G.45 32.40
Mileage Mation meeting, Home
Allowance to Optima B g
- £0.45 per (G2 8DU) return, lesser
19-May-2015!19-May-2015[Motor AD Development Day - 10(Mites) 0.45 4,50
Mileage Houston House Hotel,
Aliowance [Denholm (EH54 6GA) to ey —
- £0.45 per|Houston House Hotel e
mile (EH52 81S), return.
S SR i flesger e R O PO A A
20-May-2015/20-May-2015Motor Pecple Board meeting in | 72(Miles) 0.45 32,40
Mileage  [Optima. Home
Allowance . to Optima (G2 L)
- £0.45 per (8DU) return. Lesser
21-May-2015121-May-2015{Motor Home B~ 19(Miles} 0.45 8.55
Mileage station (EH54 9AP)
Allowance iDirectors Network por -
- £0.45 perimeeting in Edinburgh to i3
mile Denhotm (G2 8DU) for
2G-May-2015{29-May-2015{Motor Carrick Academy school 1122({Mies) 0.45 54.90
Mileage visit. “to KA19
Allowance [8BP reburn. Lesser o
- £0.45 per
SR S - mi;e — S o g e s et 1 e e b T —— - -
04-May-2015{04-May-2015Motor SICI meeting in Prague. | 26{Miles) .45 11.7¢
Mileage Denhoim House (EH54
Allowance [6GA) to Edinburgh B
- £0.45 perjairport (EH12 SDN),
mie  flesser S
§ S ..Tetal o A77.30

[ Return 1 [ Printable Page .

Expenses Audit Expenses Export Home Logout Preferences
Privacy Statement Copyrighl (¢) 20085, Oracle. All rights reserved.




Expense Report SG179325 ‘ Page 1 of 2

e SEASR

£ Nevigalor (¥ Favorites Home Logowl Preferences

i

Expenses Audit;:
LAudit Expense Reports | Manage Expense Reports | Auditor Setup | Receive Receipt Package | Payments Search | Maintain Audit List

_'Expenses Exportr;

[:Eg Confirmation -
) Expense report number 5G179325 was previously submitted for approval.
Expense Report $G179325

| Return | [ Printable Page |

Instruction for Claims Not Selected for Checking

if your claim is not selected for checking print out this page and attach to receipts (where applicable) and send te selected approver for
autherisation 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 receipts {o your selected approver for authorisation with an envelope addressed to the Travel and Subsistence Team, G1 Spur,
Saughton House, Broomhouse Drive, Edinbusgh, EH11 3XD.

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

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

1€ 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 hy you.

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

[ encral inforaraiion . " I ]

Name Attachments None
T&S Charge card claim included No
Travel Management Company No

Report Total 95.40

GBP
Expense Dates 02-JUN- Reimbursement Amount 2::0
2015 -
16-JUN-
2015
Cost Center -
Purpose
Apoprover
Criginal Recelpts Status Not
Required
Report Submit Date  16-JUN-
2015
HExpense Lines%-(Weekly Summary. ; Approval Notes [2]':
[ pusiness sapeises - I e o
Mileage Expenses _
Original
Expense ) TripiMileage; Receipt Reimbursable )
Start Date |End Date {Type Justification __ |Distance| Rate Required, ~ Amount (GBP)iDetails Attachments
02-Jun-2015102-Jun-2015Motor Audit Scotland meeting In| 19(Miles) 0.45 8.55
Mileage Edinburgh, Denhoim
Allowance - [{EH54 6GA) to Livi South i
£0.45 per istation {(E£H54 9AP) to
e mile  jHome desser| 1 b4
04-Jun-2015/04-Jun-2015[Motor Meeting in Parliament. 19{Miles) 0.45 8.55
Mileage Denholm (EH54 6GA) to
Allowance - [Livi South (EH54 9AP) to &
£0.45per | . Lesser
08-Jun-2015i08-Jun-2015{Motor SG/ES wider team away | 34(Miles) 0.45 15.30
Mileage day in Edinburgh. Home
Allowance - 1, *o Livi South |
£0.45 per  [(EH54 9AP) return,
- mitedlesser e e i




Expense Report SG179325 Page 2 of 2

10-Jun-2015010-Jun-2015Motor Scottish Education 72(Miles) 0.45! 32.40
Mileage Awards, Glasgow, Home
Allowance - 7.7 ", to Glasgow (& 3
£0.45 per {2 8DU) return, Lesser
11-Jun-2015/11-Jun-2015Motor Audit & Risk in SAH. 34{Miles) 0.45 15.30
Miteage Home . . - ;toiivi
Aliowance - |South station (EHS4 9AP) [ s
£0.45 per  Ireturn. Lesser
16-Jun-2015{16-Jun-2015Motor Digital Champions 34(Mifes) 0.45 15.30
Mileage meeting in Edinburgh. '
Allowance -iHome . =~ . . foLivi HE
F0.45 per  |Seuth station (EH54 9AP}
Jmlle i
.. Total 95401

Expenses Audit Expenses Export Home Logou! Preferences
Privacy Statement Copyright (c) 2008, Oracte. Al rights reserved,
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SCSEAS T
& Navigator (3 Favorites Homea Logout Preferences

EExpenses Audit"";?il—:Expenses E:‘(portgh"i

!Audit Expense Reports | Manage Expense Reports | Auditor Setup | Receive Receipt Package | Payments Search | Maintain Audit List

F_’E; Confinmation
Expense report number SG195886 was previously submitted for approval.
Expense Report $G195886

[ Printable Page |

Claim not selected for audit. See receipts action below

{ Submission Instructions

Instruction for Claims Not Selected for Chegking

If your claim is not selected for checking print out this page and attach to receipts {where applicable} and send to selected approver for
authaorisation and subseguent 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 receipts to your selected approver for authorisation with an envelope addressed to the Travel and Subsisterce 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 wilt retain all original receipts of claims that have heen selected for 100% checking.

If your claim is selected for checking and only contains expenses that do nat require receipts (e.g. mieage claim only} no receipt action is
required by you.

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

Name Attachments None
. T&S Charge card claim included No

Travel Management Company No
Report Total  143.34

@Bp
' Reimbursement Amount  143.34
Expense Dates 08-JUL- GBP
2015 -
23-JUL-
2015
Cost Center
Purpose
Appraver
Original Recelpts Status  Required
Report Submit Date  05-0CT-
2015
|Expense Linesg[;;EWeekly Summary;‘iﬁt;{;Approval Notes [2]‘
DUS (eSS AP ESES o |
Cash Expenses
Drlgmal
Receipt|Expense Merchant Receipt Reimbursable Amount:
Pate AmountType [ustification _|Name Required _.{GBP)petailsiAttachments
10-Jul-2015| 15.99 GBR|Car Farking -| - . meet ‘Terminal o 15.99| o —
— l 77 " IReceipted|London. Alrport parking [Parkang | T 1 LT ke
SRR e e e e e 1 T N Tutal SR S 15'99
Mileage Expenses
- {originat|
Expense Trip|Mileage Receipt Reimbursable
Start Date/End Date Type Justification | Distance| Rate/Required Amount {GBP)|DetailsiAttachments
08-1ul-2015/08-Jul-2015Motor Manthiy Executive 24({Miles) 0.45 10.80
Mileage Offsite Team meeting. 77
Allowance - iDenholm to Saughton il
£0.45 per refurn, Lesser
i o mile e e e
10-Jub-2015{10-Jui-2015{Motor Denholm House to 26(Miles) 0.45 11.70
Mileage Edinburgh Airport for




Expense Report SG195886 Page 2 of 2

Allowance - i
£0.45 per 4 meeting. | W
d e, fMie o Retun N T S IR A
17-3u-2015/17-3ul-2015{Motor Care Inspectorate 133({Miles) 0.45 59.85
Mileage meeting. Denholm to CI
Allowance - office, return. Lesser 25
£0.45 per
22-1ul-2015,22-Jul-201 5|Motor Local Partnership forum| 66(Miles) 0.45 2974
Mileage meeting. Denhalm to
Aliowance - [Optima return. Lesser G|
£0.45 per
... imile . N S N S - e —
23-3ul-2015|23-3ul-2015Motor Directors Network 34({Miles) 0.45 15.30
Mileage meeting, SAH. Home to
Allowance - [station, return. =
£0.45 per
i

| Return | | Printabie Page |

Expenses Audit Expenses Exporl Home Logout Preferences
Privacy Statement Copyright {c) 2008, Oracte. Al ights reserved.
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SCSEAS

B
1 navigator [ Favorites Home Logout Freferences

Expenses Auditi_:‘il—'fﬁxpenses E_xportﬁ
EAudit Expense Reports | Manage Expense Reports | Auditor Setup | Receive Receipt Package {1 Payments Search | Maintain Audit List

[Z5 Confirmation
‘ Expense reporf number SG195891 was previously submitted for approvai.
Expense Report SG195891

5 Return | I _Printable Page J

Claim nat selected for audit. See receipts action below

Instruction for Claims Not Selected 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
authorisation and subsequent BCLO retention. .

Instruciion 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, Fdinburgh, EH11 3XD.

4, After autharisation your selected approver should forward the receipts on o the above address.

The Travel and Subgistence Team wili retain all original receipts of claims that have been sefected for 100% checking.

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

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

| General Information

Name Attachments None
T&S Charge card claim included No

Travel Management Company No
Report Total 171.90

GBP
Relmbursement Amount  171.90
Fxpense Dates 05-AUG- GBP
2015 -
27-AUG-
2015
Cost Center |
Purpose
Approver
Original Recelpts Status  Required
Report Submit Pate  05-0CT-
2015
EﬂExpense Lines; A:;Weekly Summary:g_}Approval Notes [3][;2
DUSIESY CAPErses ]
Cash Expenses
. """6}35};;& et e
Receipt Merchant{ Receipt | Reimbursable Amount
Date _AmountiExpense Type Justification ~ [Name | Required | _(GBP) Details Attachments
13-Aug-2015] 8,50 GBR|PuUblic Transport  Leading Together Network 8.50F .
Rall (Standard avent, SCS, Raif travel {pa &3
19-AUg-2015|32.75 GBP|Ad-Hoc - Receipted [Prize (doughnuts) and icaingburys 32.75]
9 P table essential far all Y “ SiE
) staff conference o o B
19-Aug-2015/18.60 GBP|Meals Allowance - pinner prior to All staff \Glasgow 18.60|
Elsewhere - Binner lconf v <
- Recelpted £18.60¢( ] )
-  Total| 8985 ..
Mileage Expenses _
T ) original|
Expense TripiMileage] Receipt Reimbursable
Start Date {End Date |[Type Justification Distance] Rate|Required Amount (GBP){Details|Attachments;
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06-Aug-2015

06‘Aug'—ﬁé‘i§ Motor

05-Aug-2015105-Aug-2015|Moctor

Mileage
Allowance -
£0.45 per
mile

Mileage
Aliowance -
£0.45 per
mile

1(}~Aﬂg“2015 IO-Aug_?Z_ﬁi_g Motor

Mileage
Allowance -
£0.45 per
mile

13-Aug-2015/13-Aug-2015{Matar |

Mileage
Allowance -
£0.45 per
mile__ .

ié—AuQ-QﬁlS 19Aug—2015 Motor

Mileage
Allowance -
£0.45 per
mite

20-Aug-2015/20-Aug-201 5Motor

Mileage
Allowance -
£0,45 per
mile

26-Aug-201526-Aug-2015{Motor

Miteage
Aliowance -
£0.45 per
mile

27-Auig-2015/27-Aug-2015{Motor

Mileage
Allowance -
£0.45 per
mile

|Leading Together

|FS/SG senior team

[Travel home from Al

Digital Champions
event. Home to Livi
Station, return. Lesser

Event, Edinburgh,
Home to station
return. lesser

meeting, SG Offsite
team meeting. Lesser

Norwegian Delegation
meeting, Edinburgh.
Travel to station.

Staff Conf following
day. One way

Staff Conf, Lesser

SCS Leading Together
Event, Denholm to
Heriot Watt, lesser.

Strategic Scrutiny
Group, Edinburgh,
travel to Denholm for
Change Board (cnx)

34(Miles)

34(Miies)|

‘,m(,M,“,e_.s) -

S

Travel to Hilton for Al | 33(Miles)

33(Mites)

22(Miles)

19(Miles)|

0.45

045/

0.45

045

oasl”

Page 2 of 2
15,30
T
S5
' 18.00
e
1530 o
]
T
B e
14.85]
S
9.90]
i
T e
11208 o

Privacy Statement

Return | | Printable Page

Expenses Audit Expenses Exporf Home Logout Preferences

Copyright {c) 2006, Oracle. Al righls reserved.




Expense Report SG195900 Page 1 of 2

% -, 7
SESEASE ). 7
i Navigator {& Favorites Home Logout Preferences

]
1

EIEExpensr;:s Audit:@FExpenses Exportﬂ
/xudit Expense Reports | Manage Expense Reports | Auditor Setup | Receive Receipt Package | Paymenis Search | Maintain Audit List |

{2l Confirmation
i Expense report number 56195900 was previously submitted for approval.
Expense Report SG195900

|:Return | |, Printable Page |

Claim not setected for audit. See receipts action below

[ Submission Instructions _ . B T o

Instruction for Claims Mot Selected 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
authorisation and subseguent BCLO retention.

Instruction for Claims Selected for Travel and Subsistence Team Checking

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

2. Print out this page and attach to receipts.

3. Pass receipts o your selected approver for authorisation with an envelope addressed to the Travel and Subsistence Team, G1 5pur,
Saughton House, Broomhouse Drive, Edinburgh, EH11 3XD.

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

The Traval and Subsistence Team 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.q. rileage claim only) no recelpt aclion is
required by you.

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

General Information }

Name Attachments None
T&S Charge card ctaim included No

Travel Management Company No
Report Total 252.62

GBP
: - Reimbussement Amount  252.62
Fxpense Dates 02-SEP- GBP
2015 -
30-SEP-
2015
Cost Center
Purpose
Approver -
Orlginal Receipts Status  Required
Report Submit Date  05-0CT-
2015
-Expense Lines eckly Summary ".Approval Notes [3]'
DUSINIESS CAPEHSES o ’ o
Cash Expenses
e e t{ S e e e e e Orlgmal et e
ReceiptExpense Merchant Receipt | Reimbursable Amount
Date ”g_imount Type Justification Name Required (GBP)|Details/Attachments
14-Sep-2015/49.99 GBP|Car Parking [SICI meeting in Belgrae.  jPlane 49.99)
- Recelpted |14-16 September at Terminal v Eiel
R S Edinburgh Airport.  Parking | b ‘ )
24.5ap-2015| 7.00 GBpjCar parking |Parking at SECC, Glasgow  |secC ) 7.00 s
’ “Receipted [for SLF 2015 | L ) i
28-Sep-2015; 39,48 GBp{Car Parking {Airport parking for London |Plane 39.48 N
- Receipted [meeting ... \Parking _ } RS M N
e e L9847 -

Mileage Expenses

Original
Expense Trip{Mileage; Receipt Reimbursable
Start Date |End Date iType Justification _ |bistance| Rate Required Amount (GBP)|Details|Attachments)
02-Sep-2015{02-Sep-2015{Motor Digital Champlons 44(Miles) 0.45 19.80
Mileage meeting at Visit
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04-Sep-2015

iAA}'—S'e'p—Zélé

Allowance -
£0.45 per
o |mile
04-Sep-2015iMotor
Mileage
Allowance -
EG.45 per
14-Sep-2015/Motor
Mileage
Allowance -
£0.45 per
mile

16-5ep-2015

17-Sep-2015

23-5ep-2015

24-Sep-2015

28-Sep-2015

30-Sep-2015

Mileage
Allowance -
£0.45 per
17-Sep-2015Motor
Mileage
Allowance -
£0.45 per
» jmile.
23-Sep-2015:Motor
Mileage
Aflowance -
£0.45 per
_{mile
24-Sep-2015iMotor
Mileage
Allowance -
£0.45 per
28-Sep-2015{Motor
Mileaga
Allowance -
£0.45 per
mile _

Mileage
Allowance -
£0.45 per

Privacy Statement

16-Sep-2015|Motor

30-Sep-2015Motor |

dmile

Scotland.

Management Meeting
in Optima.

) SICI meefing i

Belgrade. Travel to
airport. Lesser

SICImestingin
Belgrade. Travel from
airport to DH. Lesser

meeting
with Exec Team.
Return from office,
lessar

SLF 2015, SECC. Home
ta SECC return.

Home to S£CC for SLF
2615

meeting in

“ILondon. Airport travel,

Senior ES team
meeting .-

in Edinburgh.
Travel to station,

66(Miles)

71(Miles)|

26(Miles)

34(Miles)|

lesser .

Expenses Audit Expenses Export Home Logout Preferences

© 045

13(Miles)]

045

13(Miles)]

“soniesl

71(Milesj ~saal

045|

045

045

Page 2 of 2
L= EhE
2700
o
I

i
= 4
31.95)
31,95
T T
= il
T R B
LEE

Lo Tetall

156.15

[ Return | [ Printable Page

Copyrtghl (¢) 2008, Oracie. All fights reservad.




Expense Report SG203730 Page 1 of 2

il Mavigator {3 Favosites Home Logout Preferences
[iiExpenses Auditi-_érExpenses Exporti ‘
Iudit Expense Reports | Manage Expense Reports | Auditor Setup | Recelve Receipt Package | Payments Search | Maintain Audit List

E}; Confirmation
) Expense report number SG203730 was previously submitted for approval.
Expense Report $G203730

Claim not selected for audit, See receipts action below

[u Submission Instructions

Instruction for Claims Not Selected for Checking

If your claim is not selected for checking print out this page and attach 1o receipts (where applicable) and send to selected approver for
authorisation and subsequent BCLO retention.

Instruction for Claims Selected for Travel and Subsistence Team Checking

i, Take a photocopy of recelpts 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, Broombouse Drive, Edinburgh, EH11 3XD.

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

The Trave! and Subsistence Team will retain all 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 receipts (e.g. mileage claim only) no receipt action is
required by you.

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

LGeneraIKInformat”i'on

Name Attachments None
T&S Charge card claim included o

Travel Management Company No
Report Total 249.17

i GBP
: Reimbursement Amount  249.17
Expense Dates 02-0CT- GBP
2015 -
30-0CT-
2015
Cost Center -
Purpese
Approver
Origina} Receipts Status  Required
Report Submit Date  12-NOV-
2015
gExpense LinesET:W;Weekly Summary;w:iszpprovaI Notes [2]7
[ DusInEss CXPensey e s . 1
Cash Expenses
- mw(u)rigiﬁ i
Receipt Merchantl Receipt | Reimbursahle Amount
Date AmountExpense Type Justification Name | Reguired (GBP)|DetailsiAttachments)
19-0ct-201557.99 GBPICar Parking - Airport parking for pjane ] 57.99|
Receipted Lendon Inspectian  Inarking “ A
S (R — conference ..... v, - s
27-0ct-2015/59.48 GBP|Car Parking - Airport parking for  |pjane , 59,48
Receipted SICI conference I {harking " &
o ooso e .
27.0ct-201511.45 GaejMeals Allowance - |Dinner en route to The 11.45
London - Dinner - [SICI conference in Crown o = 5
|| [|Receipted £19.20  Oslo A R NN RSN S .
29-0ct-2015/23.50 GBP Meals Allowance - [Subsistence in Oslo.  [ojivia 23.50
Eisewhere - 316 NOK + 192 NOK , v [ i
_|Receipted £23.50 = 508 NOK S AU N
e - o Total| LASZAz| -

Mileage Expenses
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Original
Expense TripiMileage; Receipt Reimbursable
Start Date \End Pate [Type Dustification |pistance]  Rate|Reguired] Amount (GBP)DetailsiAttachments
02-Cct-201502-Cet-2015{Motor Denholm to Optima for | 66(Miies) 0.45 26.70
Miteage Resources Board ]
Allowance - imeeting. Lesser Ceog]
£0.45 per
— L i P N o
05-Oct-2015]05-0Oct-2015/Motor Meeting -~ : 29(Miles) 0.45 13.05
Mileage ’ at Healthcare
Allowance - [Improvement Scotland e "
£0.45 per  |following Digiral g =
mile Chapions meeting.
A gesser T
06-0ct-2015{06-0Oct-201 5{Motor Journey to station from 2(Miles) .45 0.90
IMileage Denholm House for
Aliowance - IDirector Awareness Gl
£0.45 per  |Session at SAH meeting.
Jmile - jAdtual ‘ e A , o
14-0ct-2015/14-Oct-2015{Motor AL organisation 66(Miles) 0.45 29.70
Mileage improvement meeting at ]
Atfowance - Optima. Lesser ek
£0.45 per
o b il SRR S SRR S
19-0ct-2015[19-0Oct-2015|Motor Ofstead Common 24(Miles) 0.45 10.80
Mileage Inspection Framework
Allowance - [conference in London. L5
£0.45 per  [Travel from office to
. mile - jairport. Lesser N D R
27-0ct-201527-0ct-2015Motar ECC meeting in 16(Miles) 0.45 7.20
Mileage Parliament (travel to
Aflowance - {station from office), then £
£0.45 per o alrport for SICT : i
mile conference in Oslo,
30-0ct-2015[30-0Oct-2015[Motor Return from Oslo, Actual | 12(Miles) .45 540
Mileage -
Allowance -
£0.45 per
S LAmile i . B SRR T SR NS
. . Total] 9675| | .

| Return | |,

Expenses Audit Expenses Expori Home Logout Preferences
Privacy Statement Copyright (c) 2006, Oracle. All rights reserved,
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SESENS

‘f% Navigator L eavorites Home lLogout Preferences
gi.fExpenses Audit:__irExpenses Exporlr}
JAudit Expense Reports | Manage Expense Reports | Auditor Setup 1 Receive Receipt Package | Payments Search | Maintain Audit List

[j{g Confirmation
Expense report number SG210622 was previously submitted for approval.
Expense Report $G210622

Claim not selected for audit. See recéipts 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 receipts (where applicable) and send te 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 raceipts to your selected approver for autherisation with an envelope addressed to the Travel and Subsistence Team, Gi Spur,
Saughton House, Broomhouse Drive, Edinburgh, EH11 3XD.

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

The Travel and Subsistence Team will retain all original receipts of claims that have been sefected for 100% checking.

If your ciaim is selected for checking and only contains expenses that do not require receipts (e.g. mileaga claim only} no receipt action is
required by you,

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

i Gona Tnfarrion IR J

Name Attachments None
T&S Charge card daim included No

Travel Management Company No
Report Total  181.80

- GBP
Reimbursement Amount 181.80
Expense Dates 05-NOV- GBP
2015 -
26-NOV-
2015
Cost Center
Purpose
Approver
Qriginat Receipts Status Not
Required
Report Submit Date  15-DEC-
2015
HExpense Lines | :Weelkly Sunumnary,.:Approval Notes [2]‘
I DUBINEYY CAPSHSEY
Mileage Expenses . e
Original
Expense Trip|Mileagej Receipt Reimbursahle
Start Date [End Date [Type Justification Distance; Rate .B?ﬂ“‘i@q ~___Amount (GBP)DetailsiAttachments;
05-Nov-2015/05-Nov-2015{Motor Denholm to Optima for| 66 Miles) 0.45 29.70
Mileage 1:1 meetings (lesser) .
Aliowance -
£0.45 per
b il I — [T EE U U MRS S ;
10-Nov-2015/10-Nov-2015{Motor Denholm to SAH. Drive| 4(Miles) 0.45 1.80
Mileage toffrom statlon. o
Alowance - |(lesser) dha
£0.45 per
T I 11 - AU A WS S ————E &
11-Nov-2015{11-Nov-2015[Motor Denholm to AQ for EY | 66(Miles) 0.45 29.70
Mileage Offsite meeting
Allowance - |(lesser) k3
£0.45 per
_|mite . T T A B N o
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Privacy Statement

13-bHov-2015]13-Nov-2015

17-Nov-2015{17-Nov-2015

23-Nov-2015/23-Nov-2015

25-Hov-2015(25 Nov-2015

26-Nov-2015|26-Nov-2015

Motor
Miteage
Allowance -
£0.45 per
mile
Motor
Mileage
Allowance -
E0.45 per
mile
Motor
Mileage
Allowance -
£0,45 per
e
Motor
Mileage
Alfowarnce -
£0.45 per
mile

Motor
Mileage
Allowance -
£6.45 per

 imite

_(Actual)

|optima for Local

meeting {esser)

Finance Meeting.
Return to DH for
Resources Board,

Optima for Risk

discussion & 1:1s.
(lesser)

[Optima for SI8, Peopie| 66(Miles)|

Board (fesser}

Partnership Forum
{lesser)

Expenses Audit Expenses Export Home Logoul Preferences

DH to Optima for DLT | 66{ Miles)

ISAH for ELL Portfolio | 4(Miles)]

| 66(Miles)

66(Mites)|  0.45

Torat]

Page 2 o 2
29.70
B 3
T
[=] 4
29,70
= i
e
iz
$29.70
] B
181.80] R

_Return | | Printable Page -
l ] | Printable Page

Copyright (6) 2008, Oracle. All rights reserved.
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1% Navigator (& Favorites Home Logout Preferences
: ifﬁExpenses Auditi':'i;r'Expenses Export? .
IAudit Expense Reports | Manage Expense Reports | Auditor Setup | Recelve Receipt Package | Payments Search | Maintain Audit List

{2 confirmation
Expense report number SG210627 was previously submitted for approval.

Expense Reporf SG210627

[ Return | | Printable Page |

Claim not selected for audit, See receipts action befow

| Submission Instructions o o _ e

Instruction for Claims Not Selected 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
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 receipts 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 authorisation your selected approver shoutd forward the receipts on to the above address.

The Travel and Subsistence Team will retain all original receipts of claims that have been sefected for 100% checking.

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

1 Ganaral information N S S ,ME

Mame - . Attachments None
T&S Charge card claim inciuded No

Travel Management Company NMo
Report Total 191,75

GBP
Reimbursement Amount 191.75
Expense Dates 01-DEC- GBP
2015 -
15-DEC-
2015
Cost Center
Purpose
Approver
Original Receipts Status  Required
Report Submit Date  06-3AN-
2016
ﬁExpense Linesrf eekly Summary,;;Approval Notes [4
DUSINESS CAPE e e, . }
Cash Expenses
o | original o
Receipt Merchant; Receipt | Reimbursable Amount
Date Amount|Expense TypeJustification _|Name Required} {GBP)|Details Attachments
01-Dec-2015| 5.50 Gap{Public _ [Rail travel for ELL Portfolio  {Edinburgh 5.50
Transport Rall ejnance Meeting in SAH, Airport _ ~
(Standard Urgent decislon to attend on "' L=
Class) - day.
. _|Receipted B b e S B
03-Dec-2015l46.59 Gep|Car Parking - [SICT meeting in Amsterdam. Edinburgh o 46.99 ag
Receipted  ‘Arportparking. _|Airport e . o
03-Dec-2015] 5.08 GBP{Foreign Travel $ICI Tfeeting Iin ArTgteitgm- ATOD 5.08
Rail - Receipted|Iravel trom alrperc o d Landline ’ =
P centre, Converted with v e
- S, S [P OANDA L 1t 8 e . b =t £ = e 8 R Bttt 1n e ot e vy e Ko a e e e S SN HUYIY PR pIE
04-Dec-2015| 5.08 GBP|Forelgn Travel $1Ci Tﬁetiﬂg‘itz Amsttefgam- ATOS 5,08
Rail - Receipted]{Travel from ciiy centre to-worldline - = .
P airport. Converted with v g
. OANDA . . SR FU N N R
03-Dec-2015[24.70 GBP|Foreign Travel |Meal with Exec Committee,  [NK ' 24,70
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- Subsistence o receipt provided as split |
with group of SICT EC . .
members, Convetted with il
OANDA e .
Total| . .B735
Mileage Expenses ) . }
QOriginal
Expense TripiMileage; Receipt Reimbursable
Start Date End Date Type Justification |Distance, Rate|Required| ... Amount (GBP) Details|Attachments
02-Dec-2015/02-Dec-20151Metor Drive to station to 4(Mites) 0.45 1.80
Mileage SAH for ARC meeting
Allowance - |and DG L&J meeting. = ok
£0,45 per  [(Lesser)
SR . mi;e e e [T i e .. .
03-Dec-2015(03-Dec-2015|Motor SICE meeting in 13{Miles) 0.45 5.85
Mileage Amsterdam, Trave! to
Aflowance - |Edinburgh Airport. E !
FD.45per  {(Lesser)
04-Dec-201504-Dec-2015IMotor SICI meeting in 13(Miles) 0.45 5.85
Mileage Amsterdam. Travel
Allowance - |from Edinburgh L)
E0AS per  |Airport to DH.
o [mile _j{Lesser) ok N N .
09-Dec-2015/09-Dec-2015Motor Optima for HMI 66( Miles) 0.45 29.70
Mileage interviews, (lesser) ‘
Allowance - . = i
£0.45 per
11-Dec-2015/11-Dec-2015{Motor Travel o Station for 4(Miles) 0.45 1.80
Mileage SAH for Leadership
Allowance - [Team Away Day B L]
£0.45 per (desser)
14-Dec-2015|14-Dec-2015{Motor Optima for HMI 66(Miles) 0.45 29.70
Mileage interviews, (lesser} ) :
Allowance - i
£0.45 per
15-Dec-2015115-Dec-2015{Motor Optima for HMI 66(Miles) 0.45 29.70
Mileage interviews. (lesser)
Allowance - T
£0.45 per
" mile SR "
- - e SRR 1o e o o e 4 A8, Tntal

Expenses Audit Expenses Export Home Logout Preferences
Privacy Statement Copyright (¢} 2008, Oracle. All fights reserved.
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O o
B SEQASE 1)
= Navigator (5% Favorites Home Logout Preferences

'

i_iExpenses Auclitéerxpenses Export?l‘:
!Audit Expense Reports | Manage Expense Reperts | Auditor Setup | Receive Receipt Package | Payments Search | Maintain Audit List

I3 Confirmation
Expense report number SG220565 was previously submitted for approval.

Expense Report SG220565

Claim not selected for audit. See receipts action below

Instruction for Claims Nof Selected 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
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 receipts to your selected approver for authorisation with an envelope addressed to the Travel and Subsistence Team, G 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 retain all ariginal receipts of claims 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 wil: be passed for payment once the 100% check has beer completed.

| Submission instructions

ré—éﬁeral Information

Name Attachments None
T&S Charge card claim included Mo

Travel Management Company No
Report Totai 142,30

GBP
h Reimbursement Amount  142.30
Expense Dates 07-JAN- GBP
2016 -
29-JAN-
2016
Cost Center 195615
Purpose
Approver
Original Receipts Status  Required
Report Submit Date 02-MAR-
2016
’Z}Expense Lin
i‘_ DUSINESS EXF . |
Cash Expenses
e e e e Orlgmal e e e e e
Receipt Merchant] Receipt | Reimbursable Amount
Date | AmountExpense Type ustification Name Required o {GBP)|DetailsiAttachments
11-Jan-2016! 3.63 GBP|Foreign Traves [Rail travel from DOT 3.63
Rall - Receipted [Copenhagen airport to w s am
hotel, Oanda currency =
. . jconverter used. - S U _ .
14-Jan-2016{12.22 GBP Mgiais Alﬂowaﬂce Subsistence travelting fram|CPH 12,22
- Bisewhere - |Capenhagen (dinner). Airport o ] g
Receipted Converted on Oanda .
£23.50 [N S S }
Mileage Expenses e i
Orlgl IR i g e
Expense Trip{Mileage| Receipt Reimbursable
Date |Type  |llustification |Distance| RatelRequired|  Amount (GBP)DetailsiAtiachments

n-zomiMotor ng'aveI to Directors 14(Miles) 0.45[ | 1.80 1
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Mileage Network meeting in
Allowance - [SAH -
£0,45 per g
11-Jan-2616/11-Jan-2016/Motor Travel to Edinburgh 13(Miles) 0.45 5.85
Mlieage airport for SICI meeting
Altowance - {in Copenhagen L)
£0.45 per
14-3an-2016|14-)an-2016Motor Travel from Edinburgh | 13(Mijes) 0.45 5.85
Mileage Airport following SICI
Atlowance - imeeting in T
£0.45 per  iCopenhagen. Lesser
.. o R —— - n]"e —— et .. S—— - - .
15-]an-2016{15-Jan-2016!Motor Travel to Strategic A(Miles) 0.45 1.80
Mileage Scrutiny Group meeting
Allowance - [in Edinburgh. Rail travet et
£0.45 per  |from station. Lesser
S AU 111 ek B S B . S
20-Jan-2016{20-1an-2016|Motor Car travel from 45(Miles) 045 20.25
Mileage Denhofm House to Care
Allowance - [Inspectorate offices in gk
£0.45 per  Musselburgh, Lesser
25-Jan-201625-Jan-2016{Motor Optima meetings with | 66(Mifes) 0.45 29.70
Mileage HR and Directorate.
Allowance - |Lesser E R
£0.45 per :
26-Jan-2016|26-Jan-2016|Motor Travel to station for 4 Miles) 0.45 ' 1.80
Mileage { day in SAH.
Aflowance - |Rail tickets booked, ey
£0.45 per  |Lesser
[——— m“e S S S - B LT P T .
28-Jan-2016{28-Jan-2016Motor Meetings in Optima 66{Miles} 0.45 29.70
Mileage with Leadership Forum
Allowance - |and Local Partnership !
£0.45 per  |Forum. Lesser
29-Jan-2016)29-Jan-2016{Motor Travel to Optima for 66(Mifes) 0.45 29.70
Mileage Business Planning )
Allowance - Imeeting in AQ. lesser = KT
£0.45 per
- - R mile L, S S - S SRRV S -
B} Lodetal| . 12645

[Returnq ﬁi_i.f!_t_able Page .

Expenses Audit Expenses Export Home Logout Preferences
Privacy Statemeant Copyright (c) 2006, Oracle. All rights reserved,
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SESEAS

) Navigator [ Favorites Home Logout Preferences
%;ifEExpenses Audité'fiiriﬁxpenses Export!u"1 ‘
lAudit Expense Reports | Manage Expense Reports | Auditor Setup  § Receive Receipt Package | Payments Search | Maintain Audit List

{Z4 confirmation
Expense repoit number 56224018 was previously submitted for approval,

Expense Report $G224018

| Return. | [ Printable Page |

Claim not selected for audit. See receipts action below

[ submission Instructions e e e

Instruction for Claims Not Selected for Checking

If your claim is not selected for checldng print out this page and attach to receipls (where applicable) and send to selected appraver 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 receipts te 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 sefected approver should forward the receipts on to the above address.

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

Tf your claim is setected for checking and only contains expenses that do niot require receipts {e.g. miteage claim only) no receipt action is
required by you.

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

l General Information

MName Attachments None
: T&S Charge card claim included No

Travel Management Company No
Report Total 135.25

GEP
Reimbursement Amount  135.25
Expense Dates 11-FEB- GBP
2016 -
22-FEB-
2016
Cost Center
Purpose
Approver
Original Receipts Status Required
Report Submit Date  03-MAR-
2016
?Expense Lines eekly Summary:__', :_Approval Notes [3]§
BUSIHILSY CXpe o » N 1
Cash Expenses
ReceiptiExpense Merchant] Receipt | Reimbursable Amount
Date AmountType Justification Name Required {GBP)Details/Attachments
11-Feb-2016|7.00 GRP|Car ) Speaking at HMI conference as  {Marriott 7000 . ]
Parking - Dot v
SN N Receipted | [ SR SR, S SO
12-Feb-2016|7.90 GBP|Car Eg:fegtiﬂ% ‘f_ﬂeagtufe lflfoﬁ) Airport 7.90
Parking - nburgh Airport following 5 -
Receipted |business tip. Cheaper than v S
_____ parking or taxi B
_____ __Totalj 14.20 _
Mileage Expenses
S A S e 'Original' I
Expense Trip|Mileage| Receipt Reimbursahle
Start Date |End Date |Type Justification Distance|  RatelRequired:  Amount (GBP)|Details|Attachments,
11-Feb-2016(11-Feb-2016Motor Speaking at HMI 65(Miles) 0.45 29,25
lMiIeage conference, (jesser from




Expense Report 5224018

Privacy Statement

Allowance -
£0.45 per
mie

Aflowance -
EG.45 per

12-Feb-2016{12-Feb-2016|Motor
: Mileage
mile

12-Feb-2016{12-Feb-2016/Passenger

EZwFéb-ZDié 22-Feb2016 Passengér i
Supplement
- £6.,05 per

office to venue)

Colecting colleague from
business trip an annual
leave day. Cheaper than
taxt or parking, Full
mileage claimable as it
wouldr't have been a
regular journey on Al
day,
Coltecting business

|ET Offsite meeting. '

.- passenger

Expenses Audit Expenses Export Home Logout Preferences

Supplernent |colleague from trip.
- £0.05 per |
19-Feb-2016[19-Feb-2G16/Mot eRDM training. (lesser
Mileage from office to venue)
Allowance -
£0.45 per
15-Feb-2016/19-Feb-2016|Passenger  |eRDM training (lesser),
Supplement passenger
- £0.05 per
e A mile i S o
22-Feb-2016{22-Feb-2016|Motor ET Offsite meeting.
Mileage (lesser Erom office to
Alfowance - {venue)
£0.45 per
mile

53(Miles)

isiiien]

66(Miles)|

 G6(Miles)|

66{Miles)

66(Miles)|

0.45|

045)

0.05

0.45

Page 2 of 2

i
s
= o
e
B0
e S
3.30
eh)
29.701
B
e
&
12035]

‘Return | | Printable Page .

Copyright {c) 2008, Crace. All righls reserved.




ixpense Report SG240383 Page | of 2

SESEASE2) )

i Navigalor (& Favorites Home Logout Preferences
i‘f;E)(penses Auditﬂlzérﬁxpenses Export?
Audit Expense Reports | Manage Expense Reports | Auditor Setup | Receive Receipt Package 1 Payments Search | Maintain Audit List

[ Confirmation
Expense report number 56240383 was previously submitted for approval.

Expense Report $G240383

[-Return | | Printable Page |

Claim not selecied for audit. Sea receipts action below

[ Submission Instructions - ]

Instruction for Claims Not Selected for Checking

If your claim is not sefected for checking print out this page and attach to 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 photacopy 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, EHEL 3XD.

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

The Trave: and Subsistence Team will retain all original receipts of diaims that have been selected for 100% checking.

I 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 will be passed for payment once the 100% check has been completed,

Name 3 Attachments None
T&S Charge card claim included No
Travel Management Company No

Report Total 47.70

GBP
Expense Dates 01-MAR- Reimbursement Amount Z::O
2016 ~
31-MAR-
2016
Cost Center
Purpose
Approver
Original Recgipts Status Not
Required
Report Submit Date 26-MAY-
2016
s sApproval Notes [2]‘
DUSINeEsS CAPL R - —
Mileage Expenses N
Original
Expense Trip{Mileage; Receipt Reimbursable
Start Date |[End Date [Type Uustification  [Distance; RatelRequired _Amount (GBP) DetailsiAttachments
1-Mar-2016]01-Mar-2016{Motor Meeting ... in | 24{Miles} 0.45 10.80
Mileage SH and visit to ES team )
Allowance - {in SH 3
£0,45 per
- —— mile e rr et s em e s e e ot 1 bt it e [ S
04-Mar-2016{04-Mar-2016Motor Strategic Scrutiny Group | 4(Miles) 0.45 1.80
Mileage meeting with Audit
Allowance - Scotland in Edinburgh. LR
£0.45 per iTravel Denholm to
e dmite [Station retusn (lesser)  } 4. -
10-Mar-2016{10-Mar-2016{Motor Directors Network 4(Miles) 1.80
Mileage meeting )
Allowance - |in SAH. Dh to station m
£0.45 per ireturn {lesser)
..... — mile — —a ! — - N R - sin w1




Expense Report SG240383

Page 2 of 2

21-Mar-2016|Motor Meetinus in Ontima 66(Miles)
Mileage
Allowance - |. . BH to Optima
£0.45 per  jreturn (lesser)
24-Mar-2016]Motor Directors Network
Mileage meeting .
Allowance - jin SAH. DH to Station
£0.45 per  freturn (lesser)
e Jmile RS SR
31-Mar-20t6{Motor Strategic Scrutiny Group | 4(Miles)
Mileage with Audit Scotland (DR ]
Allowance - {to Station return (lesser) 953
£0.45 per
. Total]

Return | | Printable Page

Expenses Audit Expenses Export Home Logout Preferences

Privacy Siatement Copyright (c} 2006, Cracle. All rights reserved,




