Expenses
Guidance
All you need to know about what you
can and can’t claim
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As an employer, your company has to comply with
the tax legislation relating to the payment of expenses
and provision of benefits and these notes reflect the
guidelines and commentaries issued by HM Revenue
& Customs (HMRC). To support the validity of any
expense claim, you should retain original receipts for
items that you submit onto the online portal in the
event that either HMRC ever query your accounts or
your company is selected for the periodic audits by
PayStream. (Please be aware that these receipts may
be requested at any point over the next 6 years by
HMRC).
Expenses are tax deductible provided they are incurred
wholly, exclusively and necessarily in the performance
of the duties of employment.
If you are unsure as to whether or not an expense is
allowable please contact your dedicated accounts
team at PayStream on 0161 929 6000 (Option 3).

‘Out of pocket expenses’
We will periodically review your submissions, however, this
review does not dispense with your requirement to ensure
that all expenses are bona fide, actually incurred and fully
receipted.
Out of pocket expenses are reimbursed by your company.
These expenses are effectively paid out of funds remitted by
your agency or client. There may be occasions where your
expense claim exceeds the funds remitted by your client. In
these circumstances any balance of expenses unpaid can
be carried over to your next income statement when funds
are next remitted by the agency.

‘Reimbursable expenses’
These are expenses where the agency/client has agreed
to pay the expenses. Typically they arise when the agency/
client requires you to visit another site and has agreed to
pay for reasonable travel costs, hotel accommodation and
meals.
An invoice will need to be sent to the agency/client
(unless they are self billing) to enable these expenses to be
reimbursed. To enable PayStream to prepare this on your
behalf, you should send an email with a breakdown of the
expenses to psctimesheets@paystream.co.uk so that we
can invoice your agency on behalf of your company.
The agency/client may also require its own expense form
to be completed and authorised, in which case original
receipts may need to be submitted to them. Please ensure
that these expenses have been authorised in writing by the
agency/client prior to submitting them as this may delay
payment of the total invoice, including hours worked.

“

The agency/client
may also require its
own expense form
to be completed and
authorised, in which case
original receipts may need
to be submitted.

“
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Travel and Subsistence

Rail, Ferry, Bus, Air, Taxi, Tolls, Parking and
Congestion Charges

Mileage Expenses
The following mileage rates can be claimed:
Vehicle Type

First 10,000 miles
per tax year

10,001+ miles per
tax year

Cycle

20p

20p

Motorbike

24p

24p

Car

45p

25p

Travel and subsistence costs are tax deductible if they
relate to journeys to/from a temporary workplace, which
is defined as being of temporary nature/limited duration
(subject to the 24 month rule below). If you only work on a
single assignment, without the anticipation of any further
assignments, your workplace will be regarded as permanent
and all expenses reimbursed to you will be taxable in full.
A record of the journey should be maintained which includes
the date of the journey, start and finish points, reason for the
journey and the actual mileage travelled. Your claim can then
be entered onto the online portal or via the PayStream app.
A copy of the Vehicle Registration Document (V5) should be
retained as evidence of the ownership of the vehicle. Mileage
can only be claimed where your own vehicle is used.
24 Month Rule: According to the 24 month rule travel and
subsistence expenses will only be tax free provided you
believe your contract will not exceed 24 months. For example,
if you have currently been on the same site for 21 months
and you are offered and accept an extension for 6 months,
this will take you beyond the 24 months limit. Any claim
for travel, subsistence and accommodation will become
taxable, from the point it is known that the contract will be
extended beyond 24 months or it actually exceeds 24 months
(whichever is earlier).
Where a work site has changed for the new site to be
considered a new work site by which the 24 month period
restarts, the journey undertaken to that site or the cost to
travel to that site must be significantly different from the
previous site.
For further information please contact your dedicated
accounts team.

Back to top

Rail, ferry, bus, air travel, taxis, tolls, parking and congestion
charges are tax deductible if original receipts are retained
and the claim submitted onto the online portal or via the
PayStream app.

Back to top

Hire Cars
The rental and fuel costs of the vehicle are claimable as long
as the vehicle is hired for business purposes. All original
receipts must be retained. The 40p mileage charge in this
instance is NOT claimable.

Back to top

Accomodation
These are the reasonable costs of accommodation paid
out whilst away overnight from home on business. This will
generally relate to the costs of a hotel or bed & breakfast
accommodation.
It is important to note that overnight accommodation is only
tax deductible where it is a cost incurred in conjunction with
attendance at a temporary workplace.
If you need to work away from home because of your
contract, you can claim for the cost of accommodation and
breakfast, supported by original receipts. We consider the
following thresholds to be reasonable:
My PSC Expenses Guidelines:
• £110 per night staying within the London postcode
area
• £90 per night outside the London postcode area
• £120 per night outside the UK and Eire
But as a company director the level of expenditure is at your
discretion.
Original receipts should be retained for all claims under this
section and the claim submitted onto the online portal or via
the PayStream app.

Back to top
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Rented Accommodation

Business entertaining

Where accommodation is rented, the cost (including gas,
electricity, and council tax) may be tax deductible provided
you maintain and continue payment for a permanent
residence elsewhere in the UK or abroad. A copy of the rental
agreement and copy receipts for the payment of the rent
should accompany the claim, along with proof of financial
responsibilities at main residence (mortgage statement,
council tax bill, etc).

The cost of entertaining clients or any other third party is an
expense that is not deemed by HMRC as a tax allowable
item.

Accommodation costs will be taxable if other family members
are present. It should be the case therefore you reside alone.
Original receipts should be retained for all claims under this
section and the claim submitted onto the online portal or via
the PayStream app.

Back to top

Meals

Back to top

Personal Incidental Expenses (PIEs)
The maximum cost of incidental expenses of £5 per day
in the UK and £10 per day if overseas, can be claimed
for each evening that you have to stay away from home.
This is to cover costs such as laundry, personal telephone
calls and newspapers. This can be claimed whilst staying
in either hotel/bed & breakfast accommodation or rented
accommodation.
Expenses in this category should be recorded separately on
the online portal as incidental expenses and for the amount
actually spent. Receipts are not required to support any
Personal Incidental Expenses incurred, however they cannot
be claimed without receipted accommodation expenses.

Where you are attending a temporary workplace, HMRC
accept that reasonable meal costs are tax deductible
provided they are not excessive. We believe reasonable
levels would be £10 for breakfast or lunch (£15 in London)
and £30 for dinner (£40 in London). These are not round-sum
allowances but simply guidance on what could be regarded
as “reasonable” costs. The cost of a reasonable level of
refreshments (both alcoholic and non-alcoholic) with the meal
is allowed plus refreshments such as tea, coffee and soft
drink taken between meals.

Use of home for Perfomance
of Duties

General supermarket shopping for your household and the
bulk buying of items to prepare your lunches for a short
period of time are not allowable expenses. However, if you
purchase lunch from a supermarket near your work site you
can claim for the cost of the sandwich or prepared items
purchased.

If you work from home HMRC accept that a deduction of
£6 per week (£4 per week up to 2019/20 tax year) can be
allowed without the need to justify that amount. You can
claim this provided you work at home regularly. This will not
apply where you simply take work home in the evening on
the odd occasion.

Meal receipts for more than one person should not be
claimed as this is deemed as entertaining which is not an
allowable expense.
Original receipts should be retained for all claims under this
section and the claim submitted onto the online portal or via
the PayStream app.

Back to top
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rented, the cost (including gas,
electricity, and council tax)
may be tax deductible.

“
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Telephone

Internet

Identified and itemised business calls from home or a
personal mobile are tax deductible provided they are
business related. As a minimum requirement HMRC expect
that any claim for reimbursement should be accompanied
by your telephone bill with all business calls highlighted. The
provision of a mobile telephone for the director’s personal
use is exempt from tax and NIC. This covers the cost of the
telephone itself, any line rental and the cost of private calls
paid for by the company.

Internet costs are tax allowable providing they are incurred
wholly, necessarily and exclusively in the performance of your
duties.

If your mobile telephone is registered in your company name,
the full amount can be claimed.
For those with top-up pay-as-you-go cards, a mobile call log
sheet should be completed and retained detailing business
calls only. The cost of the card itself is not tax deductible, only
the actual cost of business calls. If you require assistance
with this, you can obtain a template log sheet by contacting
your dedicated accounts team or downloading one from
our website. Alternatively your dedicated accounts team can
easily post, e-mail or fax blank copies to you. No private calls
or line rental costs are tax deductible.
Original receipts should be retained for all claims under this
section and the claim submitted onto the online portal or via
the PayStream app.

If your internet connection is registered in your company
name, the full amount can be claimed.
Original receipts should be retained for all claims under this
section and the claim submitted onto the online portal or via
the PayStream app.

Back to top

Stationery and books
Where these are used wholly, necessarily and exclusively in
the performance of your duties, they are tax deductible.
Original receipts should be retained for all claims under this
section and the claim submitted onto the online portal or via
the PayStream app.

Back to top
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in your company name,
the full amount can be
claimed.

“
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Professional Subscriptions

Computer Equipment

For a list of tax deductible Professional Subscriptions please
click here.

Computer hardware and software bought by or for the
company, will be tax deductible for the company provided it
is required to enable you to carry out your duties and forms a
key element in enabling you to complete your task.

Back to top

Please note that HMRC may find it suspicious if more than
one laptop is purchased per year.

Training and Tuition
Where you are required to undertake training or tuition
that is work related (i.e. where the activity is designed to
impart, instill, improve or reinforce any knowledge, skills or
personal qualities which are likely to prove useful to you as
an employee when performing your duties) the costs are tax
deductible.
When claiming for training and tuition, you should provide the
following details:

Original receipts should be retained for all claims under this
section and the claim submitted onto the online portal or via
the PayStream app.

Back to top

Tools and Equipment
The cost of the upkeep, repair and replacement of tools
and equipment is tax deductible subject to the usage being
wholly, exclusively and necessarily for the performance of the
work undertaken (i.e.) there is no personal usage.

1. Name of the training provider
2. Description of course and dates attended
3. Your current job description
In addition to the cost of the course you may claim for
expenditure relating to this course, for example travel and
subsistence if you need to travel or stay away to attend the
course.

Original receipts should be retained for all claims under this
section and the claim submitted onto the online portal or via
the PayStream app.
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Original receipts should be retained for all claims under this
section and the claim submitted onto the online portal or via
the PayStream app.
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Personal Protective
Equipment
The provision of protective clothing is tax deductible where it
has to be worn as a matter of physical necessity because of
the nature of the job. Typical examples are overalls, protective
boots and gloves. The costs of upkeep or repair of the
specialist clothing is also tax deductible.
Original receipts should be retained for all claims under this
section and the claim submitted onto the online portal or via
the PayStream app.

Back to top
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