
       
 
 
Expense Policy Update 
 
You will soon receive an updated copy of the Eden expense policy in the mail. The updated expense policy does not 
represent any significant changes. The new policy just seeks to make our current expense forms easier to understand and 
to help contractors make the most of our service whilst ensuring your compliance with Inland Revenue guidelines. It will 
also serve to prepare for a new online tool that should be launched later this year. Please note that we will also be 
introducing weekly expense spot audits. In the meantime we would like to remind everyone of some basic expense rules; 
 

• Always ensure that if claiming mileage that a detailed mileage form is attached. Please use post codes for all 
journeys and ensure that any miles over the 10,000 mile yearly limit are claimed at the lower rate. Failure to do 
so will result in non payment of mileage expenses. Also remember to keep petrol receipts for spot audits or 
for use by the Inland Revenue. 
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• All expense claims must be signed and appropriate declarations ticked. Note that boxes one and two must always 
be ticked and box three if you are staying away from home overnight. Failure to do so will result in non 
payment of expenses.  

 
 
 

• Receipts must be attached for all receiptable claims. Failure to do so will result in non payment of expenses.  
 
 
 
 
 
 
 
 

• Please remember that subsistence claims should be in line with actual expenditure whether that is higher or lower 
than the boxes indicate and that you should keep receipts wherever available. You will need to produce food and 
drink (non alcoholic) receipts if your expenses are spot audited in a particular week. Failure to do so will result 
in non payment of expenses.  

  
 
 
 
 


