Expenses

e Expenses Template

e Expenses Procedure



Expenses Template

Expenses.xlsx


https://manual.maticmedia.co.uk/attachments/20

Expenses Procedure

The below flowchart shows the procedure for getting expenses paid.

Expenses are paid at the end of the month in your wage slip.

Expenses over £100 will be paid within 2 days of the expenses spreadsheet being
provided.

Download excel
document from
Manual

Fill in spreadshest as
per headers

Take a photo of each
receipt to match each
line of the
spreadsheet

Email spreadsheet and
photographs to
accountsi@maticmedia.co.uk

Send message to Robert on
rocketchat to remind him that your
have done this.




