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Frequently Asked Questions for Invoicing and Expenses
Over the last year, we have listened to your feedback and made improvements to the invoicing and expenses forms and procedure. We appreciate the time some trainers have taken to trial this new invoice and expenses forms and thank you for your input.

We hope the new procedures will save you time and be easier for you to complete.

When will the changes happen?
From the 1st January 2017 invoicing and expenses will be changing.
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Where do I send my invoices to?
All invoices now go to invoices@ecgtraining.co.uk - An auto reply will go out to you once your invoice has been received.

Where can I find the template and an example?
A template of the new invoice can be found on the Trainer Resource page of the ECG website, where there is also an example to help you.  
The password for the Resource page is: Infohere

How often should I send in my invoice?
Due to the volume of invoices in our growing company, we will need to ask you to submit your invoice and expenses fortnightly, unless otherwise agreed with us. Claims received by the 14th day of the month, will be paid within 2 weeks.

How do I book hotels?
Overnight stays need to be agreed with the coordinators beforehand and the coordinators will book a Premier Inn for you.  If you prefer to book your own hotel, this will need to be agreed with the coordinators and a fixed allowance of £60.00 for this hotel booking is claimable. You will need to claim on the invoice, in the ‘£60 accommodation allowance’ column. 
You do not need to provide a receipt if you book your own hotel.


How do I claim for food if I’m staying overnight?
We will now pay a fixed amount of £25.00 for your breakfast and evening meal combined, if you are on an overnight stay. The amount of £25.00 should be claimed on the invoice form, in the ‘overnight £25 meal allowance’ column. Your breakfast and evening meal will no longer be booked for you, giving you the freedom to choose where to eat. 
You do not need to provide receipts for food and drink.

What should go on the Invoice?
Please use your Invoice for fixed amounts e.g. accommodation and meal allowances and your training fees. You will need to put in your total mileage and this will now automatically calculate this for you. 
You do not need to provide receipts for items on the invoice.

What do I use the Expenses form for?
Your expenses form needs to be used for: parking, postage and other expenses. The ‘Other’ column can be used for flights, trains and taxis (if we are not booking), etc. 

You do need to provide receipts for items on the expenses form.

What do I put in the VAT column?
If VAT shows on your receipt, then you need to enter the VAT amount into this column on the expenses form.

Wi-Fi
ECG are using Premier Inns for your stay and free Wi-Fi is included at Premier Inns, so additional Wi-Fi charges will no longer be paid for.


What if I need to charge ECG VAT?
Please ask for a different invoice with the VAT column at the bottom.


We hope you will find these new processes easier and more flexible for you.
Please do direct any queries to invoices@ecgtraining.co.uk


Thank you.
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