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Introduction

In Maconomy you can claim reimbursement for many kinds of expenses such as travel expenses, medicines/doctor visits, fika, wellness allowance, health check-ups (please check SIPRI handbook for more information), as well as project related expenses. 

The claims need to be submitted as soon as possible and according to the deadlines that the finance department defines every month and usually this is the last day of the month, to be paid with the next salary payment. 
You cannot submit an expense sheet dated in a previous year so please make sure to submit all the expenses in Maconomy in good time.  

NB! 
1) All the relevant receipts, invoices, boarding passes, list of attendants, agenda/program of the conference etc. must be attached upon submitting. 
2) A printed copy of the claim, with the original documents must be handed in to finance department for archiving. 

NB An expense sheet that does not fulfil the necessary requirements e.g. lack of receipts/boarding passes/agendas can be rejected.

If you have lost a receipt, you can add a copy of your credit card or bank statement that shows the payment, as proof of purchase, but please note that you must also inform finance department because these documents are not considered as receipts and some donors might not accept them.   

If you have paid in cash and there is no valid receipt, please fill in the Missing receipt which you can find on the intranet under HR- Salary & Expenses/Expenses and attach it to the claim. Please also inform the finance department accordingly.

For more information about how to submit an expense sheet/Per-diem in Maconomy please check the tutorial film-clip: ‘Register Expenses & Per Diem” on the intranet.

For expense sheet 
https://intranet.sipri.org/wp-content/uploads/2020/08/Tutorial-3-Register-expenses-1.mp4

For per-diem
https://intranet.sipri.org/wp-content/uploads/2020/08/Tutorial-4-Register-Per-Diem.mp4
 

If you have questions regarding tasks, please contact the Project controller. 
For any other question regarding expenses and per-diem please send an email to salary@sipri.org







Expenses: Claiming Expenses in Maconomy


• Make sure you choose the correct project number. 
NB! If the costs are to be divided between several projects, you need to create separate expense sheets for each project.


• If you claim Travel costs – always give the reason for travel and please do not forget to also attach on your per-diem the signed travel proposal from your line manager otherwise your claim will be rejected. 


• If you claim Hotel costs – always deduct personal expenses (such as mini-bar, laundry
etc.) from the hotel bill. 
Please note that if your hotel bill includes costs for transportation that cost should be reported separately. 


• If you claim costs for another person (incl. representation) – always give that person’s
name and the company/institute name.

• You will not be reimbursed for ATM charges – Per Diem is meant to cover these costs.


• Always give the exchange rate and state where you found it or include a proof of the bank payment from your bank. 


• Staple (or use adhesive tape) receipts onto a sheet of paper, making sure that all receipts
are copy-able and that no receipt covers another since many Donors require copies of all
expenses.
NB! Payment slips from credit card payments are not receipts as mentioned before and you must always inform the finance department in case you are missing a receipt. 


• If you are claiming costs relating to a conference/meeting you have held, always include
  the list of attendance and the agenda/programme. 
• Include boarding passes.
• Include the event programme if you have travelled for a conference/seminar/training
  course.








Tasks and activities for Expenses related to Core:

NB: regarding projects, please contact the project controller in case you cannot find the task.  

Below you can find a list of the tasks that are available for use in Maconomy according to different type of expenses.

Preventive Health care:  

a. Costs for doctor’s visits / prescribed drugs: 
Task in Maconomy for doctor’s visit   5820 and activity 582
Task in Maconomy for prescribed drugs 5810 and activity 581

· Doctor’s visits (the receipt must clearly show that it was a doctor and not a nurse), oral surgery (not ordinary dental care), or psychological treatment (only with a referral from a doctor) – 95 SEK per visit. 
· Physiotherapy (only with a referral from a doctor) – 55 SEK per visit.
· Hospital stays – 70 SEK per day
· Medicines that are prescribed by a doctor can also be fully reimbursed.

b. Computer Glasses:   
Task in Maconomy 5410 and activity 541

SIPRI will contribute to the cost of computer glasses (terminalglasögon). 
These are glasses specifically designed for reading on a computer screen, to prevent eye strain and other common issues. 
SIPRI has an agreement with the optician’s chain ‘Synsam’. A referral from HR is needed to make an appointment. 
For more information or to request a referral, please contact HR.

c. Vaccination:  
Task in Maconomy 5800 and activity 580

SIPRI will reimburse up to 200 SEK for the cost of an annual vaccination against seasonal influenza.
SIPRI will pay for vaccinations (ex. hepatitis, cholera) that are necessary for travel within work. Such costs will either be charged to a project (for externally funded projects) or to the core budget. This can be claimed back in Maconomy, together with the receipt.

d. Health check-ups: 
Task in Maconomy 5490 and activity 549

SIPRI will contribute up to 1 000 SEK to the cost of a physical examination (health check-up): every fifth year for employees aged 40+ years and every third year for employees aged 50+ years.



Wellness allowance:  
Task in Maconomy 5910 and activity 591

In accordance with the Swedish tax regulations, SIPRI offers employees a tax-free allowance for simpler types of exercise and wellness activities.
Examples of tax-free exercise are gymnastics, dans courses, swimming, massage.  
For any activity that complies with the Swedish Tax Agency, SIPRI will reimburse the cost, up to a sum of 1 500 SEK per year. 

The cost will be claimed in Maconomy, together with the receipt. 
(The receipt must state name and personal number of the purchaser, the seller’s name and corporate identification number, the amount you have paid, the date and the period of validity)

N.B! The costs for preventive healthcare can only be paid out for the current year and not in arrears. 
If an employee has only worked part of a year, this entitlement is modified accordingly. (125 SEK per month) and the same applies in case of part time work. 


The annual due date for claiming for the wellness allowance is 30/11 every year. 
This is to ensure that the expense is posted to the correct accounting year.
Receipts received between the payroll day in December and the end of the year (approximately 14 days) cannot be used for the annually wellness allowance.

However, the receipts dated in December can be used for next year’s wellness allowance. 



The allowance can also be used for wellness apps or online tools for exercise but not e-sports. 
· It cannot be used for buying or renting sports equipment, clothes, or shoes. 
· Same applies for subscriptions of personal membership fees in associations, all medical treatments (e.g. chiropractors), beauty care or theory courses.
· For activities without an element of exercise, for example massage, the activity may cost a maximum of SEK 1,000 per occasion in order to be of less value and tax-free.


Read about all keep-fit activities activities on the Swedish Tax Agency’s here. 

https://www4.skatteverket.se/rattsligvagledning/386278.html










Cost for Hotel-Meals Core:  according to the list below: 
Arm.& Disarm: Task 5001 and activity 501 
Conflict Peace & Sec: Task 5002 and activity
Peace & Development: Task 5003 and activity 503
Outreach: Task 5004 and activity 504 
Operation: Task 5005 and activity 505
Director's office: Task 5006 and activity 506 

Tickets for travel Core:  (flight, bus, train) according to the list below: 
Arm.& Disarm: Task 5101 and activity 511
Conflict Peace & Sec: Task 5102 and activity 513
Peace & Development: Task 5103 and activity 514
Outreach: Task 5104 and activity 515
Operation: Task 5105 and activity 516
Director's office: Task 5106 and activity 517 

Other travel costs Core: (e.g taxi) according to the list below: 
Arm.& Disarm: Task 5201 and activity 521
Conflict Peace & Sec: Task 5202 and activity 522
Peace & Development: Task 5203 and activity 523
Outreach: Task 5204 and activity 524
Operation: Task 5205 and activity 525
Director's office: Task 5206 and activity 526

Costs for moving to Sweden:  
Task in Maconomy 5370 and activity 537

· Programme Directors/Researchers, their spouses and children are reimbursed by SIPRI for verified moving and travel costs (travel by economy class for the employee and their immediate family members). 
· Research Assistants are reimbursed for travel costs (economy class)

For more information, please contact HR department.

Residence Permit:  
Task in Maconomy 5420 and activity 542

If an employee needs to renew their residence or work permit during their stay in Sweden, they will need to apply to the Swedish Migration Agency (Migrationsverket). 
SIPRI will cover the cost of work and residence permits.
The expenses can be claimed back in Maconomy to the activity above. 






FIKA breakfast, Entertainment:  
Task in Maconomy 5510 and activity 551

The reimbursement for our weekly fika is up to 400 SEK for both organizers. One person of every team will submit the receipts by attaching all the receipts to the above activity. 

Conference: (e.g., costs for Exhibitions and fairs)
Task in Maconomy 5430 and activity 543

Postage/Delivery:  
Task in Maconomy 5390 and activity 539

Representation intern / extern: 
Task in Maconomy intern: 5610 and activity 561
Task in Maconomy extern: 5600 and activity 560

Please include the reason for the cost and the persons attended. 

Other costs: (e.g. flowers for new staff)
Task in Maconomy 540 and activity 540

Away Days:
 Task in Maconomy 5520 and activity 552	
Please do not forget to attach the participants list and the agenda/program. 

 Library costs: (e.g., cost for books, newspaper)
Task in Maconomy 5380 and activity 538	

Staff training: (e.g., language lessons, Heat Training)
Task in Maconomy 5450 and activity 545
	
Office Supply: (e.g. toner, pens, highlighters)
Task in Maconomy 5460 and activity 546

Required columns to update: 
Please also check below the columns in Maconomy that need to be updated when you submit your claims:
Entry date, 
Project number
Task
Expense justification: description of the cost
Currency
Exchange rate (in case of receipt from another country) 
Unit Price Currency
Unit price base

[image: Graphical user interface, application
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Per/diem: Claiming Per diems in Maconomy
Per diem is an allowance for increased daily living expenses associated with business trips outside of one's regular place of business.
· You must have spent the night in another location during your business trip in order to make deductions for increased living expenses (This applies to increased costs for food and small expenses e.g. ATM costs.). Furthermore, it is required that you have travelled to a place more than 50 km away from your ordinary place of work and more than 50 km away from your home.
· Per diem pay is tax-free.
· The Swedish Tax Agency sets domestic and foreign per diem rates every year and the reimbursement amount is based on these rates. Every January we update Maconomy with the new annually rates. For more info about the rates, you can visit Skatteverket. 
· If the business trip starts at 12.00 or later per diem counts as a half a day.
· If the business trip ends at 19.00 or earlier per diem counts as a half a day.
· There is an overnight night allowance when accommodations are arranged privately. This allowance is equivalent to half the per diem rate. (In this case, please make sure to fill out the column Nights with the number of nights you have stayed abroad when you claim your per diem in Maconomy) 
• Make sure you choose the correct project number. 
NB! If the costs are to be divided between several projects, you need to create different Per Diems for each project.
 
• when you claim for Per diem – always remember to deduct all the meals that have been provided to you by the hotel or the organizer of the event. 
(e.g., hotel breakfast or meals at internal courses/training, conference, dinners)

Exception: No deduction for meals that are obligatory and included in the price of transport (train, airplane)

• If you claim Per-diem you will not be reimbursed for meals as well separately and vice versa. 
 Per diem reimbursement is meant to cover all the additional expenses you had due to business travel
 (e.g. meals, ATM costs). It does not, however, cover costs for transportation so you should
always claim costs for transfer and local transport.

On your Per diem – always give the reason for travel and please do not forget to also attach the boarding passes, the agenda plus the travel proposal signed from your line manager otherwise your claim will be rejected. 


For more information about how to submit a Per-diem in Maconomy please check the tutorial film-clip: ‘Register Expenses & Per Diem” on the intranet.

For per-diem
https://intranet.sipri.org/wp-content/uploads/2020/08/Tutorial-4-Register-Per-Diem.mp4


































Mileage :  Claiming Mileage in Maconomy
Travel allowance: 
When employees travel for work (business trips) with their own car, the reimbursement for a tax-free car allowance is 25 sek per mile, until further notice. 
Please make sure to fill in and attach to your claim the Form of Mileage Reimbursement Request which you can find on the intranet under HR- Salary & Expenses- Expenses 

Below you will also find a draft of the Mileage Reimbursement Request Form and for further information please contact the Finance Department. 
[image: ]
If you have any question, please do not hesitate to send an email to

salary@sipri.org


and our team will be glad to help you! 
[image: A red and white tag with black text
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