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Client billable and reimbursed expenses are costs incurred during the assignment that are authorised by the end client or agency. 
It’s important that all client billable expense claims have been agreed between you and the end client or agency before the start of 
an assignment.

It’s important to remember that you must submit identical claims with the end client or agency and Parasol. Generally the end client 
or agency will provide you with a claim form and you may be required to provide copies of your receipts for each claim form 
you complete.

Submitting legitimate client billable expenses with Parasol is easy and can be done in six simple steps:

 
Step 1:  Log into MyParasol and from the menu, 

select ‘Expenses And Costs’

Step 2:  Select ‘Client Billable Expenses’
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Step 4:  Select the date period and assignment for which the 
claims were incurred for

Step 3:  Select ‘create claim’
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Step 5:  Add each item, selecting the correct category for each expense; 
input the cost amount and the date it was incurred (for any costs 
of the same value multiple dates can be chosen). It is important 
to select the correct category for each expense item to avoid  
any delays to payment

Step 6:  Once you’ve included all of your items for this period, 
select ‘Submit claim’
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Without the original receipt we can only reimburse the cost of goods or services excluding VAT which will leave you out of pocket. 
Please be mindful of this if the end client or agency request original receipts from you.

To send Parasol your original receipts you can post them. We recommend that you use recorded delivery to ensure they reach 
the team.

Send your original receipts to: 

Client Billable Team 
Parasol Ltd 
Optionis House 
840 Ibis Court 
Centre Park 
Warrington 
WA1 1RL

If your claims do not include vatable items and therefore do not require the original receipt you can scan or take a picture of the 
receipts using your phone and email copies to us. Just follow these few simple steps:

 
Scanning receipts 

• Place your original receipts on an A4 piece of paper, sign and date each page, ensuring all receipts are clear and legible

• Save your scanned receipts using the following naming convention:  “MyParasoluserID and date” e.g. MrJBloggs6Apr16

• Email all scanned copies of receipts to receipts@parasolgroup.co.uk

 
Taking a picture on your phone 

• Place your original receipts on an A4 piece of paper and sign and date each page and take a picture, ensuring all receipts are 
clear and legible

• Insert your MyParasol user ID into the subject field of the email with claim period dates: e.g. JBloggs 6-10Apr16

• Email images of receipts to receipts@parasolgroup.co.uk

The claim will be approved by the end client and/or agency which can 
take up to 30 days. Once we have received payment confirmation, 
payment will be made to you by BACS and will reach your account within 
three working days.

 
Receipts
 
When entering a claim for an item that includes VAT, you must provide 
Parasol with a VAT receipt (see opposite example of a valid VAT receipt).

A VAT receipt must include the VAT number, VAT breakdown and all 
items must be subject to 20% VAT.


