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	Expense 

Claim Form

	
	
	

	The Robbins Centre, University of Stirling, Stirling, FK9 4LA Tel: 01786 467166

	
	
	

	Club Budget / Club Private / Sports Union / M&E / Act&Wel / Central Office / Robbins / Shop

	
	
	

	Please complete and sign where indicated

	
	
	

	On behalf of the ........................................... Club, please make the following payment(s).

	
	
	

	Name of person claiming ............................................................

	
	
	

	University ID No (if applicable) ...........................................

	
	
	

	Reason/Description for Claim
	Amount
	CARD / BACS

	
	
	

	
	
	

	
	

	Signature of Claimant .......................
	Club Treasurer / President   .............................
(Name in Block Capitals)

	Date ............................................
	Treasurer/President Signature ..............................





CLAIMS WILL ONLY BE PAID OUT IF THEY ARE RECEIVED WITHIN 60 DAYS OF THE DATE ON RECEIPTS
IN THE CASE OF OWN VEHICLE TRAVEL EXPENSE CLAIMS, THESE WILL ONLY BE PAID WITHIN 60 DAYS OF THE DATE OF TRAVEL

Step 1 - Your Details

1. Your club or society name, Your Name, Your Student Number

Step 2 – Claim details

Reason/Description for Claim

Travel expenses

1. Date of travel.
2. Why you travelled (ie BUCS League Match, SUS Rep Training, Society Activity).
3. Who you were playing against (if applicable).
4. Where you travelled from and to.
5. If the claim is for fuel for a vehicle hired through the Sports Union, a receipt must be provided.

6. If the claim is for own vehicle, a trip declaration MUST be completed prior to trip. A staff member will then calculate amount to be paid.
7. If travel was by public transport, full receipts must be attached.  These receipts must show the date of travel, where travel was from and to, and must show the cost on them.  A card receipt that just shows the amount paid will not be accepted.

8. For appointed officials, a match official form must also be completed and signed by the official.
Purchases – Up to £50 only 

1. Items purchased.
2. Date of purchase.
3. If it’s equipment, items for event, maintenance equipment, training items etc.

4. You must attach receipts for all purchases.  These must be full receipts that show the items that were bought.  A card receipt that just shows the amount paid will not be accepted.
Card / BACS
1. Circle the method to be paid
2.    Your full name must be filled in here, even if you are getting cash back you must enter an       amount to be paid.  
3.
Any claim under £50 can be paid out, by card to the claimant only.  
4.
Any claim over £50 will be paid by card or BACS payment. BACS payments will be processed within 5 working days. BACS remittance will be sent by email.
Step 3 - Signatures

Signature of Claimant – You must sign the form

Date of Claim – You must date the form

Treasurer Signature – You must have your club Treasurer Signature (If the Treasurer is the Claimant, the Club President must sign here)
Date of Treasurer Signature – Your Treasurer must date the form (see above if Treasurer is Claimant)
Total











Finance Only





Nominal Ledger
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Cheque No……………...BACs ref……………….





Date ..............................................





Authorisation (Office use only)





Account Name ........................................





Nominal Code ..........................................





Authorised By ..........................................





Date......................................................





Guidance Notes





This form should be used for all claims except equipment purchase when a purchase order form should be used.


Full details must be given of the nature of the expenditure including a breakdown of the total amount and all relevant receipts.








