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Student Group Finance (SGF)
Information for Submitting Finance Requests
Submitting a request on your own behalf
1. Choose Payable to ‘Requester’.
2. Write in your name as shown on your bank account for the Payee Name.
Submitting a request on behalf of another student
Note: The other student must be a paid member of the club/society.
1. Choose Payable to ‘Other student’.
2. Write in the other student’s name as the Payee Name (ensure it matches the name on their bank account).
Third party referee/umpire payment requests (sports clubs)
1. Payable to: choose ‘Third party’
2. Payee Name: Write in the individual’s name as it is shown on their bank account.
3. Item Description: Keep it brief (e.g., ‘Referee Payment’)
4. Justification: Date of fixture and university playing
Fuel reimbursement requests
Ensure you have submitted your Driver Registration Form and Trip Declaration before going on the trip and submitting your fuel request.
1. Item Description: Name of student claimant, ‘Fuel Expenses’, and the date of travel
2. Justification: Miles travelled x £0.25, what the travel was for, where, and the date of travel
Item Description & Justification
Item Description: Put a very brief description of what has been purchased (no more than 10 words). E.g., ‘Snacks for craft night.’ This is what will show in your account statement. 
Justification: Here, you can write as much information as you need to. There’s no word limit. This is just to provide more context for the SU team about your purchase. If you are submitting a receipt that includes some personal items which are not being reimbursed, this is a good opportunity to highlight the items that are being claimed back.
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