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	Expense Claim Form

	
	
	

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

	
	
	

	
	
	

	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 Details

	
	
	Bank: 
Card Number:

Expiry Date:

	
	
	

	
	

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

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



Total:











Guidance Notes


Claims for travel will only be paid out within 60 days of the date of travel


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.


If the claim is for fuel for a hired vehicle hired, a receipt must be provided.


If travel was by public transport, full receipts must be attached, including date of travel,


Destination, cost.  A card receipt that just shows the amount paid will not be accepted.


For officials, a match official form must also be completed and signed by the official. 


Please submit the match official form, alongside this expense claims form.


Please submit this form in word document only.





Authorisation (Office use only)





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





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





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





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








