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SU EXPENSE CLAIM FORM 





NB. A VAT receipt detailing items purchased is required. The receipt must be within 28 days of purchase. 





To be paid into claimant’s bank account. This can take 10-15 days to process.   





Club/Society/Other 


 





Claimant Name 





 





Claimant Signature 





 





Email (generic)


 





Mobile Number 


 





Address 															Postcode 


 





Date		A full description of expense claim. 							   Department     Nominal Code                     Amount
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  Total 


 





£															 


 





Claimant Bank Details	 


 









































Sort Code 			 


 















































Account 


Number  


 











															 


 





Bank Name 															 


 





Requested by - Treasurer/Budget Holder


Name _______________________________________	Signature ____________________________________	Date ____________________





Approved by – SU Staff/Budget Holder


Name _______________________________________	Signature ____________________________________	Date ____________________





Approved by


+£250 __________________________________ +£1000 __________________________________ +£3000 ________________________________





Finance Use Only Funds Available         Batch No ___________   Sage Updated            Order Number 





Processed by _________________________________   Signature_______________________________	    Date______/_______/______    











															 


 





															 


 














