Leeds University Union
Expense reclaim form

Please complete this form when reclaiming expenses or other amounts incurred as a result of your work for the Union. You must attach receipts or other records to support your claim. Failure to do so may result in claims being rejected. If you are claiming an advance you must use a ‘Cash Advance Form’. Please hand forms into Finance by Tuesdays for the payments to be processed by BACs on Wednesdays.

Date Submitted: ______________________

	Your details:

	Payee name: (capitals)
	

	Payee position/role
	

	Department/area of activity
	

	Contact details:
	



Expense details: please tick box to indicate receipt is attached for each item; otherwise note reasons. Mileage claims and allowances must be made in accordance with the LUU Staff Handbook. Receipts are not required in such cases, but details of the calculation used must be stated.

	
	
	If Claiming Travel Costs
	Budget coding
	
	
	FINANCE USE ONLY

	Item/description
	Date
	From (e.g. LUU)
	Destination (e.g. Sheffield)
	Mode of Transport 
(e.g. Train, car)
	Miles Travelled
(If known)
	Account Code
	Department Code
	Job Costing Code 
	Amount (inc. VAT) £:p
	Receipt Attached?
(tick)
	VAT code
	Net
£
	VAT
£

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL VALUE OF CLAIM (including VAT)
	£
	
	
	
	



	If receipt not attached, explain here:

	Signed by claimant:
The above information is correct. I have returned all unused cash advances received in relation to the above expenditure.
Signature:


	Authorised: See authorisation mandate
I have checked the above claim and verified that all necessary records are attached and that the claims relate to Union business.
Signature:

Name:
	FINANCE OFFICE USE
Date received:         Form checked: 
                                   (cashier initial)

Refer to RD if problems
If cash issued, signature of cashier:

If cash paid, signature of recipient:
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