Student expenses claim procedure.
1. Complete the expenses claim form (see the form below)



Fill all fields:
· title, surname, first & middle name, 
· full address – it must be the same as in the CamSIS system
· your email address @cam.ac.uk
· UK bank details
2. Purpose of the claim
· begin with the award reference number (if relevant). Only one claim per award allowable.
· provide details such as conference/trip title, dates, place, reason to attend.
3. Travel costs
· list in chronological order
· the amounts must match those on receipts/tickets/booking confirmation
· provide receipts/tickets/booking confirmation in pdf file in the same chronological order
· if receipts/tickets/booking confirmation are saved as separate files, name the files like reference on the form: T1, T2, etc.
· if several receipts/tickets scanned on one page – annotate the receipt T1, T2, etc.
4. Subsistence / Accommodation / Other expenses
· list by type (accommodation, subsistence, other), and then in chronological order
· group meal receipts in one line providing breakdown (on the form, or as separate spreadsheet)
· provide receipts/booking confirmation in pdf file in the same order as listed on the form
· if receipts are saved as separate files, name the files like reference on the form: E1, ET2, etc.
· if several receipts scanned on one page – annotate the receipt E1, E2, etc.
5. Non-GBP costs 
· provide original currency and cost in description, and the converted amount in GBP at the date of purchase, in the “Expense amount” column
· you can claim “non-sterling transaction” fees if you provide your card statement as evidence
6. Claim one amount in GBP up to amount awarded.
7. Enter your CamSIS number (USN) in C50 cell
8. Send by one email to accounts@divinity.cam.ac.uk with attached:
· Claim
· Supporting evidence
· Redacted bank statement as pdf file (to confirm your name, address, and bank details of the account the reimbursement to be paid to)
· Enter the award reference number in email’s subject line.
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Claim form

				Column width		20		6		9		9		8		15		10		9		15				52		101

		Claim for reimbursement: expenses incurred on University business																				FD1A

																						Students

		This form must be completed in BLOCK CAPITALS. 																		Form revised:		5/13/20

		Use second tab if you require more lines, and print/submit both pages.																								https://www.finance.admin.cam.ac.uk/staff-and-departmental-services/forms/versioncheck_FD1A_20200513



		Title				Last name										First Name

				Address (can widen row)																						0

																Personal UK bank account details for reimbursement										1		GBP cheque

																Sort Code

				Department												Account number

																Please provide evidence of bank details - copy bank statement etc

				cam.ac.uk email





		Purpose of claim
(eg Visit to department of Engineering to discuss Research)



		TRAVEL				See Chapter 5b of the Financial Procedures Manual for guidance on completion and the Finance Division website for current rates																						TRUE

		Ref		Date of travel		Travel from				Travel to						Method (eg air/rail/car)		Miles @ 45p (car travel)		Expense currency		Expense amount						FALSE

		T1																		GBP

				Purpose of journey:

Stephen Kent-Taylor: Give details if 'purpose of claim' above isn't sufficient.

Row may be widened if needed																								0



		T2																		GBP

				Purpose of journey:

Stephen Kent-Taylor: Give details if 'purpose of claim' above isn't sufficient.

Row may be widened if needed																								0



		T3																		GBP

				Purpose of journey:

Stephen Kent-Taylor: Give details if 'purpose of claim' above isn't sufficient.

Row may be widened if needed																								0



		SUBSISTENCE/ACCOMMODATION ALLOWANCE/OTHER EXPENSES

		For business entertainment claims please attach details re the purpose of the entertainment, the names of all those in attendance and their institutions

		Ref		Date		Nature of expense														Expense currency		Expense amount

		E1																		GBP						0

		E2																		GBP						0

		E3																		GBP						0

		E4																		GBP						0

		E5																		GBP						0



		Additional notes to assist with validation (if useful)



		Claimant signature										Date				Totals by currency

		I have incurred expenses of the amount claimed, and attach supporting vouchers																Supp sheet		This sheet		Total

																GBP		-		-		-

																EUR		-		-		-

																USD		-		-		-

																Other CCY (must be zero)		-		-		-

																				Total GBP claim		-

				All expenditure in GBP?		TRUE														Advances taken (to be deducted from claim)

		*******************************************************OFFICE USE ONLY********************************************************																								1		*******************************************************OFFICE USE ONLY********************************************************

										Department authoriser signature												Date				2		**********OFFICE USE ONLY (THOUGH CLAIMANT WILL STILL NEED TO COMPLETE BANK DETAILS IN THE SECTION FOLLOWING THIS)***********

				CAMSIS no. (USN)

				AP supplier no.



										Print name

		Account codes: GL/GRANTS

		Ref		Amount (GBP)		Accounting codes









				-		Amount
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Page &P of &N		&F


https://www.finance.admin.cam.ac.uk/finance-staff/accounts-payable/expense-claims/travel-rates

Extra lines

				Column width		20		10		10		10		10		15		10		9		15				60		109

		Claim for reimbursement: expenses incurred on University business																								Hidden column to help the auto row height on merged cells work		Hidden column to help the auto row height on merged cells work

		EXTENSION PAGE (DO NOT SUBMIT THIS PAGE ON ITS OWN)

																				Form revised:		5/13/20

		Name				, 



		TRAVEL (additional lines)

		Ref		Date of travel		Travel from				Travel to						Method (eg air/rail/car)		Miles @ 45p (car travel)		Expense currency		Expense amount

		T5																		GBP

				Purpose of journey:																								0



		T6																		GBP

				Purpose of journey:																								0



		T7																		GBP

				Purpose of journey:																								0



		T8																		GBP

				Purpose of journey:																								0



		T9																		GBP

				Purpose of journey:																								0



		T10																		GBP

				Purpose of journey:																								0



		T11																		GBP

				Purpose of journey:																								0



		SUBSISTENCE/ACCOMMODATION ALLOWANCE/OTHER EXPENSES (additional lines)

		Ref		Date		Nature of expense														Expense currency		Expense amount

		E6																		GBP						0

		E7																		GBP						0

		E8																		GBP						0

		E9																		GBP						0

		E10																		GBP						0

		E11																		GBP						0

		E12																		GBP						0

		E13																		GBP						0

		E14																		GBP						0

		E15																		GBP						0



																				GBP		-

																				EUR		-

																				USD		-

																				Other CCY (must be zero)		-



&D &T


Page &P of &N		&F




Guidance

		Claim for reimbursement: expenses incurred on University business

		Guidance notes

		Exchange rates

		In general, use a rate such that the claimant is reimbursed fairly for the costs incurred. This may be the rate needed to get back to the amount of sterling charged to a UK bank account or credit card.



		Extract from guidance:

		When expenditure is incurred in a foreign currency the aim is to reimburse the employee for the sterling equivalent of their actual costs.

		For cash expenditure: convert back into sterling using the rate that was obtained by the employee in exchanging the currency.

		Receipts from banks and bureaux de-change should be retained to evidence the exchange rate. If these receipts have been lost then please contact the Cashier for the appropriate rate.

		https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-procedures/chapter-5b-expenses-benefits/general-expense-procedures-0



		Guidance on using the claim form:

		The expense form calculates the GBP amount by dividing the currency amount by the rate.

		Therefore you should use the GBP/CCY rate (where CCY is the other currency) rather than the CCY/GBP rate.

		For example the GBP/EUR and the GBP USD rates are generally this is greater than 1.



https://www.finance.admin.cam.ac.uk/policy-and-procedures/financial-procedures/chapter-5b-expenses-benefits/general-expense-procedures-0
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