
Claiming expenses for your visit at the SGPE - SIRE training (June 2015)
 
In order to simplify and speed up the claims procedure, please fill in the form attached as well 
as the following information: 
 
Your Name: 
 
Institution: 
 
List all expenses below for which you are claiming a reimbursement: 
 
 
Date of 
the 
receipt: 

Details (e.g train ticket Edinburgh to x) Total cost 

 
 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

 
 
Your signature: 
 
 
Date: 
 
 
Please send all original receipts with your claims form to: 
 
SGPE 
The University of Edinburgh 
School of Economics 
30 Buccleuch Place
Edinburgh
EH8 9LN 
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OPTION 2: FOR UK BANK ACCOUNTS 



THE UNIVERSITY OF EDINBURGH

CASUAL PAYMENT VOUCHER

BLOCK
LETTERS
PLEASE

Description of payment .........................................................................................................................

      * SEPARATE  INVOICE
        HANDLING  DATE

        INVOICE NO.  DUE DATE

* If documents are to be forwarded with payment enter 01 in separate handling field and
   enclose documents with this form, otherwise leave blank.

VAT
Code VAT Amount  £       p  NET Amount    £           p          Job Code         Cost Centre  Account Code

GROSS TOTAL

 Totals

START     END

PAYMENT PERIOD              ................/............../.............                ................/............../.............

Prepared by: ...............................................................          Verified: ..............................................................

Date Prepared ............................................................          Authorised: ........................................................
(Authorised Signatory/Head of Dept.)

February 2011

PAY TO:

NAME

ADDRESS

POSTCODE

Sort Code __  __ - __  __ - __ __ Account Number __  __  __  __  __  __  __  __

Preferred payment method is by BACS




