
Page 1 

 

 
 

 
 
How to claim travel expenses from the Sam 2014 conference 
 
2 options are available. Which option you complete will depend on which bank account you 
claim on. 
 
Complete option 1 for claiming through a non-UK bank account 
Complete option 2 for claiming on a UK bank account 
 
Please complete one option and return to address below: 
 
 
Gina Reddie 
The University of Edinburgh 
School of Economics 
3rd floor, room 3.04 
31 Buccleuch Place 
Edinburgh 
EH8 9LN 
 
If you have any questions pleasee-mail gina.reddie@ed.ac.uk 
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OPTION 1: If you are claiming on a non-UK bank account: 
 
Name: 
Institution: 
 
List all expenses below for which you are claiming a reimbursement. 
For those delegates with a £200 allocation, please note the hotel costs will be deducted from your allowance. 
The University can only accept original receipts or e-booking forms 
 

Date of receipt Details (e.g. train ticket, flight…) Total cost as printed on the receipt 

   

   

   

   

 
 

The university only reimburses via a bank transfer. Please provide the following information 
 
Beneficiary account name (please note that this might be different from the beneficiary name, we need the full correct bank 
account holders name) 
 
 
Beneficiary bank's name and address (Preferably exact address but if not available, specified city is sufficient in most European 
countries and American states. Payments to Asian countries i.e. India and China need exact address). 

 
 
For EURO payments: 
 
You must quote the International Bank Account Number (IBAN) and SWIFT Bank Identifier Code (BIC) for all cross-
border intra-EU/EEA euro payment instructions. 
The IBAN:(International Bank Account Number) consists of: 
2 letters i.e. (country code) +  
2 digits (check digits) +  
? digits (bank branch/domestic routing code) +  
? digits (account number)   
 
IBAN:  
 
Other currency payments (non-EURO) 
 
For example  
 
USD payment to US Account number (X digits- not specified)+ ABA Routing number (9 digits)  
 
CAD payment to Canada Account number (7-12 digits)+ Transit number (4 digits /institution number/+ 5 digits 
/branch number/) 
 
 
Please give full bank account number: 
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OPTION 2: If you are claiming against a UK bank account: 
 
 
Name: 
 
 
Institution: 
 
 
List all expenses below for which you are claiming a reimbursement. 
For those delegates with a £200 allocation, please note the hotel costs will be deducted from your allowance. 
The University can only accept original receipts or e-booking forms 
 
 

Date of receipt Details (e.g. train ticket, flight…) Total cost as printed on the receipt 

   

   

   

   

 

 
 

Complete the University of Edinburgh claims form on the next page and return 
signed with your original receipts to: 
 
 
 
 
Gina Reddie 
The University of Edinburgh 
School of Economics 
3rd floor, room 3.04 
31 Buccleuch Place 
Edinburgh 
EH8 9LN 

 



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




