Guide to Submitting an Expense Claim Form

Step 1:
When submitting an Expense Claim form for your activity, you must ensure that you
enter your surname, date and number of claims as demonstrated below:

You will then need to complete the fields below and ensure that it is typed. Please
note it will not be approved if it is handwritten.
In this section, you will notice that you cannot type in the ‘ Total Amount’ box. This
will automatically be updated once you continue further on.

This will auto fill – you will not be able to input any data.

Make sure you detail which fund your expense claim is for: Research Support Fund,
Language Support Fund or Study Visit and Conference Participation Fund.

Step 2:
In this section, you will need to review your receipts and provide a summary
breakdown by types of cost with your name on each line. E.g. all transport receipts
should be summarised on one line. See below as an example:

In the body of your confirmation email you will be given your ‘Project, Task and
Award’ number, type it in the appropriate boxes as demonstrated.
**Please note that without the Project, Task and Award number, the claim cannot be
processed. If you do not know the project number, please check the confirmation
email sent to you for this information**
Go to the next box which is labelled ‘Expend. Type/Analysis’ and click on the
dropdown arrow. Then select whichever line is applicable to your expense claim. For
example:

If you have more than one expense to add, continue doing the same as above and
you will notice that the ‘Total Amount Claim’ will automatically update.

Step 3
Under ‘Analysis of Expenditure,’ provide an itemised breakdown of each
receipt, including the date.
For example:

Ensure that the ‘Total Amount’ in this section matches with the amount in
Step 2:

This ‘total amount’ box will also auto-fill from the individual
amounts you will have already entered immediately above.

If there isn’t enough space here to list all your receipts, please do so in a
separate excel or word document, make sure to number and date them.
Put the total amount of the separate sheet in the amount section of the
form.
For example:

Please remember to keep all original paper receipts, that you intend to
claim for, as they need to be sent to the LAHP office.

Step 4
Finally, please be sure to sign the box below:

This MUST be printed off, signed and dated by you and then scanned and
emailed to the LAHP Team. Once the ‘Authorised Signatory Name’ is
signed by LAHP, your expense claim can then be processed.

