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1. The form required is: 
· Non-Staff Expenses Claim Form 

The form is available from: 

· SOAP Centre Reception 

· www.lincolnsu.com/sportsandsocieties 

· sportsandsocieties@lincoln.ac.uk 

2. Please complete the form fully as failure to do this will result in delays with your application. Please note that the Faculty/Service Department section should state “Students’ Union Sports and Societies”. 

3. When completing the “description” section, please can you enter as much information about the purchase (including dates) as possible. 

4. Project Code – we will need to know which Budget the money is coming from i.e. Block Grant; Self Raised or Membership.  (Project codes always start with an L).
5. Please make sure that there are sufficient funds in your account to cover the claim. 

6. You will need the Treasurer’s authorisation for any claim 

7. Please note that amounts should match your receipts. Please make sure that you attach all receipts to your claim form. 

8. The claim has to be submitted within 28 days of purchase. This is in accordance with the Financial Regulations; failure to do so will result in refusal of payment. 

9. Please ensure that the completed claim form is signed and dated. 

10. Please submit the form together with all receipts to: 
· SOAP Centre reception 
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