
 

 

 

 

 

Claiming Expenses via SGSAH – Illustrated Guide 

 

To claim your expenses, you will need to send us 3 things:  

• A completed expense form 
• A copy of your receipts or �ckets 
• A copy of your banking informa�on 

 

Expense Forms: 

Please see examples of correctly completed expense forms below, with the fields you need to fill 
marked in red. Please do not fill out other parts of the form, they are for us. 

 

1. Sundry Payment Form – UK Bank Account  
 
This is the form you will fill if you do not atend The University of Glasgow. 
 
 

2. University of Glasgow Student Form – UK Bank Account* 

This is the form you will use if you are a University of Glasgow student with a UK bank 
account. 

*This form is bundled with the form for UofG students with a foreign bank account and can 
be found on the second sheet of the excel file  

 

 

 

Both of these forms can be found on the SGSAH website here.   

 

If you do not have a UK bank account, you should use the first sheet of the University of Glasgow 
form or if you belong to another HEI, download the applicable Foreign Sundry Form available on the 
University of Glasgow website here.  

https://www.sgsah.ac.uk/current/travelguidance/
https://www.gla.ac.uk/myglasgow/finance/downloadaform/sundrypayeeform/


1)  Sundry Payment Form – UK Bank Account 



2) University of Glasgow Student Form – UK Bank Account  

 

 

 



Receipts 

There are mul�ple forms of acceptable receipts and it will vary based on your purchase. Some sites 
or apps such as Trainline allow you to see ‘expense receipts’ for travel purchases, and these are ideal, 
however a clear image of a �cket also is acceptable. We should be able to see a price and ideally a 
date on your receipt. As long as those are there, then it should be acceptable as long as the purchase 
is something we can reimburse. You can add as many receipts as you need to your claim. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Both of these examples 
would be acceptable as 
they clearly show prices, 
des�na�ons and dates.  



Booking confirma�ons and clear photos of physical receipts are also acceptable. If you do take 
photos of physical receipts or �ckets then mul�ple photos of single items are preferable to one 
image that includes every �cket or receipt – for clarity reasons.   

 

 

 

 

 

 

 

 

 

Unacceptable Forms of Receipt: 

Banking transac�ons do not cons�tute a receipt and they 
cannot be used as a form of proof. We will always encourage 
you to get physical or digital receipts whenever possible and 
to take photos of them in case you lose them.  

 



Banking Details 

We require an image that displays: your name, your bank’s name or logo, your sort-code and your 
account number. These account details should match the sort-code and account number you added 
to the form. We understand that sharing your banking details might worry some people but you may 
redact anything else you don’t wish us to see. 

Below you’ll see various forms of examples of acceptable images you can send. Anything from the 
landing page on your banking app, to the header of a bank statement can be acceptable as long as it 
contains the four bits of informa�on we ask for.  

 

 

 

 

 

Unacceptable Banking Details: 

You cannot simply tell us this informa�on in your email, 
or write it down somewhere. We need an image taken 
from an official source such as a banking app or 
website or a paper bank statement.  

We also do not retain this informa�on a�er we have 
sent your claim to University of Glasgow’s finance 
department so you will need to include it each �me.   

 

 

 



With those three parts finished, your email atachments should look something like this: 

 

Send your completed claim to: payments@sgsah.ac.uk 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



FAQ’s 

 

How do I claim expenses for driving to an event? 

We are unable to reimburse things such as receipts for petrol purchases, but instead we require you 
to clearly tell us your postcode of origin, the postcode of your des�na�on and whether or not it was 
a return trip. From this we calculate your mileage and reimburse you based on that outcome.  

 

What if I don’t have receipts? 

Always keep (and take photos of) your receipts/�ckets when travelling to and from SGSAH events!  

If you do not have receipts, it may be unlikely that we’ll be able to reimburse you but please email us 
at payments@sgsah.ac.uk and we’ll see if we can help.   

 

How long does it take to be reimbursed? 

It usually takes 3-4 weeks from when we submit your claim to the University of Glasgow, however we 
are a small team so please understand this may not happen immediately, especially a�er large 
events with many claims to process. 

  

I paid for my own accommoda�on, can I reimburse it? 

Due to the University’s policies, we can only reimburse a set amount rela�ng to accommoda�on. We 
would strongly encourage you to contact us in advance of any events in which you believe you will 
require accommoda�on, as we can organise it on your behalf without requiring any payment from 
you. 

 

Do I need to convert my form and atachments into a PDF before submi�ng it? 

No, this is something that SGSAH have to do before we send the form to University of Glasgow 
finance. It’s o�en easier for us to edit your form to add our informa�on when it’s an Microso� Excel 
file, and on occasion, students who have converted their form into a PDF have formated it 
incorrectly and the �me it takes to correct these errors may add to the wait for your reimbursement.  

 

 

If you have any other ques�ons rela�ng to expenses feel free to email: payments@sgsah.ac.uk 

mailto:payments@sgsah.ac.uk
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