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	CLAIMANT (block capitals):
	

	
	AMOUNT (in numbers):
	
	(please attach your receipts or invoices)

	
	
	
	
	
	
	

	DIRECT BANK PAYMENT
	
	CASH
	
	CHEQUE
	
	

	
	
	(maximum £10)
	
	(minimum £10)
	
	

	
If you want to be paid by DIRECT BANK PAYMENT (recommended), please fill out the following details:

YOUR BANK ACCOUNT NUMBER:      YOUR BANK ACCOUNT SORT CODE: 

	
	
	
	
	
	
	

	CONTACT E-MAIL ADDRESS: 
	

	SIGNATURE OF CLAIMANT: 
	DATE - 

	ACTIVITY GROUP NAME (if applicable) : 

	SHORT DESCRIPTION OF ITEMS (will appear on account statement)
	AMOUNT
	A/C CODE
	DEPT CODE
	ACTIVITY GROUP

	Item 1
	
	
	
	

	Item 2
	
	
	/
	

	Item 3
	
	
	/
	

	Item 4
	
	
	/
	

	Item 5
	
	
	/
	

	Item 6
	                                                                                   
	
	/
	

	

	AUTHORISED 1ST SIGNATURE
	_________________________
	AUTHORISED
2ND SIGNATURE

	__________________________
	CLAIMANT   SIGNATURE:
	

	PRINT NAME
	

	PRINT NAME
	__________________________
	PRINT NAME:
	

	POSITION
	

	POSITION
	__________________________
	
	

	DATE:
	_____  /  _____   / _____
	DATE:
	_____  /  _____   / _____
	DATE:
	

	

	*** ACTIVITY GROUPS, CLUBS & SOCIETIES ***
 PAYMENT VOUCHERS MAY BE SUBMITTED ON THURSDAYS ONLY BEFORE 4PM.    
CASH & CHEQUES WILL BE AVAILABLE FOR COLLECTION FROM THE UNION OFFICE BY THE FOLLOWING WEDNESDAY.  
CASH & CHEQUES MAY ONLY BE COLLECTED ON WEDNESDAY’S BEFORE 4PM.
DIRECT BANK PAYMENTS WILL BE MADE WITHIN 5 WORKING DAYS OF VALID SUBMISSION.



image1.jpg
Liverpool
Hope SU





