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Guidelines for Athletic Union Clubs’ Claim Forms

1) The Club Treasurer and Athletic Union President/Finance Administrator are responsible for the approval of all claims.

2) This claim form is to be used for the following expenditure:

Transport: 

Petrol expenses                            


Train/taxi fares

Fees: 

Affiliation to NGB/other bodies

Entry fees to competitions/leagues

Referee/Umpire expenses

Additional Insurance cover

Coach's fees/wages (must attach an invoice)

Coaching Courses

(Not:  Coaches’ travelling expenses)

Equipment: 

As stated in the Club's budget

(Not:  team or social kit)

3) Please note that the Loughborough Students’ Union Shops should be used where at all  possible

4) The Club's Union budget must not be used for website costs, photos, phone calls, video or camera costs.

5) All expense claims will require to be accompanied by the original VAT receipts.  Credit card receipts and statements of accounts are insufficient for audit purposes.

6) The Athletic Union and Students’ Union Finance Office are authorized to reject reimbursement of any claims that are not evidenced satisfactorily or are not considered to be suitable Athletic Union expenditure.

7) Expense claims must be submitted to the Athletic Union within the academic term of the expenses being incurred.  Loughborough Students’ Union Finance Office reserves the right to reject reimbursement of any claim submitted outside this period.  

