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COVID-19 Expense Fund Claim Form
[bookmark: _GoBack]Please read the guidelines before completing/submitting this form
Section 1: Personal details
	University of Manchester ID No.
	

	Title
	

	Surname
	

	Forename(s)
	

	Faculty
	

	School/Division/Department
	

	Contact Telephone Number
	




	Email address
	



Section 2: Details of expenses claimed
Claims can be made for the following: 
· Increased or unforeseen travel costs
· Quarantine costs 
· Covid PCR test if coming from outside of the UK
· Additional IT/internet costs
· Additional learning materials
· Any other additional costs for which a written justification must be provided
NB: Please submit receipts / evidence of expenditure for every item claimed alongside this form. If your claim is related to travel please provide full details on the reason for your travel and why it was essential for your studies. 
	Expense Details (please be as detailed as possible explaining why the expense was necessary / unavoidable)

	Give full details 
	



	£
	



	Total of expenses claimed (N.B. we do not envisage individual awards being greater than £2,000)  
	£




Section 3: Signature
By completing this section you are declaring that the fees/expenses being claimed were:
1. Wholly necessarily and exclusively incurred whilst engaged in the study of your University programme       
2. No other claim has been made or will be made to this or any other organisation for the expenses claimed   
3. You understand that the University reserves the right to request additional information to support your claim, including copies of bank statements. 

	Signature / full name of claimant 

	

	Date 
	




Section 4: Submission
Once completed this form should be submitted alongside all receipts / evidence of expenditure to funding@manchester.ac.uk using the subject heading ‘COVID Expense Claim.’ 
Please note that you cannot claim any expenses for which you do not have sufficient evidence. In order to receive a payment students must ensure they have submitted their UK bank details online. 
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