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 EXPENSE CLAIM  FORM

OFF CAMPUS
Name of Recipient:            

Year Awarded Scholarship:         

Expense Claim Period From:          (MM/YY)   to:          (MM/YY)   
University’s academic term:         (ie. Spring, Summer, Fall, Winter)
Name & Location of University:      
	Off Campus 

	Expense Item
	Amount Spent (US$)
	Supporting Document Must be Provided 

	Mandatory University Fees

(Tuition, Orientation, Medical etc.)
	
	     

	Rent/Utilities(1) (Water/Electricity/Telephone/Cable)(2)

(US $1000.00 per month paid at the start of each term, only bills for land lines will be paid, cellular bills are not to be included)
	
	

	Meals/Food

	
	

	Books


	
	     

	Airfare (Roundtrip Fare)


	
	     

	Miscellaneous

(US$ 120.00 per month paid at the start of each term. Receipts must be provided)
	
	     

	Total Amount Spent


	
	     

	Funds Disbursed


	
	     

	Balance


	
	     


Expense Claim: The Expense Claim Form is used to reconcile how the funds that were advanced were spent. It is imperative that you provide all original receipts properly affixed to sheets of paper as stated in the Scholarship Regulations and outlined below for your convenience:

· Original receipts and invoices must be supplied and attached to the completed official Expense Claim Form. 

· All receipts must be affixed to a sheet of paper (tape or staples) according to the related expense category (meals/ food, rent/ utilities, books, airfare. 

· For each expense category, students must show an itemized list of amounts spent and clearly indicate the total.

· Prior to further funds being disbursed, students must provide a current transcript.

I have read, understand and accept the above terms.
Date:      
Signature of student:      
Official Use ONLY:
Transcript attached: 


            SEM GPA: 



CUM GPA: 



Comments:  













Date: 




 
DOT authorised: 
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