User Guide for Student Claims
Things to provide (all in 1 PDF):
· PI’s approval *please also indicate WBS no. for expenses that are not part of your PhD allowance
· Conference Programme itinerary OR academic visit invitation letter
· All receipts with purpose of the expenses clearly stated eg. transportation from airport to hotel, conference name, etc.
· Alternative to receipts (must provide both items): 
a) Invoice/order confirmation to show details of purchase
b) Proof of payment (eg. Bank/ Credit card statement addressed to your name)
*Note: Kindly block out personal transactions for PDPA purposes. Only the following details need to be included in the statement:
1. Your name
2. Last 4 digits of the bank account/credit card number
3. Line item showing your purchase
· For airfares booked on your own, attach FCM Travel quotation as comparison
· For per diem calculation, use attached excel calculator (Footnote e)
· For foreign currency transactions, use OANDA to convert to SGD and attach conversion page
· For online purchases of items, indicate in your email that you have received the items


[image: ]5) GL Account (Annex A)
6) Sub-total of amount by expenses/GL
Student to input:
1) Student ID
2) Payee’s Name (Student Name)
3) Amount (Total Amount)
4) Purpose/Particulars of payment
7) Name and Date



	Field
	Value

	Student Number
	Student ID (AXXXXXXX)

	Payee's Name (in capital letter, per bank records)
	Student name as per student ID

	Payment Currency
	SGD

	Amount
	Total amount

	Purpose/ Particulars of Payment
	Description of this claim; Conference name and Date, etc

	Payment Details
	Only need to fill in two columns

	1. GL Account No./ Fixed Asset No.
	Select from the list of GLs (Annex A) 

	2. Amount 
	Sum of each expenses type (To indicate the Currency)

	Prepared By
	Student name and Date



· To email CQT Finance BPs at cqt_finance@nus.edu.sg, the soft copy of the RFP form and supporting documents.

Footnote: 
a) Student can email CQT Finance BPs at cqt_finance@nus.edu.sg, to check on their balance 
Leave request to be submitted to CQTPhD prior to travel; leave must be approved before travel.
b) For Student Club expenses, to provide the list of people attending the events, CQTPhD to check and confirm that all attendees are club members.
c) For Part-time PhD students, please submit your claims via RFP, and not via concur. Do indicate that you are a part-time student when you submit for any reimbursements in the form.
d) RFP form template:

[bookmark: _MON_1733320272] 
e) Per Diem Calculator:





















Prepared by: Yeoh Su Fern (S15/16/17 Research Finance Cluster)## NUS Confidential ##

Updated: 10 Jul 2023

Annex A



	GL #
	GL Long Text
	Remarks

	7650101
	Student Training
	Conference fee/ registration fee1 - *Local/Online conferences

	7650102
	Student Training (Overseas)
	Conference fee/ registration fee1 - *Overseas conferences

	7650103
	Accommodation/Subsistence (Student)
	Approved trip's hotel expenses (Hotel < 4 stars hotel) / Per diem (Cap at $2K per trip)/ Covid-19 SHN & swab tests 1

	7650104
	Airfare & Transport (Student)
	Approved trip's airfare/ VISA/ Ground transport1

	7650125
	Student Scholarship-Other Allowances
	Book allowance1 / 
One-time computer allowance1 

	7700701
	Miscellaneous Expense
	Covid-19 SHN & swab tests (ONLY for new incoming PhD students)

	7650126
	Student Scholarship-Overseas Travel (Airf/Tpt)
	One-time airfare allowance (Cap at $1.5K)

	7600105
	Local Travel
	Local transportation claims (Attach PI's approval)

	7100103
	Consumables
	Lab purchases (Attach PI's approval)

	7500103
	Advertising & Publicity
	Poster Printing (Attach PI's approval)

	7500101
	Hospitality
	 



1: A research allowance of $12,000 for academic travel, a one-off expense towards a computer and purchase of books and software during the period of candidature, subject to prior approval of all expenses.
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RFP form - template (Student).docx
 

[image: nus_logo_black_4c]Request for Payment (RFP)

To be completed by department





							

Please arrange for payment and/or reimbursement to :





		Staff / Student / Vendor Number:

		

		Payee’s Name (in capital letter, per bank records) :



		     

		

		[bookmark: Text8]     









		Payment

Currency :

		[bookmark: Text7]     

		

		Amount :



		     









Purpose/Particulars of Payment: 

		     









Additional Information, where applicable :



· Bank Charges on Payment by TT: (please select)

☒  Default		☐  OP	☐  BE

		(NUS bears local bank charges, payee bears foreign bank charges)





		(NUS bears all bank charges)

		(Payee bears all bank charges)





Payment Details :



		#

		Debit (DR) /

Credit (CR)

		GL Account No. / Fixed Asset No.

		Amount

		GST Code

		WBS No.



		1

		[bookmark: Text6]DR

		     

		     

		  

		  

		     



		2

		DR

		     

		     

		  

		  

		     



		3

		DR

		     

		     

		  

		  

		     



		4

		  

		     

		     

		  

		  

		     



		5

		  

		     

		     

		  

		  

		     



		6

		  

		     

		     

		  

		  

		     



		7

		  

		     

		     

		  

		  

		     



		8

		  

		     

		     

		  

		  

		     



		9

		  

		     

		     

		  

		  

		     



		10

		  

		     

		     

		  

		  

		     









		Name or User ID of Authorised Approving Officer :

(per delegated and maintained in VIM)

		[bookmark: Text9]angela23









		Prepared By: 







     

		

		Verified By: 







     



		

Name and Date

(If same as verifier, this may be left blank)

		

		

Name of Cluster / Faculty / Department Finance Verifier and Date







Effective Date

Effective from 17 January 2022
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Per Diem  Calculator.xlsx


Per Diem Calculator.xlsx
Calculator

		PART A: Per Diem Calculation

		Instructions:

		Please fill in the orange fields

		Claim Period		Trip #1		Trip #2		Trip #3

		From		1/1/23		12/31/99		12/31/99

		To		1/11/23		12/31/99		12/31/99

		No. of days		11		1		1

		Country		Country/ Region		Country/ Region		Country/ Region

		Per Diem		Rate Per Day (S$)		Rate Per Day (S$)		Rate Per Day (S$)

		Total Per Diem		ERROR:#VALUE!		ERROR:#VALUE!		ERROR:#VALUE!

		(max: $2k)

		PART B: Workings

		Instructions:

		If you have numerous receipts, you may use this template to sum up the amounts per GL



				Amt per GL #

				Select GL		Select GL		Select GL		Select GL		Select GL		Select GL

		Receipt #		0		0		0		0		0		0

		#1

		#2

		#3

		#4

		#5

		#6

		#7

		#8

		#9

		#10

		Total amt		- 0		- 0		- 0		- 0		- 0		- 0























Table 1

		Country/ Region		Rate Per Day (S$)

		Afghanistan		108

		Albania		80

		Algeria		125

		Angola		150

		Anguilla		168

		Antigua		144

		Argentina		91

		Armenia		82

		Aruba		125

		Australia		118

		Austria		108

		Azerbaijan		90

		Bahamas		150

		Bahrain		162

		Bangladesh		114

		Barbados		174

		Belarus		90

		Belgium		133

		Belize		85

		Benin		103

		Bermuda		170

		Bhutan		136

		Bolivia		63

		Bosnia & Herzegovina		61

		Botswana		75

		Brazil		41

		Brunei		64

		Bulgaria		92

		Burkina Faso		140

		Burundi		87

		Cambodia		136

		Cameroon		121

		Canada		129

		Cape Verde		74

		Cayman Islands		133

		Central African Rep		98

		Chad		94

		Chile		122

		China		85

		Colombia		48

		Comoros		87

		Congo, Republic		169

		Congo, Democratic Rep		156

		Cook Islands		113

		Costa Rica		101

		Cote d’Ivoire		142

		Croatia		117

		Cuba		90

		Cyprus		74

		Czech Republic		84

		Denmark		124

		Djibouti		154

		Dominica		129

		Dominican
Republic		85

		Ecuador		80

		Egypt		96

		El Salvador		79

		Equatorial Guinea		181

		Eritrea		59

		Estonia		85

		Eswatini
(Lilangeni)		62

		Ethiopia		171

		Fiji		124

		Finland		112

		France		135

		Gabon		169

		Gambia		88

		Georgia		104

		Germany		111

		Ghana		159

		Greece		101

		Grenada		116

		Guam		98

		Guatemala		100

		Guinea		104

		Guinea-Bissau		76

		Guyana		133

		Haiti		114

		Honduras		65

		Hong Kong		93

		Hungary		99

		Iceland		113

		India		111

		Indonesia		125

		Iran		42

		Iraq		113

		Ireland		113

		Israel		149

		Italy		106

		Jamaica		109

		Japan		169

		Jordan		97

		Kazakhstan		102

		Kenya		130

		Kiribati		42

		Korea, North		83

		Korea, South		114

		Kuwait		211

		Kyrgyzstan		102

		Lao           People’s Democratic		81

		Latvia		84

		Lebanon		153

		Lesotho		51

		Liberia		91

		Libya		119

		Lithuania		81

		Luxembourg		149

		Macao		68

		Madagascar		90

		Malawi		68

		Malaysia		71

		Maldives		145

		Mali		114

		Malta		105

		Marshall Islands		78

		Mauritania		72

		Mauritius		89

		Mexico		124

		Micronesia		79

		Moldova, Rep of		77

		Monaco		120

		Mongolia		73

		Montenegro		63

		Montserrat		76

		Morocco		116

		Mozambique		101

		Myanmar		107

		Namibia		69

		Nauru		71

		Nepal		97

		Netherlands		108

		New Zealand		112

		Nicaragua		65

		Niger		95

		Nigeria		101

		Niue		104

		Norway		125

		Oman		96

		Pakistan		135

		Palau		104

		Panama		81

		Papua New
Guinea		112

		Paraguay		71

		Peru		102

		Philippines		92

		Poland		85

		Portugal		112

		Puerto Rico		129

		Qatar		120

		Romania		85

		Russian Federation		129

		Rwanda		107

		Samoa		121

		Sao Tome & Principe		119

		Saudi Arabia		127

		Senegal		121

		Serbia		72

		Seychelles		107

		Sierra Leone		94

		Singapore		140

		Slovakia		86

		Slovenia		101

		Solomon Islands		146

		Somalia		81

		South Africa		57

		Spain		106

		Sri Lanka		75

		St Kitts & Nevis		150

		St Lucia		147

		St Vincent		101

		Sudan		85

		Suriname		68

		Sweden		140

		Switzerland		137

		Syrian Arab Rep		132

		Taiwan		67

		Tajikistan		66

		Tanzania		108

		Thailand		84

		The Republic of North Macedonia		64

		Timor-Leste		78

		Togo		115

		Tokelau Islands		40

		Tonga		78

		Trinidad &Tobago		120

		Tunisia		84

		Türkiye		58

		Turkmenistan		96

		Turks & Caicos
Island		135

		Tuvalu		72

		Uganda		179

		Ukraine		119

		United Arab Emirates		130

		United Kingdom		146

		United States		139

		Uruguay		71

		Uzbekistan		81

		Vanuatu		121

		Venezuela		57

		Vietnam		60

		Virgin Island (UK)		123

		Virgin Island (US)		161

		West Bank & Gaza Strip		61

		Yemen, Rep of		101

		Zambia		131

		Zimbabwe		88





Table 2

		GL #		GL Long Text

		Select GL

		7650101		Student Training

		7650102		Student Training (Overseas)

		7650103		Accommodation/Subsistence (Student)

		7650104		Airfare & Transport (Student)

		7650125		Student Scholarship-Other Allowances

		7700701		Miscellaneous Expense

		7650126		Student Scholarship-Overseas Travel (Airf/Tpt)

		7600105		Local Travel

		7100103		Consumables

		7500103		Advertising & Publicity

		7500101		Hospitality






