
全  英  中  国  学  生  学  者  联  谊  会 
Chinese Students and Scholars Association, United Kingdom (CSSA-UK) 

Finance Use Only     
 

财务报销单  
 

注意：填写不完整的财务报销单和字迹不清晰的财务报销单将不予以报销。 
 
A: Claimant’s Personal Details 
姓名 &  NAME  (中文，英文请都填写)  
申请人银行账号上的户头名称 (Name as shown in bank 
statement) 

 
银行号码 (一般6位，支票本上有) 
(Bank Number) (e.g. 40-33-33 为 HSBC 某地银行) 

 

银行账号 (Bank Account Number)  (e.g. 91590000 )  
邮寄地址 
(Mailing 
 Address) 
 
 

 
 
 
 
 

邮政编码 ( Postcode )  
电子邮件 (Email)  
电话号码 (Telephone number)  
 
B: Description of Claim 
报销事由 (e.g. “Visit to London, 1st Committee Meeting of CSSA-UK 19, 18 Aug 2007") 
 
 
 
 
Analysis of Expenditure (Please attach supporting documentation and cross reference to the table below) 

序号  
Ref. 

事由  Description 
(e.g. “Train ticket, Return, London – Milton Keynes”) 

日期  Date 
(e.g. 17 Jan 2004) 

金额  Amount 
(e.g.£6.60). 

1   £        . 
2   £        . 
3   £        . 
4   £        . 
                                                                TOTAL CLAIM £        . 
 
C: Declaration and Authorization 
Claimant’s  
Institute name………………………………………………. 
 
Executive responsibility……………………………………. 
 
Name (print) .……….………………………....…………… 
 
Signature …….……………….Date …………………….… 

Authorization  
Authorized Signatory…………………………………… 
 
Name 
(print) …………………………………………......... 
 
Signature ……………...………Date ………………… 
(To be signed by the executive person or the treasurer). 

 
Correspondence address of treasurer: Chen Cai, Centre for Transport Studies, University College 
London, Gower Street, London, WC1E 6BT, caichen729@msn.com; and of assistant treasurer: 
Yanchuan Huang, Electronics & Electrical Engineering Dept., Torrington Place, London, WC1E 
7JE, cheney_wong@hotmail.com.   
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NOTES: 
1. This form should be completed after a pre-claim has been confirmed by the treasurer. 
2. Please read carefully before you start to fill out this form and use Chinese or English to complete this form. 
ALL sections, except the last two signatures, should be properly filled in before the form is sent to the 
treasurer. 
3. ALL CORRESPONDING ORIGINAL receipts should be attached. Credit card, visa statements, cheque 
stubs, copies of receipts, booking orders and application forms are NOT qualified as receipts and are NOT 
acceptable. Any artificial marking that obscures the details of the printed receipt will cancel the claim.  
4. If it is more convenient, you may prepare a summary sheet on a separate sheet of paper or print out the 
confirmed pro-claim form, attach it to this form, and enter the total amount only.  
5. Any expense claim for the event should be approved either by the executive person or the treasurer.  
6. Any expense claim, pre-estimated to be above FIFTY sterling pounds for a single procurement or expense 
should be approved by the executive person and be reported to the treasurer with one week’s notice. 
7. The completed and authorized form should be sent to the treasurer at either of the two addresses: 
 

Mr. Chen Cai Yanchuan Huang 
Centre for Transport Studies Electronics and Electrical Engineering Dept. 
University College London Torrington Place 
United Kindom London 
WC1E 6BT WC1E 7JE 
caichen729@msn.com cheney_wong@hotmail.com 

 
说明 

1．在预报单得到财务部同意确认之后，请认真填写此表格。 

2．请在填表前认真阅读所有款项，并用单一中文或者英文仔细填写本表的所有内容，不完整的财

务报销单将不予以报销，字迹不清晰的财务报销单将无法报销。 

3．所有相应的原始发票要求随表附上。信用卡账单、支票存根、发票复印件、预定收据以及申 

请表均不能作用合法发票而予以接受。对机器打印票据的任何人为篡改和覆盖将直接致使票据

作废。 

4．若报销项目多于4项，请另附具体的支出说明，在本表中只填写报销总数。 

5．任何全英学联活动的财政支出，必须在活动前取得相关活动负责人的同意，并在财务部备案。 

6．任何超过五十英镑的财政支出，必须在活动前取得相关活动负责人的同意，并填写财务预报销

单汇报财务组，确保提前一周向财务部致函电子版的财务预报销单。 

7．在填写完本表格,并经授权人签字之后,请将本表寄至财务部。 

注意事项： 

1． 财务部审核报销事项的原则是“仅且满足全英学联活动的最基本需要”。对非“saver return”
火车票，计程车和飞机票的报销只在特殊的情况下才予以批准。申报人应在费用的发生过程中

认真领会并严格遵守此原则。财务部有权对费用产生性质进行裁定。 
2． 因公出差在报销还款时必须附带会议通知或邀请函等相关凭据。 
3． 本财务报销单不适用于全英学联活动以外的任何事项。本细则的最终解释权归第十九届全英学

联财务部所有。 


