Guidance for Special Fund Expense Claims
Guidance for claimants
1. Your fundholder will provide you with a unique link to your fund’s claim form by email.
Alternatively, please contact specialfunds@gsttcharity.org.uk to request this link. The
link will take you to an on-line form.
2. To complete a claim please complete the Description, Date Incurred and Amount
Claimed for each item with the details of the items you purchased, the date you
incurred the expense, and the amount you want to claim for the expense. All expenses
need to have a receipt uploaded using the Choose file button. This can be a photo of a
paper receipt, an email receipt or a scan of a document. Please make sure costs are
clearly visible in the image.

3. To add further expense items click on ‘Click to add another expense’. This can be
repeated for as many expense items as required. If you have multiple receipts for
similar things, such as refreshments, then you may prefer to have just one entry for
this, with total of costs and then photocopy all relevant receipts onto one page which
can be scanned and uploaded as a single document.
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4. Please fill in the ‘supporting information’ box with details of your claim eg- ‘attendance
at the Renal Conference 3-6th September in Birmingham’ or ‘lunch for 12 people
for patient support group’. Use this space to clarify the reason for any unusual or
large expenses.

If you have already spoken to your fund’s fundholder about submitting this claim please
tick the ‘yes’ box and add the name of the fundholder you’ve spoken to.

5. For travel, hotel, and other costs incurred by attending a meeting or conference please
attach some proof of attendance, ideally a certificate of attendance, or otherwise your
booking confirmation or meeting minutes/agenda.
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6. Then complete all your contact details so that we can contact you should we have
any queries about the claim and so that correspondence regarding the claim can be
sent to you. Please also complete your bank details carefully as all payments are
made via BACs.

7. Check that you agree with the claimant declaration and then click submit at the bottom
of the page.
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8. You will then be taken to a preview of your claim. Check that all the details are correct
and that the necessary documents are uploaded. If it is all correct please click ‘confirm’
to submit your claim. If you wish you can make a correction to the form or print your
claim. You will not be able to do this once you have clicked on Confirm.

9. Once the fundholder has approved your claim it will be processed within 10 working
days. You will be kept informed by email of when your claim has been sent to the
fundholder and when it has been approved. We will also let you know if the fundholder
rejects your claim and provide their reasons to you by email.
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