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FACULTY OF HEALTH
Student Expenditure Process Checklist
Please ensure that all relevant documents are attached to your claim/purchase (as below) and submit as follows:



	If you have already paid upfront and require reimbursement to your nominated personal account – NOT FOR ACCOMMODATION, CONFERENCE REGISTRATION, TRAVEL FLIGHTS 

	I have attached: 
	 

	My Research Student Budget 
	□

	An approval from my Principal Supervisor for the claim (email from Principal Supervisor sufficient) 
	□

	All original tax invoices and receipts  
	□

	If I changed my bank account, I have attached the Banking Details Form/Supplier Maintenance Form indicating my new account details 
http://www.frp.qut.edu.au/frptoolkit/frpforms/  
	□

	Completed QUT Accounts Payable (AP) Online Payment Claim Form http://www.frp.qut.edu.au/frptoolkit/frpforms/  
	□

	If you have already paid upfront and require reimbursement to your nominated personal account – FOR ACCOMMODATION, CONFERENCE REGISTRATION, TRAVEL FLIGHTS 

	I have attached: 
	 

	My Research Student Budget 
	□

	An approval from my Principal Supervisor for the claim (email from Principal Supervisor sufficient) 
	□

	All original tax invoices and receipts 
	□

	Either a copy of the Faculty Student Travel Application Form signed by the Head of School AND the Executive Dean (for international travel) 
OR a copy of the Faculty Travel Application Form signed by the Head of School (for domestic travel) 
	□

	A copy of the confirmation of conference registration form including web link 
	□

	A copy of the confirmation of accommodation registration form including web link 
	□

	A copy of the flight itinerary including travel costs 
	□

	If I changed my bank account, I have attached the Banking Details Form/Supplier Maintenance Form indicating my new account details 
http://www.frp.qut.edu.au/frptoolkit/frpforms/  
	□

	Completed QUT Accounts Payable (AP) Online Payment Claim Form http://www.frp.qut.edu.au/frptoolkit/frpforms/ 
	□

	IHBI Members
Order Form (for purchase by IHBI credit card or to raise a purchase order):  NOT FOR ACCOMMODATION, CONFERENCE REGISTRATION, TRAVEL FLIGHTS 

	I have attached: 
	 

	My Research Student Budget 
	□

	An approval from my Principal Supervisor for the purchase (email from Principal Supervisor sufficient) 
	□

	All original tax invoices or written official supplier quotes which includes description of the item 
	□

	Completed IHBI Order Form:  http://www.ihbi.qut.edu.au/intranet/forms/index.jsp, including supplier’s name and contact details, my name and contact details 
	□

	IHBI Members
IHBI Order Form (for purchase by IHBI credit card or to raise a purchase order):   FOR ACCOMMODATION, CONFERENCE REGISTRATION, TRAVEL FLIGHTS 

	I have attached: 
	 

	My postgraduate study budget 
	□

	An approval from my Principal Supervisor for the purchase (email from Principal Supervisor sufficient) 
	□

	All original tax invoices or written official supplier quotes which includes description of the item 
	□

	Either a copy of the Faculty Student Travel Application Form signed by the Head of School AND the Executive Dean (for international travel) 
OR a copy of the Faculty Travel Application Form signed by the Head of School (for domestic travel) 
	□

	A copy of the conference registration form including web link 
	□


Please note:  upon receipt of your claim, providing all paperwork is complete, expenditure items are eligible and you have adequate Student Allocation funding, you should expect reimbursement or payment of the invoice within 30 days.  If your paperwork is incomplete, you will be contacted within 5 working days to discuss further requirements. 

Completed Research Student Budgets should be forwarded to:

Research Services Team

Faculty of Health

O Block B Wing West

Level 6, Room 670
Kelvin Grove
Non-IHBI Student Members


Faculty of Health Research Services Officer








Nikki Kilkeary


Telephone: 3138 4666


Email. �HYPERLINK "mailto:nikki.kilkeary@qut.edu.au"�nikki.kilkeary@qut.edu.au�





The Faculty Research Services Team is located on Level 6, O Block B Wing, (Room 623), Kelvin Grove





Michael O’Brien


Telephone: 3138 6086


Email. �HYPERLINK "mailto:m10.obrien@qut.edu.au"�m10.obrien@qut.edu.au�





IHBI Finance is located on Level 7, IHBI-Q Block, Kelvin Grove





IHBI Student Members


IHBI Assistant Finance Officer (Student Expenditure)





Vivien Kuur


Telephone: 3138 6086


Email. � HYPERLINK "mailto:vivien.kuur@qut.edu.au" �vivien.kuur@qut.edu.au�





IHBI Finance is located on Level 7, IHBI-Q Block, Kelvin Grove








Current as at June 2010


