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1. Introduction 
 
The ULF Claim Handbook is intended to provide an easy to follow summary 
of what to include and what to check when compiling financial claims for ULF 
funded projects.   
 
Working in conjunction with the ULF Financial Management Guide, which tells 
you what you can claim, this handbook is designed to tell you how to evidence 
the expenditure to ensure it meets all funding requirements. 
 
With the need for tighter financial scrutiny increasing all the time, it is vital to ensure that we can 
evidence to an auditor that all claims submitted to the ULF are: 
 

 numerically accurate 
 in compliance with the ULF Financial Management Guide 
 in compliance with your contract 
 complete 
 timely 

 
We need to be able to demonstrate effective and eligible use of the public money that is given to us 
by BIS, and that starts with the evidence supplied with your claims. 
 
As you know, each claim that is received by unionlearn is checked thoroughly before payment is 
released, and an email is sent to request any missing information or to query anything that is 
unclear. 
 
This handbook takes you through each budget line in turn and sets out the level of information 
expected for the claim to be passed for payment.  It also explains the best way to summarise your 
claim, meaning the information is clearly presented and easy to check.   
 
Some things are obvious, others less so;  the handbook is designed so you can refer to it as and when 
you need to, and so you as the union staff member compiling the claim has a clear guide to what 
unionlearn are looking for when your claim is checked.  We want you to be able to look objectively 
at your claim, and to be able to assess whether or not an auditor would be happy with the evidence 
you have provided. 
 
 

Changes to the claims process 
 
From 1st April onwards, all claims must be submitted electronically on the ULF template claim form; 
the form has been designed to standardise information and make the checking process easier.  
Currently, claims are submitted in a variety of formats and this can cause delays. 
 



 

 
 

The deadline for the submission of claim information is now 25 days following the end of the 
previous month, so your April 15 claim will be due to be submitted by 25 May. 
 

Please note we also have a new email address for submitting claims to: ULFFinance@tuc.org.uk.   

 
If you have any queries about anything contained in this handbook, or around ULF finance in 
general, please contact: 
 
Cassie Kite      
Project Finance Officer    020 7079 6933 
TUC Finance     ckite@tuc.org.uk 
Congress House   
Great Russell Street    
London WC1B 3LS                       
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2. What to include in your claim 

 
This section sets out what unionlearn expect you to include when making 
claims 
 

It explains what we check for when we go through your claims, and should 
mean the need for fewer emails to chase up missing information. 
We aim to give you the most efficient service we can; a complete claim means 
faster processing and prompt payment. 
 
For full details on what is eligible spend within each category, please see section 2.5 of the ULF 
Financial Management Guide. 
 
 

2.1       Staffing Costs 
This section covers all costs under the ‘Main Costs – Staffing’ heading 
within your ULF budget 

 

(a) What to include to evidence staff salaries  
 
Evidence we need on file 

 At the start of the project year, you must provide ULF Finance with a staffing 
breakdown which details each staff member working on the project, the 
percentage of their time they will do so, their employee number and the cost to 
the project of employing them – a template will be provided 

 
Evidence to be included in each claim 

 For all staff employed directly by the union, we expect to see a clear breakdown 
by named staff member from your payroll system that shows:  
 

o staff employee number and name 
o basic salary 
o employer National Insurance contributions 
o employer pension costs 
o any other payroll costs incurred by the employer 

e.g. London weighting or lunch allowance 
 

 This information should be entered onto the Staff Costs tab of the claim form 
 

Salaries - key things to check: 
 Does the information entered onto the claim form add up? 
 Are all staff named and with a payroll number? 
 Are all relevant costs included? 
 Are all costs claimed for the right month 



 

 
 

 

(b) Evidencing seconded staff costs 
 
Evidence we need on file 

 For all seconded staff, we need a signed copy of the secondment agreement on 
file – please ensure you have provided one for each person 

 
Evidence to be included in each claim 

 Salary costs for staff who are seconded to your project from another 
organisation must be evidenced by a copy of the invoice from the supplier 

 This invoice should clearly state the staff member’s name and the period being 
claimed for – if not, please make a note on the invoice to make it clear 

 If seconded staff are part time on the project, a copy of a timesheet to evidence 
the hours worked should also be included 

 
What to do if a secondee invoice is late 

 If the employer is late submitting their invoice to you, you can still claim the cost 
back from the ULF in the relevant month by including it in your claim, clearly 
marked on your claim form as ‘invoice to follow’ 

 A copy of the invoice should then be forwarded as and when it is available, or 
with the next claim submission – if there are any outstanding at the end of the 
project year, the final payment will be withheld until they are submitted 

 

Secondee costs - key things to check: 
 Is the staff member clearly named? 
 Does the invoice show the period being claimed? 
 Are you missing any invoices – have all months been claimed for? 
 If you don’t have an invoice, have you included the cost? 

 
 

(c) What to include for Travel and Subsistence – Project Staff 
 
Evidence we need on file 

 T&S claims made for ULF project staff must adhere to the your union’s own 
expenses policy – a copy of this policy must be sent to the ULF team or uploaded 
on to the uCD – please check this is the case for your union 

 
 

Evidence to be included in each claim 

 All we need for staff working on the project is a list of expenditure per person, 
totalled clearly and giving an overall monthly claim amount 

 Copies of expense claims can be included if they are available, but it isn’t 
necessary to provide copy receipts for staff travel or subsistence items claimed  

 For any expenses claimed under non-staff budget heading (postage stamps, for 
example) then a copy of the receipt must be included – see (f)  



 

 
 

 
Staff T&S - key things to check: 
 Have you listed expenditure by person? 
 Does your summary sheet add up? 
 If a non-staff item is being claimed, have you added the relevant 

evidence? 
 
 

(d) What to include under Travel and Subsistence – Other 
 
Evidence to be included in each claim 

 For ULR and other learner expenses, a copy of the claim from that person should 
be included – there is no need to attach receipts if it is for travel or personal 
subsistence  

 If items claimed are for other costs such as postage, or catering for a meeting or 
course, a copy of the receipt must be included 

 For any other cost claimed here, a copy of the invoice should be included, 
following the Supplier Invoices guidelines below 
 

Other T&S - key things to check: 
 Have you included a copy of any non staff expense claims included? 
 Has a receipt or supplier invoice copy been included for any ‘other’ costs? 

 
 

(e) Evidencing staff training costs 
 
Evidence to be included in each claim 

 However these costs are claimed, whether via staff expenses or by supplier 
invoice, a copy of the receipt or invoice must be included in the claim 

 Only costs for project staff may be claimed here 

 Courses should be project-relevant – if they are not, please check with a 
member of the ULF team before claiming 

 All courses must start and be completed within the dates of the contract – this 
should be clear from the invoice narrative 

 If a course is started in one project year and completed in the next, only the 
proportion of the cost incurred within the project year may be charged – the 
remaining balance can be claimed from the following project year 
 

Staff Training - key things to check: 
 Is a copy invoice or receipt included? 
 Has the training been approved if not project-specific? 
 Is the training within the project contract dates and is this clear from the 

invoice? 
 



 

 
 

 

(f) Other costs claimed via staff expenses 
 
Evidence to be included in each claim 

 All costs that are claimed via a staff expense claim, but that are reported under 
a non-staff budget heading, MUST be evidenced with a copy receipt, bill or 
invoice 

 This is anything that is not claimed under Staff T&S but that is included on an 
expenses claim 

 Common items that fall into this category are: 
 

o Food for meetings  
o Mobile phone bills 
o Postage charges 
o Stationery for the project 

 

 If in doubt, please check with Cassie 
 

Other Costs claimed via expenses - key things to check: 
 Is a copy invoice or receipt included? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

2.2       Supplier Invoices and Receipts 
This section covers all non-staff costs, claimable under ‘Learning 
Centre Costs’, ‘Project Marketing’ or ‘Running Costs’, and what you 
need to check when claiming them 

 
 

(a) How to ensure your supplier invoice is as clear as possible 
 

 Most non staff items are evidenced via an invoice from a supplier 

 If your cost does not have a supplier invoice (because it is an internal charge, for 
example) please see section 2.3 for guidance 

 When checking invoices, we need to be able to clearly see how the charge 
relates to the project and it’s work – the clearer the narrative on the invoice, 
the easier a project is to check and the more obvious it is to any auditor that 
your spend is eligible 

 When ordering a supply or service, you can request that the supplier include the 
necessary information in the narrative of the invoice.  Failing that, a covering 
sheet or note on the face of the invoice copy you submit to provide any missing 
details is ideal 

 Your supplier invoices/covering note should clearly state: 
 
 

 What  the service that has been provided is 
e.g – printing of leaflets, room hire, catering for a meeting  

 
 How that service relates to the project 

e.g. Union ULR Conference  
If the narrative of the invoice references the project, naming the 
event or the printed item that has been produced, it is clear to 
any auditor that the cost was eligible spend 

 
 When the service was provided 

e.g. the event date or the period a service relates to 
 

 The table below shows commonly claimed for items, and what we look for in the 
supporting evidence: 
 
 

Item being claimed Invoice should show 
 

 
Event/meeting/conference 

 
 Date of the event 
 Name of event 
 Breakdown of costs are being 

charged – room hire/catering etc 
 Reference to project or learning 

 



 

 
 

Item being claimed Invoice should show 
 

 
Training Course 

 
 Course name 
 Course dates – start and end 
 Name of attendee if it is staff 

training 
 

 
Promotional Item/Publicity 

 
 Description of item being 

purchased 
 Confirmation it has ULF/project 

logo or a reference to learning 
 

 
IT hardware/other equipment 

 
 Clear description of item 
 Note to confirm it has been added 

to the asset register 
 

 
Software and licences 

 
 If annual, the start and end date 
 Name of product 

 

 
 
 
 

Costs evidenced by supplier invoice - key things to check: 
 Does the invoice have supplier name and the date clearly marked? 
 Is the item being claimed for clearly identifiable as relating to the project? 
 Are any date parameters clearly defined? 

 
 

 
 

(b) Receipts 
 

 Any item purchased using petty cash, or by a member of the project team and 
reclaimed in their expenses, must be evidenced with a copy of the original 
receipt 

 Common items claimed this way are: 
o Postage 
o Stationery 
o Food for meetings and courses 



 

 
 

 A copy of the receipt must be included, and a description of the item purchased 
and the how it relates to the project must be attached if it is not clear from the 
detail on the receipt 

 See section 2.1 (f) for more details if these items are part of a team member’s 
expense claim 

 

Costs evidenced by receipts - key things to check: 
 Is the item being claimed for clearly identifiable? 

 
 

(c) Claiming for promotional items 
 

 Per the ULF Financial Management Guide, all items produced for promotion or 
publicity must bear the ULF logo, the project logo or a reference to learning – 
this is so that it is clear that any item paid for by the ULF is only used to promote 
and further ULF project work 

 It is not enough for the item to just have the standard union logo as it is then 
not clear that the items are specifically for project use. 

 The ULF logo is available on the ULF Website under ‘Resources’ 
https://www.unionlearningfund.org.uk/cmsfiles/assets/574.jpg 

 We check each promotion and publicity invoice to ensure that the logo is 
present, and if it is not clear from the narrative we will email and request 
confirmation.  To pre-empt this check, please ensure that if it isn’t clear from 
the narrative, you either annotate the invoice or add a separate note confirming 
the item bears at least one of the relevant logos or references 

 You can also include a copy of any printed materials claimed for with the claim 
documentation, as further evidence 

 

Claiming promotional items - key things to check: 
 Is it clear that the item has been produced to further the ULF project 

work? 
 Is it clear that the item has the ULF or project logo? 

 
 

(d) Annual charges 
 

 When purchasing software licences that run for one year, you need to ensure 
that only the months that fall within the current project year are claimed 

 Invoices should be apportioned to claim only those months that are eligible – 
we check to make sure, and will ask you to deduct any spend that falls outside 
of the project year 
 
Example 

 A project purchases a software licence in July that runs from 1st August of that 
year to 31st July in the following year.  As the contract end date is 31st March, 

https://www.unionlearningfund.org.uk/cmsfiles/assets/574.jpg


 

 
 

the project apportions the invoice to only charge the months August to March 
to the current year of the project 
Cost of licence / 12 x number of months being charged = amount to charge to 
current year of the project 

 

Claiming annual charges- key things to check: 
 Have I only charged the amount applicable to the current project year? 

 
 

2.3  How to present costs that can’t be evidenced by invoice or receipt 
 

 If your claim includes costs that did not have a supplier invoice or receipt at the 
point of purchase, they must still be evidenced in your claim with a clear 
description, a breakdown by person if for staff related costs and a remittance 
advice from your finance department if available 

 In order to evidence clearly that your project has paid for these costs, and that 
they are relevant to the project work, a description of the cost should be 
included in the claim if it is not clear from the narrative on the remittance 
 

Item being claimed Evidence required 
 

 
Internal recharge for postage, stationery 
or promo item 

 
 Remittance advice to evidence 

payment from project 
 Narrative to demonstrate relevance 
 Cost of item, and date supplied 

 

 
Mobile phone charges for project staff 
taken from an organisation-wide bill 

 
 Breakdown of cost per person 
 Total amount clearly shown 
 Month the charge applies to clearly 

shown 
 

 

 These are just two common examples – if you have any queries around other 
costs that you do not have a supplier invoice or receipt for please ask Cassie 
Kite. 

 
 
 
 
 
 
 



 

 
 

3. Completing the claim form and compiling your hard 
copy claim evidence 
 

3.1   Completing the ULF Claim Form 
 

 All claims should be submitted on a complete ULF Template Claim form  

 This should 
o list all the expenditure being claimed by ULF budget heading 
o show clear totals for each budget heading 
o show an overall total being claimed for the month 
o have a reference number for each piece of evidence included 

 This claim form should be printed and supplied with the hard copy claim 
evidence and a copy should be emailed to ULFFinance@tuc.org.uk each month 
 

 

Claim Form - key things to check: 
 Does it add up? 
 Are all items of expenditure listed and referenced? 
 Have you emailed a copy? 

 
 
 

3.2      Claim certification and your claim invoice 
 
(a) Claim Certification 

 
 All claims must be accompanied by a Claim Certification sheet for the month, 

signed by the Finance Officer or accountant responsible for ensuring the claim is 
eligible and in accordance with the contract 

 An electronic copy of the Claim Certification sheet  can be found on tab 1 of the 
ULF template claim form, or contact Cassie Kite 

 

(b) Claim Invoice 
 

 Please see section 2.4 of the ULF Financial Management Guide for a sample 
invoice which details all of the information we need to see, and Appendix 1 of 
the Guide for a checklist 

 In summary, your invoice must show: 
 the TUC/unionlearn purchase order number 
 Your ULF project reference 
 An invoice date (HMRC requirement) 
 The total amount being claimed and the relevant month 
 The union logo and address 
 Your bank account details for remittance 

mailto:ULFFinance@tuc.org.uk


 

 
 

 

 

Certification and Invoice - key things to check: 
 Has the certification been signed, dated and included? 
 Is your claim invoice complete? 

 

 
3.3      Claim checklist 

 

 Please see Appendix 1 of the Financial Management Guide for a claim checklist 
to help you to ensure your claim evidence contains everything unionlearn 
requires 

 This checklist is also found on tab 5 of the template claim form 

 
 

3.4      Electronic information to email to ULF 
 

 Your claim is much easier for us to check if it is emailed across at the same time 
as you post the hard copies 

 We do not need the evidence that you send through the post to be emailed, just 
a completed claim form 

 We can check that the claim is numerically correct, and update our records 
much faster using an electronic claim form – this will result in fewer delays and 
should help us to give you the most efficient service we can 

 We still require all information in hard copy form to be sent the usual way 

 Scanned copies of supporting documents can be emailed, but please ensure 
they are in one document only for ease of printing – you still need to send over 
the signed Claim Certification and the invoice in hard copy 

 Scanned supporting documents may also be uploaded to the ‘Files’ area of the 
uCD – please ensure they are clearly marked for the relevant month and you 
have advised Finance they are there! 

 
 

3.5      Explaining variance to profile 
 

 We monitor your expenditure each month, and if your cumulative variance 
becomes significant we will come back to you to ask for an explanation 

 For example, a variance in staffing costs may be due to a member of your team 
leaving unexpectedly – in order to know whether this is going to lead to an 
under spend to your overall budget, we need to know about it 

 To pre-empt any queries, it would be very helpful for you to let us know the 
reason behind any large variances to your profile at the time you submit your 
claim – whether the variance is down to timing (i.e. an invoice being later or 
earlier than expected), a difference in cost between the profile and actual spend 
on an item, or because planned activity is no longer taking place 



 

 
 

 

 

 

 

 

 

 

 

 

  


