SLRS
REIMBURSEMENT
GUIDELINE

Updated on 31/08/2026



Guidelines:

INDIVIDUAL Transportation Allowance

1) Lingnan University spoi'nsors each student with (if you want to claim this part, please communicate with
your S-L coordinator first):

= HK$100 for transportation allowance# (For students who have trave%ed to the agency /service site four times or above, or upon
approval of the Service-Learning Coordinator based on the distance).

» Exchange students should contact their Service-Learning Coordinator directly to collect the transportation allowance. There is no
need to include their information in the group claim form for this allowance.

GROUP S-L Project Subsidy

2) Lingna)n University sponsors each S-L Group. (Please double confirm with your S-L coordinator before
purchase
= A maximum of HK$500 for the Approved S-L Activities
O Reminders:

O Original receipts with company chops should be Pasted on A4 paboer nd numbered according% to the number column on
’Ejhe C1?({)‘rm. Please submit this form with all original documents to OSL ?LBYlOlrS] at the end of the semester or submission
eadline.

For expenses on stationery, please specify the items (e.g., color paper, pen) in the table.

(m]
a Forlexpf[e.nses of entrance fees and catering services, expenses require entry tickets and a name list with additional
explanations.

O RS e o B e O Hintin g eiice MBI NOrICOMPUISIADOIIONESN Octopus card screen captures are
not accepted as proof of payment.

3) Please update your bank account information in the MyLingnan Portal. ALL reimbursements will be auto-
transferred to the claimer's bank account. All reimbursements will be automatically transferred to the
claimant’'s bank account within one month upon submission of all required documents. Follow the
instructions carefully to avoid any delay in payment.



Please download and complete the follow claim form and submit it to
your S-L Coordinator at OSL office (LBY101) before the deadline

IPart II: INDIVIDUAL| Transportation Allowance (if applicable). <
SLRS Project CRN: ¢ | Official Use € | Ref No.<’ | ¢ I

& For students travelled to agency / service site 4 times or above by public transportation, or upon approval of Service-Learning

Office of Service-Learning, Lingnan University-- Coordinator based on the distance. The transportation fee will be reimbursed to the students” bank account individually.<

Reimbursement & Allowance Claim Form¢’ -
- No.< Name of Student<’ Student No.<’ Amount (HKD)<" |«
a
1 < & < <
Personal Information ofEROUP Represemallvgfor Service-Learning Project Subsidy Reimbursement: 3
2¢ < & a <
Name of Student:«’ @ Student No.:' e [ .
3 a @ @ F
Contact No.: o Email:’ e le 20 a o a |
Bank Name:- e BankACNo.: | = | 5¢ < © < B
6< a a @ <
Semester (e.g. 2021-22 sem 1): { < s
A . - . - ownltoa
Course Code & Title: < @ = 8 a a a | .
(e.g. SLP1101 Community Engagement through Service-Learning)< = Total:<| < < C la I I I I F O I I I
o
Project Name & Group No.: < | < &
Part lll: Payment Details Summary<’ [«
e.g. Food Collection Project, Group 1) * Please refer to the Project Information Sheet.« e B
feg g = f 4 f Description<’ Amount (HKD)<" [«
< Part I: Service-Learning Project Subsidy<’ <« <
Service-Leaming Project Subsidy (Maximum HK$500). || part i Transportation Allowance< o S
Please attach all original receipts (with official company chops and item details) on a blank A4 sheet, arranged according to the Total: | @ e
Receipt Numbers listed below. Clearly mark each Receipt Number on the A4 sheet. If additional columns are required, your group -
may add them as needed. For further details, please refer to the guidelines available on Moodle.< Part IV: Declaration and Payment Authority<’ e
Gt s e ol - | o I here declare and confirm that the information provided above is true and complete to the best of my knowledge and belief. < |
NI, PERSONAL INFORMATION COLLECTION STATEMENT<
10 @ & e = 1. The data provided in this form shall be released to banks, government authorities and relevant units within the University for
the purpose of making payments to you.<
2¢ < « € - 2. Without your expressed approval, or unless required by law, the personal data collected herein will not be disclosed to third
parties. ¢
3 ¢ ‘ < I~ 3. Unless indicated otherwise, all personal data requested in Lhis form is required for its purpose(s). The provision of any

incomplete or inaccurate information will result in the processing of your payment request being delayed or withdrawn.<

* - ) B 4. As a data subject, you have the right to request access and correction of personal data under the Personal Data (Privacy)
5 . e Ordinance. For requests for access to personal data, please contact the Data Protection Officer at DPO@LN.edu.hk. For
requests to correct/update personal data, please contact Office of Service-Learning (osI@LN.edu.hk). ¢
6¢ ‘ - ‘ N Signature of Claimant:< Date:<? <
7 e « € 5 .
Name of Claimant:« <
8 a P e I«
o
9 € < € I
Part V: For OSL’s Use Only<’ <
100 e a a le
Signature of S-L Coordinator: € Date:< <
Total: € [«
“ Name of S-L Coordinator: < <

(Updated on 11 August 2026)¢ 20

-‘(Updalcd on 11 August 2026)¢’


https://www.ln.edu.hk/osl/f/page/34641/374982/OSL-Reimbursement%20&%20Allowance%20Claim%20Form(SLRS)_2026%20Aug.docx

TIPS FOR REIMBURSEMENT




Required Documents for Reimbursement

A claim form (Download here)

Original Copy of Receipts (NOT invoice!!!)

Proof of Completed Online Transaction with a complete Credit Card
Statement (if you purchase goods/service online)

E.g. Taobao/ Amazon/ FB + IG advertisement

Other Supporting Documents (If any)



https://www.ln.edu.hk/osl/f/page/34641/374982/OSL-Reimbursement%20&%20Allowance%20Claim%20Form(SLRS)_2026%20Aug.docx

Points to Note

All documents must be receipts, not invoices (an invoice stamped with
“Paid” is acceptable).

Record the exact payment amounts on the claim form — do not round
figures.

Arrange all documents in proper order and label each with a reference
number.

Claim Form-> Receipts -> Supporting Documents



Points to Note

Avoid mixing the goods that are for personal use with those will be used in
the SLRS project in a single purchase.

If a receipt is too long, please do not cut it! Stick the upper and bottom
edge of the receipt on an A4 paper and fold the middle part.
Better to use your own credit card.

Expected Time for Receiving the Payment : 1 month*

*After a complete set of documents submission, which include

the hard copy of the original receipts, is submitted and
accepted by the university.




Types of Purchase

. Purchase in physical stores

Online Purchase: Taobao/ Amazon/ Pinkoi/
Wholesalers platform, etc.

Delivery for goods: SF express/ HK post, etc.
Transportation: Gogovan/ Uber, etc.

Service Purchase from Company

Others (Please ask your S-L coordinator /PA for more
information)

!\)I—‘

SOHUlhW



2.1 Purchase in physical stores

1. Keep the original copy of receipts.
2. Stick (not staple) the receipt on a A4 paper, do not stick
it on both sides of the paper.

Remarks:

. If it is a thermal paper (Eg4f) , please make a copy of the receipt first. AND please
do not use plastic tape to stick the thermal paper.
If the name of purchased items cannot be shown clearly on the receipt, please list
them out on the paper as a remark.
For ‘stationary’, please list out what exact items you have purchased.
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Completely stick the receipt
on a A4 paper

®
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2.2 Online Purchase: Taobao/ Amazon/ Pinkoi/
Wholesalers platform, etc.

1. Make a screen capture of the purchased items (with item name, quantity, unit cost
and total amount).

2. Make a screen capture of the page that shows the successful transaction and the
transaction amount (in HKD/ RMB/ USD).

3. Some online platforms offer a receipt for the purchase.

4. Paste the screenshots on MS Word.

5. Provide a credit card statement that shows the transaction (in HKD).

6. If you paid by Alipay or WeChat pay please provide the screenshot showing the
transaction with the reference number.

Remarks:

. If you have multiple purchases, please paste the screenshot(s) on MS Word in
chronological order.

. Label the receipts and match them with transactions on the credit card statement.



Recommend to show “you
have received the products
and "HKS"
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If you paid by Credit Card, please provide the complete bank
statement with the foreign currency amount and exchange rate

— “@ The Hongkong and Shanghai Banking Corporation Limited
— HSBC <p 1 =2 50 LW RN R A
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MR LXK DEV-14055 ¥ 224.00
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2.3 Delivery for goods: SF express/ HK post, etc.

Cut the SF express receipt on the package.

Stick the receipt on a A4 paper.

Write a remark on the paper about what items were
delivered (ref. to item number on the expense
summary table).
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2.4 Transportation: Gogovan/ Uber, etc.

Please take the receipts from driver.

Stick it on a A4 paper.
State the transportation starting point and

destination.

W=

Remarks:
Please note that you can reimburse expenses for taxi/uber ONLY UNDER

special circumstances with stated reasons.



2.5 Service Purchase from Company

1. Please get a original RECEIPT from the company
(with company chop/ signature on it)

2. The receipt should indicate the service item,
quantity, date and total amount.

3. Hard & original copy is important.



Receipts Handling

For all hard copy receipts/ supporting documents,

1. Please stick them tightly on a A4 paper (single side).

2. Not more than 2 receipts on the same page.

3. If you have any remark, please write it on the same A4

paper next to the receipt.

4. Label the receipts with a reference number (match it on
the expense summary table).

For all soft copy receipts/ screenshots,

1. Paste them on the MS Word (same documents).

2. Label them with a reference number.

3. Put a “certified copy” chop on the document
(download here) OR chop it when you come to OSL.



https://mylingnan-my.sharepoint.com/:i:/g/personal/osl_ln_edu_hk/EWDoa_rCOrtAho9s3G24xC4B47EV-q4yYvJJlBakpOKtlg?e=hI8Yg5
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