
 

 

 

 

 

 

How to Prepare a Claim 

This document demonstrates the required information for the invoice and the cost log. 
Please refer to the Claims Guide of the relevant scheme for details about claims 

process and submission  procedures. 

 



1. Invoice 
 

 

 

Must be addressed to  
The University of Manchester, 
Oxford Road, Manchester, M13 9PL 

Must use the organisation’s letterhead 

PO number must be clearly stated 

The amount must be the cost (after 
applying funding intensity) to be 
claimed only. No VAT should be added. 



2. Cost log 
• Please read the ‘Instructions’ tab before completing the cost log 
• You are only required to complete the information box (as shown below) at the top of each tab, and Part B – Costs Details. 

 
 

• Part A of each tab shows the collaborator’s approved budget for each cost category. It is for internal use only, therefore no 
changes should be made to this part.   

• Please do not add any new tabs to the cost log. 
• (For HEIs and companies only) Irrecoverable VAT must be clearly recorded in the table at the bottom of Part B. You must provide 

explanations on why such costs cannot be recovered from HMRC. 
 

  

 

 



Example - HEI tab 

 

 

State the name of the facility 

Description is required for each cost to be 
claimed. Please follow the given examples to 
provide a similar level of details for each cost item. 

Insert the total cost of each item  
i.e. amount before applying any funding intensity. 



Example – RTO tab 

 

 

 

 

 

 

Insert the total cost of each item  
i.e. amount before applying any funding intensity. 

Description is required for each cost to be 
claimed. Please follow the given examples to 
provide a similar level of details for each cost item. 

State the name of the facility 



Example – Company tab 

 

  

 

 

 

 

 

 

 

Description is required for each cost to be 
claimed. Please follow the given examples to 
provide a similar level of details for each cost item. Insert the total cost of each item  

i.e. amount before applying any funding intensity. 

Ensure the appropriate funding intensity to be 
applied by choosing the correct business size 
and type of RD&I project in the information box. 


