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Claim for reimbursement

Stand: 22.04.2026

I hereby apply for reimbursement of the costs incurred by the Student Union of the University of Lüneburg. I confirm that the costs were incurred in the course of my work for the students of the University of Lüneburg. For purchases and services exceeding €1,000, three offers must be obtained. In such cases, the supplementary sheet ‘Direct award (from €1,000)’ must be used for each purchase or service. Upon receipt of this application, consent is given for personal data to be processed by the AStA.

	Surname, First name (Applicant):
	

	Email address (for enquiries):
	☐   known
	

	Telephone number(for enquiries):
	☐   known
	

	Cost centre (Number or Name):
	

	Amount (excluding deposit):
	

	Reference:
e.g. food for an event
	

	Notes:
e.g. Title (for project funding)
e.g. Name of the initiative (for DSi)
	

	Change to the bank details:
	☐  yes / new
	
	☐   no

	IBAN:
	|	|	|	|	|

	if applicable BIC:
	

	Account holder (if different):
.
	




              Date, Signature (Applicant)			                Cost centre No., Date, Signature (Authorised signatory*)
Confirmation of the factual and accounting accuracy

Claims for reimbursement are now only accepted digitally!
Please send only one PDF file, including the attached invoices, to: finanz@asta-lueneburg.de
Original receipts are attached for all expenses. When paying for food, drinks, equipment, textiles or paper, the supplementary form was completed in accordance with the instructions.

Please leave this space for the finance office:



Justification Form for Sustainable Reimbursement
(Must always be completed, except for services!)
For meals:
	Is the food certified organic? (Organic shops, or organic labels in discount stores) 
	⃝  Yes
	⃝  No

	If ‘No’: Is the meal prepared externally (by a catering service) and vegetarian? (Catering, restaurant, delivery service, bakery…)
	⃝  Yes
	⃝  No*



For drinks:
	Were the drinks bought in glass or reusable containers? For details consider the Booklet on the Sustainability Regulations
	⃝  Yes
	⃝  No

	If 'No': Are these milk or milk substitutes, or bulk containers (containing more than 5 litres)? 
	⃝  Yes
	⃝  No*



For equipment and consumables: 
	Has it been assessed whether repair, hire or the purchase of second-hand goods is preferable to buying new? 
	⃝  Yes
	⃝  No*

	Were any of the following criteria taken into account when making the new purchase? 
1. Certified to: Organic, Blue Angel, TCO or FSC
2. Manufactured in the European Economic Area, Switzerland or the United Kingdom
	⃝  Yes
	⃝  No*



For clothing and textiles:
	Were the clothes and textiles purchased without leather or fur?
	⃝  Yes
	⃝  No*

	Are the clothes and textiles certified organic?
	⃝  Yes
	⃝  No*

	Were any of the following criteria taken into account when making the purchase? 
3. Certified by: Fairtrade Cotton, Fairtrade Textile Production, Naturtextil IVN Best, Blue Angel, Global Organic Textile Standard (GOTS), World Fair Trade Organisation, Fair Wear Foundation or Green Button
4. Manufactured in the European Economic Area, Switzerland or the United Kingdom
	⃝  Yes
	⃝  No*



For paper: 
	Was 100% recycled paper purchased? 
	⃝  Yes
	⃝  No*




*Please briefly explain why one of the criteria could not be met:

	

	

	

	

	





To be completed by the Finance Department: 
	Will the application be approved?
	⃝  Yes
	⃝  No
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