
FAQ | PSEA Claims for Overseas Exchange Trips 

When should I submit my PSEA claim for overseas exchange trips? 

All PSEA Claims should be submitted after you return from your overseas exchange.  
 

Please submit your PSEA claims within 1 month from the completion of the programme. 

 

Do note that PSEA will take 4-6 weeks to make payment to SMU and we take another 4-6 weeks to refund 

student (2-3months). This may take a longer time when there’s a higher volume of claims being made. 

 

 

What can I claim for? 

You are able to claim for your 

airfare, 

travel insurance, 

medical checkup/ vaccinations 

pertaining to the trip and accommodation. 

 

The supporting documents have to clearly include your name, the claimant, on it - regardless of who the 

paying party is. 

 

What should I note to make a claim for my overseas trip/business mission/programme? 

Do note that the claim is applicable only for SMU-approved overseas trip(s), exchanges, visits, 

programme, study missions and the like hence an approval letter/email (in hardcopy) indicating that you, 

the claimant, are approved to go for the trip is required.   

 

The amount that you can claim will be subject to what is claimable and subject to sufficient support for the 

claims. The claimable items are listed above. 

 

You will be required to provide all supporting original receipts/ e-receipts for all claims. All claims must be 
supported for it to be accepted. Without the relevant documents, the applications will be automatically 
rejected and voided. Do note that the ad-hoc application forms submitted must be the very copy you write 
on – no photocopies will be accepted by MOE.  
 
The PSEA application will be processed on a reimbursement basis and the funds will only be disbursed to 
you either by cheque or GIRO-ed into your own savings account (if you have a bank account registered on 
Oasis) upon approval from MOE. Claims cannot be received prior to the trip although the documents may 



be submitted in advance. 
 
Documents may be submitted before the trip only in the event that you are unable to submit the forms 
within the 1 month period from the end of the exchange programme (i.e, still overseas). 
 
In order for you to draw on your PSEA, you must be an enrolled student in SMU. Graduated/withdrawn 
students are not allowed to claim from PSEA for fees and charges that have already been paid. Exception 
will be given to graduating students who embark on approved student programmes in the last semester of 
the final year of study. Such students can claim from PSEA within 1 month from completion of the 
programme (not your trip – in the event you decide to stay longer than the programme). 
 
 

What should I include in my PSEA application form? 

Filling in your PSEA ad-hoc application form: 
 
1. Call PSEA to check PSEA balance to ensure sufficient funds are available for you to claim  
(Tel: 6260 0777). Do not claim more than what you have available in your PSEA and do not claim for more 
than what you have supporting documents for. 
 
Upon confirmation, indicate on the PSEA form the exact amount (in total) to be claimed. 
When claiming for multiple items: Do not use separate ad-hoc forms for each claim! Sum up all claimable 
items in a 1 page summary (with the claim details and amount) if you are claiming for multiple items and 
indicate the total amount on the Course/Fee amount section of the form. 

 

2. Fill up the PSEA Ad-hoc Application form accordingly. Ensure that your name, contact number, NRIC, 

Institution name (Singapore Management University/SMU) and amount are all written correctly and that 

the form is signed (by student if you’re above 21 and by guardians/parents if the PSEA account holder is 

less than 21 years of age). Any missing details will result in the auto-rejection of the application. 

 

3. For travel claims, please fill in ‘EPC-OTRIP” under Usage Category 

 

 

What should I include with my PSEA application form? 
Please submit the following supporting documents securely (not stapled) together with your PSEA ad-hoc 

application form: 

 

1. SMU letter / email to prove that you're authorized for the exchange programme/trip/mission 

2. Letter of Acceptance (for exchange programmes etc if applicable) from the University involved or any 

relevant overseas parties.  

3. ALL original official receipt(s)/ E-receipt(s) (eg. Air ticket, accommodation etc.) for the total amount 

claimed with your name on it, regardless of whom the paying party is. 

4. Flight itinerary (if claiming for airfares) with your name and the cost of your air ticket on it 

5. A simple schedule on expense and the SGD dollar equivalent if receipts are in foreign currency.  

 (please print out/ provide receipts of the exchange rate used) 



 

 
For Group PSEA claims:

 

 If you are submitting the PSEA on behalf of your team, please get your team members to 

check their PSEA account first (6260 0777) to ensure that sufficient funds are available in their accounts 

for the amounts to be claimed prior to filling in the PSEA ad-hoc application form. 

The abovementioned details about the PSEA form applies. 

 

 Upon confirmation, indicate on the PSEA form the exact amount (in total) to be claimed. 

Do not use separate ad-hoc forms for each claim. 

Sum up all claimable items and indicate the total amount on the Course/Fee amount section. 

 

 Fill up the PSEA Ad-hoc Application form accordingly, ensure that all names, contact numbers, NRICs, 

Institution name (Singapore Management University/ SMU) and amounts are all written correctly and 

that the forms are all signed appropriately. Any missing details will result in the auto-rejection of the 

application. For travel claims, please fill in ‘EPC-OTRIP” under Usage Category 

 

 Please collate the PSEA forms and all original receipts (for the amounts claimed) from your team 

members. 

 

 Do create and provide a one page summary using an excel spreadsheet consolidating the NRIC, names, 

details and total amount of the claims (eg airfare, visa application, medical and accommodation) for 

each individual. 

 
 If the claims are in foreign currency, please provide the conversion rate used and the SGD equivalent. 

 
 Attach a copy of the approval letter (from SMU) and all original receipts for the claims and 

attached them with the PSEA application forms. 

 
In summary, submit all relevant documents in the following order:
 

1. Excel spreadsheet summary 

2. PSEA ad-hoc forms (in the same order of the excel summary) 

3. Approval letter from SMU 

4. Letter of Acceptance 

5. Flight itinerary 

6. All original receipts/e-receipts for claims 

7. Conversion rate (if applicable) 



 

Where should I submit my PSEA forms and supporting documents? 

You may deposit your PSEA application form together with the abovementioned supporting documents in 

any of the 2 drop-boxes provided by Office of Finance: 

 

(1) Concourse (near School of Information Systems, next to AXS machine) 

OR 

(2) Lobby, SMU Administration Building (to the left of the main entrance) 

OR 

(3) Submit it in person at the Office of Finance (Administration Building, Level 12) 

over the counter from 11-12noon or 2:30-4:30pm, Mon-Fri, excluding public holidays. 

 

Please attention it to: Pearl Yeo | Office of Finance 

 

 

How will I get the claimed amount back if the application is successful?

 Please note that PSEA will take 4-6 weeks to make payment to SMU and we take another 4-6 weeks 

to refund you. As such, the entire process should take an estimated time of 2-3months. However, 

this may take slightly longer during peak periods. 

 The balance will be refunded after deducting any outstanding fees (Tuition, Hostel, and Annual 

Fees) with SMU and will be refunded via cheque or GIRO.   

 If you did not register your personal GIRO account with SMU, a cheque will be issued to you and 

you will be informed to collect the cheque via email. 

 Please logon to your Oasis to check for the payment updates regularly. 

Have further queries?  

Email us at finance@smu.edu.sg or direct it to Pearl Yeo | pearlyeo@smu.edu.sg | 

Remember to include your full name and campus ID (NRIC/FIN). 

 

Sincerely, 

Pearl Yeo 

AR | Office of Finance | Singapore Management University 
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mailto:pearlyeo@smu.edu.sg

