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EXTERNAL EXAMINER’S EXPENSES CLAIM FORM
(Please see notes on reverse of this form) 

NAME:


………………………………………………………………………………
HOME ADDRESS:
………………………………………………………………………………
Email ADDRESS:
………………………………………………………………………………

BANK ACCOUNT: ………………………………..….  SORT CODE: ………………………...

IBAN: ……………………….…………………….……. 3SWIFT CODE: ……………………....
TRAVEL BY 
It is the claimant’s responsibility to ensure that appropriate insurance OWN CAR:

cover is in force; the University will not accept responsibility for 



third-party claims.



CAR REGISTRATION NO:  …………
  ENGINE CC: ………
	Date
	Meeting attended 
	Travel

From
	Travel

To
	Mileage
	Other

Costs
	Total

Cost

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Claims for expenses other than mileage should

be supported by official receipts  


TOTAL CLAIMED:     ………..…….
I confirm that the expenses claimed were properly incurred on University business, are in accordance with University rules and where appropriate adequate insurance cover was in force.

Signature of Claimant:  ....................................................................   Date: .............................

____________________________________________________________________________
FOR OFFICE USE ONLY

I confirm that this expenditure was authorised and that, where appropriate, financial provision is available to meet the claim.

Authorised (Budget Holder):  ………….....................................

  Date: ...............................

General Ledger Code: ………………………………………




………………………………………

Receipts attached to the value of: £………...

External Ref:   .......................................

Amount:    £ ...................................


Authorised:  ………….............................











(Finance Officer)
LEEDS TRINITY UNIVERSITY
TRAVEL AND SUBSISTENCE ALLOWANCES

FOR EXTERNAL EXAMINERS
Allowable expenses for travel and subsistence incurred in the pursuit of approved University business by external examiners1 will be as follows:
1.
Travel

(i)
Travel by private car:  45p per mile.

(ii)
Standard class fare on public transport.

Costs for travel by public transport will be reimbursed on submission of receipts.  If a receipt is not available please attach an explanatory note.
2.
Meals


Meals taken in the University will be provided free of charge.


Reasonable costs for meals necessarily taken outside the University will be reimbursed on submission of receipts.   Normally these will not be expected to exceed:





Lunch

£16.00





Dinner

£25.00

3.
Accommodation3  


The University will normally make arrangements for overnight accommodation, where required, for visits to the campus.  

Alternatively, reasonable costs for hotel accommodation necessarily used will be reimbursed on submission of receipts.  Normally these will not be expected to exceed £90.00 per night.

4.
Claims

Claims should be made by completion of the reverse of this sheet and must be accompanied by all relevant receipts.   Failure to submit receipts will result in delay in processing the claim or return of the claim to the applicant.  Forms should be submitted by the claimant to the Academic Quality Office or Research Office, as appropriate, who should in turn submit it to the Finance Officer.  The internal auditors have reminded the University that all claim forms must be signed by both the claimant and the authorised budget holder as a condition of payment.

To be returned to the Academic Quality or Research Office, as appropriate 








� The external examiner’s claim form is for use by taught course external examiners and moderators, University of Leeds postgraduate research supervisors, postgraduate research external examiners, and programme approval and Periodic Review external panel members visiting the University who are eligible to claim expenses.


� Only applicable where bank details have not already been lodged with the University.


� For international payments only.


� with effect from AY 2012/13


� with effect from AY 2009/10 
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