
UNIVERSITY CENTRE SOUTH DEVON
EXTERNAL EXAMINER EXPENSES AND FEE CLAIM FORMS

GUIDANCE NOTES

Expenses Claims

The scales below indicate the limit to which University Centre South Devon will normally reimburse expenses relating to travelling and subsistence. External Examiners attending UCSD are therefore asked to submit their claims accordingly. All expenses must be supported by original itemised receipts or original travel tickets that clearly identify what has been paid. 

Claims should be submitted within three months of returning from travel, unless there are legitimate reasons for late submission. All claims must be submitted within 1 month of the financial year i.e. 31st July to which they relate.

	Category
	Details
	Notes

	Travel

Note:

Air Travel, Car Hire and First Class Train Travel must be approved in advance. Rail travel should be booked at the most economical fare available for the journey.
	Train fare
	Standard return fare; ticket or receipt required showing route and fare.

	
	Taxi
	Receipts required.

	
	Tube fare
	Tickets/receipt or Oyster card journey history required.

	
	Mileage
	For the first 200 miles per journey*, 45p per mile, thereafter 30p per mile. 

*a journey is defined as a continuous period away from home

	Subsistence 


	The daily subsistence rate is up to £35 and covers breakfast, lunch and evening meals. Claimants should consider which meals it is reasonable to claim for depending on the time away.
The cost of alcohol will not be reimbursed. 

	
	Itemised receipts required.

Tips may be claimed up to 10% of restaurant bills if supported by an invoice or credit card receipt.                    

	Accommodation


	The maximum expected rates for UK Accommodation £100 per night. 
UCSD will reimburse expenses that have been incurred up to the above limits, on production of receipts.  We regret that we are unable to reimburse expenditure on incidentals such as telephone bills, newspapers and in-house movies. Please settle these bills with the hotel before leaving.


Fee Claims

Your fee should be claimed on the separate Fee Claim Form. 

Return of Claim Forms

Please send your completed claim forms to university@southdevon.ac.uk or the address listed on the form below. 
If you have any queries regarding the payment of expenses, please email university@southdevon.ac.uk 

UNIVERSITY CENTRE SOUTH DEVON 
EXTERNAL EXAMINERS’ EXPENSES CLAIM FORM (21/22)
PERSONAL DETAILS    
	Full Name:

	

	Address:

	

	

	Email address:

	


BACS DETAILS    
	Bank:
	Branch:

	
	

	Account No:
	Sort Code:

	
	


EVENT DETAILS

	Event Name:
	Start destination:

	
	

	Programme/Modules examined:
	End destination:

	
	

	Date(s):

	


EXPENSES CLAIMED (pleased refer to attached notes). Receipts to be attached where appropriate.

	Category
	Details
	Amount

£              p

	Travel

(Air/Rail/

Tube/Bus Fares/Taxi/

Parking)


	
	
	

	
	
	
	

	
	
	
	

	Subsistence

and other

expenses


	
	
	

	
	
	
	

	
	
	
	

	Accommodation
	
	
	

	Mileage

(see Guidance Notes)
	                                   @  45p per mile
	
	

	
	                                   @  30p per mile
	
	

	                                                                                                      TOTAL CLAIMED
	
	


	Signature of External Examiner:
	Date:


NOTE: This form should be forwarded to Deputy Head of Higher Education, HE Quality Office, University Centre South Devon, Long Road, Paignton TQ4 7EJ or university@southdevon.ac.uk. 
For Office Use:
	Account code
	Dept
	Net amount
	Total

	
	
	
	


	Budgetary Authority
	Date

	Financial Authority
	Date
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