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External Examiners’ Expenses Claim Form PR9


For use by External Examiners employed as casual employees engaging in examining on UG or PGT taught degree programmes, for claiming expenses incurred during the course of their role. External Examiners do not need to complete this form to claim their annual fee; this is processed on receipt of an annual report being sent, at the end of each academic year, to the Teaching and Learning Delivery (TLD) office (external.examiners@manchester.ac.uk). 
Section 1: Personal details

	Title (circle)
	Mr / Mrs / Ms / Miss / Prof / Dr / Other


	University of Manchester Ref No./ID No. (if known)
	

	Surname
	

	Forename(s)
	

	Date of birth
	

	Gender (circle)
	Male/ Female

	NI No.
	

	Contact Telephone No.
	

	Address
	

	Post code
	

	

	University of Manchester School/Unit where engaged
	

	

	Signature of claimant
	


Section 2a: UK bank details


	Bank
	

	Branch
	

	Sort code (6 digits)
	

	Account number (8 digits)
	

	Building Society reference number 
	


Section 2b: Non-UK bank details 
	Bank
	

	Branch
	

	Branch address
	

	IBAN number
	

	SWIFT number 
	

	Specify  currency
	


Section 3: Details of expenses claimed

NB: Please submit original receipts (not copies) for every item of expenditure claimed.  Tips are not reclaimable.  Credit card statements, booking, registration or application forms, cheque stubs, etc. do not qualify as receipts.  

Unfortunately, the University of Manchester can only process standard fare travel on all Rail and Air travel.
	Private car usage

	From
	

	To
	

	No. of miles
	


	How to calculate the mileage and what rate to use

· 45p per mile for the first 150 miles of a return journey

· 25p per mile for all subsequent miles of any return journey


	                         
	No. of miles claimed @
	45p
	Per mile
	£

	
	No. of miles claimed @ 
	25p                     
	Per mile
	£

	Total mileage claimed 
	£


	Rail/Air travel

	Rail/Air from
	

	Rail/Air to
	

	£
	

	

	Taxi travel

	Taxis from
	

	Taxis to
	

	£
	

	Hotel and subsistence

	Give full details
	

	Amounts claimed         £
	

	

	Other expenses

	Give full details
	

	Amounts claimed         £
	

	

	Total claimed                £
	




Section 4: Authorisation (TLD to complete)
    

	Authorised signature (TLD TO COMPLETE): To be completed by an officially listed authorised signatory, who is not the claimant, against the finance code quoted.

	Signed
	

	Date
	


	ACCOUNTS TO DEBIT (TLD TO COMPLETE): 

NB: Pleasure ensure all accounts are open before submission to HR Services or the claim will be rejected and payment delayed. 
	Amounts
	Office use only

	
	
	
	
	
	
	
	
	
	
	
	
	£
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	£
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	£
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	£
	
	
	

	Total of all claim sections
	£
	Total to pay


Section 5: Notes for all claimants

	General information
	The University, as a recipient of public funding, is required by its auditors to comply with certain procedures and to apply appropriate standards of economy.  External examiners are respectfully requested to bear this in mind when making a claim.

	

	Mileage rates/journey details
	Information regarding mileage rates can be found on the University website. All details must be included to allow proper and complete checking of your journey on our approved software package.  It is important to provide information such as organisation visited, area, town and post code.  Any journeys claimed that are greater than the amount specified on our package are adjusted accordingly.  It is, therefore, important that journeys taking a longer distance for unusual circumstances, such as road works, must be explained in full.

	

	Receipts
	Please submit scanned copies of receipts for every item of expenditure claimed.  Tips are not reclaimable.  Credit card statements, booking, registration or application forms, cheque stubs, etc. do not qualify as receipts.  

	
	

	How you will receive payment
	Payment of the claim will be made by bank transfer using the banking details that are on file with HR Services.

	
	

	Signature of claimant
	The signature of the claimant is required on all claims.  By signing this form, you are declaring that the expenses are being claimed in accordance with the University regulations and are in respect of expenses actually and necessarily incurred whilst engaged on the business stated. 

	
	

	Where to submit the claim form
	By email to: external.examiners@manchester.ac.uk


	
	

	External Examiner fee payment
	Payment of fees is authorised only when your annual Examiners Report is received.  The fee may not necessarily be paid at the same time as your expenses claim.
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