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Personal Details
	Name (BLOCK CAPITALS)
	


(Please state Prof, Dr, Mrs, Miss, Ms.)

	Address (BLOCK CAPITALS)
	

	(cheque to be sent to)
	

	
	

	
	


	EXPENSE DETAILS
	Total Cost (£)


	Fares (air, bus, train, taxi etc)
	
	
	
	
	
	
	
	


	Mileage Allowance  ..........miles@  ..........p per mile
	
	
	
	
	
	
	
	


Engine Capacity  ..........litres

	Other Expenses
	
	
	
	
	
	
	
	


	Total
	
	
	
	
	
	
	
	


	Name of Programme:  
	
	Degree:  
	MSc

	Department:  
	College of Humanities & Social Science 
	
	


CODING DETAILS

	Travel
	Cost Centre
	Account Code
	Job Code
	Gross Amount

	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


	Subsistence
	Cost Centre
	Account Code
	Job Code
	Gross Amount

	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


	Note the Total from Expenses Details must equal Total from Coding Details
	
	
	
	
	
	
	
	
	TOTAL


I certify that the expenses above were incurred by me with my visit to the University of Edinburgh

	on (date)


	

	
	

	as external examiner in (subject)


	

	Signed
	
	
	Date:
	

	(claimant)
	
	
	
	

	
	
	
	
	

	Authorised
	
	
	Date:
	

	(Postgraduate Office Administrator)
	
	
	
	


Revised 1August 1996       (See overleaf for terms and conditions)

Note 1 - Conditions

1.
Claims may be submitted for any reasonable expenditure actually incurred but any item of expense greater than £5 must be supported by receipts.

2.
Full details of expenditure should be given in the space provided below.

External Examiners should return this claim form to:

The Secretary

Postgraduate Office

College of Humanities and Social Science

University of Edinburgh

David Hume Tower 

George Square

Edinburgh, EH8 9JX

ANALYSIS OF EXPENDITURE (claimant should complete)

	Description of Expenditure
	Fares
	Mileage
	Other
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL


GUIDELINES

Statement of Policy:  The University of Edinburgh seeks to ensure that external examiners are not out of pocket as a result of undertaking examining duties for the University.  To that end, it will reimburse expenditure reasonably incurred and properly vouched, but reserves the right to reimburse a lesser sum than that claimed if it considers any part of the claim to be unreasonable or excessive.  EXPENSES MAY BE CLAIMED ONLY IN RESPECT OF THE EXTERNAL EXAMINER HIMSELF/HERSELF.

1. General  


The general rule is that for any head of expenditure a claim may be submitted, provided that the allowance does not exceed the actual costs incurred.

RECEIPTS MUST BE PROVIDED TO SUPPORT CLAIMS FOR ACTUAL EXPENDITURE WHICH AMOUNT TO £5.00 OR OVER.
2.
Meals and Subsistence



Reimbursement for purchase of alcoholic refreshment will not normally be made, other than the moderate cost of alcohol included in the cost which may be claimed for a meal.

3. Travel – General

Travel expenses may be claimed from the examiner’s normal place of work, not from home, so as to comply with Inland Revenue regulations.

4. Air Travel   


Where the use of air travel avoids the need for overnight accommodation (hotel/sleeper) or overnight subsistence, the 
cost of air travel within the UK will be reimbursed without further authorisation, provided that tickets are booked at the most economical rate; in particular APEX tickets (or equivalent) should be booked wherever practicable.  IN ALL OTHER CASES, PRIOR AGREEMENT IS REQUIRED.

5. Rail Travel   


Rail travel will normally be reimbursed at Standard class: Saver Fares (or equivalent) should be booked where available.  First class fares will be reimbursed, if claimed, for travel by sleeper or when the scheduled journey time is more than 2 hours on routes where trains are likely to be crowded.

6. Mileage Allowance   


Where an examiner chooses to travel by car when there is a reasonable alternative means of public transport, the total to be claimed, at the scale rate of 40 pence per mile, is restricted to the equivalent economy Standard Class rail or other public transport costs, appropriate.

7. Taxis   


Reimbursement of taxi fares will be restricted to the receipted actual cost of journeys to/from Edinburgh airport and up to an additional £10.00 of reasonable, receipted actual expenditure.

8. Car Hire   


Reimbursement of car hire charges is not normally allowed.  In exceptional circumstances, approval may be sought in advance of expenditure being incurred.

9. Other Travel Costs   


This includes bus tickets, underground fares, etc.  Any item, costing in excess of £5.00 should be accompanied by a receipt or ticket.

10. Accommodation   


Examiners should ask the Edinburgh University Academic Department concerned to make accommodation arrangements for them.  If any personal expenditure is charged to an accommodation bill this should be paid separately when checking out.

11. Other Reasonable Expenditure   


Sundry personal costs incurred by an examiner as a direct result to overnight absence from home may be claimed up to a maximum of £1.00 per day (e.g. Telephone calls, daily newspaper).  Claims for other expenses reasonable incurred will be considered on their merits.  The appropriate Department will be pleased to advise.
Finance Office Only
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