External Expert (Higher Degree) 			 

Fees/expenses claim form						

Complete all sections, read the explanatory notes, and attach copies of all bills/receipts to support your claim
UEA School of Studies: BIO Biological Sciences
Title, First Name(s), Surname: Add your Title, first name(s), surname
Date of Birth: Add your date of birth
National Insurance Number: Add your NI number.
Bank postal address: Add your Bank’s postal address
Your account number: Add your account no.
Sort code number: Add your Bank’s sort code no..
Your address:    Click or tap here to enter text.

	JOURNEY EXPENSES

			
	                     JOURNEY DETAILS
	                               RAIL
	CAR OR OTHER          VEHICLE
	AMOUNT

	DATE
	                 TO
	              FROM
	SINGLE/RETURN
	2ND CLASS/SAVER
	MILEAGE
	    RATE
	       £  
	         p

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	OTHER JOURNEY, ACCOMMODATION, MEAL EXPENSES

	
	
	

	
	
	

	
	
	

	
	
	

	                                                                                                                                                             TOTAL EXPENSES CLAIMED
	
	

	E-SIGNATURE OF CLAIMANT (and date)
	Payroll reference

	E-SIGNATURE OF AUTHORISING OFFICER (and date)
	



For Office Completion only: 
	                                                                                                                                                                                                 EXAMINING FEE
	
	

	                                                                                                                                                                                               CAPITATION FEE
	
	

	                                                                                                                                                                                     TOTAL PAYMENT
	
	

	Charge codes
	Description
	£
	p

	ACR
	45EE
	36
	08
	                                                                                                                       FEES
	
	

	ACR
	45EE
	31
	07
	                                                                                    TRAVEL & SUBSISTENCE
	
	

	
	
	
	
	                                                                                                                        TOTAL NET PAYMENT
	
	



	[bookmark: _Hlk80090650]Explanatory notes


	Journey and other expenses
It is the University’s aim to reimburse all reasonable travelling expenses necessarily incurred by external experts for attendance at Boards or other University business. This is normally interpreted as covering second-class rail fare plus appropriate local travel at either end of the journey.  Where the cost of travel arrangements exceeds these guidelines e.g. air travel or longer distance travel by car, experts are asked to discuss the position in advance to avoid difficulties at a later stage.  They should approach their normal UEA contact (Chair of Examiners or relevant internal examiner or School administrator) to do this.

	Accommodation
Similar principles apply to the booking of overnight accommodation where this is required.  Experts should ask their normal UEA contact to make appropriate arrangements in the University’s guest accommodation or in a local hotel.

	Payment
Expenses will be paid direct into a bank account by credit transfer as part of the monthly payroll run.




For more information on how we use your information, please see:
https://www.uea.ac.uk/about/legalstatements/data-protection-for-webforms
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