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External Examiner Expenses Claim Form

A. Personal Information

	Title:
	
	Date of Birth:
	

	First Name:


	
	Gender:
	

	Surname:


	
	Bank name:
	

	Home address:
	
	Branch:
	

	NI number:
	
	Sort code:


	

	Tax return self-assessment number:
	
	Account number:
	

	Email address:
	
	
	


B. Examination details

	Examination:


	
	Dates of examination:
	


C. Expenses

For each occasion when an examiner external to the College is required to travel from their usual place of residence to attend practical/oral examinations, examiners’ meetings, or other examination duties, expenses may be claimed as detailed below. Please read the accompanying notes. PLEASE SUPPLY RECEIPTS WHEREVER POSSIBLE. Amounts not supported by receipts cannot be processed. 
	Details of Expenditure:
	Amount claimed:

	Economy Rail/Air fare to RVC:
	From (+ date):
	To:
	£
	p.

	
	
	
	
	

	
	
	
	
	

	Public Transport:
	From (+ date):
	To:
	
	

	
	
	
	
	

	
	
	
	
	

	Car Mileage:
	From:
	To:
	Total mileage:
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Car Parking at railway station/airport:
	Hours/days at:
	
	

	
	
	
	

	
	
	
	

	Accommodation/Hospitality Payment
	
	

	
	
	

	
	
	

	Meal Expenses:
	
	

	
	
	

	VETS IN PRACTICE ONLY – Locum cover fee (150.00)
	
	

	I wish to claim this additional fee:
	Yes:  FORMCHECKBOX 

	No:  FORMCHECKBOX 

	
	

	TOTAL:
	
	


Vets in practice may be able to claim an additional loss of earnings fee of £150.00. Proof of some kind must be provided e.g. receipt or letter of confirmation of locum.

D. Signature

I confirm that the above details are accurate:

	Signed:
	Date:
	Preferred currency:

	
	
	


To the Academic Quality Team, Royal Veterinary College

Accommodation Payment/Hospitality Payment

I have provided accommodation for the External Examiner named ……………………………. for ………….……nights whilst they attended the RVC on College business with respect to ………………………………………………….. course and have received £25 for each day or 24 hour period.


Signed:







Name of Host:







Date:

Full Address and Post Code:

Contact details of Host:

Email Address:

And / or Daytime Phone Number:


E. Approval       
	Signed: Assistant Registrar for Examinations and Assessment
	Date:
	Cost Code:

	
	
	2100.EXO.6442


Guidance on Expenses for External Examiners for Taught Degrees
In reimbursing External Examiners from the necessarily limited budget available, the College is required to act in accordance with normal audit rules, and Examiners are therefore asked to follow the guidance set out below.

Travel 

On each occasion when an External Examiner is required to travel to the College from his/her usual place of work or residence to perform duties necessitated by examination work, travel expenses may be claimed as below:

· Standard class rail travel to and from home or place of work

· Economy class airfare where applicable

· Mileage allowance if public transport is not available, or there are other exceptional circumstances

· All London Underground fares

· Car parking charges at railway station or airport

· Taxi fares to/from railway station or airport

Examiners are asked to book travel tickets in advance in order to take advantage of cheaper fares.

In event of travel from a vacation address, travelling expenses claimed may not exceed those from usual residence unless attendance is requested by the College at short notice.

For journeys where public transport is unavailable, mileage allowance by private car may be claimed at the amount of 45p per mile for the first 10,000 miles and 25p thereafter. Apart from the above allowances, no claim may be made upon the college for any liability arising directly or indirectly from the use of a private car.

Subsistence 

Table 1

	Maximum daily subsistence limits

	
	Current rate

	Accommodation

	Bed & Breakfast
	London
	Per night
	Up to £120 

	
	Elsewhere in UK
	Per night
	Up to £85 

	
	Staying with friends
	Per night (flat rate)
	£25

	Meal Expense limits

	Breakfast
	
	
	Up to £10

	Lunch
	
	
	Up to £10

	Dinner
	
	
	Up to £20 


However, should circumstances be such that an Examiner is required to incur significant additional expenditure in carrying out his/her duties, this should be entered on the expense claim form, supported by receipts.
Accommodation with Friends/Family
When staying with friends, relatives or colleagues has saved hotel accommodation costs, a Hospitality Payment of up to £25 per person per 24-hour period may be claimed.  If you buy gifts for your host, you may claim these as part of the Hospitality Payment by providing the receipts with your claim.
Please ask your host to give you a receipt addressed to you with details of where (address) and when you stayed there. This rate applies worldwide.  See proforma attached above.
Personal Details

Details such as home address and NI Number are requested purely to fulfil HMRC requirements and are not used for any other purposes.
Please return to: The Examinations and Assessment Team, The Royal Veterinary College, Hawkshead Lane, North Mymms, Hatfield, Hertfordshire. AL9 7TA.


