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PAYMENT OF TRAVELLING EXPENSES AND SUBSISTENCE

ALLOWANCES TO EXTERNAL EXAMINERS (RESEARCH DEGREES)

This guidance note sets out the travel and subsistence rates applicable to all External Examiners at the College, based on the Expenses Policy 2013 edition issued by the Finance Division, Imperial College London.  Please read this guidance before completing your claim form.
1. Your Expense Claim Form
All claims should be submitted on the form "Expense Claims for External Examiners (Research Degrees)", obtainable from the Registry or at the external examiner website.
Claim forms should be returned as a WORD document, together with all scanned receipts and travel tickets, to   external.examiner@imperial.ac.uk. Alternatively you may post the form and receipts to: Quality Assurance Administrator, Registry, Imperial College London, London SW7 2AZ.

Please note there is a different form to claim the £150 examiner fee. This will be emailed to you after the examination once the reports have been received by the Registry.
If you have previously examined for us you will have provided us with your date of birth and bank details, but we do ask for them on every occasion you are paid in order to ensure payment accuracy. The date of birth should be recorded on the claim form; this is essential for the College's Finance Division to process the payment. Please also note that at least your first full forename should appear, rather than initials alone. Failure to provide this information may result in a delay to your payment.
Expenses payments can only be made to personal bank accounts. If you want to pay for your travel or accomodation using a company account, please contact us to discuss at external.examiner@imperial.ac.uk before purchasing. Please ensure you provide us with your home address (not institution) as the College will need this in order to confirm your payment. 

Claims should normally be submitted within three months and claims submitted more than six months after they have been incurred will be rejected.

1.1   
Receipts
The claimant is expected to obtain original VAT receipts for all expenses which they plan to have reimbursed. The only exception to this rule is for claims relating to mileage (see 2.2). 

Credit card slips or credit card/bank statements cannot be accepted as evidence of expenditure. All receipts must include details of the goods or services purchased. 

A receipt may take many forms, e.g. cash register receipt or web receipt.   A receipt must identify:

· The date of purchase 

· The vendor name 

· Itemised list and unit price of the purchased items 

· The total amount paid 

· VAT number (where applicable) 
Scanned receipts are currently accepted on a temporary basis during remote working.
2.
TRAVEL

Travel should normally be by the most economical means of transport. Normally this means standard class rail travel. However, economy rate air travel will be allowed where air travel is clearly more economical in time or money. Tickets should be booked as early as possible to ensure cost effective fares. First class rail or other extensive travel costs will only be reimbursed at the discretion of the Academic Registrar.

2.1.
Private Motor Vehicles

Where External Examiners find it more appropriate to use their own cars they may do so, in which case reimbursement will be at the mileage rates below (see paragraph 2.2). 


Examiners are reminded that traffic in central London can be heavily congested and that there are parking restrictions at the College. Parking fines are never refunded. While no part of the College campuses lies within the charging zone, examiners using their own cars should be mindful of the congestion charge. Payments or fines for the congestion charge are never refunded.
 
External Examiners using their own vehicles should first ascertain that their motor insurance policy permits "use for social, domestic and pleasure purposes and for the business of the Policyholder or the Policyholder's employer". 
 
Whether or not such motor insurance is obtained, the College will not accept liability for any injury or damage arising from the use of examiners' private motor vehicles, except where such injury or damage is directly attributable to the negligent act or default of the College. This does not affect statutory rights.

 
Where an External Examiner is obliged to travel into the congestion charge zone for the purposes of College business, they must make the necessary payment themselves. They may only be reimbursed if they are required to use their vehicle (e.g. to carry a large quantity of papers, for which public transport would be inappropriate). The appropriate motor mileage allowance may still be claimed. 


 2.2
Mileage Rates 



The following rates per mile apply to private vehicles (regardless of engine capacity):

	PRIVATE 
	First 10000 miles in tax year
	Over 10000 miles in tax year

	Cars and vans
	45p
	 25p

	Motor cycles 
	24p
	 

	Bicycles
	20p
	



2.3
Taxis


Generally, journeys within London should be by tube or bus. Taxis may, however, be justified in exceptional circumstances. A receipt must be provided.


3.
OVERNIGHT COSTS / SUBSISTENCE

3.1
Hotels – Room Rates

The cost of a hotel (room only) in the UK should not exceed £150 including VAT in London or £105 including VAT outside of London.  The full day rates are intended to cover accommodation in a reasonable hotel (i.e. three-star rating).  If a hotel cost is higher than these limits, the excess amount will only be reimbursed at the discretion of the Academic Registrar.  If the appropriate standard of accommodation is unobtainable within the indicated allowance, please bring this fact explicitly to our attention when submitting the claim for actual expenditure incurred.
If you would like the College to book a hotel for you please email external.examiner@imperial.ac.uk at the earliest opportunity.

3.2
Meals


In all cases below, if the service charge is not included in the bill a maximum of 10% may be given as gratuity; however, this is included in the maximum allowance for the meal quoted below.


3.2.1
Breakfast

If breakfast is not included in your room rate you can claim the cost, which should be receipted as part of the overnight stay to a maximum of £8 including VAT and service.  If it is not possible to obtain a receipt, £5 may be claimed for breakfast.


3.2.2
Lunch

You may claim lunch up to £16 including VAT and service.  If it is not possible to obtain a receipt, £10 may be claimed for lunch.


3.2.3
Evening Meal

You can claim the cost of an evening meal, which should be receipted and claimed as part of the overnight stay, to a maximum of £26 including VAT and service.  If it is not possible to obtain a receipt, £10 may be claimed for an evening meal.


3.3
Hospitality allowance


When hotel accommodation costs have been saved by staying with friends, relatives or colleagues, a Hospitality Allowance of up to £25 per person per 24-hour period may be claimed.  This can either be given directly to the host in cash to cover their costs, or some or all of it can be used to buy the host a present or take them out to dinner.  The amount actually expended to a maximum of £25 per day should be claimed.  Receipts are not required.


4.
OTHER EXPENSES

Reasonable claims for postage, telephone and/or photocopying costs will be reimbursed.  Any such claims should be supported by receipts where appropriate and by an appropriate breakdown of the expenditure
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                   For College use only CID no:
EXPENSE CLAIMS FOR EXTERNAL EXAMINERS 2022-23 (RESEARCH DEGREES) 
                    (Please use block capitals)


Name of student & date of examination:

When entering your name details, please enter your name as it appears on your passport.
	Full name & title:


	

	Home address: 
	Date of birth:





Bank details: Name of bank:                                                 Sort code:                                      Account no:
For International Payments:
Swift / BIC:                                                 IBAN:           
1. TRAVEL EXPENSES - PLEASE PROVIDE ORIGINAL RECEIPTS OR TICKETS
	Standard Class Return Railway/Economy Air Fare (please specify) to London:
	Currency
	Amount Claimed

	From
	
	to
	
	on (date)
	
	
	
	

	From
	
	to
	
	on (date)
	
	
	
	

	From
	
	to
	
	on (date)
	
	
	
	

	
	
	

	Cost of Travel by Underground/Public Road Transport:
	
	
	

	From
	
	to
	
	on (date)
	
	
	
	

	From
	
	to
	
	on (date)
	
	
	
	

	From
	
	to
	
	on (date)
	
	
	
	

	
	
	
	

	For journeys where public transport is not available, mileage allowance by private car may be claimed

Mileage rate: 45p The London Congestion Charge will not normally be refunded.

	
	
	

	
	journey(s) of
	
	miles each.              Total miles: 
	at 45p per mile
	

	
	
	
	

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

	NB. 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.

	
	
	

	2.  OVERNIGHT COSTS / SUBSISTENCE MEALS /  OTHER –  PAYMENT CANNNOT BE REIMBURSED WITHOUT ORIGINAL
 RECEIPTS - PLEASE PROVIDE RECEIPTS:

	...............................................................................................................................................................


	
	
	

	................................................................................................................................................................. 


	
	
	

	.................................................................................................................................................................


	
	
	

	.................................................................................................................................................................
	
	
	

	
	
	
	
	

	
	Total claimed:
	
	


Signature of Examiner:








Date:
This form should be completed and emailed to external.examiner@imperial.ac.uk, together with all original receipts/tickets. 
	GL CODE
	I
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	Q
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	1
	0
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	1
	6
	£     .     

	
	
	
	Registry authorisation


	
	Name (print)
	
	
	
	Signed
	
	Date
	

	
	
	

	     Contact number for enquiries
	
	
	External.examiner@imperial.ac.uk
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