
EXTERNAL EXAMINERS PROCEDURES FOR SUBMISSION OF EXPENSES CLAIMS TO GLYNDŴR UNIVERSITY


· Claims must be submitted for payment within three months of the date of the expenses being incurred. Claims submitted outside of this time limit will not be processed or reimbursed.

The forms should be as complete as possible detailing dates of and reasons the travel and expenses claimed.  Remember to complete the Subject Area for whom the work was carried out. Bank details and National Insurance Number are also mandatory. If this is not completed the form will be rejected. The University can no longer reimburse by cheque. 

· Receipts are required for all expenditure (except as detailed in unreceipted expenditure)
	
· The form should be signed and dated by the claimant.

Travel

· For travel by car, the mileage being claimed should be from your home to Glyndŵr University (LL11 2AW) and return.  

· Mileage Rate:-       		- 40p per mile 

· For travel by rail, First Class travel is NOT permitted.  

· By prior agreement travel by air may be allowed where this is the only available option. It is strongly advised that you book flights with budget airlines as far in advance of the date of travel as possible.  For travel from airports to Glyndŵr University and vice versa you must use public transport as car hire and taxis cannot be reimbursed.

Hotel and Meals

· Hotel Allowance - the maximum subsistence allowance is as follows:-

· UK      		   -  £100.00 per night bed and breakfast

Anything over this cost will not be reimbursed.


· Night Subsistence (24 hour rate)   the night subsistence is to cover the cost of an evening meal because you have to stay away from home overnight.  The rates given below cover a period of 24 hours.
	
· UK			- £20.00

N.B. Receipts required

· Day subsistence for meals.   This subsistence is made available to cover extra costs that may be incurred for the purchase of food, because the performance of your duties takes you away from the normal workplace. Only one of the amounts is payable within a 24 hour cycle and where you are more than 5 miles distance from home.

· Over 5 hours  -  up to £6.00
· Over 10 hours – up to £12.00

Example

Set off from home 9.00 a.m. Monday	) 24 hour allowance applies
through to 9.00 a.m. Tuesday 		)  - Night Subsistence
                  		       			 
if you don’t arrive home until  	   	)  - the day subsistence rate -
5.00 p.m. Tuesday (9 hrs)			)  over 5 hours up to 10 hours
							)    would apply for this period

N.B. Receipts are required. Only costs in respect of food and soft beverages can be claimed.  Any amounts being claimed which relate to beer/wines/spirits will be deducted. (This will be checked on the itemised bill/receipt supplied with the claim).

· Unreceipted Expenditure – for car parking/tolls etc. a maximum amount of £5.00 will be re-imbursed for expenditure where you are unable to obtain a receipt.  Full details should be provided on the claim form.

Full itemised original receipts/bills must be provided with the claim.  Visa/credit card receipts are not acceptable.  This applies for any expenses being claimed i.e. hotel/meals/fares/car parking/taxis/etc.

Where an itemised bill covers meals for more than one person, you must indicate the items you are claiming for.  Where two or more persons are claiming for meals on the same itemised bill, a photocopy is acceptable for the other claims, with a note to indicate the name/s of the other persons.  (This is the only instance where a photocopy of a bill/receipt is acceptable).


Please contact Elen Weston e-mail e.weston@glyndwr.ac.uk if you are unsure about what you can claim.


