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UNIVERSITY OF CUMBRIA

Academic QUALITY AND DEVELOPMENT OFFICE
EXPENSES FOR EXTERNAL EXAMINERS
1.
The University has approved the following rates, which will be applicable to expense claims from External Examiners. These rates are in line with the dispensation obtained from the Inland Revenue on the payment of expenses to External Examiners. The University strictly adheres to the restrictions applied nationally by the Inland Revenue.

PLEASE NOTE:  When completing your claim form, the National Insurance Number and Date of Birth fields are mandatory, if not completed you cannot be paid
2. Accommodation - Accommodation is booked on the basis of bed and breakfast only and any additional expenses incurred at the hotel should be settled personally with the hotel at the time of departure.  Then university will normally pay for 1 visit per year after which prior approval should be sought from the Academic Quality and Development Office. Non-arrival for rooms booked will not be paid for by the Academic Quality and Development Office of the University.

For examiners choosing to book their own accommodation, the limits allowed are:

· £120 – if staying in London

· £80 – if staying elsewhere in the UK

3.
Rail Travel - The cost of travel will be reimbursed at the standard rail fare.
4.
Mileage - The current mileage rate for the University is 30p per mile.
5.
Subsistence - The University will reimburse external examiners for expenses, such as meals, that have been incurred whilst attending assessment boards on its behalf.  Subsistence claims should not be made where the University has already made direct payment or provision for this type of cost and all claims for subsistence must be supported by full detailed receipts.  

Credit card flimsies or statements are not acceptable as proof of purchase.  

The University’s agreed rate for meals is as follows:

Breakfast: 

£5.00

Lunch:

£5.00
Dinner:

£15.00

The above refers to food and non-alcoholic drinks. Alcohol and other incidentals, such as newspapers, films etc cannot be claimed back from the University. 

6. 
Please note that claims should be received by the Resource Support office by the 1st working day of the month, in order to be paid on the 26th.  Therefore, any claims which miss this deadline may not be paid until 26th of the following month.  Claim forms will be altered prior to payment where incorrect rates have been claimed.
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