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Expenses & Fee Claim Form for External Examiners of Taught Programmes

· Please fill in and sign this form on completion of your duties even if you do not intend to claim for expenses.  
It is essential to complete all the boxes, including your bank details overleaf.  Please attach receipts where applicable.
· By submitting this Claim Form to the Examinations Office, you are agreeing to abide by the University’s Expenses and Hospitality Policy, available here: https://www.reading.ac.uk/web/FILES/finance/FfinanceExpensesHospitalityPolicy.pdf 
	Personal Details & Programme Details

	Title
	

	First Name
	

	Surname
	

	Date of Birth
	

	National Insurance Number
	

	Gender
	

	Postal Address
	

	Email address
	

	Subject or Programme Examined
	

	Type of Programme (Delete as applicable)
	Undergraduate / Postgraduate

	Academic Year of appointment
	2021 -2022 OR 2022-2023 (delete as appropriate)


	Details of Travel by Public Transport or Taxi
	DATE
	DETAILS OF JOURNEY
	RAIL FARE
	OTHER FARES
	TOTAL

	
	
	
	
	
	


	Details of Travel by Private Car
	DATE
	DETAILS OF JOURNEY
	MILEAGE
	TOTAL

	
	
	
	
	(leave blank)


	Other Expenses 
	DATE
	DETAILS
	TOTAL

	
	
	
	


I certify that the expenses claimed have been incurred by me solely in connection with my appointment as External Examiner.  

External Examiner’s Signature:  






Date:
	Project  A3004300
	FOR INTERNAL USE ONLY

	5010
	UK Travel
	       
	                             
	Approved
Date 

	5020
	Mileage
	
	
	

	5050
	UK subsistence
	
	
	

	5070
	Overseas travel
	
	
	

	5080
	Overseas subsistence
	
	
	Total
	

	5130
	Business entertaining
	
	
	Tax
	

	
	TOTAL EXPENSES
	        
	
	
	

	5265
	FEE
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Payment will be made directly into your bank account.  Please complete your bank details:
	Bank Details

	Account Name
	

	Bank Name
	


	Sort Code
	
	
	
	
	
	
	
	
	


	Account Number 
	
	
	
	
	
	
	
	
	
	


	or Building Society Roll Number 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


You will be emailed a payslip. The password for this is as follows:

TN (capital letters), Date of birth (ddmmyy), p (lower case).

For example (Date of Birth – 23 May 1984) - TN230584p.
Declaration of Employment Status
TO BE COMPLETED BY CLAIMANT

Please read the following statements carefully and tick ALL those that apply to you
1. This is my first job since last 6 April and I have not been 

receiving taxable Jobseekers Allowance, Employment

and Support Allowance, taxable Incapacity Benefit, State

or Occupational Pension.

2. This is now my only job, but since last 6 April I have had 

another job, or received taxable Jobseeker’s Allowance, 

Employment and Support Allowance or taxable Incapacity 

Benefit. I do not receive a State or Occupational Pension.


3. I have another job or receive a State or Occupational Pension.

4. If you left a course of UK Higher Education before last 6 April 

and received your first UK Student Loan instalment on or after 

1 September 1998 and you have not fully repaid your Student Loan
	For Internal Use only

	Inputter
	

	Transaction Number
	
	
	
	
	
	
	
	
	














  





  





  





  








