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DEPARTMENTAL CLAIM FORM

FOR EXTERNAL EXAMINER EXPENDITURE 

RELATING TO RESEARCH DEGREES
This form should be used to claim reimbursement of allowable
 External Examiner expenditure relating to Research Degrees. Expenditure directly incurred by External Examiners (fees and expenses) will continue to be paid via the External Examiners’ Expenses Claim Forms which are sent to the External Examiners with the thesis 
To comply with the Financial Directives of the University, you are required to submit this form for reimbursement along with appropriate receipts within three months from the date of expenditure. Supporting forms (Travel and Accommodation / Hospitality forms) are also required together with a full set of receipts for each claim.

Please note that the debit must be visible against the account in order for the reimbursement to be fulfilled. 

	Date:
	

	Department:
	

	Contact Name:
	

	Examiner’s Name 
	

	Name of Student Examined
	
	Student Registration Number
	


	Cost Centre Code to be credited
	GL Code 2 
	Amount Claimed
	Details of Claim
(Reason for expenses, name of examiner being hosted)
	Receipts attached?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Please complete all sections and confirm the following before returning the form:

· The amount has been debited from the cost centre before submitting this form. Expenses incurred using purchasing cards often take a month to show against the account. 

· The Cost Centre and General Ledger (GL) codes have been checked for accuracy. 

Please forward this form, together with all receipts and supporting forms to pgr-enquiries@sheffield.ac.uk 

 Hospitality costs will be reimbursed to a ratio of 1 member of staff: 1 External Examiner. Meals for additional members of staff must be paid for from departmental funds.

  Accommodation costs will be reimbursed for reasonably-priced B&B accommodation (c. £85 per night). Additional charges (such as mini-bars, newspapers and telephone calls) are not reclaimable.  
Travel expenses will be reimbursed for Standard Class rail. If travel is being arranged from outside the UK, air travel should be agreed with Research Services in advance of making a reservation.

 2 GL codes should always be checked with your department’s finance administrator. The most commonly-used codes are: 

 61900 (other expenses)
 61932 (Travel and subsistence overseas)

61933 (Travel and subsistence UK) 

61206 (Catering consumables) 

 For more GL codes, please refer to: https://staff.sheffield.ac.uk/finance/help/income/general-ledger-codes






