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Form EP1: Programme Approval External Adviser claim form for expenses and fees
Please complete and return to:

David Ross
Student and Academic Services, Room E208
City, University of London
Northampton Square

London EC1V 0HB
Section 1. To be completed by the External Adviser
	Name
	

	Address
	

	
	

	Tel no/Email address
	

	Programme Title
	

	Date(s) of Approval meeting(s)
	


Section 2. To be completed by External Adviser and Student and Academic Services in order to receive fee and payment for expenses

	Fee (to be inserted by Academic Services)
	£
	

	Travelling expenses
	£
	

	Incidental expenses
	£
	

	Total 
	£
	


Please attach receipts

Payments are made by bank transfer; please supply your bank details.
	Bank sort code
	

	Bank account number 
	


I confirm that the above expenditure has been incurred solely in conjunction with attendance at the School Approval Meeting or equivalent
	Signature
	
	Date
	


Section 3. Cost centre to provided by School, details to be checked by Student and Academic Services, and then signed and passed to Finance for payment
To: Accounts Payable
From: Alison Edridge
PLEASE PROCESS THE ABOVE PAYMENT(S)
	Total amount payable
	£
	


	Account code
	
	Date
	

	Authorised Signatory
	
	Print Name
	


Reimbursement of Expenses

City reimburses expenses to its External Advisers on the following basis:

Travel

Car

City encourages travel by public transport where possible. However it is recognized that travel by car may be necessary at times and in particular when a destination is inaccessible or the journey inconvenient by public transport, or when bulky items have to be carried.  Car allowance is paid at the rate of 45p per mile in these circumstances. 
Please note that most of City’s buildings are within the Congestion Charge area.  For more information see http://www.tfl.gov.uk/roadusers/congestioncharging/   

Parking

City has a limited number of central parking facilities available for use by visitors.  Examiners are asked to contact the academic Department to which they are attached to request that a space be booked for them. Orange badge holders are able to park in metered residents’ bays in Northampton Square and in the disability bay on Wycliff Street.

Train

City reimburses second class fares for train journeys

Air

Prior approval from the Head of Department must be obtained before flights are booked in order that reimbursement may be made.

Overnight accommodation

Overnight accommodation, where required, should be arranged through the Department.  It may be possible to make use of the University’s guest accommodation.  Alternatively, a number of hotels offer preferential rates to the University’s guests.
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