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Visitors (Non Staff & Non VL)
General Procedures
1.1 Claim forms must be supported by valid receipts in all circumstances.  Rail tickets and car parking receipts must therefore be attached to the claim form.  Any forms without receipts will not be processed for payment. 
1.2 Please complete the category section of the claim.  The following categories are covered by this claim: Assessors, Mentoring, Visiting Speakers.  Visiting Lecturers must complete a separate form and will be processed by the payroll department.

1.3 Claims must be submitted promptly and any claims older than 3 months old will not be processed.

1.4 Incomplete forms will be returned to the department.  It is vital that the address section is completed in full including post code and the full name of the individual claiming expenses must be provided.  All claims submitted must include the claimant signature and date.
Travel Claims

2.1 The Expenses Claim form for Externals has the agreed mileage allowance on the 2nd page of the claim form  (Claims must be printed on Green Paper)
2.2 Details of the mileage must be recorded on the External expense claim form and should include date of journey, starting point and designation of the journey, reasons for the journey and the total miles claimed.

Authorised Signatories

3.1 All External Expenses Claim Form must be authorised by a budget holder or a delegated authorised signatory.

3.2 Forms that have not been approved will be returned

Notes

External Expenses Claim Forms are solely for the reimbursement of mileage or subsistence during University Group business.  We do no reimburse individuals for loss of hours at work.  






