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Expenses Claim Form
Personal Details
	Surname (as appears on bank account)
	

	Forename(s)
	

	Home Address
	

	Office/personal telephone no.
	

	Email Address
	

	Student examined:
	





Authorisation
	
By signing this form you are declaring that the expenses being claimed are:
1. In accordance with the University's Financial Regulations and Procedures
2. In respect of expenses wholly necessarily and exclusively incurred whilst engaged on the business of the University
3. No other claim has been made or will be made to this or any other organisation for the expenses claimed   

	Signature of Claimant
(Electronic or wet only, no typed names accepted)
	

	Date
	



	Budget/Grant Holder signature: To be completed by BUDGET or GRANT HOLDER, who is not the claimant, against the finance coding detailed below.

	Please Print Full Name
	Lynn Marston

	Signed
	

	Date
	




WHERE DO YOU WANT THIS CHARGED TO?  Please use valid King’s Finance codes:
	Cost Centre (Nominal / Activity)
	Subjective / Account
	Amounts

	PS10047
	2112
	  

	  
	  
	  

	  
	  
	  

	  
	  
	  

	Total of Expenses to be paid £                
	  





Details of Expenses Claimed
NB: Please submit scanned original receipts for each item claimed.  Items of expenditure that are not permitted include but are not limited to:
· Computer equipment and phone bills for personal use that have not been incurred wholly and exclusively for College business.
· First class travel/Business Class/Premium Economy travel without prior approval by the Research Degrees Team.
· Hotel bookings where a payment receipt cannot be provided.
· Visa expenses

	Purpose of expense:
	RESEARCH DEGREE  EXAMINATION EXPENSES ONLY 




	Mileage Claim

	Which rate should I use?  Check one only
               

	Journeys
	1
	2
	3
	4
	5
	6

	No. of Miles
	  
	  
	  
	  
	  
	  

	From
	  
	  
	  
	  
	  
	  

	To
	  
	  
	  
	  
	  
	  

	Total Mileage £
	  
	  
	  
	  
	  
	  



	Travel and other expenses:  (only Standard/Economy Travel can be claimed).
	Amount £
	Receipts*
Y / N ?

	[bookmark: _Hlk520188991]Expense Details
	
	
	  

	
	
	
	  

	
	
	
	  

	
	
	
	  

	
	
	
	  

	
	
	
	  

	£
	


*Receipts/proof of payment must be attached
	Total of Expenses Claimed £                
	  


	
GDPR statement can be found here – https://www.kcl.ac.uk/terms/privacy.aspx
UK Bank Accounts
	[bookmark: _Hlk520188806]Bank
	

	Branch
	

	Sort code (6 digits)
	

	Account number (8 digits)
	


Non-UK Bank Accounts
	Bank
	

	Branch
	

	Branch address
	

	IBAN number
	

	Routing / Clearing number
	

	SWIFT number
	

	Currency
	



When completed, please email form and scan of receipts to researchdegrees@kcl.ac.uk (Please note we do not require physical copies of this form)
Thanks

EXPENSE GUIDELINES FOR EXAMINERS (FEBRUARY 2025)
Please note: the Research Degrees Team do not cover expenses exceeding £350

Train/underground/plane/taxi/uber
In line with King’s Sustainable Travel Policy, Taxi/Uber should be only used when it would not be reasonable to make the journey by public transport, or where this is justified due to disability or health issues. 
All travel receipts must contain:
· Date of travel
· Amount paid (showing class if applicable)
· Locations travelled between
Multiple documents can be sent as proof such as tickets, email receipt etc. Bank statements can be used to back up a claim but will not be accepted as a singular receipt. We advise taking a picture of tickets purchased on the day as these can be swallowed by the machines and contain necessary information. 
· For underground travel, examiners are advised to use the TFL website to download their journey history- https://oyster.tfl.gov.uk/oyster/link/0004.do 
· Uber receipts can be downloaded via the app

Class of Travel
· Travel should be economy/standard class only (even where first class may be cheaper).
· Higher than economy/standard class travel will only be accepted in exceptional circumstances, which needs to be pre-approved in advance by contacting researchdegrees@kcl.ac.uk  
Travel within the UK 
In the interest of sustainable travel, plane travel between mainland UK destinations will not be reimbursed. 


Accommodation
The cost of one night's accommodation will be reimbursed. 
· Examiners will only be reimbursed for hotel accommodation; private rental accommodation (including that booked through Property Management Companies, Estate Agents, Airbnb, Booking.com, Vrbo etc) will not be reimbursed.
· Up to £250 per night for hotel accommodation can be claimed. Any excess can only be covered by the examiner. Accommodation costs are included in the total expenses limit of £350.
· Where multiple guests stay in accommodation booked by the examiners, only the examiner’s proportion of the cost will be reimbursed (i.e. if room bookings show two guests, only 50% of the accommodation cost will be reimbursed).
. 
Subsistence
• The reasonable cost of meals up to a value of £40 (breakfast/ lunch) or meals up to £60 (dinner) will be reimbursed. We require an itemised receipt for the meal/items claimed, excluding alcohol. A credit slip alone will not be accepted.

Miscellaneous
• Reasonable telephone and postage costs incurred in relation to appointment will be reimbursed

IMPORTANT:
Please scan and email all your receipts and this form to researchdegrees@kcl.ac.uk
A receipt must be submitted for each part of your expenses claim or we will not be able to reimburse that part of the claim.
 
Please note: the Research Degrees Examinations Team do not cover expenses exceeding £350 Any expenses exceeding this amount will need to be claimed through the department to which the student belongs - please contact the student’s supervisor in regard to this. 

Any costs relating to Visas will not be covered by the Research Degrees Examinations Team.

PLEASE NOTE: PAYMENT CAN ONLY BE MADE DIRECTLY TO EXAMINERS. WE DO NOT PAY INVOICES NOR MAKE PAYMENT TO OR VIA A THIRD PARTY, INCLUDING OTHER KCL DEPARTMENTS OR AN EXAMINER'S HOME INSTITUTION.

Please email the form to researchdegrees@kcl.ac.uk
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Car/Van = 45p per mile
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Motorcycle = 24p per mile
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Bicycle = 20p per mile
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