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[bookmark: E3_Agresso_Form_External_Examiners_Octob][bookmark: E3_24.10.2013]Claim for travelling and out of pocket expenses
	Name: 
	

External Examiners

	Address:  
	

	
	

	
	

	Email address:  
	

	Staff number:  

	

	Purpose of Loughborough University business & dept: 

	Please can you complete all above in block capitals to prevent delays in payment.
If you have an international bank account, please request an International Bank - employee request form



	
Date
	Time(s) claim incurred
	FULL PARTICULARS
	Mileage (car only)
	AMOUNTS CLAIMED

	
	
	(Example below)

	
	Travelling 
(other than car)
	Subsistence
	Other items


	01.01.2026
	1.00pm
	Return train ticket to Leicester
	-
	£4.80
	
	-

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	TOTAL
	
	
	
	

	
	SUB-TOTAL
	

	
	
	Total mileage
	
	Miles @ 45p
	

	
	
	
	
	
	

	Exchange rate used for overseas travel:
	TOTAL EXPENSES CLAIMED
	£
	


	Bank Details
(if not provided previously)
If a foreign payment is required, please use form FP1 to notify us of the relevant account details (i.e. SWIFT and IBAN codes).
	Bank and Account name

Branch Sort Code

Account No.

Roll No.
(if applicable)
	


	
	
	-
	
	
	
	
	



	
	
	
	
	
	
	
	



	
	
	
	
	
	
	
	
	
	







	OFFICE USE ONLY 
Value
	Cost Centre
	Sub Project
	Job Family 
	Grade

	
	 C
	C 
	1 
	1 
	1 
	5 
	M 
	1
	 0
	 3
	 0
	 0
	-
	1 
	 0
	 1
	 C
	A 
	 S
	 G
	 R
	 0
	 9

	
	
	
	
	
	
	
	
	
	
	
	
	
	-
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	-
	
	
	
	
	
	
	
	
	
	


As a claimant I certify that:
-expenses claimed have been incurred by me in the course of my official duties and are in accordance with payment of fees for external examiners,
-they have not and will not be reimbursed to me from any other source,
-claims for rail travel were via standard class,
-claims for air travel were via the most economic form of economy class,
-where claiming mileage, I have attached evidence of route from Google Maps, RAC Route or AA Route map.

Signed: 	                                                                                                        Date:         


Checked in Dept by                            		                    Print Name: 

HR Payroll Services (last updated June 2026)
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