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External Expense claim check list for visitors

	Claimant/Payee Details
	□ Information provided is correct

	Payment Detail
	□ Bank or payment details are accurate and complete

	Dates 
	□ All relevant transaction and travel dates are clearly provided

	Description
	□ Descriptions accurately reflect the purpose and match the receipt information

	Receipt 
	□ Receipts are itemised and legible
□ Receipt amounts match the claim
□ Receipts are in the name of the claimant
□ Receipts show payment confirmation

	Exchange Rate
	□ Exchange rate is provided from https://www.xe.com/ 

	Business purpose
	□ Clearly describes the nature of the expense 
Example: “Travel to visit Professor John Smith – 01/01/25”
□ Please note that descriptions such as “train”, “lunch”, or “dinner” on their own do not provide sufficient context to explain the business purpose of the expense.

	Time limit
	□ Expense claim should be submitted within 3 months from transaction date

	Rail and Flight Travel
	□ Due to the University's Value for Money Policy, air travel expenses will normally only be reimbursed for standard/economy-class fares.
□ Any exceptions to this policy must be approved by the department in advance of travel.
□ In line with the University's Sustainability Policy, domestic travel within the UK should normally be undertaken by rail rather than air.

	Taxi/minicabs/Uber (not car hire)
	□ Due to the University’s sustainability policy and value for money principles, public transport should be used where at all possible. 
□ If there is no viable alternative to public transport and a taxi is required then justification must be provided as to why. 
□ Examples of justifications could include:
“A medical condition that makes it difficult to use public transport,” or “The individual is carrying a lot of luggage, computer equipment, and printed materials.”

	Tap on/ Tap Off TFL
	□ Transport for London (TfL) receipts for contactless payments can be obtained via a TfL Contactless and Oyster account.

	Subsistence meals whilst on business/ conference trips (away from your normal place of work)
	□ If subsistence is greater that HMRC guidelines claimant must provide a written justification  
University guideline on meals is £10 for Breakfast, £10 for Lunch, £25 for Dinner and Tips up to 15%. 
For overseas rates, refer to Expenses rates for employees travelling outside the UK - GOV.UK (www.gov.uk). 


	Incidentals
	□ Incidental expenses such as WIFI or refreshments incurred whilst travelling (and supported by receipts) can be claimed for £5 per night for stays in the UK
And £10 per night for stays in the rest of the world

	Accommodation
	□ If accommodation is greater than HMRC guidelines claimant must provide a written justification such as:  
□ Attendance at a conference, event or meeting where accommodation was booked at the designated venue.
□ Travel during periods of exceptionally high demand when lower-cost accommodation was unavailable.
□ Evidence of comparative prices may also be helpful to include.
UK £100 per night, major cities £150 per night 
Overseas Expenses rates for employees travelling outside the UK - GOV.UK. 

	Declaration of Legitimacy

	□ Claimant has signed the form or provided a declaration in the email 
□ Claimant is declaring that the expenses have been incurred in respect of bona fide business expenses, incurred wholly, exclusively and necessarily on behalf of the University and are in line with the University's expenses principles.

	Budget Holder Approval
	□ Approval has been sought and documented from the appropriate budget holder
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