Information to send before a visitor arrives/incurs expenses (invitation phase)
As someone external to the University, if you are seeking reimbursement of allowable expenses, as per the University’s Expenses Policy and Claimant’s guide and as agreed at the application stage, you should use the external expense claim form. 
Please ensure that you read the information carefully and complete the form with clear business descriptions under ‘Purpose of Journey’ and ‘Item Description’, supported by original itemised receipts. This will ensure that payment can be made to you without any delays. 
Additionally, you may find the following hints and tips useful to know:

· Flights, accommodation and rail travel could be pre-arranged for you. Please get in touch to discuss your requirements.

· Public Transport should always be used wherever possible. Taxis are normally not allowable unless there are specific reasons since funders are becoming stricter around this.

· Only standard/economy travel is generally permitted (exceptions for health reasons must be pre-approved, please get in touch if this applies). 

· Transport for London (TfL) receipts for contactless payments can be obtained via a TfL Contactless and Oyster account.

· The university’s travel policy aims to reduce the environmental impact of travel whilst on University business and as such:
· [bookmark: _GoBack]Rail should be used for all domestic journeys (within the UK) under 7 hours except fights to Northern Ireland, the Shetland Islands, Outer Hebrides, Channel Islands and Isle of Man. 
· Eurostar should be used for all journeys to Paris and Brussels
· Personal expenses (e.g., minibar, movies, personal travel insurance) and costs for accompanying persons cannot be reimbursed.
We hope that you find this information helpful but we are here to help and if you have any queries you should contact purchasing@maths.ox.ac.uk 


