LIVERPOOL JOHN MOORES UNIVERSITY


REGULATIONS GOVERNING EXTERNAL EXAMINERS’ FEES & EXPENSES FOR RESEARCH DEGREE AWARDS 2011/12
The University will reimburse expenditure in accordance with the maximum rates specified below.

The University reserves the right to amend or withdraw this policy at any time, at the discretion of the Executive. All expenses claims are subject to the University's normal audit procedures in accordance with Financial Regulations.

With the exception of mileage claims, reimbursement will only be paid on production of receipts for all items. Please note that receipts must specify what expenses were incurred.  In most cases credit card slips do not contain this information, therefore other receipts must be supplied.

Travel Arrangements

1 Travel by Road

Mileage will be reimbursed in accordance with the approved rate of 40p per mile.

Hire Vehicles

The University will not reimburse external examiners for the cost of a hire vehicle.

Taxis


Taxis should only be used in appropriate circumstances and receipts must be obtained for all journeys.

Car Parking

Car parking fees paid during the course of external examiner duties will be reimbursed subject to the production of proof of expenditure. External Examiners should endeavour to use free parking where possible.

2 Rail Travel

External examiners may make their own arrangements for rail travel; reimbursement will be made subject to the production of proof of purchase. If necessary, rail travel can be booked through the University's business travel agents. In the case of external examiners for research degree candidates, the candidate's Director of Studies will be able to arrange this.

The University will not normally reimburse First Class Travel costs. Such travel must be approved in advance by the Postgraduate Registrar for a specified exceptional reason.

3 Air Travel

International air travel costs will not normally be reimbursed. Approval of External Examiners living abroad will only be considered in exceptional circumstances. Such travel must be approved in advance by the Postgraduate Registrar. Any such travel approved will be at economy class only.

Internal air journeys should only be made where it is apparent that such travel results in either direct or indirect cost savings (e.g. hotel charges) or where there was no other practicable methods of travel, or where other special circumstance applied (e.g. industrial action). Such travel must be approved in advance by the Postgraduate Registrar.

Overnight accommodation

4.1 Overnight Accommodation

External examiners may make their own arrangements for overnight accommodation; reimbursement will be made up to the limit specified below and subject to the production of proof of purchase. A list of hotels with which the University has special arrangements can be provided. If necessary, overnight accommodation can be booked through the University's business travel agents. In the case of external examiners for research degrees candidates, the candidate's Director of Studies will be able to arrange this. The cost of all facilities should not exceed £85 inc. VAT.
The University will reimburse the cost of one newspaper and one personal phone call provided that the cost per night is no more than £5 in total.
4.2 The University is unable to repay any gratuity costs incurred during overnight stays.

4.3
Where an external examiner wishes to stay with relatives or friends, a nominal reimbursement can be made of £25 per night.  Authorisation to claim this allowance must be sought in advance from the Postgraduate Registrar in order to satisfy Inland Revenue rules.


Meals and subsistence

5.1
Expenditure on meals will only be reimbursed on production of receipts up to the approved cash limits outlined below.

Breakfast £7.50

Lunch £7.50

Evening Meal £22.50

5.2 Meals taken on a train service will be paid up to the limits in 5.1 above, provided receipts are presented.

5.3 The reimbursement of expenditure on alcohol shall be limited to the provision of one half bottle of wine or equivalent when taken with an evening meal subject to production of receipts. The cost of alcohol taken with an evening meal shall be included within the maximum allowance claimable with that meal.

5.4 Subject to the approval of the Postgraduate Registrar, an external examiner may aggregate the maximum limits paid in respect of any one day for breakfast, lunch and evening meal, provided that he or she qualifies for the payment of all meals on that day.  Aggregation is only reimbursed upon production of receipts.

Postage

6. Where an external examiner has incurred postage charges, e.g. on returning a thesis, these will be reimbursed on production of receipts.

Certification of Expenditure

7. All claims for expenditure must be submitted on the appropriate form and forwarded to the Postgraduate Registrar for certification and approval.

Prior approval of exceptional expenses

8. For prior approval of first class rail travel (see paragraph 2), air travel (see paragraph 3) or overnight stay with relatives or friends (see paragraph 4.3) please contact the Postgraduate Registrar either by e-mail: s.p.ward@ljmu.ac.uk or by telephone on 0151 904 6466.

Requests to exceed maximum rates

9. The University recognises that there may be exceptional circumstances when the maximum rates may need to be exceeded. In order for reimbursement to be considered, external examiners are asked to attach a covering letter to the claim form.

Fees

10.
The current fees for research degree examining are £179 for a PhD thesis and £119 for an MPhil thesis.  These rates are reviewed annually.  If a candidate is required to revise and resubmit a thesis for re-examination the appropriate fee is payable for the first examination and again for the re-examination.

Deduction of Income Tax and National Insurance
11.
Normally the University will not deduct Income Tax or National Insurance from the payment for the external examiner’s fee and expenses.  The only circumstances where Income Tax or National Insurance may be deducted is when an external examiner acts for the University on multiple occasions during the same academic year.

External examiners for Higher Degrees (ie Masters degrees and Doctorates) are normally regarded by HMR&C as self-employed and individual external examiners should make a declaration of any such income on their self-assessment returns.
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