The University of Birmingham

Registry - Academic Services

GUIDELINES FOR CLAIMING FEES BY EXTERNAL EXAMINERS OF RESEARCH DEGREE THESES

The following fees are payable:
	
	Qualification
	Fee

	1.
	Higher Doctorates (DSc etc)
	£215

	2.
	Doctoral Degrees (including MDs)
	£200

	3.
	Masters Degrees by Research alone
	£140

	4.
	MPhil(B)s
	£  80

	5
	MRes
	£  80


External examiners engaged by the University for the examination of research degree theses are  classed according to HM Revenue & Customs legislation as “self employed” - https://www.gov.uk/hmrc-internal-manuals/employment-status-manual/esm4151. 

Therefore the University will pay fees in full and you are wholly responsible for any liability of tax arising from the payment. 
The external examiners fee can be claimed by completing a Self Employment Claim Form.

Claims for any expenses incurred whilst undertaking examining duties can be claimed by completing a FIN7N form.

Please note:  
· Claims for the external examiner fee and any expenses can only be processed once all parts of the examiner’s report have been received. 

· The form must be completed in pen.

· Fees and expenses are paid directly into personal bank accounts, details of which must be provided on the claim form.

· You may receive reimbursement of your fees and expenses separately as the University pays external examiners fees on a monthly basis at the end of each month and expenses are processed on a weekly basis.

GUIDELINES FOR CLAIMING RECEIPTED EXPENSES BY EXTERNAL EXAMINERS OF RESEARCH DEGREE THESES

The role of the external examiner is highly regarded and it is important that external examiners are adequately recompensed for any expenses incurred whilst undertaking examining duties. The procedures outlined here are only intended as a guide and external examiners are advised to contact the Head of the relevant School if they expect to incur expenditure beyond the levels indicated below.

The expenses can be claimed by completing and returning a FIN7N form.

	1.
	Receipts

	
	Please ensure that receipts are provided for all expenditure, including travel, subsistence and accommodation as we are only able to reimburse the part of the claim that is supported by receipts. Credit card receipts are not acceptable.

	
	

	2.
	Travel Expenses

	
	a)
	Examiners may claim actual expenditure on standard rail fares or other public transport from their home to the University.  There is a frequent, direct train service from Birmingham New Street Station to the University Station.

	
	
	

	
	b)
	Taxi fares may be reimbursed at the discretion of the School concerned.

	
	
	

	
	c)
	Examiners travelling from outside the UK may claim the cost of economy air travel.  

	
	
	

	
	d)
	Any examiner wishing to travel by air within the United Kingdom is asked first to contact the Head of the relevant School to agree this expense in advance of any visit.

	
	
	

	
	e)
	Claims for car usage will be met at the discretion of the School concerned and will normally only be permitted where public transport is unavailable or impractical, or where the mileage claim is cheaper than the cost of making the journey by public transport.  A mileage allowance of 40p per mile will be paid if travelling by car.

	
	
	

	
	f)
	For travel by motorcycle a mileage allowance of 24p mile will be paid.  For travel by bicycle, a mileage allowance of 20p per mile will be paid.


	
	
	

	3.
	Subsistence

	
	Subsistence costs

Subsistence costs, reasonably incurred in travelling to and attending the University, may be claimed up to the following limits:

· Breakfast - £6.00

· Lunch - £8.00

· Dinner - £15.00

	
	

	4.
	Overnight stays

	
	Wherever possible, visits will be arranged at a time to enable examiners travelling within the UK to make the return journey in one day. In most instances where an overnight stay is required, hotel accommodation will be arranged by the School, and the costs will be paid directly by the School. However, where this is not possible, an overnight allowance of up to £100.00 will be payable against receipted expenditure to include all meals.  This allowance includes the subsistence allowance above. External Examiners are advised to contact the School prior to arranging their own accommodation.

	
	

	5.
	Other expenses

	

	The procedures outlined here are intended as a guide only, External Examiners are asked to negotiate expenditure levels beyond those indicated with the School concerned.

	
	

	6.
	Payment of Expenses FIN 7N form

	
	Expenses are paid directly into personal bank accounts and therefore it is essential that examiners complete all sections of the Fin7N form, ensuring that the bank details are cleared recorded. 


Please note:  

· Claims for the external examiner fee and any expenses can only be processed once all parts of the examiner’s report have been received. 

· The claim form must be completed in pen.

· Fees and expenses are paid directly into personal bank accounts, details of which must be provided on the claim form.

· You may receive reimbursement of your fees and expenses separately as the University pays external examiners fees on a monthly basis at the end of each month and expenses are processed on a weekly basis.
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