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External Instrumental Assessor 
Fees and Expenses Claim Form
Please refer to current rates for fees and expenses on reverse

	Name
	
	
	
	Date
	

	
	
	
	
	
	

	Fees

	
	
	
	
	
	

	Date
	Start time
	End time
	Hours claimed
	Rate
	Total

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Travel and subsistence expenses

	
	
	
	
	
	

	Date
	Details of journey/claim
	Miles
	Rate
	Expenses

	
	
	
	
	

	
	

	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Fees total
	

	Travel and subsistence total
	

	Total claim
	

	

	Payment information 
	Payment terms: net monthly following invoice

	

	(  Payment by cheque  OR

	(  Payment by BACS transfer

	
	Bank
	
	Account name
	

	
	Sort code
	
	Account no
	

	

	I certify that the above claim is true and accurate and that the expenses were incurred necessarily in the conduct of external instrumental assessment. 

	

	Signed (Claimant)
	
	
	Date
	

	

	I certify the above journeys and hours of work were approved and undertaken in the conduct of external instrumental assessment.

	

	Signed (College)
	
	
	Date
	

	

	Finance
	

	To be processed on Purchase Ledger System.  PO Number: 


Please return this form with supporting receipts and/or tickets to 
Academic Administration Manager, Leeds College of Music, 3 Quarry Hill, Leeds LS2 7PD
Rates for academic year 2008/9
Fees:
	Per full-day attendance (over 4 hours)
	£300.00

	Per half-day attendance (up to 4 hours)
	£150.00


Travel and subsistence expenses:

	Mileage (per mile)
	40p

	Other expenses
	Reimbursed at cost








