
	EXTERNAL PROGRAMME CONSULTANT CLAIM FORM 

	

	Before completing this form please note that the University is unable to process any payment without receipt of your completed mid-year or end of year report. 

	

	PERSONAL DETAILS

	Title
	
	Forename(s)
	
	Surname
	

	Date of birth
	
	National Insurance Number
	
	
	
	
	
	
	
	
	

	Home address
	

	Postcode
	
	Email address
	

	

	BANK DETAILS[footnoteRef:1] [1:  In order to process payments to overseas bank accounts we will require either a bank statement, a void paying-in slip or a bank letter that confirms your bank account details. Please ensure the documentation provided includes: Name on account, Name and address of bank or building society, Account number, Sort Code, International Bank Account Number (IBAN), Bank Identification Code (BIC).] 


	Bank name
	

	Bank address
	

	Name on the account
	

	Bank sort code
	
	
	
	
	
	
	Account number
	
	
	
	
	
	
	
	

	Building Society roll number (if applicable)
	

	

	PROGRAMME CONSULTANT DETAILS

	Institution(s) examined
(please tick all that apply)
	☐	Blackburn College
	☐	Blackpool & the Fylde
	☐	Furness College

	Programme(s) examined (please list all that apply)

	Award	Title
	Academic Level

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Board(s) of Examiners

	Programme 
	Date of Board
	Attended

	
	
	Y/N
	
	
	Y/N
	
	
	Y/N
	
	
	Y/N
	Mentoring duties
	Y/N	Name of Mentee
	

	

	FEE CLAIM (Note: fees are paid net of the basic rate of tax)

	
	For office use only:

	Mid-year report fee
	
	Fee payable checked 		☐ 	Initials

	End of year report fee
	
	Fee payable checked 		☐	Initials

	Mentoring fee
	
	Fee payable checked 		☐	Initials

	Total fees payable
	£   0.00
	Total checked			☐	Initials


[image: \\lancs\homes\02\ainsworp\Downloads\Standard-LU-logo-pack\LU - Logo - Positive (CMYK).jpg]


ACADEMIC QUALITY, STANDARDS AND CONDUCT


	EXPENSES CLAIM

	[bookmark: expenses]Important:  Original VAT receipts must be attached to all claims (credit card flimsies or statements are not acceptable as proof of purchase).
1. Claims must only be submitted after expenditure has been incurred.  This claim must be in accordance with approved University scales and supported by receipts.
2. Persons driving a private car on university business must hold a current driving licence and must have appropriate insurance to cover the journey.
3. Any purchases made over the internet must be supported by an official VAT receipt, a copy receipt or acknowledgement of the order is not acceptable.
4. Any charges for alcohol, newspapers or private telephone calls will be deducted from any accommodation charges before reimbursement is made.

	TRAVEL

	Type
	Date
	From
	To
	Total Miles (car)
	£

	Pick from list	Click to enter date
	
	
	
	

	Pick from list	Click to enter date	
	
	
	

	Pick from list	Click to enter date	
	
	
	

	Pick from list	Click to enter date	
	
	
	

	[bookmark: total_travel]TOTAL TRAVEL COST
	£   0.00



	[bookmark: subs]SUBSISTENCE

	Type
	Date
	Description
	£

	Pick from list	Click to enter date	
	

	Pick from list	Click to enter date	
	

	Pick from list	Click to enter date	
	

	Pick from list	Click to enter date	
	

	[bookmark: total_subs]TOTAL SUBSISTENCE COST
	£   0.00



	SUNDRY EXPENSES

	Type
	Description
	£

	Pick from list	
	

	Pick from list	
	

	Pick from list	
	

	Pick from list
	
	

	[bookmark: total_sundry]TOTAL SUNDRY COST
	£   0.00



	
	£

	TOTAL CLAIM FOR THE YEAR
	£0.00

	
	
	

	CERTIFICATION BY CLAIMANT

	· I certify that the above claim includes only the expenses that were necessarily incurred in order to perform the duties of the role of Programme Consultant for Lancaster University, to which I am appointed.
· I confirm that I have completed and submitted a Programme Consultant bi-annual report.

	Signature
	
	Click to enter date
	

	AUTHORISATION

	1706/AQA
	
	1297/AQA
	
	Report received
	Date

	Processed
	
Rebecca Hogan, Quality Standard and Conduct Administrator, AQSC
	Date

	Authorised
	
Rebecca Hogan, Quality Standard and Conduct Administrator, AQSC
	Date



	Once completed, please return this form, with accompanying receipts, to: programmeconsultants@lancaster.ac.uk. 



image1.jpeg
|.ancaster -
University ©




