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NCG ANNUAL EXTERNAL EXAMINER CLAIM FORMS - GUIDANCE NOTES

General Information
This guidance relates to claiming annual External Examiner and Mentor Fees and any associated expenses pertaining to the main exam board normally held in June and/or Induction Training only. (Please liaise directly with your NCG Curriculum Area/College for organising travel/accommodation and/or claiming any expenses incurred through interim visits).
NCG External Examiner/Mentors and Chief External Examiners can claim:

1. Annual fee 
2. Daily rate (payable for the Induction Training event)

3. Travel, Accommodation & Subsistence associated with main Exam Boards/Induction training event
The annual External Examiner, Mentor and Chief External Examiner fee (Section 1) can be claimed after the main exam board (June).  This will be processed once your annual report has been received.

Prior to the first main board of examiners (normally June) you may wish to claim the daily rate (for your induction training event for example) and associated expenses (see Section 2).  For expenses, valid receipts must be attached to this form.  Please note that credit card receipts cannot be accepted. 
In order for you to receive your payment you must complete the following:
1. Payroll New Starter Form 
2. HE Registry will make arrangements to take a copy of your passport during your visit.
3. An EE13 Travel and Subsistence Claim Form 
a. A copy of any relevant receipts to support your claim.
4. An External Examiners Fee Form (also suitable for external mentors) 
Please the forms and return to HE Registry, NCG, Rye Hill Campus, Newcastle upon Tyne, NE4 7SA or by e-mail to externalexaminers@ncl-coll.ac.uk 
Notes on Information Required 
1. External Examiner Forms
· The first time you make a claim for fees or expenses in any 12 month period, in addition to the Fee and Expenses forms, you will also need to include page 2 and 3 of the Payroll New Starter Form. 
· You must sign all forms submitted otherwise it will be rejected and payment will not be processed. Please ensure your provide all your personal details on the Payroll New Starter Form, e.g. your name, address, national insurance number, date of birth and bank/building society details must be provided otherwise the claim cannot be paid. 
2. Fee & Expense Details (External Examiners Fee & Expenses Claim Form) 
· Any claims for expenses should be accompanied by valid receipts. 
· Where mileage expenses are being claimed, a valid business insurance policy should be in place and a copy of this policy (showing business use) must be forwarded to HE Registry the first time you make a claim.
· The current rates and limits on accommodation, travel and subsistence are shown on the Expenses Claim Form and are also detailed in the Guidance Handbook. Please indicate which fee/expenses you are claiming.  Any claims which exceed the limits will automatically be reduced to reflect these rates, as will claims which do not have the relevant receipts (inc. taxi receipts) attached.

Timescale for payment
Please note that due to the validation and authorisation process, typically payments can take up to one calendar month (e.g. claim received by Finance by end of July to be paid end of August) to be processed and in some instances (e.g. Christmas) it can take longer. 
If you have any queries relating to the above please e-mail externalexaminers@ncl-coll.ac.uk 
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