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This policy provides an overview for the payment of Goldsmiths expenses for 
External Examiners.  
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1 Introduction 

1.1 Goldsmiths is the steward of money given to it by students (who are often in 
significant debt as a result), the taxpayer and research bodies.  It is incumbent on the 
College to ensure that this money is spent efficiently, effectively and transparently. 

1.2 Implicit throughout this document is the obligation that individuals should obtain 
value for money when incurring expenditure on behalf of Goldsmiths in line with internal 
regulations.  

1.3 This policy has been prepared in accordance with Income Tax and National 
Insurance Contribution regulations and Her Majesty’s Revenue and Customs (HMRC) 
regulations.  
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2 General Principles 

2.1 Expenditure should be kept to the minimum consistent with the effective 
performance of work on behalf of Goldsmiths. 

2.2 Where possible, travel arrangements should be made in time to take advantage of 
cheaper fares or accommodation.  

2.4 The mode of travel should be the most cost-effective consistent with the business 
needs of Goldsmiths (see 4.7 for further details). 

2.5 Claims for reimbursement should be made as soon as possible and in any case 
not later than eight weeks after the expenditure has been incurred. Claims older than 
8 weeks will need to be signed off by the Director of Finance or Deputy Director before 
they can be processed. The claim, together with an explanation for the delay should 
be submitted to the Director of Finance or Deputy Director, who will consider each case 
on its merits. 

3 Scope 

This policy covers the following areas of expenditure: 

 Travel; where not booked through Goldsmiths’ Travel Agreement 

 Overnight accommodation and subsistence allowances 

4 Travel 

4.1 Travel Bookings 

4.1.1 Rail and Air travel should be booked by the individual. (see 4.6 for further 
information). Goldsmiths Quality Office is happy to assist with booking flights, if 
preferred, through our appointed Travel Management Company (TMC). Requests for 
flight bookings to be made by Goldsmiths should be emailed to the Quality Office no 
later than 4 weeks prior to the intended travel date.  

4.1.2 Accommodation is usually booked through the Goldsmiths Quality Office, but 
may be booked by the individual, if preferred. (see Appendix A for maximum 
subsistence rates). Requests for accommodation bookings to be made by Goldsmiths 
should be emailed to the Quality Office no later than 4 weeks prior to the intended 
travel date.  
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4.2 Mileage 

4.2.1 Goldsmiths is committed to operating in an environmentally responsible manner 
and as such strongly supports the use of public transport over private motor vehicles.  

4.2.2 Private cars should only be used under the following conditions: 

 Where two or more University people travel together, so that the combined 
cost of their journey by public transport would exceed that calculated using 
the mileage rates. 

 Where the traveller is disabled or is assisting a disabled person. 

 Where bulky equipment is being carried. 

 Where the destination is not accessible, or requires an excessively long or 
complex journey by public transport. 

 Where other than for the reasons above it can be shown to be cost effective. 

 Where “Drivers Hours: Rules and Guidance” can be adhered to: 
https://www.gov.uk/government/collections/drivers-hours-rules-and-
guidance  

4.2.3 Mileage allowance rates are detailed in Appendix B. 

4.2.4 All claims for reimbursement of mileage must specify the following  

 Details of and reasons for the journey undertaken,  

 The postcodes for the start and finish points of each journey and the places 
visited on the way, if any. A route planner may be used to calculate mileage 
for example the AA route planner: http://www.theaa.com/route-
planner/index.jsp  

 The dates of travel 

 Where unusual circumstances occur that result in a higher than expected 
mileage being incurred, an explanation must be provided. 

4.3 Toll Charge 

4.3.1 Toll charges paid for in the course of a business journey can be claimed. Toll 
bridges or roads rarely give receipts; therefore the name of the toll bridge or road 
should be included on the expense claim.  

4.4 Congestion Charges 

4.4.1 Goldsmiths will not reimburse the cost of any congestion charge except in 
exceptional circumstances, e.g. where an individual has to collect/deliver equipment to 
a location and the journey could not be completed on public transport. This must be 
approved in advance by the budget holder.  

4.5 Taxis 

https://www.gov.uk/government/collections/drivers-hours-rules-and-guidance
https://www.gov.uk/government/collections/drivers-hours-rules-and-guidance
http://www.theaa.com/route-planner/index.jsp
http://www.theaa.com/route-planner/index.jsp
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4.5.1 Where no other form of transport is available, short journeys by taxi will be 
reimbursed subject to the provision of receipts.  

4.5.2 Taxis are not to be used for long journeys when alternative methods of travel are 
available. 

4.6 Air, Rail Travel and Local Public Transport Expenses 

4.6.1 Individuals should ensure that the most cost effective travel arrangements are 
made  

4.6.2 Individuals booking flights must travel economy class 

4.6.3 Rail travel must be in standard class and the cheapest route should be selected, 
where feasible.   

4.6.4 Local bus, tram and underground train fares for business journeys (not home-to-
office) can be claimed.  Claims should be supported by receipts or Oyster journey 
reports. It should be noted that Oyster cards are capable of being registered on the 
Transport for London website such that reports confirming journeys can be produced 
as evidence of travel. 

4.6.5 Pay-as-you-go Oyster Card: Oyster card journeys may be claimed if it can be 
demonstrated that this is the most economical payment method. The journeys made 
should be listed on the expense claim. Claims must not be made (and will not be 
reimbursed) where the Oyster top up journey covers some or part of the member of 
staff’s journey from home to work and vice versa. 

5 Accommodation and Subsistence 

5.1 Hotel Accommodation 

5.1.1 Hotel accommodation should be booked through the Goldsmiths Quality Office 

5.1.2 When individuals are necessarily away from home overnight on Goldsmiths 
business they may claim for hotel or other suitable accommodation on a bed and 
breakfast basis.   

5.1.3 Maximum rates for accommodation and subsistence are detailed in Appendix A.  

5.2 Staying with Friends/Relatives 

5.2.1 An allowance of up to £25 per night can be claimed to meet the cost of hospitality 
provided by a friend or relative as an alternative to staying in commercial 
accommodation.  
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5.3 Subsistence 

5.3.1 Any claims for subsistence in excess of the limits specified in Appendix A must 
be justified in writing and approved before spending money or committing to any 
expenditure. The relevant approval must be gained from the budget holder. The 
authoriser of the claim has the right to reject all or part of the amount in excess of the 
subsistence rate if he or she is not satisfied with the justification.  

5.3.2 When individuals are away from their normal place of work on Goldsmiths 
business they can claim subsistence to cover the cost of food e.g. lunch where away 
from Goldsmiths for more than 4 hours; if away overnight – accommodation, breakfast 
and dinner, within the rules and limits in Appendix A. Claims must be supported by 
receipts. 
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Appendix A - Subsistence Rates & Personal Incidental Expenses 

When individuals are away from their normal place of work and incur expenses  on 
subsistence and (if away overnight) accommodation the following rules apply:- 

 “Overnight” subsistence is for a period (or successive periods) of 24 hours and 
is intended to cover accommodation and breakfast for that period.  

 No subsistence is payable for any periods when meals and/or accommodation 
are included in the fare (e.g. for air travel or rail sleeper).  

 All claims for subsistence must be for actual expenditure incurred and must be 
supported with receipts.  The maximum subsistence rates include taxes (e.g. 
VAT) and gratuities. Gratuities must not be excessive: the claimant must write 
the amount on the receipt if it does not already appear there.  

Subsistence purchased whilst on business overseas should be of an equivalent 
standard and, where possible, should not exceed the maximum rate per day equivalent 
in GBP. 

Claims must be within the maximum subsistence rates provided by the HMRC the table 
below shows rates current as of May 2016.  

Maximum Subsistence Rates 

Period 
Place 

(away from normal 
workplace or home) 

Maximum Rate per Day 

Breakfast (if it is not included in 
accommodation rate) 

All places 
£5.00 

Lunch All places £10.00 

Dinner All places £30.00 

Overnight (B&B up to 24 hours) 
Accommodated by 
friends/relatives 

£25.00 

Overnight (B&B up to 24 hours) Within London £140 

Overnight (B&B up to 24 hours) Outside London £100 
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Appendix B - Mileage Rates 

Individuals using their own vehicles on University business can claim mileage 
allowance not exceeding the rates provided by HMRC, as shown on their website: 
https://www.gov.uk/expenses-and-benefits-business-travel-mileage/rules-for-tax  

As of May 2016 the rates were: 

 First 10,000 business miles 
in the tax year 

Each business mile over 10,000 
in the tax year 

Cars and vans 45p 25p 

Motor cycles 24p 24p 

Bicycles 20p 20p 

Additional Passengers 

For each individual who travels on business as a passenger an additional 5p per mile 
can be claimed. Passenger details should be recorded in the claim. 

Lower Rate in Certain Circumstances 

1 A lower rate than the HMRC mileage rates may be paid in certain 
circumstances, for  example: 

 Where the individual decides to use his or her private vehicle even though 
the budget holder would have expected an alternative mode of transport to 
be used (e.g. inter-city train, local public transport). In this case a lower rate 
of 25p per mile for the total journey by private  car can be claimed, even 
though the threshold of 10,000 miles has not been  reached. 

 Where the individual decides to use his or her car instead of a hired car for 
a round trip journey of over 125 miles. In this case the HMRC rate can be 
claimed for the first 100 miles (provided the threshold of 10,000 has not been 
reached), and the lower rate of 25p for miles in excess of 100 for the round 
trip. 

 

https://www.gov.uk/expenses-and-benefits-business-travel-mileage/rules-for-tax

