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For Fee Payments/hours worked, please complete a ‘Fees and Casual Payments Form’.
All University of Sussex employees must complete an Out of Pocket expense claim via Agresso. 
Visitors, please complete an Visitor Expense Claim - www.sussex.ac.uk/finance/services/paymentsmanagement
Please ensure all fields are completed or your claim may be returned to you.

	PLEASE COMPLETE IN BLOCK CAPITALS.

	Student name (First/middle/last):
	

	Current Address:
	

	Email:
	

	Student Registration Number:
	



For payment in GBP to your UK bank account: Your bank account details will need to be input into Sussex Direct. Please ensure your information is up to date. https://direct.sussex.ac.uk/login.php


Or, if you want to be paid into an International Bank account please input your Bank details below:
	Full Bank Name & Address:
	

	IBAN or Routing Code:
	

	SWIFT Code:
	

	Account number:
	

	Currency to be paid in:
	



Expenses Guidance Notes:
· Receipt(s) are required for all items claimed. Please attach receipts in the order you have listed them below.
· Please note that bank statements cannot be accepted as proof of purchase.
· If you are attending an interview please include the POST REFERENCE in the description below.
· Once you have completed the form please hand it in to your school so that they can add the ACCOUNT CODE(S) and SUB-PROJECT CODE.

	Date on receipt
	Please give a full description of your expense
Please also state how this relates to official University business
	Account Code
(To be completed by School)
	Amount
In the currency to be paid in e.g. GBP

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Less any Advance received:
	

	Total claimed:
	



I confirm that I have read and understand the University of Sussex Expenses Policy ☐

	Date completed:
	Claimant signature: Please note that an ORIGINAL signature is required.

	
	



To be completed by School/Approver:
	Sub-project code
	Budget holder’s full name & name of School (please print)

	
	



Guidance notes on expenses


These notes are issued to summarise the regulations governing the reimbursement of travelling and subsistence expenses.

Use the web address below to see the full Expenses Policy: 
http://www.sussex.ac.uk/finance/newfinancesystem/expenses/processandpolicy 

Travel

Public transport

a) Trains: for Professorial status, first class rail fares will be reimbursed together with any car parking and/or taxi fares. All others will be reimbursed at the standard rail fare together with any car parking and/or taxi fares. 
b) Air: the cost of air travel should normally be at economy class. 
NB for interview/selection events the cost must be authorised in advance 
c) For other means of public transport, actual expenditure will be reimbursed. 
NB for interview/selection events the Eurostar cost must be authorised in advance

If you are using an Oyster Card or Contactless Payment for travel, please provide a statement from https://tfl.gov.uk/. If you are using a Southern Railway Key Smartcard, please provide a statement from http://www.southernrailway.com/tickets-and-fares/the-key-smartcard/. 

Generally, claims cannot be made for travel between home and the university campus.

Private transport
a) For travel by private car, the actual mileage will be reimbursed for travel within a 20 mile radius of the University at the following approved rates: www.hmrc.gov.uk/rates/travel.htm 
b) For travel by motorcycle, the actual mileage will be reimbursed for travel within a 20 mile radius of the University at the following approved rates: www.hmrc.gov.uk/rates/travel.htm 

For journeys outside a 20 mile radius, the amount claimed must not exceed the cost of the relevant rail fare. 

Travel from overseas
Any travel expenses from overseas candidates for interview/selection events must be authorised in advance. Please email Human Resources who will check with the recruiting manager and let you know if agreed. 

Subsistence

For absence from home overnight
The allowance covers absence of up to 24 hours and is to include both hotel bill and other subsistence to a total of £100.00 per night. A list of University of Sussex approved hotels can be obtained from: http://www.sussex.ac.uk/about/hotels

For absence from home (not overnight) 
Until 7pm £10.00 maximum
From 7pm until midnight £30.00 maximum

Interview/selection events subsistence - submit claim direct to Human Resources, Sussex House 
Lunch: £7:50 Dinner: £15.00 
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