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Paper-based submission is an exception for External Examiners who cannot navigate Workday

	Forename
	
	Surname 
	

	Address
	

	Email 
	
	UCD School
	

	External Examiner fee has been paid via UCD Payroll     

· UCD Personnel number 
Personnel number must be provided to claim expenses or confirm below
	

P number________________________


	
· Visitor number provided 
 I confirm that I will not be seeking payment of the Extern Examiner Fee for these related expenses through UCD Payroll.
	


V number________________________



	EURO (€) EXPENSES
- attach all receipts
	DESCRIPTION OF SPEND
	TOTAL (€)

	Accommodation e.g hotel/airbnb
Attach vouched receipts
	
	

	Subsistence e.g. breakfast, lunch, dinner
	
	

	Food Attach vouched receipts
	
	

	
	
	

	Travel e.g. taxi, flight, buses & mileage
	
	

	Travel fares or motor km/mileage claimed
	
	

	
	
	

	
	
	

	TOTAL EURO Expenses payable
	



	FOREIGN CURRENCY EXPENSES
- attach all receipts
	DESCRIPTION
	TOTAL (FX)

	Accommodation e.g hotel/airbnb
Attach vouched receipts
	
	

	Subsistence e.g. breakfast, lunch, dinner
	
	

	Food Attach vouched receipts
	
	

	
	
	

	Travel e.g. taxi, flight, buses & mileage
	
	

	Travel fares or motor km/mileage claimed
	
	

	
	
	

	
	
	

	TOTAL FX Expenses payable
	






If your nominated bank account is SEPA compliant, UCD will automatically default payments in EURO 

	I confirm that the nominated bank account accepts SEPA Euro Payments Yes/No
	                         




	Bank Details for SEPA Zone Payment Transfer

	Bank Name
	

	Bank Address
	

	Account Name
	

	BIC
	

	IBAN
	



If your nominated bank DOES NOT accept EURO (€) payments, please complete

	Currency Accepted
	

	Total value of expenses to be paid in nominated currency  
	



	Bank Details for NON SEPA ZONE Payment Transfer

	Bank Name
	

	Bank Address
	

	Account Name
	

	Account Number
	

	Intermediary SWIFT Code
	

	Intermediary Account No
	

	Routing number (For banks in the USA)
	



For School Use Only

	Charge Code
	Cost Centre
	Travel, Food, Lodgings
	Amount

	Travel & Subsistence
	
	
	
	
	
	
	S
	C
	-
	1
	2
	6
	
	 

	
TOTAL Claimed (Specify Currency to be paid)

	



	Head of School (PRINT)
	

	Head of School
(Digital Signature)
	

	Date
	



*Enhanced Reporting Requirements (ERR)
https://www.revenue.ie/en/employing-people/becoming-an-employer-and-ongoing-obligations/err-jan-2024/index.aspx
Effective January 1, 2024, Irish Revenue's Enhanced Reporting Requirements (ERR) mandate that UCD (and all Irish employers) must report specific non-taxable payments (like travel and subsistence expense reimbursements) to employees each time they are paid. External examiners who perform their examination within the Irish Jurisdiction are considered employees under the ERR regulation.
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