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Careers, Employability and Skills
Erasmus Student Support Visit
Form to obtain Reimbursement

	Name
	

	School
	


Either:

For Study Placements:

	University visited
	


Or:

For Work Placements:

	Host Organisation visited
	


	Dates of Visit
	

	Purpose of Visit

and any outcomes
	

	Signature
	


Subsistence Expenses

· Staff should submit their expenses claim via the Queen’s Online Staff Expenses System.  Guidance on using the system is available online here.

· Please use the Project Code S6504UIL.

· Only receipted expenditure can be reimbursed.

· A scan or photo of each receipt must be uploaded to support your online claim.

· You must also send the original receipts along with this form to the Global Opportunities Team.  The UK Erasmus National Agency has advised that we must retain original receipts for audit purposes. 

	Subsistence amount claimed
	

	Date submitted online
	


Travel and Accommodation Expenses

· Please indicate below travel and accommodation expenses to be reimbursed to your School.

· Please provide the School project code and sub-analysis (if applicable) to be credited.

· Your claim must be accompanied by a copy of the invoice or booking confirmation for your accommodation or flight, which shows the dates of travel, destination, passenger name and cost. 
	Number

	Description
	Amount
	School Project Code
	Sub-Analysis 

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	
	Total
	
	
	


Please return this form to the Global Opportunities Team

Careers, Employability and Skills

Student Guidance Centre
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