
Name and Surname(s) of the Doctoral Student: . 
REV 03.10-AGO20. 

EXPENSES COMPENSATION REQUEST OF A EXAMINING BOARD MEMBER 

Name and Surname(s): ______________________________________________________________________________ 

ID Number/Passport: ___________________________ Email Address: _______________________________________ 

City and Country where the trip begins: _____________________________  Date of PhD Thesis Defence: ___________ 

Mark the corresponding option(s) and fill the blanks if necessary: 

*(Do not fill the spaces in grey) 

TRANSPORT (attach boarding passes)   

Main mean of transport used (plane, train, car, bus):  __________________________ 

Requested 

Amount (€) 

Reimbursement 

Value (*) 

Paid by the applicant (Attach original bill and indicate the total value)

Booked via ‘El Corte Inglés’ Travel Agency at Cantoblanco Campus

By particular car with Number Plate _______________

Distance travelled (round trip) ______ Kms (0,19 €/km), route _______________ 

(Attach Driver License and vehicle registration papers, both sides).

Additional expenses in transport: Taxis,‘Metro’,‘Cercanías’, bus, parking, toll, 

etc. (Attach original bill(s) and  proof of movement(s) of payments by debit or 
credit card. Indicate the total value)

Do not request / Renounce

LODGING EXPENSES 

Paid by the applicant (Attach original bill and indicate the total value)

Booked via ‘El Corte Inglés’ Travel Agency at Cantoblanco Campus

Do not request / Renounce

PER DIEM EXPENSES 

Date of the start of the trip: _________________, hour: ___________ 

Date of the end of the trip:  _________________, hour: ___________ 

Request compensation of ______ day(s) per diem expenses (37,40 €/day)

Do not request / Renounce

TOTAL COMPENSATION 

I request the reimbursement of the expenses incurred according to the instructions and limits indicated (see back), at the 
same time, as a responsible statement, I declare that the information provided and the attached documents are true. 

Date and Signature, _______________ 

Note: If you need to add more information or to inform about any incident (change of bank number account, etc), you can 
contact the following email address: ugep.escueladoctorado@uam.es 



REV 03.10-AGO20. 

INSTRUCTIONS FOR EXPENSES COMPENSATION REQUEST 

The UAM Doctoral School compensates the expenses related to the Doctoral Thesis Defence attendance in 
person only to the external Doctors who act as full members of the examining board and come from out of 
Madrid (Comunidad de Madrid), according to the next limits and considerations per individual costs: 

LODGING COSTS: 
Maximum quantity: 95,27€ per night and person. Two nights maximum. 

TRANSPORT: 
Maximum quantity: 300€ total (In case that the members do not live in Europe, this quantity would be 500€), 
including: Economy class tickets for plane, train or coach; parking, tolls, taxi, underground, ‘Cercanías’ and bus 
bills; compensation of 0,19€/Km for a trip developed in a private vehicle inside the Iberian Peninsula (including 
Andorra and Portugal). 

PER DIEM EXPENSES: 
Quantity of 37,40€ per day with a maximum of two days (74,80€). The full expense will be paid if leaving is 
before 14:00 hours and returning after 00:00 hours. When the start and return are made on the same day, it 
will be compensated with the half of the expense (18,70€). The expense will be fully compensated if the arrival 
is between 22:00 h. and 00:00 h. and the dinner cost is justified. 

GENERAL CONSIDERATIONS ABOUT THE EXPENSES: 
 The compensation request and documents must be submitted by email, and, if necessary (boarding passes 

and expenses with paper issued invoices or tickets), can be delivered to the Examining Board Secretary the 
date of the Thesis defense or sent by postal mail, within the maximum period of 10 days, to: Escuela de 
Doctorado - Universidad Autónoma de Madrid - Campus de Cantoblanco - Calle Francisco Tomás y Valiente, 
nº2 - 28049, Madrid, España.

 For the reimbursement of the expenses paid directly by the applicant, the original bills or receipts and the 
proof of movements of payments by debit or credit card must be provided. If online transactions, those can 
be justified by the purchase and payment confirmation emails. But in case of invoice or purchase tickets 
originally issued in paper with payment in cash, they have to be delivered physically.

 In case of reservations made according to the agreement with ‘El Corte Inglés’ Travel Agency placed in the 
Cantoblanco Campus, it will only be necessary to mark the corresponding square without adding any other 
documents (the invoices will be send directly to the UAM Doctoral School by the travel agency).

 For any communication, notification, sending of documents or additional information (extraordinary 
situations, explanatory reports, bank account number changes where the payment should be made, 
payment cession to a third person), you can contact the financial office of the UAM Doctoral School at the 
email: ugep.escueladoctorado@uam.es. Include your full name and the Doctoral student in the subject.

 The submitted personal documents must be valid the day of the thesis defense and the copies must be 
readable in both sides (ID, passport, driving license, vehicle registration papers, etc.).

 In order to make a correct calculation of the expenses compensation, it is always required the original 
boarding passes or the trip confirmation email on which can be confirmed the dates and time hours (if the 
trip has been developed in a private vehicle, it will be enough by filling the dates and time hours in the form).

 Any further communication or requirement of documents from the Financial Office of the UAM Doctoral 
School will be made to the email address given by the applicant and is registered in the Approval of 
Examining Board composition resolution.
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