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Guide: Hosting at Health in connection with the
defence of a PhD or a doctoral dissertation

This guide provides main supervisors and chairs of assessment committees with
the graduate school’s recommendations for hosting at Health in connection with
the defence of a PhD or a doctoral dissertation. Also, the guide includes practical
information and administrative guidelines related to travel, accommodation, cost
reimbursement and honorarium.
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Recommendations

Use the opportunity to let colleagues and others interested par-
ties benefit from the presence of an academic expert

Benefit from the assessor’s presence and expert knowledge, e.g. by includ-
ing the assessor in the department activities such as lectures or meetings
with relevant groups at the department. If relevant, make sure to arrange in
which activities you would like to include the assessor when you establish
the assessment committee.

Provide guidance in relation to hotel and transportation — prior to

the visit

Refer the assessor to hotels near Aarhus University (see AU’s hotel agree-

ment for Aarhus locations) and share information about public transporta-
tion to/from the airport (see Billund Airport and Aarhus Airport) as well as
to/from the university.

Welcome

Make sure to arrange where, when and how you and the assessor will meet
for the first time. Let the assessor know where to find your physical work-
place/where you can meet and how to get in touch with each other.

Lunch or dinner after ending the committee work

Mark the end of the collaboration with a lunch or a dinner for all members of

the committee (or alternatively a dinner on the night before the defence).
See the AU guidelines for entertainment expenses.
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http://phd.health.au.dk/fileadmin/grads.au.dk/HE/Ny_hjemmeside/Doing_a_PhD/Assessment_committee/Hotels_in_Aarhus_-_2018.pdf
http://phd.health.au.dk/fileadmin/grads.au.dk/HE/Ny_hjemmeside/Doing_a_PhD/Assessment_committee/Hotels_in_Aarhus_-_2018.pdf
https://www.bll.dk/da-dk/til-lufthavnen/transport-til-og-fra/busser
https://www.aar.dk/content/lufthavnsbus
http://medarbejdere.au.dk/en/administration/hr/entertainment-expenses-and-refreshments/entertainment-expenses/
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2. Administrative guidelines
2.1 Travel and accommodation

In connection with a PhD defence, the graduate school reimburses up to DKK 8,000
for travels within Europe and up to DKK 15,000 from other countries. It is expected
that travels both in Denmark and from abroad will be on economy-class. As a starting
point we do not cover taxi to and from the airport. Please ask the assessor to take the
bus to and from his/her destination in Aarhus. Find information about timetables,
prices and tickets at Billund Airport and Aarhus Airport.

If necessary, the graduate school also reimburses up to 2 nights in a hotel (up to
DKK 1000 per night, including VAT). Please make sure to use one of the hotels in-
cluded in the AU hotel agreement.

Please note that the graduate school does not handle booking of travel, accommoda-
tion etc. The assessor him/herself (personally and/or with assistance) is expected to
book travel and accommodation — supported by the host department at AU, if needed.

2.2 Entertainment expenses

According to the AU guidelines for entertainment expenses, committee work in rela-
tion to a PhD or a doctoral dissertation/defence can be concluded with a lunch or a
dinner for all members of the committee (or alternatively a dinner on the night before
the defence).

The maximum amount for lunch/dinner can be found in the AU guidelines for enter-
tainment expenses. The graduate school will defray all expenses for assessors and
main supervisor in relation to a lunch, as well as assessors’ expenses in relation to a
dinner.

2.3 Billing and cost reimbursement
2.3.1 Travel and accommodation

You are welcome to send invoices covering travel and accommodation directly to the
graduate school by stating the following EAN no.: 5798 0004 18370. Please make sure
that the name of the assessor and name of the PhD student in question ap-
pears from the invoice.

If the assessor needs a reimbursement of his/her personal expenses in connection
with travel and accommodation, please ask the assessor to fill in and submit the fol-
lowing:

e A Travel reimbursement - Non-AU employees


http://www.bll.dk/til-lufthavnen/busser?sc_lang=en
http://www.aar.dk/lufthavnsbus
http://phd.health.au.dk/fileadmin/grads.au.dk/HE/Ny_hjemmeside/Doing_a_PhD/Assessment_committee/Hotels_in_Aarhus_-_2018.pdf
http://medarbejdere.au.dk/en/administration/hr/entertainment-expenses-and-refreshments/entertainment-expenses/
http://medarbejdere.au.dk/en/administration/hr/entertainment-expenses-and-refreshments/entertainment-expenses/
http://medarbejdere.au.dk/en/administration/hr/entertainment-expenses-and-refreshments/entertainment-expenses/
https://medarbejdere.au.dk/en/administration/finance/travel-booking-and-expense-reimbursement/#c2057709
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e Acopy of all tickets and receipts

2.3.2 Meals and refreshments

You are welcome to send invoices covering meals and refreshments (in connection
with lunch or dinner) directly to the graduate school by stating the following EAN no.:
5798 0004 18370. Please make sure that the name of the assessor and name of
the PhD student in question appears from the invoice.

If you need a reimbursement of your personal expenses in connection with meal and
refreshments, please fill in and submit the following:

e An Expense settlement form

3. Honorarium

An assessor from outside AU is entitled to an honorarium of approximately 7,000
DKK.

To receive an honorarium, the assessor must fill in, sign and submit one of the follow-
ing to the relevant PhD administrator (when in doubt, please ask the PhD student’s
main supervisor) or to graduateschoolhealth@au.dk after the defence:

e Honorarium form for non-Danish assessors

e Honorarium form for Danish assessors


https://medarbejdere.au.dk/fileadmin/www.medarbejdere.au.dk/oekonomi_bygninger/Blanketter/Tjenesterejseblanket_2018-Ikke_AU-ansat.xlsx
mailto:graduateschoolhealth@au.dk
https://medarbejdere.au.dk/fileadmin/www.medarbejdere.au.dk/hr/Loen/Skemaer_og_blanketter/Vederlag_til_udenlandske_gaesteforelaesere_eller_saerligt_vederlag_ver._11.pdf
https://medarbejdere.au.dk/fileadmin/www.medarbejdere.au.dk/hr/Loen/Skemaer_og_blanketter/Vederlag_til_udenlandske_gaesteforelaesere_eller_saerligt_vederlag_ver._11.pdf
https://medarbejdere.au.dk/fileadmin/www.medarbejdere.au.dk/hr/Loen/Skemaer_og_blanketter/Vederlag_til_gaesteforelaesere__censorer__bedoemmere_eller_saerligt_vederlag__ver._5.pdf
https://medarbejdere.au.dk/fileadmin/www.medarbejdere.au.dk/hr/Loen/Skemaer_og_blanketter/Vederlag_til_gaesteforelaesere__censorer__bedoemmere_eller_saerligt_vederlag__ver._5.pdf
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