	
	
	APPENDIX 13


	INTERVIEW  EXPENSES  CLAIM  FORM



This form, when completed, should be sent along with receipts (itemised where possible) to the chair of the interview panel in order that arrangements for reimbursement by cheque, or BACS can be made as soon as possible thereafter.  Candidates should note that in the event of you withdrawing your application or refusing an offer of employment on grounds which, in the opinion of the interviewing committee or official, are inadequate, no expenses will be paid.

A. INTERVIEW AND APPLICANT DETAILS

	Post interviewed for:*
	

	Post Reference No:*
	  ABC00

	Within the:
	
	Service

	Date of interview:*
	 

	Claim for expenses by:*
	 (FULL NAME IN CAPITALS PLEASE)

	Home Address (inc postal code):*
	

	Home Address continued:*
	 




	Bank/Building Society (for Payment via BACS):*
	

	Sort Code:*
	
	   Account No:*
	


B. TRAVELLING/SUBSISTENCE EXPENSES CLAIMED

PLEASE NOTE THAT RECEIPTS MUST BE SUBMITTED FOR ALL EXPENSES AND THAT THE CHEAPEST MODE OF TRAVEL SHOULD BE USED WHERE AVAILABLE.

1. RAIL RETURN FARE (subject to 'Saver' or 'Cheap Day' Returns being used where cheaper):
	Journey from:
	
	     to Aberdeen -    
£
	


2. OTHER MODE(S) OF TRAVEL USED (eg. Air, Bus, Taxi, etc):

	Details of Journey and mode(s) of travel used:
	

	
	

	
	  Cost - £
	


3. CAR MILEAGE  (reimbursed at 14p per mile and subject to the production of a VAT Receipt – **See section below):

	Return Journey from:
	
	to Aberdeen -    £
	








                                 FORM CONTINUED OVERLEAF

4. SUBSISTENCE (e.g. meals, overnight accommodation - subject to the production of receipts - itemised where possible)
If overnight accommodation is required, please contact the HR Service Centre on 01224 523939 in the first instance to discuss which options may be available.  Maximum claim for overnight accommodation is £110.
Maximum claim for meals: Breakfast: £8.00 Lunch: £12.00 Evening Meal: £25.00 (Please note: we will not cover the cost of alcoholic beverages)
	Time of leaving home:
	
	a.m./p.m. on:
	
	Date

	Time of returning home
	
	a.m./p.m. on
	
	Date

	Details of actual expenses incurred:

	
	
	
	
	

	
	
	
	Cost - £
	


5.
Any other necessary expenses incurred (please provide full details below):

	
	

	
	



Total expenses claimed - £                             


=========

C. DECLARATION BY APPLICANT

I declare that the expenses claimed above are correct and have been necessarily incurred in connection with my attendance for interview. I understand that I will only be reimbursed for the expenses that have receipts attached.
	Signature*
	
	Date
	


D. AUTHORISATION BY SENIOR NOMINATED OFFICER

(following which this form should be passed to the HR Service Centre for processing.
	Signature
	
	Date
	


	Notes
	
	

	**  
	ANY candidate submitting this form claiming mileage can only do so if they attach a VAT receipt with their claim. This means that anyone claiming mileage MUST ask the garage they purchase fuel from for a VAT receipt. The normal receipt a garage issues is NOT valid for the recovery of VAT.

	
	The receipt must contain the following information:



	*
	Total VAT inclusive value of fuel purchased and the amount of VAT charged.

	*
	The date the fuel was purchased. 

	*
	The name and address of the petrol station. 

	*
	Description of the purchase, e.g. petrol/derv. 
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