
Interview Expenses Claim Form
(To be submitted within 6 months of Interview date)
	
Full Name______________________________________________________________________

Address ________________________________________________________________________

_______________________________________________________________________________

                                                                                                       Postcode



	
Bank____________________________________________________________________________  

Account Number___________________________   Sort Code_______________________________




	
Date of Interview____________________________ Vacancy Reference_____________________

Post Title (for which interview was held) ______________________________________________

School/Department______________________________________________________________




	Item
	Specify Details and Attach Receipts
	£                   P

	Rail Travel (2nd Class)

	
	

	Car Travel @ 25p/mile up to cost of 2nd class rail travel
	Please include number of miles - receipts not necessary
	

	Other Travel

	Please check with People and Organisational Development before booking flights within the UK
	

	Hotel Expenses
	

	

	Meals
	

	

	Other
	

	

	Total Expenses



I certify that I have incurred the above expenses in connection with the interview indicated and I am entitled to the payment due. 

Signed…………………………………………………………………Date …………………………………

Applicants from overseas should seek advice from the People & Organisational Development Department before booking flights. The University will assess candidate’s applications on a case by case basis before agreeing re-imbursement of expenses. 
Completed forms should be returned to People & Organisational Development, 2nd Floor, Exchange Station, Tithebarn Street, Liverpool, L2 2QP    Tel: 0151 904 6114      Fax 0151 904 6142

	Checked by (Business Partner):                                       Date:


	Approved by (Director of People and Organisational Development):                                                                             Date:


	Approved by (SMT)- where expenses are to be paid from Faculty/ Division *:
Date:                                               Financial Codes: 
*expenses for 3rd income/ research posts and additional costs for international flights are to be paid for by the Faculty                                                                                                                   

	Financial Code   10/326002/3403/K0002/201HRS



Interview Expenses for Candidates
Applicants from overseas should seek advice from the People and Organisational Development Team before booking flights. The University will assess candidate’s applications on a case by case basis before agreeing re-imbursement of expenses.
If you are successfully appointed but later turn down the offer of employment, the University reserves the right to reject any claim for travel expenses incurred as a result of the interview process.
Reasonable expenses will be reimbursed to candidates who travel, within the UK, from a distance greater than 20 miles from central Liverpool, to attend for interview.  All expense claims (apart from mileage rates) must be accompanied by receipts. 
[bookmark: _GoBack]Claims for expenses should be made within 6 months of the interview. 
These expenses may include:
· second class rail fares at the cheapest available rate;

· car mileage at 25p per mile, up to a maximum equivalent to the second class rail fare for the journey, where public transport is not appropriate;

· actual costs incurred for ferry or air travel within the UK, at the cheapest available rate, where this is the only practical mode of transport and  this has been agreed in advance;

· other receipted local travel expenses, e.g. bus fares;

· overnight bed and breakfast hotel accommodation, where this has been agreed in advance;

· receipted expenses for other meals. In general it is expected that hotel accommodation will be arranged by the university but paid for by candidates and then reimbursed.  Where meals have to be taken outside these arrangements they should not exceed the following rates:

· breakfast £7.50

· lunch £10.00

· dinner £17.50

