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CLAIM FOR EXPENSES OF CANDIDATE FOR INTERVIEW
Note: This form is to be completed personally by the applicant and returned to the University after interview.  Allowances may be paid in accordance with the rates shown overleaf.  Please return this form to the Personnel Department, University of Worcester, Henwick Grove, Worcester WR2 6AJ
	Full name (block letters) ________________________________________________

Your address:

	Interview held on                                               (date) at                       am/pm for the post of 

________________________________ in the School/Institute/Dept of _________________________

	I certify that in order to attend this interview I left home at ______________am/pm on              (date) and I will arrive home again at _______________am/pm on __________________(date) having incurred the expenses shown below: 
(i) Rail fares from: ____________________ to: ____________________ and return   £ __________
(ii) Bus fares from: ____________________ to: ____________________ and return   £ __________

(iii) Other expenses:___________________________________________________   £ __________

I also claim the following allowances:

(iv) Lunch (at the rates shown overleaf)                                                                           £ __________
(v) Tea (at the rates shown overleaf)                                                                                £ __________
(vi) Dinner (at the rates shown overleaf)                                                                           £ __________

TOTAL:                                                                                                                             £ ___________


	I certify that expenditure on the above terms has been necessarily incurred by myself. 
SIGNED: _________________________________________ DATE:________________________

	APPROVAL BY INTERVIEWING OFFICER
I certify that the above named applicant attended this Department for interview on the date indicated above and is entitled to receive the expenses claimed.   The applicant WAS / WAS NOT appointed to the post. (please delete) 
SIGNED: _____________________________________________ DATE:______________________


	Cost Centre to be debited:   UDSPPL705          Amount £___________________


You may/will be repaid the following: 

1
Travel 

1.1
2nd class return rail fares based on a standard day return fare.
1.2
Bus (or taxi where no public transport is available) fares actually incurred.
1.3
Personal transport: if you use your own vehicle, the University will refund to you either the rail/bus fare or _______pence a mile, whichever is the cheaper. 

2
Subsistence
In addition you can also claim the following: 

2.1
Where candidate requires overnight accommodation, the Personnel Department will organise this for you.
2.2
Lunch £5.00 maximum
2.3
Evening Meal £6.00 maximum
Please note: 

1
Interview expenses will be sent separately to your home address after interview. 
2
If you withdraw your application or refuse the offer of employment on grounds considered to be inadequate by those conducting the interview, no expenses will be paid. 
3
The expenses of successful candidates are payable after the commencement of employment. 
4
Receipts must be attached to the claim form for all items.
5
Candidates travelling from abroad - travelling expenses are only available 
from the point of entry into the UK, unless otherwise stated/agreed in 
advance.

	Cheque no issued:
	Date:


