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INTERVIEW EXPENSES CLAIM FORM
	PRIVATE 
PERSONAL DETAILS (BLOCK LETTERS)

	Title:   (Mr/Mrs/Miss/Ms/Dr/Prof)
	Bank Details: for BACS Transfer

	Name:

Address:

Postcode:


	Acc. Name:
Bank Name:

Acc. Number:

Sort Code:    ….../….../…...

Branch Address:



	INTERVIEW DETAILS

	Post title:
	

	Post ref:
	

	Faculty/Directorate:
	

	Interview date:
	

	Interview location/campus:
	

	TRAVEL EXPENSES (PLEASE SEE REVERSE FOR RATES PAYABLE)

	Travelling from:
	

	Mileage (total no of miles x 20p):
	£

	Public transport fares: *
	£

	Bed/Breakfast: *
	£

	Lunch: *
	£

	Total Expenses
	£

	Signature of candidate:




       Date:

	
* Please note that these expenses will only be paid where receipts are provided

	HR USE ONLY

	Candidate successful (If yes, start date)
	

	Finance Code
	TAAU/*BP/*GP/ACGM  (delete as appropriate)
*Please note: - BP=Academic/GP=Support 

	Claim approved
	

	Date passed to Finance/Payroll
	


Notes for Completion

1. Claims can only be for those who have travelled 30 miles or more from their home address to the location of the interview.  The distance will be used as calculated by the shortest distance on the AA Route Planner. 

2. For candidates from within the United Kingdom expenses will be reimbursed to a maximum of £150.

3. For candidates from outside the United Kingdom expenses will be reimbursed to a maximum of £300.

4. Candidates will be reimbursed for the purchase of a standard class rail fare and/or other economy/standard class public transport fares.  

Please note that expenses will only be paid on production of receipts.

If private transport is used, you will be paid at 20p per mile for a return journey from home to Oxford Brookes University.  A contribution towards subsistence, if appropriate, may be claimed at the following rates:


Accommodation
up to £40.00


Meals


up to £ 6.00
5. Expenses will not be paid where a candidate withdraws his/her application or refuses the offer of a post.

6. Where it is not possible to make a BACS transfer direct into a bank account the candidate will receive a cheque by post to the address stated overleaf.

7. The appointed candidate will receive reimbursement of interview expenses in their first salary after commencement of employment.  For other candidates, please note that reimbursement may take up to two months after submission of the claim.

If you have any query regarding interview expenses please telephone the Directorate of Human Resources on 01865 485960.

Once completed, please return this form to: 


Directorate of Human Resources


Oxford Brookes University


Wheatley Campus


Wheatley


Oxfordshire


OX33 1HX 
Updated Jan 2011

