Royal Borough of Windsor & Maidenhead

Interview Expenses Claim Form

Interview expenses will only be reimbursed if prior authorisation from the Head of Service has been obtained and in accordance with RBWM’s Recruitment and Selection Code of Practice
	Candidate Name
	

	Address
	

	Post Title
	

	Directorate
	
	Service
	

	Date Of Interview
	


Expenses

Travelling

	Rail Fare 

	From
	
	To
	
	£

	Car Mileage

	From
	
	To
	
	

	Number of Miles
	
	At
	25 pence per Mile
	£

	Other Travelling Expenses

	Please specify
	
	
	Total
	£

	
	
	A
	Total Travelling Expenses
	£


Subsistence

	Date of Departure
	
	Time
	

	Date of return
	
	Time
	

	
	Bed and Breakfast
	£

	
	Breakfast
	£

	
	Lunch
	£

	
	Dinner
	£

	
	B
	Total Subsistence
	£


Total Expenses to be reimbursed

	
	A + B
	£


Please attach receipts

I confirm I have incurred the expenses set out above in connection with my attendance at interview

Signed




Date 

Please note that if you are appointed your expenses will be paid upon commencement of your duties.  In the event of you withdrawing your application or refusing an offer of employment on the grounds considered by the Authority as unacceptable, no expenses will be reimbursed. 

Authorisation: 

	Expenditure Code
	
	Unit
	

	Processed by
	
	Date
	

	Authorised by
	

	Signature
	


Once completed please return to the recruiting manager with your original receipt.

