Data Protection and Confidentiality 
Some or all of the information that will be viewed on this form will include personal and/or special category data.  All information must be handled in accordance with SEPA’s data protection policy and the requirements of the General Data Protection Regulations.
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NOTE FOR RECRUITING MANAGERS:  Please authorise and code this form and send directly to the Finance Dept at SEPA Corporate Office.  No claims will be processed without a valid cost centre.

Interview Expenses Claim

I declare that I have actually and necessarily incurred expenditure for the purpose of enabling me to attend for interview with SEPA for the post detailed below and that I have actually paid the fares and incurred the expenses as shown overleaf, and the amounts claimed are strictly in accordance with the rates determined by SEPA.

Note to candidates:  All relevant receipts must be attached to this claim.  If receipts are not attached then expenses will not be paid. Please present your signed and completed expenses claim form to the Recruiting Manager on the day of the interview.  If it is not possible to do this on the day, then please forward your completed expenses claim form as soon as possible after your interview to the Recruiting Line Manager at the appropriate SEPA office to which you attended your interview.  You will find this address on your Invite to Interview letter.

Post Title: 
______________

Post Ref:  ______________
Interview Location: 
___________
 
Interview Date: _____________
	Signature of Interviewee: 

  Date:  


Name of Interviewee:



Home Address:



Amount Claimed:
£           :

Authorised by:

(Recruiting Manager)



Cost Centre:………………………………………………..


ONCE SIGNED AND CHECKED PLEASE SEND TO SEPA FINANCE DEPT

Finance Check by:



SEPA Expense Claim Form Analysis

	Date(s)
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	Misc
	Claim

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Total
	

	
	
	
	
	
	
	

	
	
	
	
	For office use only
	VAT
	

	
	
	
	
	
	
	

	Total mileage claimed         miles @           p per mile


	
	
	For office use only
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SEPA’s preferred method of travel expenses reimbursement is via BACs transfer directly into your bank account.  Please supply your Bank details below if you would prefer to be reimbursed in this manner.

ACCOUNT HOLDER’S NAME……………………………………………………………….

NAME OF BANK ……………………………………………………………………………....

SORTING CODE…………………………………………………………………....................

ACCOUNT NUMBER ………………………………………………………………………….

EXPLANATORY NOTES FOR CLAIMING TRAVEL AND OVERNIGHT EXPENSES WHEN ATTENDING AN INTERVIEW WITH SEPA
1.  GENERAL

Candidates wishing to claim for reimbursement of travel notes should complete the attached claim in conjunction with the following notes.  Expenses will only be paid if the appropriate receipts are attached to the claim form.

You may reclaim your actual traveling expenses between the place where you normally live, work or study and the place of the interview.  You may not reclaim the cost of meals, unless an overnight stay was incurred.  Overnight expenses are paid if a stay was unavoidable in order to travel to or from the interview.

Expenses will be refunded when expenses incurred total £5.00 or more.  Candidates who are unemployed may wish to consult their Job Centre or Employment Office for details of “Travel to Interview Scheme” before attending interview.

2.  RAIL

Standard class rail fare only.  Where possible you should take advantage of any APEX fares or special offers.

3.  PRIVATE CAR
You will be refunded at the rate of 10 pence per mile.  Mileage cannot be claimed if you are a passenger in a fellow candidate’s car.  However the driver can claim a passenger supplement of 2 pence per mile for the first passenger and 1 pence per mile for any additional passengers if they are fellow candidates where costs would normally have been refunded.

In the case of hire vehicles, the cost of hiring will not be refunded.  Mileage will be refunded as described above.

4. MOTOR CYCLE OR SCOOTER

You will be refunded at the rate of 5 pence per mile.

5.  AIR

Air fares will only be refunded where they are cheaper than the cost of travelling by a surface route, including overnight expenses where necessary.  You must provide evidence that this form of travel is cheaper than a surface method.  However, if you live in Shetland, Orkney, Inner or Outer Hebrides, Northern Ireland, Isle Of Man, Isles Of Scilly or Channel Islands, you may claim the cheapest possible tourist air fare if your journey would otherwise have involved a sea crossing.  In order to be refunded air tickets must be attached to the claim form.

6.  SEA CROSSING

Ship or ferry fares will be refunded if they are between points in the UK or Republic Of Ireland.

7.  BUS

Standard class fare only.
8.  TAXI

Taxi fares will not be refunded, unless there are no alternative forms of travel available, it is a candidate’s responsibility to ensure that there are no alternatives prior to travel. In the circumstance where a taxi is the only form of travel available to candidates, a valid receipt must be obtained for any expense claim to be valid.
9.  CANDIDATES FROM ABROAD

You may claim traveling expenses, as above, only between the place of arrival in the UK and the interview or test centre.  Exceptionally, candidates’ expenses direct from the Republic of Ireland may be refunded if this is cheaper than the costs involved in traveling from the nearest point of entry in the UK.  You may not claim overnight expenses for nights spent in the UK because flight or sailing times do not match the interview date or because departures are delayed.
10.  OVERNIGHT EXPENSES

If you are unable to travel to or from home on the same day as your interview then you may claim the cost of reasonable overnight accommodation.  Overnight accommodation costs should not exceed £40 and any overnight costs exceeding this will only be refunded up to the £40 limit.  You will also be able to claim for an evening meal up to a maximum of £15.

If you are traveling overnight on a train or ship you may claim the cost of a berth together with the cost of an evening meal.

11.  PROCESSING OF EXPENSES CLAIMS

If you have any queries or require further information regarding claiming expenses please contact The Finance Department, SEPA Head Office, Erskine Court, The Castle Business Park, Sterling FK9 4TR - Telephone 01786 457700.
Please present your signed and completed expenses claim form to the Recruiting Manager on the day of the interview.  If it is not possible to do this on the day, then please forward your completed expenses claim form as soon as possible after your interview to the Recruiting Line Manager at the appropriate SEPA office to which you attended your interview.  You will find this address on your Invite to Interview letter.

Once your expenses claim has been checked and authorised a cheque or BACs transfer for the appropriate amount will be sent to your home address or bank account.  Please allow approximately 3 weeks for this.
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