	Shetland Islands Council

REC 01A:  Interview Expenses Claim Form

For interviewees travelling from outwith Shetland
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	Budget Code

0812
	


Employees invited to interview for posts eligible for a Relocation Package are entitled to reclaim interview expenses in respect of travel (from within the UK) and subsistence.  All claims for expenses must be accompanied by receipts/evidence of expenditure.

	Name
	     

	
	
	
	

	Interview Date
	     
	Start Date
	     

	
	
	
	

	Department
	     
	Service
	     

	
	
	
	

	Post Title
	     
	Post Number
	A     

	
	
	
	

	Address
	     
     
     
Post Code:       


	Travel Expenses

	Date
	Journey
	Travelling Expenses
	Amount

	
	To
	From
	Mode & Class of Travel
	Fares
	Private Car
	

	
	
	
	
	
	Mileage
	Rate
	

	     
	     
	     
	     
	£     
	     
	12.7p
	£     

	     
	     
	     
	     
	£     
	     
	     
	£     

	     
	     
	     
	     
	£     
	     
	     
	£     

	     
	     
	     
	     
	£     
	     
	     
	£     

	     
	     
	     
	     
	£     
	     
	     
	£     

	     
	     
	     
	     
	£     
	     
	     
	£     

	
	
	
	
	
	
	Sub-Total
	£     


	Subsistence Expenses

	Date
	Accommodation Address
	Sundries
	Lunch
	Dinner
	Tea
	Amount

	     
	     
	£     
	£     
	£     
	£     
	£     

	     
	     
	£     
	£     
	£     
	£     
	£     

	     
	     
	£     
	£     
	£     
	£     
	£     

	     
	     
	£     
	£     
	£     
	£     
	£     

	     
	     
	£     
	£     
	£     
	£     
	£     

	     
	     
	£     
	£     
	£     
	£     
	£     

	
	
	
	
	
	Sub-Total
	£     


I request payment of £      in respect of interview travel and subsistence expenses incurred.

I certify that the expenses claimed were necessarily incurred by me.  I have attached the necessary receipts/vouchers.

	Signature:
	
	Date:
	     


Once complete, please return this form to the Administration Section in your employing Department for processing.

The above claim for £        _____ in respect of Interview Expenses (outwith Shetland) is approved.

	Details Checked by:
	
	
	

	
	Signature
	
	Date

	
	
	
	

	Authorised by:
	
	
	

	
	Signature
	
	Date:
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