	 (
DATE STAMP
)
 (
LANCASTER UNIVERSITY
CLAIM FOR REIMBURSEMENT OF INTERVIEW EXPENSES
ALL PAYMENTS ARE MADE ELECTRONICALLY
)[image: Small solo logo]










	
Date of Interview:
	
	
Name:

	
Post/Reference:
	
	
Account name:

	
Department:
	
	
Sort Code

	
Contact email address: 
	
Account number:

	CLAIMS MUST BE MADE WITHIN 4 MONTHS OF INTERVIEW
	If you have a foreign bank account, please complete the second page of this form – “Foreign Bank Details”

	
I certify that these expenses were necessarily incurred in my attendance for interview on the date stated above and I attach receipts.

	



  Travel Details
	



Amount

	Signed:



Date:
	
  Standard Class Rail
	
£

	
	
  Other (Flights, Bus, Subsistence)
	
£

	
	
  Total
	
£

	
NOTES

	
The University will reimburse reasonable expenses including subsistence incurred but only on the submission of receipts.  
(Please note for VAT purposes credit card flimsies or statements are not acceptable as proof of purchase). 


	1. Travelling expenses by car (using a mileage rate) are not normally reimbursed: these will be reimbursed at the cheapest public transport rate.  The University subsidises a bus service (X1) which runs between the campus and the railway station.  Taxi expenses are therefore reimbursed at the public transport rate.


	2. Advantage must be taken of discounted rail fares and reimbursement will be limited to this level.  This will normally require tickets to be booked at least seven days in advance.


	3. Where necessary, overnight accommodation will be provided on campus but must be booked in advance via 01524 592899.  This accommodation is normally available from 2.00 pm and must be vacated by 10.00 am.  Breakfast and a car parking permit are provided.


	4. For candidates travelling from abroad, expenses are only paid from the point of entry into the United Kingdom, unless otherwise arranged in advance.


	
For University Use Only

	
AUTHORISED SIGNATURE:
	
DATE:           .          .

	
TOTAL AMOUNT PAYABLE £

	
ACCOUNT
	
COST CENTRE OR PROJECT CODE
	
NET AMOUNT £
	
VAT - N or V

	

	
	
	
	
	
	
	
	
	
	
	£
	

	Departmental Costs e.g. Flights: 


	

	
	
	
	
	
	
	
	
	
	
	£
	



Please return completed form to Human Resources, Lancaster University, Lancaster LA1 4YW  
Revised October 2011
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Lancaster University
Foreign Bank Account Details Form

Please complete the following details in BLOCK CAPITALS

	Your Name
	



	Your Address
	



	Your Email Address
	



	Bank name
	



	Bank Address
	



	Account Name (e.g. Mr A Smith)
	



	Bank Account Number
	



	Bank Swift/BIC Code (8 – 11 characters)
	



	Bank IBAN Number* (for EU bank accounts)
	



	Routing Via (if applicable)
	




*E.g.  Austria (20 digits)		Greece (27 digits)		Belgium (16 digits)                            
            Italy (27 digits)                          Denmark (18 digits)             Netherlands (18 digits)
            Finland (18 digits)                    Norway (15 digits)                France (27 digits)                                
            Portugal (25 digits)                   Germany (22 digits)             Sweden (24 digits)
            Switzerland (21 digits)
image1.png





 

 

 

 

 

 

 

 

 

 

 

 

Date of Interview:

 

 

 

Name:

 

 

Post/Reference:

 

 

 

A

ccount name

:

 

 

Department:

 

 

 

Sort Code

 

 

Contact email address: 

 

 

Account number

:

 

CLAIMS MUST BE MADE WITHIN 4 MONTHS OF INTERVIEW

 

If you have a foreign bank account, please complete the second page 

of this form 

–

 

“Foreign Bank Details”

 

 

I certify that these expenses were necessarily incurred in my 

attendance for 

interview on the date stated above and I 

attach receipts.

 

 

 

 

 

 

  

Travel Details

 

 

 

 

 

Amount

 

Signed:

 

 

 

 

Date:

 

 

  

Standard Class Rail

 

 

£

 

 

  

Other (Flights, Bus, Subsistence)

 

 

£

 

 

  

Total

 

 

£

 

 

NOTES

 

 

The University will reimburse reasonable 

expenses 

including subsistence

 

incurred 

but only on the submission of receipts.  

 

(Please note for VAT purposes credit card flimsies or statements are 

not

 

acceptable as proof of purchase). 

 

 

1.

 

Travelling expenses by car (using a mileage rate) are not normally reimbursed: 

these will be reimbursed at the cheapest public 

transport rate.  

The University subsidises a bus service (X1) which runs between the campus and the railway station. 

 

Taxi 

expens

es are therefore reimbursed at the public transport rate

.

 

 

2.

 

Advantage 

must

 

be taken of discounted rail fares and reimbursement will be limited to this level

.  This will normally require 

tickets to be booked at least seven days in advance.

 

 

3.

 

Where necessary, overnight accommodation will be provided on campus but 

must

 

be booked in advance via 

01524 

59

2899

.  

This accommodation is normally available from 2.00 pm and must be vacated by 10.00 am.  Breakfast 

and a car parking 

permit 

are provided.

 

 

4.

 

For candidates travelling from abroad, expenses are only paid from the point of entry into the United Kingdom, unless 

otherwise arranged in advance.

 

 

 

For University Use Only

 

 

AUTHORISED SIGNATURE:

 

 

DATE:           .          .

 

 

TOTAL AMOUNT PAYABLE £

 

 

ACCOUNT

 

 

COST CENTRE OR PROJECT CODE

 

 

NET AMOUNT £

 

 

VAT 

-

 

N or V

 

 

 

 

 

 

 

 

 

 

 

 

 

£

 

 

Departmental Costs e.g. Flights: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

£

 

 

 

Please return completed form to

 

Human Resources

, Lancaster

 

University, Lancaster LA1 4YW

  

 

Revised October 2011
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CLAIM FOR REIMBURSEMENT OF INTERVIEW 

EXPENSES

 

 

ALL PAYMENTS ARE MADE ELECTRONICALLY

 

