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Claim Form for Interview, Travel and Subsistence Expenses for Recruitment 
	Surname
	
	First name and initials
	
	Title
	

	Address and Telephone Number 

	Street and Number 
	

	Town
	

	County
	
	Postcode
	

	Daytime Contact Number
	
	E-mail address 
	

	

	Interview Details 

	Specialty
	
	Entry level
	

	Venue
	
	Interview Time
	

	Date of Interview
	
	Vacancy Reference No
	

	

	Claimant Declaration 

	I declare that the expenses claimed hereunder were necessarily incurred by me in attending the interview, and is in accordance with the conditions governing the payment of travelling expenses. 

	Signed:
	
	Date:
	

	

	Certification of Attendance  (For Office Use Only)

	I have checked this claim and am satisfied that the claimant attended an interview according to the information given and that the final total is correct.

	Signed:
	 
	Date:
	 
	Name:
	 

	

	Bank Account Details    

	Bank Name
Bank Sort Code
Bank Account No.

Account Name
Building Society Roll No.



Details of Claim
	Date
	Journey details
	Journey times
	Car mileage
	Fares
	Subsistence
	Receipts
(please tick)

	
	
	Start
	Finish
	
	£
	P
	£
	P
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	For office use only
	
	
	
	
	


Notes
· Please read the guidance notes very carefully.  The Deanery reserves the right to reimburse the cheapest option wherever relevant. 

· All columns must be completed if applicable to your journey 

· Receipts must be attached for all travel and subsistence claimed, where there is no receipt a full written explanation must be attached

· Please submit this form within one calendar month of your interview, all applications received after that date will not be processed

Please return claim to:   The Travel Administrator, Severn Deanery, Deanery House, Vantage

Office Park, Unit D, Old Gloucester Road, Hambrook, Bristol  BS16 1GW
-------------------------------------------------------------------------------------------------------------------------------------------------------------

For Official Use Only
Was candidate successful? 
Yes   /  No  

If Yes, date commenced in post: 
 
 
	
	Total expenses
	£
	p

	
	Transport expenses
	
	

	
	Subsistence
	
	

	
	Miscellaneous expenses
	
	

	
	Total
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