Guidance on completing the expenses claim form

Entitlement to claim

At the assessment centre/tests/interview you will be asked to provide original proof of your name, nationality immigration status, date of birth and address.  If you cannot provide this or the information you provide is inaccurate, we will not reimburse expenses, or you may be asked to repay the cost of your attendance at the interview or assessment centre.

You must submit a signed claim form in hard copy only (electronic documents will not be accepted), together with your original receipts, within 4 weeks of attending the assessment centre, tests or interview, to DFID, HR Advisory Group Support Team, Abercrombie House, Eaglesham Road, East Kilbride, Glasgow, G75 8EA.

Travelling
Travelling expenses will be limited to the cost of the direct journey from where you currently stay to the assessment venue.

Public Transport – Wherever possible you must use public transport taking advantage of any appropriate cheap fares.  You may claim travel expenses up to the cost of the return journey to/from your home.

Air – Return economy airfares, where possible making use of low cost airlines and/or special offers, may be reimbursed.  We will reimburse the cost of travelling by public transport to the airport.  You must contact DFID in advance for approval before incurring any other air travel costs.
No other expenses will be met except for car parking fees, tolls and ferry costs.  Receipts must be provided.

Taxi - Fares will normally only be reimbursed for journeys where there is no other suitable method of public transport.  Claims may be limited to the cost of public transport.

Car – If you travel by car the rate is 25p per mile in the UK.  DFID discourages the use of a private motor vehicle (car or motor bike) for official travel, and encourages candidates to consider whether this is the most appropriate means of travel.  Mileage claims may be limited to the cost of public transport.

Visas – If you require a visa to attend and assessment centre/interview, DFID will not reimburse this.

Accommodation
We will also reimburse one night’s stay at the assessment centre or interview location if you live too far away to travel on the assessment day.  You must get approval in advance to stay away from home for more than one night at DFID’s expense.  If you have to pay for accommodation for any nights necessarily spent away from home you can claim the following:

· Hotel accommodation on a Bed & Breakfast basis up to a maximum of £85 inner London or £65 elsewhere in the UK.

· Plus we will pay actual expenses of up to £26 per night in a 24 hour period.  Receipts must be provided in support of your expenses claim.

External recruitment travel expenses and actuals claim form

Please complete in block capitals and submit within 4 weeks of the date of the assessment centre or interview or test.

Personal Details

	Full Name
	

	Address
	

	
	

	
	

	Telephone Number
	

	
	

	E-Mail Address (for remittance enquiries)
	

	Name and Date of Assessment Centre Attended
	


Payment will be by electronic means direct to a Bank Account, please therefore provide your bank details below:

Bank Details
	Bank Name
	

	Address
	

	
	

	
	

	
	

	Sort Code
	

	Account No
	

	Account Name
	

	IBAN (International Bank Account Number)*
	

	Swift Code
	

	Routing Method (i.e. ABA, Fedwire, BSB)
	

	Routing Code (i.e. ABA swift or sort code)
	


Details of Journey and Expenses

	Date
	Particulars of Journey

From/To

or Incidental Expense
	Mode and class of Transport used
	If by car please state mileage
	Travelling or Incidental Expense Costs*

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


* Receipts must be submitted for all travel and incidental expenses.  Claims may be reduced accordingly if receipts are not submitted.  Electronic claims will not be accepted.
Your Information

The Data Protection Act gives rights to individuals in respect of personal data held about them by others and as directed by the Act, you should know the following:

DFID is the Data Controller and is registered with the Information Commissioner for the purpose of the Data Protection Act 1998.

The information you give on this claim form will be used by DFID to reimburse travel and expenses incurred by you whilst attending an assessment centre/interview.  If you are provisionally selected for an appointment the details will also be used to pay any subsequent claims prior to appointment.

Any other disclosures will only be made if we are required to do so by any court order or similar process, or as required by law.

Declaration

I confirm that I have read the instructions above and necessarily incurred the expenditure claimed.

Name (Block Capitals):

Signed:

