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Interview Expenses: Guidance on Reimbursement  
 

 

In normal circumstances an applicant can claim the cost of:  

 

 Travel (within the UK) to the interview by public transport.  

 Reasonable expenses for meals and refreshments.  

 Cost of accommodation if the return journey cannot be made within one day.  
 
Reimbursement will be made for the cost of an applicant, living out with Edinburgh, 
travel to interview reasonable expenses for meals and refreshments, and the cost of 
accommodation in Edinburgh if you cannot make the return journey in one day.  All 
claims should be supported with receipts. 
 
For interviewees from overseas, reimbursement levels should be agreed in advance with 
the relevant School or department. 
 
The Interview Expenses Claim Form can be found at http://www.ed.ac.uk/finance/for-
staff/forms 
 
 
Travel 
 
Travel should normally be by the cheapest means of transport. Generally, this will mean 
standard class rail travel, economy class air travel and public transport within Edinburgh 
and other cities. 
 
If the applicant’s own car is used to travel to interview then the approved mileage rate for 
expense claims can be found on the HMRC website. However, this arrangement will 
apply only where the total return journey is not more than 120 miles. This distance limit 
may be waived if public transport is not a practical mode of travel, or if it can be shown 
that by coming by car the cost of an overnight stay will be saved. If a car is used for 
journeys in excess of 120 miles and it does not meet the above criteria then the cost of 
public transport or petrol costs, whichever are the cheaper, will be reimbursed. 
Exceptions to this rule apply for candidates with a disability.  
 
Reimbursement of domestic airfares is made where, either:  

(a)   The cost would be less than that incurred by using other forms of public transport, 
or  

(b)   The cost of the airfare would be less than that incurred by using other forms of 
public transport together with the costs of a necessary overnight stay due to the 
length of the journey.  

 
 

 

 

http://www.ed.ac.uk/finance/for-staff/forms
http://www.ed.ac.uk/finance/for-staff/forms
https://www.gov.uk/expenses-and-benefits-business-travel-mileage/rules-for-tax.
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Accommodation and Subsistence 

 
Where an overnight stay is required, the University should make bookings and the 
candidate informed of arrangements.  
 
Meals can be claimed for absence from home of over four hours.  No specific rates are 
set for breakfast, lunch or dinner. It is for the authoriser of the expenses to judge 
whether excessive expenditure is being claimed and if that is the case not to fully 
reimburse that claimed.   
 
Other subsistence costs incurred will be met where supported by receipts for 
expenditure. Reimbursement for alcoholic beverages is not permitted.  
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http://www.ed.ac.uk/finance/for-staff/forms
https://www.gov.uk/expenses-and-benefits-business-travel-mileage/rules-for-tax
https://www.ed.ac.uk/finance/

