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Human Resources 

Interview Expenses Procedure
Recruitment and Selection
The University asserts that its staff are its greatest asset holding all categories of staff in equal esteem.  Reasonable expenses for attendance at interview will be paid to candidates, governed by the following regulations. Please contact a member of the Recruitment Team if you require clarification, in advance of incurring any such expenses. Pre-approval must be sought before any expenses are incurred.
Travel:
Candidates travelling from within Ireland will be reimbursed for the cost of a train, bus or car journey to and from the interview. Candidates are asked to use public transport where possible.  
Candidates travelling from overseas are asked to avail of the cheapest fare available (e.g., economy airfare, boat or train travel). 
Total travel fare limits apply as follows;

United Kingdom - €250 

Europe - €500 

Outside of Europe - €1,000 to €1,500 
Any expenses in excess of the travel fare limits will require approval from the Executive Committee member responsible for the area. Long haul flights that cost more than €1,500 may be considered but also require the President’s approval. 

Prior approval of the proposed arrangements must be sought before any such expenses are incurred.

Accommodation:
Candidates for whom overnight accommodation in Limerick is necessary must stay in the accommodation arranged by the University. Please notify us of your accommodation requirements as early as possible. The accommodation booked by the University will be located within the vicinity of the University of Limerick campus. Once your reservation has been confirmed, you will be notified of the accommodation name, address, eircode, and phone number. 
Receipts:
An expenses claim form will be forwarded to you by a member of the Recruitment Team. All claims for expenses must be supported by receipts and attached to the University claim form. Please return to the Recruitment Section, by email to erecruitment@ul.ie 
Expenses reimbursed may be subject to an overall limit as determined by the relevant department and will be specified in your invitation letter.

RECEIPTS MUST BE SUBMITTED IN RESPECT OF ALL COSTS CLAIMED.

Notes:
All expense claims must be received within 2 months following date of interview. Claims received after this date will not be paid. Please note it can take up to 2/3 weeks to process your expense claim. Payment will be made by bank transfer; please complete all bank details required on the form in order for payment to be made directly to your bank.
Campus:
Additional information on the University of Limerick is available on our website www.ul.ie
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