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Interview Reimbursement Policy
1. Introduction
This comprehensive Interview Reimbursement Policy outlines the procedures and 
guidelines for reimbursing candidates for expenses incurred during the interview 
process. Our organization is committed to attracting top talent and ensuring that 
financial constraints do not hinder qualified candidates from participating in our 
interview process.

1.1 Purpose
The purpose of this policy is to:

Establish clear guidelines for reimbursable expenses

Ensure fairness and consistency in the reimbursement process

Promote transparency in our hiring practices

Attract a diverse pool of candidates by removing financial barriers

1.2 Scope
This policy applies to all candidates invited for in-person interviews, regardless of 
the position or department they are applying for. It covers both local and out-of-
town candidates.

2. Eligible Expenses
The following expenses are eligible for reimbursement under this policy:

2.1 Transportation
Airfare: Economy class tickets for flights

Train or Bus: Standard class tickets

Personal Vehicle: Mileage reimbursement at the current IRS rate
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Rental Car: Economy or compact car rentals

Taxi, Ride-sharing, or Public Transportation: Fares to and from the interview 
location

2.2 Accommodation
Hotel: Up to two nights in a standard room at a mid-range hotel

Airbnb or Similar: Equivalent to hotel costs, subject to approval

2.3 Meals
Per Diem: Daily allowance for meals and incidentals as per GSA rates

Interview Day Meals: Provided by the company during the interview process

2.4 Other Expenses
Parking Fees: At airports, hotels, or interview locations

Baggage Fees: For one checked bag, if necessary

Internet Access: Reasonable charges for internet access during travel

3. Reimbursement Process
3.1 Pre-Approval
Candidates must obtain pre-approval for all expenses before making any 
arrangements. The hiring manager or HR representative will provide a pre-
approval form outlining the estimated expenses.

3.2 Booking Arrangements
Candidates have two options for booking travel and accommodation:

Company-Assisted Booking: Our HR department can make arrangements on 
behalf of the candidate
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Self-Booking: Candidates may book their own travel and accommodation, 
subject to the limits outlined in this policy

3.3 Documentation Requirements
To be eligible for reimbursement, candidates must submit:

Completed reimbursement form (provided by HR

Original itemized receipts for all expenses

Boarding passes for air travel

Mileage log for personal vehicle use

3.4 Submission Deadline
All reimbursement requests must be submitted within 30 days of the interview 
date. Requests submitted after this deadline may not be honored.

3.5 Review and Approval Process
The HR department will review all reimbursement requests within 5 business days. 
Any discrepancies or questions will be communicated to the candidate promptly.

3.6 Payment Method
Approved reimbursements will be processed through one of the following 
methods:

Direct deposit (preferred method)

Check mailed to the candidate's address

Electronic payment platforms (e.g., PayPal, Venmo)

3.7 Processing Time
Candidates can expect to receive their reimbursement within 1015 business days 
after approval.
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4. Special Considerations
4.1 International Candidates
For candidates traveling from outside the country:

Visa application fees may be reimbursed

Currency exchange fees are eligible for reimbursement

Additional travel time may be approved for long-distance travel

4.2 Candidates with Disabilities
We are committed to accommodating candidates with disabilities:

Additional expenses related to accessibility needs will be covered

Special transportation arrangements can be made upon request

4.3 Virtual Interview Expenses
For candidates participating in virtual interviews:

Reasonable costs for upgrading internet service for the interview may be 
reimbursed

Rental of necessary equipment (e.g., webcam, microphone) can be covered

5. Non-Reimbursable Expenses
The following expenses are not eligible for reimbursement:

Alcoholic beverages

Entertainment or recreational activities

Expenses for accompanying family members or friends

Upgrades to business or first-class travel

Personal items or souvenirs

Travel insurance (unless required for international travel)
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Fines or penalties incurred during travel

6. Policy Compliance
6.1 Auditing
The company reserves the right to audit all reimbursement requests. Random 
audits may be conducted to ensure compliance with this policy.

6.2 Fraudulent Claims
Submission of fraudulent reimbursement claims will result in:

Immediate disqualification from the hiring process

Potential legal action in severe cases

6.3 Policy Exceptions
Exceptions to this policy may be granted in extraordinary circumstances. All 
exceptions must be approved in writing by the Head of HR and the Department 
Head.

7. Policy Review and Updates
This Interview Reimbursement Policy will be reviewed annually to ensure it 
remains competitive and aligned with industry standards. Any changes to the 
policy will be communicated to all relevant parties and updated in the company's 
official documentation.

8. Contact Information
For questions or clarifications regarding this policy, please contact:

Human Resources Department

Email: hr@company.com

Phone: 555 1234567

mailto:hr@company.com
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9. Acknowledgment
By participating in the interview process and submitting a reimbursement request, 
candidates acknowledge that they have read, understood, and agree to comply 
with this Interview Reimbursement Policy.

Last Updated: September 16, 2024

Policy Owner: Human Resources Department


