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UAR NUMBER: 31605
TITLE: Reimbursement of Expenses Associated With Interviews

ORIGINATOR(S):
Director of Human Resources

INITIAL ADOPTION: 05/23/1995
REVISION DATE(S): 3/07/1997; 9/10/2010; 04/25/2018; 1/12/2022, 7/1/2023

AUDIENCE: (SELECT ALL THAT APPLY)
vFACULTY v'OSTAFF STUDENTS  VENDORS vOTHER
(SPECIFY): Candidates

PURPOSE:

To establish general guidelines and procedures for reimbursement of expenses incurred by
candidates invited to campus for job interviews and members of the search committees associated
with faculty and approved staff positions.

SCOPE:

Candidates invited to campus for job interviews associated with faculty and approved staff positions
and search committee members.

. Formatted: Underline




DESCRIPTION (INCLUDE DEFINITIONS):

g

NTALLOWABLE EXPENSES RELATED TO SEARCHES:

The Office of Human Resources (OHR) will pay up front or reimburse expenses for two (2) candidate
interviews for staff positions at the Director level or above and tenure-track faculty positions for each
national search until initial budgeted funds are depleted. -Departments and offices will be responsible for
interview costs for additional candidate interviews.-

MANAGED TRAVEL SERVICESPROGRAM: The Travel Policies and Procedures Manual must be
reviewed prior to starting any requests for travel. The manual is managed by Travel Services in the
Office ol Procurement Services. A Travel Request will be utilized and completed to secure airfare,
lodging and rental cars for job candidates. -While it is our preference for candidates to pay travel costs
and then seek reimbursement, Fthese costs wittmay be paid directly by MSU—eheving—candidates—of
some-uptront-expenses—{ortravelng te-eampus{er—interviews, -All other expenses (personal vehicle
mileage, food and miscellaneous expenses) will NOT be noted on the Travel Request (these will be
entered on and reimbursed to the candidate using a Travel Expense Voucher).-

GUIDEINES REGARDING AIREARE:—The--hiring department or-office shouldinitiate a-Travel
Request in the hiring— superviser's-or committee chairperson’s name (“Feaveler -field)— Hwman
Resowrees—shall-be-entered-as—the—Supervisor—In-the-field—Speeial-Instructions—for-—Supervisor—eor
Frivel-Coordinator—plenseineludes 1) the name-of the seareh- 21 the-ninne-of the eandidaterand 3-an
et address tor the cundidate. When-booking-aisfire —a-Mapnsed Frave - P rogramreprasentitive il
reitelt out additionalantormation regiired-by—the—brapsportationSecuriyv—Admnisirntion L SA L Any
personal-demographietntormationneeded—Horbooking-purposes—will-be contidentind to- the Munaged
Fravel Progam—The{tHehiitnerary—information—will-be—previded by -a—ManagedTravel-Program
Fepresentative-via-ematbto-the hirmg supervisor-or-seareh-ehir- aswell-as-thejeb-candidate fassuming the

. Ve aroidody

INITIATING THE TRAVEL REQUEST: The hiring supervisor should contact the OHR to verify funds
are available before starting a travel request. The hiring supervisor should initiate a Travel Request in the
hiring supervisor's name (“Traveler” field) using the instructions provided in the Travel Policies and
Procedures Manual. Human Resources shall be entered as the “Supervisor™ In the field “Special
[nstruetions for Supervisor or Travel Coordinator,” please include: 1) the name of the job posting and the
naies ol the search committee members: 2) the name of the candidate; and 3) a phone number and email
address for the candidate.

GUIDELINES REGARDING AIRFARE: [fthere is a need for airfare, provide the necessary information
as required on the Travel Request. When hooking airfure, a Managed Travel Services representative may
reach out to seoure additional information required by the Transportation Security Administration (TSA),
/\n\r qumml denwLmnhiL infor I'(l.i'ilml t‘lt’..L(lul ['m lmukina)_uqlxu wiIl be cont -uh‘lliid] 10 ihu \hmh.,cd

p_muuhsm rc.prusuu.mu via s:mml to_the hiring supervisor as well as Ihc, Joh L.!I'Id[d.i[l: (assuming T.hr:
candidate’s email is provided).

GUIDELINES REGARDING LODGING: If there is a need for an overnight stay, please indicate
Hodeingon-the Travel- Request provide the necessary information as required on the Travel Request. -A
Managed Travel Services Pprogram representative will schedule lodging, as needed, for candidate travel.
ta-the field =Special lastruetonstor-Supervisor-orFravel Coordinator " please imclude: 1-thename-of




the—seareh: 24 the name of the eandidate: and 2-an—ematbaddiess—torthe vandidaie—The lodging
information will be provided by a Managed Travel Services Pregram representative via email to the
hiring supervisor o+—search—chair—as well as the job candidate (assuming the candidate’s email is
provided).-

GUIDELINES REGARDING CAR RENTAL: If a candidate requires a rental vehicle, indicate
“EnterpriveRent-A-Caron—the Fravel-Reguest provide the necessary information as required on the
Travel Request.— A Managed Travel Services Program representative will schedule a rental vehicle, as
needed. t-thefreld =Special-tastructionstor-Supervisororravel Coordinstorpleasemelude-the
naine-of-the-searchi-2)-the-name-of the candidate: and-3)-an-email-address-for-the-candidate.—The rental
car information will be provided by a Managed Travel Scrvices Program-representative via email to the
hiring supervisor e+—search—chair—as well as the job candidate (assuming the candidate’s email is

provided).

R SEMEEN RO RS Candiehties wil-beraimihussed-tor the aetibcost-ol the mesds—nil
Fe&eipi'-r e fﬁﬂ\—lffret”-ﬁf"rﬁ ~the Latversity's per-diem rate set-forth by the Liniversity’s travel regidations.
We will rermburse all meals at actualor-perdiem-but-nota-misture—there tore—Ha-eandidute requests
Ferrtbeent ob aetia b e sheoss i need e eiptrora sl - bspesses o adoshobie bevers oo it
peirthipthle — O dbpoirerbure serch-commitiee members formenl espenses, Fhese expenses
eui-hereimbursed-by-the-department-not-to-exeeed the-per-diem-rate-set-forth-by-the-Liniversity's travel

REIMBURSEMENT FOR MEALS: Candidates will be reimbursed al the per-diem rate set forth by the
University’s (ravel regulations. Up to 3 search committee members may be reimbursed at the
University's per-diem rate when interviewing a candidate for each meal sitting, either on or off campus.
If funds [rom the OHR have been depleted, then these expenses may be reimbursed by the department at

the University's per-diem rate.

OTHER EXPENSES: Other expenses related to interviews may be reimbursed upon recommendation of
the appropriate Vice President and approval by the Chicl Financial Officer (CFODireetor—of Hurpan
Resourees.-

ALTERNATIVE METHODS OF INTERVIEWING: Search committees shall make every effort to use
alternative methods for interviewing candidates, especially if it will be extremely costly to bring a
candidate to campus. Other means of interviewing may include, but are not limited to, telephone
conferencing and online conferencing,.-

candidates and search committee members will be pa1d bym OHR or by th LILleTi]‘l’lL‘nT il funds from
the OHR have been depleted at-the conclusion-of the-seareh proeess, Candidates should be advised by the
Chair of the Search Committee to -keep a record of all expenses, including mileage—+real-expenses and
any other expenses related to the interview. As-noted-above Matwillmake arrangementsforairtare,
rental-ear-and-lodging and-will- make paymenttor these-expenses— A Form W-9, Request for Tuxpayer
Identification Number and Certification, must be filled out by the candidate while on campus with a
handwritten signature; a digital signature will not be accepted. The Form W-9 needs to be sent to Office
of Procurement Services in order for the candidate to receive a vendor [} so the University can issue
payment to the candidate.

INITIATING THE TRAVEL REIMBURSEMENT: The hiring supervisor departiment-oreffice-will be
responsible for preparing -a Travel Expense Voucher form { Fravel Request-alse required-for employees)




for each candidate or search committee member requiring reimbursement. using the instructions provided
in the Travel Policies and Procedures Manual. The completed voucher must be«wml by-the candidate-or
seare b e et e e b stpe Py bt oo s pereiers s forwarded to
the OHR, OHR—will-assign-the number-of-the-aceount-tinstruetiopal-or —hw-litmmm! Reeruiting)-from
whieh-Hie-ewpenses wibbe-pard—The fvrmowib-be stoned-bvarreprosenmpe e - S and-berwarded-to
the Office sf-Aeeaunting-andmaneab Services—Fhe voucher will be audited and-processed-forfinal
disbursement:-The OHR will submit a Pay Request via Self-Service using the instructions provided in the
Travel Policies and Procedures Manual, A copy of the Travel Expense Voucher and approved Travel
request must be attached to the pay request. Pay Requests/Travel reimbursement forms are processed in
the order they are received by the Office of Accounting and Financial Services,

APPROVED BY:

VICE PRESIDENT: DATE:

APPROPRIATE INSTITUTIONAL REVIEW: DATE:

PRESIDENT: DATE:
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PURPOSE:

To establish general guidelines and procedures for reimbursement of expenses incurred by
candidates invited to campus for job interviews and members of the search committees associated
with faculty and approved staff positions.

SCOPE:

Candidates invited to campus for job interviews associated with faculty and approved staff positions
and search committee members.



DESCRIPTION (INCLUDE DEFINITIONS):
ALLOWABLE EXPENSES RELATED TO SEARCHES:

The Office of Human Resources (OHR) will pay up front or reimburse expenses for two (2) candidate
interviews for staff positions at the Director level or above and tenure-track faculty positions for each
national search until initial budgeted funds are depleted. Departments and offices will be responsible for
interview costs for additional candidate interviews.

MANAGED TRAVEL SERVICES: The Travel Policies and Procedures Manual must be reviewed prior
to starting any requests for travel. The manual is managed by Travel Services in the Office of
Procurement Services. A Travel Request will be utilized and completed to secure airfare, lodging and
rental cars for job candidates. While it is our preference for candidates to pay travel costs and then seek
reimbursement, these costs may be paid directly by MSU. All other expenses (personal vehicle mileage,
food and miscellaneous expenses) will NOT be noted on the Travel Request (these will be entered on and
reimbursed to the candidate using a Travel Expense Voucher).

INITIATING THE TRAVEL REQUEST: The hiring supervisor should contact the OHR to verify funds
are available before starting a travel request. The hiring supervisor should initiate a Travel Request in the
hiring supervisor’s name (“Traveler” field) using the instructions provided in the Travel Policies and
Procedures Manual. Human Resources shall be entered as the “Supervisor”. In the field “Special
Instructions for Supervisor or Travel Coordinator,” please include: 1) the name of the job posting and the
names of the search committee members; 2) the name of the candidate; and 3) a phone number and email
address for the candidate.

GUIDELINES REGARDING AIRFARE: If there is a need for airfare, provide the necessary information
as required on the Travel Request. When booking airfare, a Managed Travel Services representative may
reach out to secure additional information required by the Transportation Security Administration (TSA).
Any personal demographic information needed for booking purposes will be confidential to the Managed
Travel Services program. The flight itinerary information will be provided by a Managed Travel Services
program representative via email to the hiring supervisor as well as the job candidate (assuming the
candidate’s email is provided).

GUIDELINES REGARDING LODGING: If there is a need for an overnight stay, provide the necessary
information as required on the Travel Request. A Managed Travel Services program representative will
schedule lodging, as needed, for candidate travel. The lodging information will be provided by a
Managed Travel Services representative via email to the hiring supervisor as well as the job candidate
(assuming the candidate’s email is provided).

GUIDELINES REGARDING CAR RENTAL: If a candidate requires a rental vehicle, provide the
necessary information as required on the Travel Request. A Managed Travel Services representative will
schedule a rental vehicle, as needed. The rental car information will be provided by a Managed Travel
Services representative via email to the hiring supervisor as well as the job candidate (assuming the
candidate’s email is provided).

REIMBURSEMENT FOR MEALS: Candidates will be reimbursed at the per-diem rate set forth by the
University’s travel regulations. Up to 3 search committee members may be reimbursed at the
University’s per-diem rate when interviewing a candidate for each meal sitting, either on or off campus.



If funds from the OHR have been depleted, then these expenses may be reimbursed by the department at
the University’s per-diem rate.

OTHER EXPENSES: Other expenses related to interviews may be reimbursed upon recommendation of
the appropriate Vice President and approval by the Chief Financial Officer (CFO).

ALTERNATIVE METHODS OF INTERVIEWING: Search committees shall make every effort to use
alternative methods for interviewing candidates, especially if it will be extremely costly to bring a
candidate to campus. Other means of interviewing may include, but are not limited to, telephone
conferencing and online conferencing.

REIMBURSEMENT PROCEDURES: At the conclusion of the search process, authorized expenses of
candidates and search committee members will be paid by the OHR or by the department if funds from
the OHR have been depleted. Candidates should be advised by the Chair of the Search Committee to
keep a record of all expenses, including mileage and any other expenses related to the interview. A Form
W-9, Request for Taxpayer Identification Number and Certification, must be filled out by the candidate
while on campus with a handwritten signature; a digital signature will not be accepted. The Form W-9
needs to be sent to Office of Procurement Services in order for the candidate to receive a vendor ID so
the University can issue payment to the candidate.

INITIATING THE TRAVEL REIMBURSEMENT: The hiring supervisor will be responsible for
preparing a Travel Expense Voucher form for each candidate or search committee member requiring
reimbursement, using the instructions provided in the Travel Policies and Procedures Manual. The
completed voucher must be forwarded to the OHR. The OHR will submit a Pay Request via Self-Service
using the instructions provided in the Travel Policies and Procedures Manual. A copy of the Travel
Expense Voucher and approved Travel request must be attached to the pay request. Pay Requests/Travel
reimbursement forms are processed in the order they are received by the Office of Accounting and
Financial Services.

APPROVED BY:

VICE PRESIDENT: DATE:

APPROPRIATE INSTITUTIONAL REVIEW: DATE:

PRESIDENT: DATE:




