Request for Authorization to Reimburse
Unclassified Job Applicant for Interview Expenses

1. Exact title of open position:        
2. Name of applicant::  
     
3. Home address:        


       
4.  Email address:
     

5.  Estimated cost (or amount thereof to be reimbursed) and brief summary of what expenses will cover:

     
6. Basis for determining that reimbursement for interview expenses are a necessary part of the effective recruitment process:

An on-campus interview is a necessity in order to expose the candidate to the many persons who are involved in the decision-making process and to permit an evaluation of the candidate’s performance.  It is customary in the business world to pay the expenses of persons interviewing for management positions.  Educational institutions, in order to be competitive, have had to adopt this practice.  We are attempting to recruit top-quality talent and cannot expect them to come to campus unless we are competitive and offer to pay their expenses.
REQUIRED APPROVALS:


Signature



       Date

Department Chair/Director

_______________________

     
Dean





_______________________

___________

Provost/Vice Chancellor


_______________________

___________

or Associate Provost
NOTE:  One signed copy of this report must accompany each Travel Expense Report.
