Interview Candidate Travel – Info for Search & Screen Committees
The Dean for the Department must approve in advance the reimbursement of travel expenses related to applicant interviews for unclassified staff positions.  Consideration for partial reimbursement is permitted, but the same consideration must be given to all candidates. 

It is preferable for the University to direct pay some expenses for travel of an interview candidate.  Where that is not possible, the applicant should be informed of the travel policies in advance to avoid incurring expenses that cannot be reimbursed. Some guidance for typical travel items:
Hotel - The campus department should make the hotel reservation for the candidate, requesting “State government” rates.  The department will need to provide the tax exempt number to the hotel.  You should not pay more than the State rate (currently $70 for Whitewater or Madison hotels, $80 for Milwaukee – NO TAXES – we are tax exempt).  Tax exempt cards are available from the Department Chair’s Office or from Financial Services.  If you are quoted higher rates, call another hotel, as there are many that offer the State rate.  Since interviews are typically mid-week (avoid Friday stays whenever possible), it should be possible to obtain this rate.  Using a Whitewater hotel is best, as there is less competition for the rooms so you are more likely to get the State rate, and we develop good relationships with community businesses.  
An original itemized receipt is required to support procurement card payment or travel expense report reimbursement.  We do not pay for movies, meals, etc as part of the hotel costs, so the applicant should be made aware of this and pay for these costs separately.  If the department makes the reservation and payment arrangements for the hotel, this can be arranged with the hotel directly.  If the department is incorrectly charged for services, you should call the hotel to obtain a credit for the inappropriate charges immediately.  When the charges are paid directly by the University, it is easier to get any errors corrected.  If the applicant pays more than we allow (such as sales tax), we cannot correct the error, and we cannot reimburse the extra amount paid.  

Mileage – If the applicant prefers to drive their personal vehicle rather travel by air, and the cost of mileage round trip is less than a coach fare airline ticket from the applicant’s home, mileage is allowable from applicant’s home to Whitewater and return.  We will verify the mileage claimed is address to address, so any personal miles should not be claimed.  The applicant will not be paid for gas or other car related expenses, as this is included in the mileage rate.
Airfare – The campus department should check the airfare possibilities.  The lowest logical fare should be used.  We do not pay for first or business class fares.  Interviews should be scheduled far enough in advance to permit a reasonable airfare.  Interview applicants who desire certain airlines, or specific accommodations should discuss this with the department before booking a flight, and the department should determine if the accommodation can be granted based on comparison prices of other tickets.  Flights to Milwaukee are generally cheaper than flights to Madison. The ticket should be paid for by the applicant and reimbursed on a TER.  
Car rental – Determine if a car rental is needed.  The department may want to consider that having the interview candidate picked up at the airport or hotel is an opportunity for discussion, much like a lunch with the candidate, and may be less costly than a rental car.  If a rental is the best alternative the campus department should reserve the car using the required vendor (currently National - Big 10 contract #5766241), as the rates we pay include collision and liability insurance.  The appropriate contract and the tax exempt information is provided to the company.  The applicant will need a letter from the University indicating that he/she is traveling on business with the University and that contract rates will apply.  The applicant will have to pay for the cost of the rental, but will be reimbursed on a TER.  No additional charges will be paid for upgrades, personal miles, etc.  

Meals – The same guidelines for meal maximums, times, etc. apply for applicants as those for state employees.  Meals in excess of the maximum will be reimbursed at the maximum (currently 8.00 breakfast, 9.00 lunch, 17.00 dinner).  If an employee takes the applicant to lunch, he/she can pick up the cost of the lunch, but maximums still apply for each person in attendance.  The employee should submit a TER for reimbursement, list all people in attendance and attach the itemized receipt for the meal.  Number of staff in attendance for meals should be limited to avoid unnecessary cost, as other opportunities to meet the candidate should be made available.  Generally two staff/search & screen members and the candidate are acceptable.
Travel Expense Report (TER) - Anything being requested for reimbursement must have original receipts, and the TER must be an original with original signatures.  It is best to try to get these documents from the candidate before the person leaves campus, as you can verify the information is sufficient before he/she is gone.  Any expenses charged on the department’s procurement card related to the applicants visit, such as the hotel bill, must have a copy of the receipt attached to a TER for the applicant.  These direct charged expenses are shown in the shaded direct billed column and not included in the reimbursement request total.  
A daily agenda/schedule for the applicant’s interview is a good source of information to support the TER.  In addition, it provides the applicant with an easy to follow timeline, provides the names of people for easy reference, and can be used by other employees who may incur expenses related to the interview.  Typically an agenda would include:

· Applicant name

· Interview date

· Department

· Position being interviewed for

· Hotel name and confirmation #

· Rental car company reservation (if applicable)

· If being picked up at airport, name of employee picking up

· Agenda of meetings throughout the day 

· Scheduled lunch or dinner with employee – names of attendees

· If being returned to airport – name of employee returning 
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