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ACADEMIC STAFF RECRUITMENT FUNDS 
(Supersedes 93-3 issued July 11, 1994) 

 
Purpose:  The purpose of the reserve funds for academic staff recruitment is to reimburse
academic units for costs associated with locating candidates for existing academic positions,
verifying credentials of such candidates, and reimbursing candidates for expenses incurred for
invited interviews.  Travel by academic administrators, or their designees, to professional society
meetings for the primary purpose of recruiting of academic staff will be supported by staff
recruitment funds only as follows:  with prior approval, when authority to recruit for a specific
position has been granted, up to $496 ($400 travel plus two days' lodging and meals at $70/day
and $26/day respectively) per meeting visit may be reimbursed; however, for each meeting visit
there will be a reduction of one candidate-to-campus visit.  Hospitality expenses, payable from
Foundation funds, shall be the responsibility of the units.  Support from the OAA's Hospitality
account must be requested in writing and approved in advance (see p. 3).
 
Policy:  Academic units will be reimbursed by the Office of Academic Affairs for costs incurred in
the recruitment of academic staff.  Maximum expenditures generally allowable per position or,
unless otherwise noted, per candidate are as follows:   

Advertising $500
Duplicating/Printing $ 25
Hospitality (per candidate) *
Lodging (per candidate/per day) $ 70
Meals (per candidate/per day) $ 26
Transportation (per candidate) $500

 
Costs greater than the above amounts require authorization by the Vice Chancellor for
Academic Affairs prior to expenditure.  

Only under extenuating circumstances will more than three candidates for any one position be
invited for interviews.  (But see statement on recruiting at meetings under "Purpose.")  However,
visits by a person who is a member of a protected minority may be supported in addition to the
three regular candidates.  Advance approval by the Office of Academic Affairs is required. 
 
Candidates should be sent a copy of the attached statement so that they are informed prior to their
visits that they will be expected to pay their own expenses and, upon their submitting proper
receipts, will be reimbursed according to current University policy.  Copies of the statement are
available from the deans/directors/chairs or from the Office of Academic Affairs.  In each case the
billing should be in the candidate's name.
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Procedure:  Requests for academic staff recruitment reimbursement should be  forwarded to the
Office of Academic Affairs via the dean/director with appropriate documentation. 

Requests for a candidate's travel, meal, and lodging expenses should be made in triplicate on Form
17C, "Request for Approval for Reimbursement of Expenses for Prospective Employee Interview
Trips," prior to issuing an invitation to the candidate.  (See Vice Chancellor for Academic Affairs
Memorandum 93-2) 

Reimbursement of travel to recruit at professional meetings:
Dean/director negotiates with Vice Chancellor in advance.  School/division pays excess of $496
or 10% of total cost, whichever is greater.

Reimbursement of candidate's expenses:
After the candidate's visit, academic units should submit to the Office of the Vice Chancellor for
Academic Affairs via the dean/director an Invoice Voucher indicating the academic unit's S&E
account number and reserve code 510, with the candidate's lodging, meal, and transportation
RECEIPTS and a copy of the approved Form 17C.

Reimbursement of host's expenses:
For transporting candidates, a Request for Authority to Travel on University Business (Form 17)
will be required unless the host is approved for blanket travel (Form 17B).  Requests for
University vehicles to transport candidates should be made on a Transportation Request (Form 1). 
Reimbursement for personal car mileage (in the event a University car is unavailable) will be
limited to the actual map mileage plus five miles for travel between campus and the candidate's
place of lodging;  no ancillary, sight-seeing mileage is reimbursable.  Short-term parking at the
Fort Wayne airport when picking up or returning a candidate is reimbursable.  The academic unit's
travel account number should be used on the Form 17 and/or Form 1 along with reserve code
510, which will result in a transfer of funds from the staff recruitment reserve when the actual
charge is entered.

THE CANDIDATE SHOULD PAY FOR ALL MEALS AND OTHER EXPENSES
DIRECTLY.  If, however, the department chair or his/her designee pays for a candidate's meal,
he/she is reimbursed via an Invoice Voucher to which is attached the original copy of the meal
receipt, itemizing the candidate's meal expense and indicating the academic unit's S&E account
number and reserve code 510.  See below for reimbursable allowances.  

The department chair or designee is reimbursed for the expense for hosting a candidate by
submitting a copy of the meal receipt via the dean/director to the Office of Financial Affairs. 
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Hospitality expenses to be paid by the Office of Academic Affairs must be requested in writing
and approved in advance.

Payment of a host's meal:  Reimbursement of a host shall be limited to $6.50 for breakfast, $6.50
for lunch, and $13.00 for dinner.  Receipts required.

Payment of a candidate's meal:  if a host pays for a candidate's meal instead of following the
normal procedure of the candidate's paying for all meals directly, the amount reimbursed to the
host shall be limited to the maxima for hosts' meals (see preceding paragraph).  Receipts required.

Absence of a receipt:  if a candidate is unable to present itemized receipts for meals, the candidate
shall be reimbursed from the staff recruitment funds (up to the maxima specified above); the
campus host, without an itemized receipt, shall be reimbursed (up to the maxima specified above)
from the hospitality fund.

 
 
 

_________________________________________
Fenwick W. English 
Vice Chancellor for Academic Affairs 
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