College of Liberal Arts
Request for Faculty Search Travel Expense Reimbursement 

Required documentation: request form and travel receipts (airfare, ground transportation)

Submit all materials to the Office of the Associate Dean for Faculty and Research, 212 Johnston Hall, 3774
_____________________________________________________________________________________
Unit Name, Unit Number:
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Requisition Number:

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Position Title:



     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

_____________________________________________________________________________________
Name of faculty candidate

Dates of Visit


Transportation Costs


International?

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

     

 FORMTEXT 
     

 FORMTEXT 
     

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

YES/NO






     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

     

 FORMTEXT 
     

 FORMTEXT 
     

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

YES/NO

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

     

 FORMTEXT 
     

 FORMTEXT 
     

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

YES/NO

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

     

 FORMTEXT 
     

 FORMTEXT 
     

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

YES/NO


                                                             
ACCOUNT TO BE CREDITED:
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     



TOTAL REIMBURSEMENT (for college use only):

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Unit Approval:          ____________________________________________________________



        

  Preparer






                                             Date
CLA Approval:         _____________________________________________________________

                                  Faculty and Research/Fiscal Administration                                 Date
The college will reimburse actual costs (airfare and ground transportation) for faculty candidates brought to campus as finalists for regular faculty positions, not to exceed $2,500 per search.  The college will provide supplementary funding totaling up to $500 per candidate for those traveling internationally, if necessary.    

All other search-related costs are the unit’s responsibility, including advertising and mailing, travel expenses in excess of those specified, lodging and meals, dinners with finalists, faculty travel to attend professional meetings to recruit and screen candidates, and any other expenses incurred in the course of conducting the search.  Faculty and Research will authorize the reimbursement, and Fiscal Administration will transfer funds following completion of the interviews.
Last updated September 2010 – CLA Faculty and Research, CLA Fiscal Administration
















