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These On-Campus Interview Expense Reimbursement Guidelines pertain to all CSU Stanislaus departments 

and self-support enterprises.    

 

Funds for personnel recruitment are very limited.  Adherence to the following expense reimbursement procedure is 

required in order to maximize the use of funds allocated for this purpose.  Recruitment funds are not allocated for 

the recruitment of temporary faculty positions.   

 

Candidates are not to be brought to campus or promised that travel expenses will be reimbursed until an On-

Campus Interview (OI) number has been assigned by Accounts Payable in Financial Services.     

 

PROCEDURE: 

A. On-Campus Interview Expense Reimbursement Authorization (before issuing an invitation 

to the candidate to come to campus): 
1. Complete an On-Campus Interview and Travel Allowances for Recruitment Form (OI form) found on 

the Travel web site. http://www.csustan.edu/FinancialServices/Travel/ 

 

2. Secure approval of the hiring department Chair/Manager, the AVP/College Dean, and the appropriate 

Vice President.   

 

3.  Deliver the OI form to Accounts Payable in Financial Services to obtain an OI (On-Campus Interview) 

number.   

 

4.  Contact the candidate and provide them with the OI number and the approved reimbursement amount.  

Instruct them to use the OI number when filing their request for reimbursement. 

 

B. On-Campus Interview Travel Expense Reimbursement Criteria 

1. Air travel will be reimbursed at the “economy” rate from the point of origin to Sacramento, Modesto, 

or San Francisco.  The Department shall consult the candidate as far in advance as possible in order to 

obtain the best airfare (at least 7 days - if not, fares have become prohibitive)  Note:  If the applicant 

is from outside the U.S., payment will apply only to that portion of the fare for travel within the 

United States. 
 

2. Reimbursement is allowed for travel from the candidate’s home to and from the airport at the 

established mileage reimbursement rate (currently .556 cents per mile). 

 

3. Reimbursement for candidate travel to the campus by personal auto is reimbursed at the established 

state rate mileage reimbursement rate (currently .556 cents per mile). 

 

4. CSU Stanislaus employees providing transportation for a candidate to and from the airport are not 

required to submit a travel request.  A travel claim may be submitted for reimbursement for mileage 

using the OI number. 

 

5. Enterprise Car rentals (State Contract):   Enterprise rent-a-car has an on-line service 

www.enterprise.com for renting a car using a credit card.  To obtain the state rate use the Account 

Number DB30S05  in the “Optional: Corporate Account or Customer Number box.  At the prompt for 

Company’s Name enter CSU.     

 

6. Travel Expenses for Handicapped Applicants - If any applicant called for an interview has a physical 

handicap requiring a traveling companion, the companion may be reimbursed for travel and 

subsistence expenses under the rules applicable to the candidate. 

 

 

C.  On-Campus Interview Meals and Lodging Reimbursement Criteria 

1. Normally, candidates will be housed at the Turlock Holiday Inn Express or the Fairfield Inn.  

Reservations should be made by the sponsoring Search Committee prior to the arrival of the candidate 

on campus.  The University rate for a single room is $ 84 to$89.  In order to get this rate with no tax 

a “Hotel/Motel Transient Occupancy Tax Waiver Exemption Certificate for State Agencies” 

should be filled out and faxed to Holiday Inn @ 664-9998 or the Fairfield Inn @ 668-3833 

 

http://www.csustan.edu/FinancialServices/Travel/
http://www.enterprise.com/
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2. Rooms at the Holiday Inn Express/Fairfield Inn are to be charged to Financial Services using the OI 

number and providing the tax exempt form.  Candidates should be advised they will need to provide a 

credit card for any miscellaneous charges since we only cover room charge.  The Holiday Inn 

Express/Fairfield Inn has been advised of this policy and will request payment from the candidates for 

such charges.  Candidates will not be reimbursed candidates for long-distance phone calls, 

laundry, bar bills, etc., charged to their motel rooms.  (A nice breakfast is included with the 

room at Holiday Inn Express and the Fairfield Inn). 

 

3. Reimbursement of meals and lodging will be for a candidate only.  Candidates should be informed of 

this prior to their visit. 

 

4. Meal reimbursement claims:  

a. The maximum daily meal allowance is a maximum of $55 a day, subject to submittal of original 

itemized receipts from the restaurant.   

 

b. Entertainment expenses (including the purchase of alcoholic beverages) cannot be reimbursed.   

  

D.  Travel Claim Procedures 

1. Obtain the original receipts for all expenditures from the candidate.   

 

2. Complete a Travel Claim for reimbursing each candidate using the OI number as the Trip #.  A Travel 

Claim form can be accessed on the Travel web page 

http://www.csustan.edu/FinancialServices/Travel/index.html.  Attach original receipts (including 

itemized meal receipts) to the Claim.   

 

3. Lodging is only entered on the Claim if the candidate paid for the room.  Lodging billed directly to the 

University will be charged to the appropriate department by Accounts Payable. 

 

4. Obtain the candidate’s signature and the appropriate authorizations on the Claim and submit it to 

Accounts Payable in Financial Services. 

 
Any questions not covered above, or for more clarification, please call Eleanor Carpenter, Travel Coordinator 667-

3983 or email at ECarpenter@csustan.edu 

 

http://www.csustan.edu/FinancialServices/Travel/index.html
mailto:ECarpenter@csustan.edu

