Candidate Travel Instruction Sheet

Typical Allowable Expenses for Candidates Interviewing at Southeastern Louisiana University

The Search Committee Chairperson/Department Head should ensure candidate is provided with the maximum allowed
rates for reimbursement prior to candidate making any arrangements.

In order for a Candidate to be reimbursed for expenses incurred while traveling to Southeastern Louisiana University, there
are required forms that must be submitted. These forms should be requested from the candidate as soon as possible so
they can be routed for approval prior to the candidate’s travel.

o Travel Approval for Non-State Employee Form o Vehicle Rental Form
o Non-Employee Acknowledgement (to be kept in Interviewing Department files)

For OUT-OF-STATE TRAVEL, when a candidate elects to drive instead of flying, he/she is limited to reimbursement of 99
miles when using a personal vehicle. The candidate can request a rental car if they can demonstrate it is a lower cost than

the flight. A quote from Christopherson Business Travel will be required as an attachment on the electronic Vehicle Rental
Form in Workday.

If FLYING, candidate can be reimbursed up to the state allowed


http://www.southeastern.edu/admin/controller/facultystaff/travel/Non-State_Employee_Form_012121.pdf
http://www.southeastern.edu/admin/controller/facultystaff/travel/assets/Vehicle_Rental_Form_030921_WD.pdf
http://www.southeastern.edu/admin/controller/facultystaff/travel/Nonstateemployeeuseofstatevehicleacknowledgement6-3-16.pdf
http://www.southeastern.edu/admin/controller/facultystaff/travel/assets/Vehicle_Rental_Form_030921_WD.pdf

reimbursement up to the state allowed rate. (A receipt showing a $0 balance will be required for reimbursement and
should be obtained when checking out of the hotel.)

Candidate should keep all receipts! Most expenses require original receipts to be eligible for reimbursement.

After travel, candidate should send all original receipts to the department along with any originals of required forms not
already submitted. The department Administrative Assistant will prepare and submit an expense form for reimbursement
for the candidate.

The University will process reimbursement requests once all required documentation is received in the Accounts Payable
Office. If you have any questions about your reimbursement, please contact the interviewing department.
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