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PROSPECTIVE EMPLOYEE TRAVEL

REIMBURSEMENT APPROVAL REQUEST

I, _____________________________________ (Dept Head), hereby request approval to reimburse the prospective employee or Western Oregon University employee for travel costs related to this on-campus interview.  The prospective employee and I understand that meals and lodging will be reimbursed at no more than the instate per diem rates and the reimbursement request will be processed in the normal manner.

_________________________________________
____________________________
Department Head Signature

Date

Prospective Employee Name:  __________________________________________________________
Position:  ____________________________________________________________________________
Origin/Destination of Travel: ___________________________________________________________
Approximate Dates of Travel:  __________________________________________________________
Source of Funds (Index):  _________________  
 Max Amount Allowed:  ____________________

__________________________________________

__________________________________
Funding Approval (HR Director)



Date

__________________________________________

__________________________________

Dean’s Approval (if appropriate)



Date

______________________________________

__________________________________
Provost/VP Approval 




Date

Forward this completed form to the Business Office prior to the on-campus interview

This request conforms to the requirements of Section 11.01D[4] of the OUS Fiscal Policy Manual.
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