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Candidate Travel 
 

 

Funding request for interview candidates travel expense  
(Funding is for Faculty positions and staff positions at Director level and above only) 
 
The designated departmental administrative support will work with an HR representative to seek approval for applicants 
traveling to campus as soon as the candidates have been identified.  
 
To be able to acquire funding for candidate travel a Travel Request (Concur) must be completed and routed for approval 
by Human Resources prior to booking any travel. 
 
AIRFARE (Concur- for requests and final expenses) 
Airfare must be booked 14 days in advance of flight.  Airfare is booked thru Concur.  For any airfare travel that is booked 
sooner than 14 days in advance all additional costs will be incurred by the department.  
 
MISC (Concur – for requests and final expenses) 
For miscellaneous items such as airport parking, etc please estimate. 
All receipts will be required for miscellaneous items from candidate. 
 
MEALS  
Reimbursements for the Candidate (Concur) - Meals are only reimbursed if an overnight stay occurs.    
University Members (FAMIS) - We are only allowed to reimburse the candidate for meals, not committee members.  
 
TRANSPORTATION (FAMIS) 
Determine what is more cost effective; rental car or mileage. (Example: If a candidate is driving in from Austin, we would 
rent a car and pay for fuel rather than pay them mileage). See Mileage Calculator 
 
Rental cars require an E#.  
 
Candidates traveling less than 100 miles round trip will NOT be reimbursed for mileage.  
NOTE: Committee members are NOT allowed to pick up the candidates. Anyone picking up candidates will be reimbursed 
the cost of rental car and fuel not mileage. (Concur) 
This is a helpful link when figuring gasoline reimbursement: http://www.roadtripamerica.com/fuel-cost-calculator.php 
 
HOTEL (FAMIS) 
If a hotel room is needed, an E# is created and rooms are reserved at the Magnuson Hotel located in Commerce, TX.  
903-886-4777  
 
 


