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RECRUITING EXPENSE ADMINISTRATIVE POLICY

Statement of Care
This policy explains the proper use of University funds in recruiting employees and clarifies
which expenses may be reimbursed by the University.

Statement of Policy

To support the efforts of the hiring department in hiring a new employee, the Office of Human
Resources (HR) may reimburse expenses related to the recruiting process. All expenses related
to employment recruiting must be approved in advance by HR (unless the hiring department is
covering all expenses outright and not charging them to HR).

Recruiting expenses include but are not limited to advertising, travel (airfare or mileage),
meals, and hotel accommodations.

Advertising

HR posts the vacant position to JazzHR (our applicant tracking system), and to JobsND,
CatholicEdJobs (Cardinal Newman Society) and HigherEdJobs. To request additional postings
to discipline or industry specific job boards, please contact HR to discuss recruitment sources
and plans. Graduate Assistant/Volunteer Coach positions are not authorized for additional
paid advertising.

Travel

Once the date of the interview has been set (in coordination with the various departments and
the Office of the President) the Hiring Manager provides HR with that date, along with the
name of the final candidate or candidates requiring travel and lodging (all hiring for mission
materials should have been previously reviewed and submitted).

The Hiring Manager or his/her administrative assistant will work directly with the candidate
and Northland Travel to make travel arrangements. Flights are to be booked through
Northland Travel at the most budget-friendly rate that is feasible. (Northland Travel has billing
information for the University on file, along with the University’s corporate mileage-earning
accounts; i.e. United PerksPlus, AAdvantage Business, Delta Skymiles for Business.) The hiring
manager/administrative assistant submits the travel request via the online requisitioning
system. The Director of HR must approve the cost of the flight before booking.

Occasionally, the cost for flights in and out of Bismarck is unreasonable (i.e. $1200+). In such
cases, HR may elect to defray the expense by utilizing the University’s corporate miles, or
personal miles made available by the Office of the President.

Candidates traveling by private automobile are reimbursed at the approved IRS rate for mileage
only. The candidate must travel at least 100 miles one-way to interview for a full-time position
to be considered for reimbursement. The Hiring Manager is responsible for completing an
online requisition form to reimburse the candidate.
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Lodging

If the candidate is staying overnight, the guest suites available on campus are to be used. These
suites are nicely finished and fully-equipped at hotel quality (an exception is that they are not
furnished with a television). Please contact events@umary.edu to book guest suites (see page
23 of the Event Policy). If a guest suite is unavailable, pre-approval is required from HR before
a hotel room is booked. Once approval is given, the hiring manager should consult with the
purchasing department for a list of hotels that offer the University a negotiated rate.

Meals

Hosting on-campus interviews gives us a unique opportunity to extend our Benedictine
hospitality. The Breton Salon is available for reservations through 25Live for private groups, or
you may choose to dine in the Crow’s Nest. You may also choose to host a meal at an outside
restaurant if the Breton Salon is not available.

Human Resources will reimburse the department for the cost related to one meal during which
the interview is conducted. Please limit the number of diners to 5 members from the search
committee (additional diners, if needed, should be charged to the department and will not be
reimbursed from HR’s recruitment budget). We suggest providing guest passes for the Crow's
Nest Campus Restaurant or Marauders Cove Coffee Bar to cover the candidate's remaining
meals. If the candidate stays in an on-campus guest suite, guest passes are included.

If a department wishes to provide more than one formal meal for a specific candidate, it is
expected that the department will extend the same or similar treatment to all candidates. This
rule guarantees fairness and equal opportunity in the interview process through consistent
treatment for each candidate. The cost additional meals should be charged to the department
and will not be reimbursed from HR’s recruitment budget.

Alcohol

Human Resources encourages thoughtful consideration when serving alcohol during
recruitment meals, as these meals are part of the interview process. Hiring Managers and
members of the search committee are ambassadors of the University, solemnly responsible for
projecting a positive image, in accord with our mission. For guidance during interviews,
consult the “Interview Best Practices and Sample Interview Questions” document.

In cases where alcohol is served, you must obtain an alcohol permission slip from the Events
Office. This slip must be signed by the Executive Vice President and submitted with the
reimbursement request. Please note all reimbursable amounts must be reasonable, not lavish
or extravagant, per the University of Mary Alcohol Reimbursement Policy.

Reimbursement Procedure

As soon as possible, the Hiring Manager or his/her administrative assistant is to forward all
invoices related to recruiting expenses to the purchasing department for processing, clearly
indicating the name of the candidate on the request for reimbursement.

Approved
15 July 2026 by President’s Council
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