Recruitment Expenses

We have a limited budget for recruitment of positions, so we would like to maximize our resources wherever possible. The following are guidelines, please discuss any concerns with Human Resources.

Advertisements will be placed by Human Resources. All positions are posted internally. Non-exempt positions are generally placed in the Union-Bulletin for two consecutive Sundays, posted at Walla Walla Community College and at WorkSource. Advertising for exempt positions is determined by the position. Any on-line postings with professional organizations should be done by the hiring supervisor.
Airfare/Lodging is generally available for up to three finalist candidates for exempt positions. For the most part, candidates will stay at the Marcus Whitman Hotel where room and tax are the only allowable charges. Charges are a direct bill to our office. Please see Mary Luckstead for details.

Car Rental/Mileage reimbursement: must be approved in advance by Human Resources.
Meals:
Non-exempt positions: In general, the recruitment budget will pay for one meal per final candidate and hiring supervisor. This is generally a breakfast or lunch at a local restaurant.

Exempt positions: In general, the recruitment budget will pay for one dinner for each search committee member to a maximum of $50.00 per person for dinner (including tax and gratuity) plus meals for each finalist candidate. That said, large committees should attempt to keep their expenses minimal where possible.
Reimbursement: Please complete the Recruitment Information Expense log. At the completion of the search, a copy of this log will be returned to you for your information. Any unapproved expenses will be charged to your department. 
