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RECRUITMENT EXPENSE REPORT
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To:    Search Chair

Instructions: 
Congratulations on successfully recruiting and recommending a qualified and diverse candidate for hire.  Now that the position vacancy has been filled, please complete the following information.  This completed form should be sent to Human Resources-Employment Services as a scanned document and attached to the job opening in the Activities and Attachments section of the Recruiting Solutions job opening panel along with any remaining files/data submitted to close out the search.  The form can also be sent along with any other search closeout files through campus mail to +4731.   
	Date Completed:
	Click here to enter a date.
	Job Opening No:
	     

	Job Title:
	     

	No. of Search Committee Members:
	     



Estimated total hours invested by committee:       
(Estimated total hours invested by search committee members should include the following recruitment functions:  screen applicant materials, interview, write job advs, reference checking, candidate entertainment, conference attendance to recruit applicants, etc.)

Recruitment expense data should include:
	· Travel Expenses for committee members to include air travel, gas mileage, hotel, meals.
	[bookmark: Text9]$      

	· Travel Expenses for candidates to include air travel, gas mileage, hotel and meals.
	$      

	· Advertising Expenses (i.e., print ad copies such as journals, flyers for distribution at conferences, etc.)
	$      

	· Background Check Expenses

	$      

	· Successful Candidate Relocation Costs

	$      

	· Other Expenses: List here       
[bookmark: Text12]       
	$      

	
Total Expenses
	
$      
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