Claim for Reimbursement Guidelines/Requirements
The State of Wisconsin Employing Agency has an agreement with the Office of State Employment Relations to reimburse an individual for expenses incurred while participating on interview panels for services performed.  These expenses will be paid through the use of the State of Wisconsin Travel Voucher form.   
Instructions to complete the State of Wisconsin Travel Voucher form:
1. Enter the name, social security number or Federal Employer Identification Number.  Enter mailing address in the Home Address box and complete Type of Employment box.
2. The individual serving on the interview panel must enter the days they participated in the complete interview process and state the allowable expenses that accumulated while serving on the interview panel. Enter days in the Month and Day of Travel box.  Please see below the allowable reimbursement rates subject to the current Uniform Travel Schedule Amounts of the State of Wisconsin Compensation Plan, (http://oser.state.wi.us).
a. Mileage:  Indicate departure time and arrival time, as well as, total number of miles traveled.   Travel mileage for personal vehicle use is at the current reimbursable rate of .685 per mile.
b. Meals:  Indicate the cost of meals (including tax and tip) by category.  A receipt must be attached with the reimbursement of meals.   The cost of intoxicants cannot be included.   Meal maximums are currently $8.00 for breakfast, $10.00 for lunch and $20.00 for dinner.   To be allowed reimbursement for breakfast, departure from the individual’s home must be prior to 6:00 a.m.; lunch, departure must be before 10:30 a.m. and return after 2:30 p.m.; dinner, return to the individual’s home must be after 7:00 p.m.
c. Hotel:  Hotel costs are reimbursable only if the individual is required to attend interviews for two or more consecutive days and the interview location is more than 70 miles from the individual’s home.   Reimbursement rate for hotel costs are allowable at the current rate of $70.00 per night, with the exclusion of Waukesha, Milwaukee and Racine counties where the maximum lodging rate is $80.00 per night.
3. The individual serving on the interview panel must: 

· acknowledge that the expenses requested are actual and reasonable.   
· sign the form.  

· give the completed form to the Agency or Department Supervisor for their signature and approval.   It is advisable to make a copy of the completed form for personal recordkeeping.
4. The hiring supervisor should acknowledge and be responsible for the following: 
· acknowledging whether or not the individual serving on the interview panel is a State of Wisconsin employee or University of Wisconsin Faculty member. 
· that the information completed on the reimbursement form is accurate.  
· to approve the reimbursement request by signing the form.   
· to submit the completed form to the Agency or Department’s purchasing unit for reimbursement to the individual serving on the interview panel.

