
 
 
 
 
 
 

          
Thank you for your interest in employment at MSUM! We are excited for you to join us on campus and wish 

you the best of luck during your interview! 
 

Below are some instructions and things to keep in mind when preparing for your travel expenses. 
 

Mileage/Flight Information: 

 Mileage: The standard IRS mileage rate for fiscal year 2023 is 62.5 cents per mile.  

 Airfare: We ask that airfare be arranged and purchased by the candidate. MSUM will reimburse the 
cost of your flight, one checked bag, and parking at the airport if necessary. Please check with Human 
Resources to verify whether an international flight is a reimbursable expense.  

Meals: 

o Meals – MSUM will cover up to $42 per day for candidates according to the per diem contract rates below. 
Please remember to keep itemized receipts for all of your meals. 

 Breakfast $10.00, Lunch $13.00, Dinner $19.00 

 Please note, per State guidelines, we are not able to reimburse candidates for the purchase of 
alcoholic beverages. 

o Lodging – The Search Chair for your position will be responsible for booking your lodging accommodations. 

                             **Please note, candidates should not charge meal or beverage expenses to their hotel room bill.  

Reimbursement: 

To be reimbursed for your interview expenses, please fill out the IRS W9 Request for Taxpayer ID Number form and 
return it directly to the Business Services Office below. This form can be completed any time before your interview to 
ensure timely processing of your reimbursement. 

 
Following the interview, if you have personally incurred expenses, please complete the Vendor Certification form and 
attach all itemized receipts. The completed form should be returned to accountspayable@mnstate.edu with signatures 
from the VP/Department Director and Ann Hiedeman in Human Resources. 

 
 
 
MSUM Business Services Office    MSUM Human Resources Office 
Owens Hall 106      Owens Hall 214 
1104 7th Ave. S      1104 7th Ave. S  
Moorhead, MN 56563      Moorhead, MN 56563 
P: 218-477-2221 F: 218-477-5999                                                    P: 218-477-2157 F: 218-477-2123  
accountspayable@mnstate.edu           

                                                                                                                                              
                    hr@mnstate.edu 
 

Minnesota State University Moorhead is an equal opportunity educator and employer and is a member of the Minnesota State Colleges and Universities System.      
This information will be made available in alternate format upon request by contacting Disability Services at 218.477.4318 (voice) or 1.800.627.3529 (MRS/TTY). 

 

 

https://www.irs.gov/pub/irs-pdf/fw9.pdf?portlet=103
https://www.mnstate.edu/globalassets/business-services/vendor-certification.pdf/
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