
CHSS Candidate Interview Instructions 

 
 

Information for Scheduling Interviews: 

 

We would prefer if all requests for interviews come through the Basecamp project titled 

Candidate Interviews.  Please be sure to check off Sarah and Melissa when posting in Basecamp. 

Please do not email/call the deans or the Dean's Office admins individually to schedule 

interviews. All interviews must be 45 minutes long. 

 

Folders including CV, cover letter, and itinerary for each candidate should be sent up a minimum 

of four business days prior to the first candidate's campus visit. Please create a folder for each 

candidate labelled with their name, department, date, and time of visit. Please have the itinerary 

stapled on the outside of the folder. The position the person is interviewing for should be on the 

itinerary. The folders should be sent to the attention of Sarah and Melissa or CHSS Dean’s 

Office. 

 

Dean’s office will put confirmed appointments in yellow text document in Basecamp.  
 

Reimbursement for Candidate Meals: 

 

Please submit in one pdf to chssdean@kennesaw.edu a copy of the itemized receipt, candidate 

itineraries, and list of attendees. Please make sure the position the candidate is interviewing for is 

listed on the itinerary. The maximum allowed amount for dinners is $125 per dinner for faculty 

searches. The Dean’s office will reimburse for one dinner. For Chair searches, the maximum 

allowed is $150 and the Dean’s office will reimburse for two dinners. 

 

The Dean's office will contact you if additional forms are required. Please expect payment to 

take at least 3 weeks from the time you submit.  

 

 

Meal Cards for The Commons for lunches with candidates 

 

For meal card requests to use The Commons, please submit the request at least 3 business days 

prior to the date you need the card so we have an adequate amount of time to purchase the card 

for your use. Please make sure the position the candidate is interviewing for is on the itinerary. 

Please indicate the exact number of meals you require as we have to pay for these in advance. 

You are allowed a maximum of 4 meals. 

 

Meal card request form:  
https://chss.kennesaw.edu/docs/faculty-staff/meal-card-request-form.pdf 
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