[image: ]        			   Travel Paperwork Regulations
Prior approval is required by immediate supervisors and the president. All travel outside of the United States requires approval of the board of trustees. Travel without prior approval will not be reimbursed.

It is important that all travel paperwork is filled out completely and is fully detailed. The following guidelines are in place to make sure that all submitted paperwork meets the required regulations. If there is any missing or unclear information, paperwork will be returned for completion.  Please double check that all required information is properly notated. 

Within 10 working days after the travel is completed, the initiator will resubmit the Claim for Absence/Travel Reimbursement form back to the District Business Services with the actual expense claimed portion completed. Receipts for all expenditures (excluding meals) including any pre-payments are required to be attached.

	CLAIM FOR ABSENCE TRAVEL REIMBURSEMENT --- REQUIRED INFORMATION
	√

	Attendees and Location
	
	

	Employee Name/Department
	Please clearly print your name and department.
	

	Destination
	Does the destination have both city and state listed?
	

	Day and Time of Departure and Return
	Please indicate the duration of your trip, including travel time. 
	

	Institutional Value
	What is the institutional value of this trip? 
	

	Type of Travel/ Method of Transportation
	Indicate both what type of travel and the method of transportation. This allows Maintenance and Operations to ensure a District vehicle is available for you.
	

	Funding Source (FOAPAL)
	
	

	Budget Number 
	Provide the budget code these expenses are to be paid from
	

	Estimated Expenses
	
	

	Lodging
	Please provide documentation of room rates and all estimated taxes. Standard, single occupancy rates are allowed. Group rates should be utilized. 
	

	Registration
	Please provide documentation of conference rates.
	

	Mileage
	Mileage is paid from departure location to arrival location, except in the instances when a shorter distance from the employee’s assigned work location to arrival location. A map of the most direct route which indicates the total round-trip miles must be included for reimbursement. 
	

	Meals
	Per Diem:
Breakfast $13 Trip begins at or before 7:00am and ends at or after 10:00am
Lunch $15 Trip begins at or before 11:00am and ends at or after 2:00pm
Dinner $20 Trip begins at or before 4:00pm and ends at or after 7:00pm
	

	Other Expenses
	Estimate any parking, trains, car rentals or taxis needed.
	



	Field Trips
	If a travel expense is a fixed cost such as registration for a conference, the college can cut a check if the request for check form is turned in with 30-day notice.

If a travel expense is variable such as entrance fees for students, the instructor will make the purchase themselves, and then request reimbursement with all original receipts. 
	

	Other Required Forms 
	
	

	Plans for Classes to be Missed
	Plans to Miss Class Forms are required if an instructor is missing class. List each class that will be missed and notate whether the class will have a substitute or be canceled. 
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