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SUMMARY 
 
Travel of College personnel is governed by Board of Education policy and Annual 
Designations. Attendance at meetings, conferences and other gatherings is encouraged, 
subject to budget limitations, when determined by the College President or his/her designee 
that such attendance serves the best interest of the College. The President or his/her 
designate shall exercise his/her authority to approve travel of employees within the budgetary 
allocations.  
 
AUTHORIZATION: 319.1 
 

A. Procedure for travel approval for all employees should begin with management 
supervisors for advance authorization. Executive employees whose duties require 
continuous or frequent travel are deemed to have advance approval when travel is 
within the usual limits of their duties.  

 
B. All out-of-state travel will require advance approval from the College President.  

 
C. Arrangements for all airline travel will be made through the Business Office. 

 
REIMBURSEMENT: 319.2 
 
Related expenses for approved travel will be reimbursed within the budgetary allowance and in 
accordance with approved travel reimbursement procedures. Travel reimbursement requests 
must be accompanied by a supervisor's signature and, in accordance with IRS rules, receipts 
for all expenses. Mileage is an exception to this rule.  
 

CAR:  Reimbursement rate for personal car mileage will be 
established by the IRS.  Expense Report form is required for 
reimbursement by the Business Office. 
 

MEALS:   Reimbursement for the cost of employee’s meals will be at 
the rate established in Annual Designations adopted annually 
by the Board of Education. All charges must be supported by 
receipt.    
 

MOTEL/HOTEL:
  

Reimbursement for lodging will be for the actual amount. 
These charges shall be supported by receipt. Attempts 
should be made to find reasonably priced lodging.        
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OTHER 
EXPENSES: 

Many unforeseen expenses may arise during a trip such as 
parking, registration fees, etc.  Reimbursement for such items 
may be requested and must be supported by receipts. 

 

TRAVEL ADVANCES: 319.3 
 
It is understood that persons incurring substantial travel expenses might suffer from financial 
inconvenience as a result.  Therefore, a travel advance may be requested from the employee’s 
supervisor.  Advance amounts must be approved by the employee's management supervisor.  
Employees will be required to return any money that was not used, as well as the Expense 
Report Form and accompanying receipts. 
 


