POLICY 6200

TRAVEL

Policy Category: Finance and Business Services

Area of Administrative Responsibility: Finance

Board of Trustees Approval Date:March 21, 2017
Effective Date: March 22, 2017

Amendment History: Repealed February 8, 2012 version

Contents:



TRAVEL POLICY 6200

The College must implement and adhere to regulations issued Ilytéheal Revenue Service
(IRS) and other governmental agenciéd.ge documertation ofthetravel and expases related
to thattravel shell be submitted for reimbursemernt, in acordancewith established procedues, as
soon as possible after the employeereturns from the travel.  All travel claimsmust include the

following:

A. Information to establish the business purpose of the travel or other expenditure;

B. The amount, dbbhn>e, antbplkeaeh expenditure;

C. Substantibbhn>ion of the expenditure with original receipts (except for per diem meal
expenses); and

D. If necesary, the return of any unused cash advances (due within 30 days of comple>ing
the trip).

ENFORCEMENT

Violation of this policywill result in disciplinary ac>ion as follows:

A.

Employees who are part of a bargaining unit wilsbhbjec> to disciplinary ac>immought
under their respec>ive collec>ive bargaining agreement.

Employees who are not members of a bargaining unit will be subjdiseifgine by their
supervisor.



