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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

TRAVEL 

I.
POLICY

1.00
GENERAL STATEMENT

1.01
The Board of Trustees recognizes the need for professional travel for college employees.  Reasonable travel, within budget limitations, will be authorized by the Board of Trustees subject to administrative oversight.

2.00
SPECIFIC STATEMENT

2.01
College business-related travel will be subject to the procedures outlined in this policy.

II.
PROCEDURES

3.01
The college provides a fleet of vehicles for use by college personnel for travel.  Gas credit cards are available for extended trips.

3.02
Individuals using their own vehicles for college business-related travel shall be reimbursed at a rate approved by the Board of Trustees.  All such travel must receive advance approval by the appropriate supervisor.

3.03
All travel utilizing college or other public fund requires prior approval of the supervising administrator.  Out-of-state travel requests must be submitted no less than ten days prior to the departure date to the supervising administrator and must be approved by the appropriate supervisor and the college president.

3.04
Travel advances are limited to 100% of the estimated expenses for meals and lodgings.  Travel authorization and advance requests must be submitted on the proper form.

3.05
Upon return, receipts of expenses must be turned in to the business office as well as any unexpended travel advances.  Expenses in excess of budget limits must be paid by the employee.

3.06
Personal expenses for recreational activities are the responsibility of the employee and are not subject to payment by the college.

3.07
The college will not cover the cost of any alcoholic beverages.  Expenses turned in to the college for alcoholic beverages are a violation of Board of Trustees’ policy and may result in dismissal.

3.08
Air travel shall be booked well in advance to take advantage of special rates.  Air travel must be approved by the appropriate supervisor and the President.

3.09
Ground travel shall be paid at 100% of the exact cost as receipts verify, when out-of-state travel has been approved.

3.10
Every employee who drives college vehicles must have a valid driver’s license and have the number on file with the Business Office.

3.11
In accordance with Internal Revenue Service regulations, the value of any business-related meal reimbursement, that did not occur during an over night stay, will be included in the employee’s taxable income.
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