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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

TRAVEL POLICY

I. 
 POLICY

1.00  
GENERAL STATEMENT
1.01 
 The college will maintain compliance with the terms and conditions of the Federal award for travel costs.

2.00
 SPECIFIC STATEMENTS

2.01  
Travel costs are defined as the expenses for transportation, lodging, subsistence, and related items incurred by employees who are in travel status on official business of the college. 

2.02  
All travel related to the Federal award will be conducted in the same manner as non-Federally funded college travel, in keeping with college policies  IV-A-9.1 and IV-A-9.2.
2.03 
General travel costs of officials covered by the Federal award are allowable with the prior written approval of the Federal awarding agency or pass-through entity, when they are specifically related to the Federal award. 

2.04 
The college will provide documentation that shows costs incurred by employees and officers for travel, including costs of lodging, other subsistence, and incidental expenses, are considered reasonable and otherwise allowable under college policies IV-A-9.1 and IV-A-9.2. 

2.05  
If costs are charged directly to the Federal award, the college will provide documentation to the Federal awarding agency or pass-through entity that justifies that participation of the individual is necessary to the Federal award. 

2.06 
Travel costs for dependents are unallowable, except for travel of duration of six months 
or more with prior approval of the Federal awarding agency. 
2.07  
Airfare costs in excess of the basic least expensive unrestricted accommodations class offered by commercial airlines are unallowable except with such accommodations would:


a. Require circuitous routing


b. Require travel during unreasonable hours;


c. Excessively prolong travel;
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d. Result in additional costs that would offset the transportation savings; or 

e. Offer accommodations not reasonably adequate for the traveler’s medical needs.  The      college will justify and document these conditions on a case-by-case basis in order for   the use of first class airfare to be allowable in such cases.

2.08
All travel conducted with Federal award funds must occur within the fiscal year of the grant, July 1st –July 1st. 

a. If travel occurs during July, local funds will be used to pay for conference registration and air fare, if needed. 

b. The college will then request reimbursement from the Federal awarding agency or pass-through entity from the fiscal year in which the travel occurred. 

c. Unless registration is required to be paid out of the previous year budget, all travel fees will be charged to the fiscal year in which the travel actually occurred. 
2.09   For travel with Federal award funds, temporary dependent care costs above and beyond                         
regular dependent care costs that result from travel to conferences are allowable provided 
that:             
a. The costs are a direct result of the individual’s travel for the Federal award.


b. Are only temporary during the travel period.         
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