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TOHONO O’ODHAM COMMUNITY COLLEGE 
 

TRAVEL POLICIES AND PROCEDURES 
 

 

Section I.  Overview 

 
A. Introduction 
This Travel Policy and Procedures Manual (hereafter called Travel Manual) has been 
prepared to govern all travel for the Tohono O’odham Community College (TOCC).  College 
travel shall be defined as follows: 
 
Travel must be essential or necessary for the performance of duties or conduct of college 
business. 
 
Employees and other college-sponsored travelers are representatives of TOCC on official 
College related business. Independent contractors are ineligible for college paid travel. 
 
Travel arrangements must be made for the benefit of the college rather than the traveler with 
consideration given to safety factors in relation to mode of travel, times of travel, 
accommodations, and or personal preferences. 
 
All official travel must be properly documented, authorized, reported, and reimbursed in 
accordance with this Travel Manual. Under no circumstances shall expenses for personal 
travel be charged to, or be temporarily funded by, the college 
 
The college will make every effort to reimburse appropriate work-related travel expenses 
within a reasonable time. This Travel Manual includes instructions on the use and approval 
of travel documents, advance requirements, and allowable reimbursements including receipt 
requirements. The travel manual was designed to allow the traveler reasonable flexibility. It 
cannot, however, cover every possible situation. The traveler should contact the finance 
office prior to the trip regarding any special circumstances and must obtain approval as 
requested. 
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B. Policies Governing College Travel 
 

The division vice president or designee authorizes college travel for all employees on official 
college business.  The President authorizes travel for Vice Presidents and direct reports. 
 
 
Reimbursements for the cost of transportation, lodging, meals, and incidental expenses will 
be made within the limits set forth by the Maximum Federal (GSA) Per Diem Rates for the 
Continental Unites States (CONUS) (gsa.org). 
 
Fines for traffic violations will be the responsibility of the traveler. 
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Section II.  Roles and Responsibilities 

 
A. Traveler’s Responsibility 

 
Travel status occurs when an employee is away from his or her assigned work site, with 
appropriate authorization, and is conducting college business. Please refer to Section III for 
allowable expenses before preparing a travel request form. See Travel Request / Travel 
Report Form in Appendix A. (An electronic copy of the Excel form is available upon request 
from the finance office.)  

 
1) Preparing a Travel Request/ Travel Report Form 

 
The following information is required: 

 
a. Name  
b. Purpose of trip 
c. Conference/meeting dates  

(Do not request per diem for meals included in conference/meeting registration)  
d. Cities, dates and times from which the traveler will be departing and returning 
e. Total estimated cost  -  fill in the estimated costs in the “Request” column. 

(Airfare quote must be 14 day advance purchase quote from airline web site 
except for circumstances beyond the control of the employee.) 
 

 
i) Business Meetings: A meeting agenda or other supporting documentation (such as 
an e-mail confirming the date and place.)  

 
ii) Conference/Seminars: One copy of the completed registration form and/or a copy 
of the brochure.  

 
iii) Registration fees only: A single travel request form may be used to cover more 
than one person for local or Tucson seminars or conferences if there are no other 
expenses. Send a list of the participants, social security/identification numbers and 
two copies of the completed registration form.  

 
Allow approximately two working weeks (10 business days) after the finance office 
receives the travel request form for processing payment.  
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2) Requesting a Travel Advance 

 
Travel advances cannot exceed 100% of the total estimated out-of-pocket expenses. 
To ensure availability of funds prior to travel, finance office must receive the 
completed travel request form at least two working weeks (l0 business days) in 
advance of departure. The travel advance check will be issued at least two business 
days prior to the start of the trip, if the travel request form is received two weeks in 
advance. 
 
Travel advances may not be available if the travel request form is not received in time 
as specified above. 

 
When traveling by personal car, mileage reimbursement will be made after 
completion of the trip. The college will reimburse the most cost effective method of 
travel. Reimbursement for personal vehicle use while on travel status will be limited 
to the 14-day documented airfare quote for the trip.  

 
A maximum of two advance checks will be issued per trip, including one for 
registration fees, if requested, and one for the traveler's out of pocket expenses for 
individuals who do not have a college credit card. Field trips and study tours may be 
an expectation and will be considered on an individual basis upon notifying the 
finance office.  

 
3) After the Trip  

 
Within two working week (10 business days) of return, complete the Travel 
Request/Travel Report form (see Appendix B), list actual expenses in the “Actual” 
column and forward to the traveler's supervisor and area Vice President for review 
and signature.  

 
a. Airline travel- original ticket or documentation if ticketless. 
b. Personal vehicle - odometer readings (before and after) for mileage at current 

TOCC rates per mile. Mileage is paid from point of origin (home or TOCC) to 
point of origin (round trip) by the most direct route. 

c. Rental car - Original bill. The college does not cover additional insurance. 
Rental cars are only reimbursed if other airport based conveyance is not 
available or the car is necessary for logistical reasons. 
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d. Lodging - Original hotel/motel bill with detailed charges. Only room charges 
and applicable taxes will be covered. Copies will be accepted only if travelers 
are sharing a room.  

e. Ground transportation receipts - Receipts or documented information will be 
required for all ground travel.  

f. Parking and tolls – receipts. 
g. Copy of seminar/conference registration receipt. 
h. Business calls or internet connectivity  – Copy of itemized bill showing date, 

amount and purpose 
i. On rare occasions, there will be exceptions to the travel policies and procedures. 

 
Note: Since meals are covered by the Per Diem, receipts are not necessary. 

 
The President or designee and the Vice President of Administrative Services must 
sign written justification for any exception to the Travel Manual. 

 
The traveler is responsible for documentation of expenses upon return from a trip and 
the repayment of any unused advance amounts. If the advance was greater than the 
expenses claimed, the traveler must submit payment for the difference in the form of 
a check or money order to the college finance office. If the travel expense report and 
repayment are not received within two working weeks (10 business days), TOCC 
will deduct the amount of the advance from any other pending reimbursements and/or 
the next scheduled payroll.  

 
If the actual expenses exceeded the travel advance; the expense reimbursement will 
be processed in approximately two working weeks (10 business days) after all the 
travel documents with approval signatures have been submitted to the finance office. 
The traveler will be notified when the check is ready for disbursement.  

 
4) Cancellations and/or Corrections 

 
If you need to cancel an authorized trip, please let your supervisor know as soon as 
possible.  The supervisor should determine if another employee should attend in your 
place and make arrangements accordingly.  If an advance was issued, return the check 
or a personal check to the finance office. 

 
Because airline tickets are not refundable, you should make sure the credits from the 
cancelled flight are used for your next trip. 
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With the exception of college requirements or emergency situations, cancellations 
and changes made for the convenience of the employee, which will result in 
additional charges or fees, will be the financial responsibility of the employee.  

 
 
 

B. The Supervisor’s Responsibility 
 

1) Before the Trip 
a. Review and sign completed travel request form ensuring that the travel is for a 

valid purpose, that funds are available, and that the employee is authorized for 
the trip. 

 
b. Forward to the area Vice President for approval and signature. The President 

will forward the documents to the finance office for processing.  
 
c.  All travel requests are to be submitted to the finance office at least two 

working weeks prior to the travel departure date and before any funds are 
expended or encumbered. 

 
2) After the Trip  

 
a.  Review and/or sign the travel expense form according to the procedures listed 

in the Travel Manual.  
 
b.  Forward to the area Vice President for review and signature. The area Vice 

President will forward to the finance office for processing.  
 
 

C. Finance Office Role and Responsibility 
 

Finance office personnel are responsible for documenting the review of all travel documents 
from any college department. This review will ensure compliance with the Travel Manual.  
 
The appropriate supervisor or Vice President and the President must approve all travel 
request forms.  

 
1) Before the Trip 
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a. Review for adequate funding, authorized signatures and compliance with the 
Travel Manual.  

 
b. Review backup documentation and any additional required forms. 
 
c. Sign the travel request form signifying accuracy, compliance with the Travel 

Manual and completeness of documentation. 
 
d. Issue travel advance and/or registration payment. 

 
e. Provide credit card authorization to the hotel, if not already done. 

 
f. Purchase airline tickets based on traveler’s preference, if not already purchased. 

 
2) After the Trip 

 
a.  Review for discrepancies between funded amount and total expenses claimed, 

authorized signatures, completeness of attached receipts, compliance with the 
Travel Manual, and requests for exceptions if applicable.  
 

b. If the traveler owes the college money, verify that a cash receipt is attached. 
 

c. Process travel expense check and notify traveler. 
 

d. Retain all original travel and supporting documents in the finance office files. 
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Section III.  Allowable Expenses 

 
A. Transportation 

 
Allowable expenses are for common carrier fares; private vehicle; bridge and road tolls; 
necessary shuttle, taxi, bus or streetcar fares; and other charges essential to travel.  

 
1) Public Transportation  

 
Public Transportation expenses such as taxi, bus/shuttle, or streetcar under $20 may be 
reimbursed without receipts. Receipts or documentation are required of all ground  
transportation.  

 
2) Parking/Garage  

 
Receipts are required for all allowable parking, garage and other related fees.  

 
3) Privately Owned Vehicles  

 
a.  Local travel is allowed when it is for official college business and when prior 

authorization and funding have been received. Thirty miles should be deducted 
if traveling from home. Odometer readings are required for each trip. To 
submit expense report, make a copy of the authorization form and odometer 
readings. Submit to the finance office for reimbursement of expenses.  

 
b.  No mileage will be reimbursed for travel to and from the employee's home on 

regular workdays. Only excess mileage will be reimbursable when the traveler 
is traveling to or from a location other than his/her usual assigned work 
location. When more than one traveler uses the same motor vehicle, only one 
claim for mileage reimbursement will be allowed.  

 
4) Reimbursement   

 
  Reimbursement for personal or rental vehicle for out-of-state travel will be 

limited to the cost of coach airfare on advance booking price from Tucson to the 
destination unless circumstances show that this mode of travel is otherwise more 
cost effective.  
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B. Per Diem/Meals and Incidental Expenses 
 

Per diem is based on the current fiscal year's Maximum Federal Per Diem Rates CONUS. 
The Per Diem rate will be allowed for all travelers for each 24-hour period on travel 
status. Per Diem will be prorated for travelers on less than 24-hour travel status. The 
prorated Per Diem is defined by the current fiscal year's Maximum Federal Per Diem 
Rates. At the President's discretion, an exception to the Federal Per Diem Rates may be 
granted with written justification from the division Vice President. Travel days Per Diem 
rates will apply for the first and last travel days. 

 
C. Lodging and Telephone Expenses 

 
1) Lodging 

 
With prior authorization, reservations for lodging are the responsibility of the traveler. 
Rates for lodging are listed in CONUS. If the travel is for other than a formal conference, 
lodging costs in excess of the maximum allowable rates must be justified in writing and 
approved in advance by the appropriate Vice President or they will not be reimbursed. 
Lodging in one’s community or city of residence is not authorized. 
 
The original itemized hotel bill/lodging receipt must be submitted with the detailed travel 
expense report for reimbursement. 

 
a. Conference Designated Hotel 

 
Lodging costs in excess of the maximum allowable rates may be reimbursed when 
official institutional representatives attending a conference, convention, or other 
formal meeting stay at a conference designated hotel. In the event the conference 
hotel is full, another hotel within close proximity can be substituted at up to 100% 
of the conference hotel rate.  

 
b. Non-reimbursable Lodging Expenses 

 
Expenses for lodging at other than a commercial establishment (hotel, motel, etc.) 
will not be paid by TOCC.  
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2) Telephone/Communication Charges  
 

Long distance calls should be business related and required during travel. Telephone calls 
will be reimbursed only on the basis of an itemized bill showing the date, amount, and 
purpose of the call.  
 
No personal calls will be reimbursed by the college.  
 
Hotel internet access charges will be reimbursed if required during travel. 

 
D. Non-Reimbursable Expenses 

 
Expenses for the following will not be reimbursed: 
 

1) Travel for which no prior approval was given 
2) Alcoholic Beverages 
3) Staying with a friend or relative 
4) Recreation or entertainment (including in-room movies) 
5) Parking or traffic fines 
6) Personal expenses 
7) Meals included as part of the conference/convention/meeting 

 
 

 

Section IV.  Special Travel 

 
 

A. Out-of-State Travel 
 

Out-of-state travel requires the approval of the president or his or her designee. 
 

B. Out-of-country Travel 
 

The Board of Trustees and President must approve out-of-country travel prior to the date 
of the trip. The traveler must have the proper documents, appropriate medical insurance 
and must have taken the prescribed immunizations and medical precautions prior to the 
trip.  

 
C. Student Travel 
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Student travel is subject to the same policies and procedures delineated for other college 
travel. All student travel must be reviewed and approved by the division Vice President. 
The travel request form must be completed, attaching a list of the names and social 
security /identification numbers of the students, faculty and staff members participating 
in the trip. If a student does not submit a travel report form within two weeks  (10 
working days) after return from the trip, TOCC may apply the amount of the advance to 
the student’s account. 

 
D. Employee Candidate Travel  

 
Candidate travel will be arranged in accordance with the policies and procedures in the 
Travel Manual.  
 
Each candidate will be allowed the equivalent of TOCC's current Per Diem rate. For 
candidates using their personal vehicles, mileage shall be reimbursed at TOCC's current 
reimbursement rate.  

 
E. Authorized Expenses 

 
Eligible travel related expenses for employment candidates are limited to the following: 
 

1) Cost of airline travel at coach rate. 
2) Transportation and parking costs to and from place of departure for out-of-

state candidates as defined in the Travel Manual. See Section III.  
3) Mileage reimbursement for in-state candidates at TOCC's current mileage 

reimbursement rate.  
4) One night's lodging. Lodging in excess of one day requires the review and 

approval by the President. 
5) Actual cost of meals (not to exceed current per diem rate for each 24 hour 

period). 
6) Local telephone calls or calls to Sells, AZ on the original hotel bill. 
7) Other miscellaneous expenses allowable under the current Travel Manual 

 
Expenses for alcoholic beverages will not be reimbursed. 

 
F. Payment of Expenses 

 
Reimbursement for expenses shall be submitted to the finance office for processing. 
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G.  Routine Mileage Reimbursements  
 

Some employees may, as a routine part of their job, use personal vehicles to fulfill the 
duties of their positions. One example is a GED instructor who teaches at multiple 
locations on the reservation. The standard reimbursement rates will apply. 
Reimbursement requests must be received on a monthly basis no more than TWO 
working weeks after the travel.  

 

 

Section V.  Travel Emergencies 

 
A.  Reporting Accidents – Travel Emergencies 

 
1) Notifications 

 
If an illness, accident, or emergency occurs while on authorized travel, the 
traveler must notify the following:  

 
a. Local Emergency Medical Services if warranted. 
 
b. Law enforcement authorities in case of a vehicle accident or criminal offense. 
 
c. The traveler’s immediate supervisor. 
 
d. The traveler should inform his/her immediate supervisor of a location and 

telephone number for future contact. All travelers are responsible for the 
security and safekeeping of their personal property. 

 
2) How to File Emergency Reports 

 
a. For an automobile accident involving a college or rental vehicle submit a 

report to the finance office 
 
b. For an accident that does not involve a college or rented vehicle, a narrative 

report with full details (time, place, nature of accident, persons involved, 
witnesses, etc.) shall be sent to the finance office. 

 
c. For an injury requiring medical attention: 
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i. Employee injury – complete the injury form (available at the finance 

office). 
ii. Student injury – complete an Accident Report form (available from 

the finance office).  
iii. The traveler should inform his/her immediate supervisor of a 

location and telephone number for future contact. All travelers are 
responsible for the security and safekeeping of their personal 
property. 


