SECTION VII
FREQUENTLY ASKED QUESTIONS (FAQ)
Q.
Where can I access per diem rates?
A.
See TCC Portal @ Campus Services>Financial>Travel – Meal & Lodging Rates for WA, OR, ID, and CA. For all other per diem rates, see Section II, Part D.

Q.
I am in travel status (overnight stay is required) attending a meeting. A continental breakfast is served at the meeting. May I still claim a breakfast reimbursement?
A.
Yes, meal reimbursements are not required to be reduced or eliminated if a continental breakfast is included in the lodging rate or registration fee, as stated in Section II Part A.6 

Q.
A lunch will be served on the airplane during my trip to San Francisco. Can I claim a lunch reimbursement on my travel expense form for that meal?
A.
Yes, meal reimbursements are not required to be reduced or eliminated due to meals served on airlines, as stated in Section II Part A.6.

Q.
Our office is scheduling a staff retreat / planning session on campus (Baker Room, building conference room, etc). We’d like to purchase pizzas to be served during the meeting and be reimbursed. What forms need to completed?
A.
An agenda for the meeting is required.  Date, times and topics should be displayed.  


Complete the “Meal with a Meeting” request form (TCC Portal @ Campus Services>Financial Service>Forms) as required to expend college funds for the purchase of food (meals).  The “meal with a meeting” request must be completed, with PRIOR APPROVAL by an Executive Staff member.  The (1) purpose of the meeting, (2) names of the persons attending and (3) an estimate of costs, not to exceed the appropriate meal allowable per person (Pierce County lunch = $19, including tax and tip), are included in the request.  More information can be found in Section II Part B.1.  Please note:  meal cost must stay within the per diem rate for the location in which the meeting takes place.  Over expenditures for food must be reimbursed to the college.

Additionally, if the meeting is held off-campus, at a barrier free non-state facility, the person responsible for the choice of location and facility must submit justification in advance for approval to the appropriate Executive Staff member.  See Section I Part D for information required in the request.

Q.
During a scheduled staff retreat can we go to a nearby restaurant for lunch, if we continue our “meeting”?

A.
No.  To qualify for a “meal with a meeting” expenditure, the meal must be served at the location of the meeting while the meeting continues.  If employees leave the meeting location for a meal, they are just - out to lunch!  In this situation, attendees are not eligible for reimbursement from college funds. 
Q.
I am taking students/athletes on a field trip/game as an advisor.  Can I be reimbursed for my meal expense?

A.
If, in a leadership or custodial role, an employee must, as a part of their duties, dine with students/athletes, meal expenses may be reimbursed-at per diem rates as stated in Section II Part B.3.

Q.
I am planning a trip and need to book my airline ticket.  What do I do?

A.  
For instructions see Section III Part B.  Keep in mind, PAYMENT of your airline ticket cannot be authorized unless your properly completed and signed Travel Authorization form has arrived in the Business Office.

Q.
I am attending a conference / meeting in the Seattle area and wish to stay overnight.   Can I do this?

A.
Under certain guidelines you can stay overnight within 50 miles of TCC.   
1.
Reimbursement for lodging expenses incurred at a lodging facility or temporary work site located within fifty (50) miles of the closer of either the employee’s official residence or the College is not allowed, except under one of the following conditions:

a.
The employee makes an overnight stay in a commercial lodging facility to avoid having to drive back and forth for back-to-back late night/early morning meetings: or

b.
The employee makes an overnight stay in a commercial lodging facility when the health and safety of the traveler is of concern, as provided for in Section 1, Part G; or

c.
The employee can demonstrate that staying overnight is more economical to the state.

2.
Employees are required to have PRIOR written approval  

(memo) attached to the Travel Authorization form from their supervisor to use conditions a and c.  Citing of condition b must be noted on the travel expense voucher by the employee.  

Q.
When an employee is traveling from their home to an all day conference and the distance from their home to the conference is shorter than from TCC to the conference, what mileage should they submit?
A.
Over the years, OFM has changed their regulations regarding mileage reimbursements.   It is no longer true that mileage should always be from TCC, and that mileage should always be the shorter of the two distances.  The current info is below, and can get tricky depending on specific circumstances.
Daily commute expenses between official residence (home) and official station (campus / GHC / WCCW) is a personal obligation.  All other miles driven on official state business are reimbursable.   General guidelines are:
· Employees may be reimbursed for miles driven between their official work station or official residence and a temporary duty station.  When traveling directly from home to the temporary duty station, reimbursement may be authorized even if the traveler passes the official station on the way to and from the temporary duty station;
· Working during hours or days an employee is not normally scheduled to work does not entitle an employee reimbursement between their home and work station; 
· If an employee is assigned to work at more than one location, they may be reimbursed only for miles between work locations.  The mileage from home to an additional work/training location is not reimbursable if it is in the same city as the official station. 

The answer is yes to the specific question: “When an employee is traveling from their home to an all day conference . . .”, round trip mileage can be claimed (according to point one above) between their home (official residence) and the all day temp duty station (conference).  

However, if they choose to come to campus (official work station) during the day (1/2 day conference, or before going to conf or after conf) the answer would be different, and could become more complicated, depending on where home and conference are located.



Revised 10/17

