CHECK-OFF LIST FOR DAY / OVERNIGHT TRIP


DAY TRIP ONLY


PRIOR TO DEPARTURE

1.
Send completed Voucher Distribution Form (A19-2) to the Business Office for pre-payment of any registration fees. Attach necessary documentation and registration form to be included with payment.

2.
Most day trip expenses are less than $100 (minimum expense required for an advance), so monetary advances for day trips are unusual.


WHILE TRAVELING

3.
Unless the meeting/event features a speaker during lunch (it must be noted clearly on the agenda), meal expenses are the responsibility of the traveler. (See 11-hour rule exception)

UPON RETURN

4.
Complete a Travel Expense Voucher Form (A20-A).

a.
Attach meeting agenda.

b.
Attach receipts for reimbursable expenses.

c.
Traveler must sign lower left corner of Travel Expense Voucher.

d.
Budget Manager Signature plus budget coding/chart string required.

e.
Indicate whether you want reimbursement (if any) mailed to you (be sure to indicate home address) or whether you will pick up the check in Building #14.


OVERNIGHT TRIP


PRIOR TO DEPARTURE

1.
Send properly completed Overnight Travel Authorization Form to the Business Office.

a.
Attach event announcement, registration confirmation, & lodging confirmation.   

b.
Estimate complete cost of trip expenses (see allowable subsistence & lodging costs on the TCC Portal) in the “Estimate Complete Cost of Trip” column.
c.
If an advance is required, the "Advance to Employee" column must be completed. Advance checks are usually issued three business days before departure. An advance will be issued only if anticipated expenses exceed $100; do not include expenses that have/will be pre-paid.

d.
Requests for pre-payment of expenses such as registration & lodging must be accompanied by a properly completed Voucher Distribution Form (A19-2). 


e. 
Budget Coding/Chart String must be included in section 4.
f.
Forward the completed OTA Form for required signatures (Traveler, Budget Manager, & Executive Staff Member). Additionally, out-of-state travel will require signature approval from the College President.
2.
Air Travel
a.    
If transportation by air is required, a quote must be obtained from 


one of the state’s qualified travel agencies to enter on the form.                    
b.
All airfare reservations must be booked through travel agencies that belong to the state's Qualified Travel Agency Program. A list of qualified travel agencies can be found on the TCC Portal.
c.
Once the business office receives the completed OTA Form (with quote), Cassandra Byars (x6081 / cbyars@tacomacc.edu) will contact the employee to finalize & book the airfare. All airfare must be purchased by the Financial Services/Business Office.
d.
If airfare is purchased by personal credit card, cash, or check, it will not be reimbursed to the employee by TCC.


WHILE TRAVELING

3.
Receipts required upon return:
a. Original, itemized lodging receipt (credit card receipt will not be accepted).
b. Baggage fees.
c.
Rental car, parking, shuttle, taxi, etc.
d.
Meeting registration fees that were not pre-paid.

e.
Any other allowable costs totaling over $50.

f.
Meal receipts are not required.

UPON RETURN

4.
Complete a Travel Expense Voucher (A20-A) within two weeks of return.

a. Attach agenda (required).
b. Attach all receipts.
b.
Traveler must sign lower left corner of Travel Expense Voucher.

c.
Budget Manager Signature plus budget coding/chart string  required.

a. Indicate whether you want reimbursement (if any) mailed to you (be sure to indicate home address) or whether you will pick up the check in Building #14.
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