TRAVEL PROCEDURES

Procedure #P200:
Travel

Contact Person:
Controller
Goal:
Provide reimbursement for authorized travel-related expenditures within required guidelines

Reimbursable Travel & Expenses [Wisconsin Administrative Code TCS 6.04 (1)]  
1. Interviews
a. The District may reimburse all or part of reasonable and necessary travel expenses actually incurred in connection with oral examination and employment interviews.  All reimbursements shall be documented in writing and approved by the department supervisor and Human Resources.  Reimbursement for travel, meals, and lodging shall be limited as indicated below.
2. Parking
a. Parking expenses while doing business at the Downtown Education Center as negotiated by the bargaining units or approved by supervisor.
3. Business Related Travel
a. “Actual, necessary and reasonable expenses” for District employees, District board members and official external guests. 
b. Travel for official Madison College business.
c. Car rentals if:  (1) the traveler needs to visit multiple sites; (2) the traveler must transport bulky equipment or material;(3) public transportation is not available; (4) the cost of public transportation exceeds the cost of car rental and all expenses related to car rental; (5) the cost of car rental and all expenses related to car rental is less expensive than cost of mileage reimbursement; and (6) more than one district employee is traveling  and cost of public transportation for all travelers exceeds the cost of car rental and all expenses related to car rental.  Optional insurance offered is not reimbursable.
d. Other expenses, which are considered allowable reimbursements:
· Ground Transportation

· Airfare

· Parking

· Lodging

· Meals

· Mileage

· Internet Connection

· Registration Fees

· Gratituities & Tips
4. Limits [Wisconsin Administrative Code TCS 6.04 (2 & 3)]  

a. Travel expenses for individuals not on official college business (spouse, family member, friend, etc.) are not reimbursable.
b. The amount reimbursable to the employee for lodging will be equal to the rate for a single room.  The lodging reimbursement rates are the same rates established by the U.S. General Services Administration.  Conference hotels are reimbursed at established conference rates.
c. Mileage reimbursement will be calculated at IRS Rates in place at the time of the travel.
d. Travel on a non-commercial airline is not reimbursable unless the cost is less than the lowest cost commercial rate. 
e. Expenditures for alcohol are not reimbursable. 
f. Domestic meals/incidental per diem will be reimbursed at the rates established by the U.S. General Services Administration for both in state and out-of-state. Alaska and Hawaii meals/incidental per diem is reimbursed at the rates established by the U.S. Department of Defense. Banquet costs exceeding the meal maximums will be reimbursed and a receipt is required. The per diem amount for the meal the banquet is replacing will be subtracted from the daily per diem amount. 
g. Any Madison College staff driving on District business using a District owned vehicle or rented vehicle is required to be an “Authorized Driver” of the District and carry the required amount of insurance.
h. International meals/incidental per diem will be reimbursed at the rates established by the U.S. Department of State. 
i. Flight insurance is not reimbursable. 
5. Procedures & Documentation [Wisconsin Administrative Code TCS 6.04 (4, 5, 6 & 7)]  
a. Domestic Travel: Supervisor approval is required for all travel in compliance with procedures and guidelines established by the District.
b. International Travel: International travel is any travel that requires a passport. Approval for international travel is outlined on the International Travel Approval Form.  Travel arrangements and/or promotion of trip may only be made after the board has approved the travel. International travel should be in compliance with the written procedures and guidelines established by the District.
c. Travel advances are allowable only when travel expenses are anticipated to exceed $125.00 and approved by the supervisor.
d. Expense reimbursement requests should be submitted within 60 days of travel with required receipts attached and appropriate supervisor approval.  [Federal Tax Code]
e. Expenses incurred for travel that did not occur may be reimbursed if there is a district or personal reason sufficient to cancel or limit the trip and if approved by the person’s supervisor.
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