2016 TRAVEL GUIDELINES


EFFECTIVE JANUARY 1, 2016
All travel paid or reimbursed from college-administered funds must be processed in compliance with the college travel policies, regardless of the funding source. Employees who travel are expected to exercise good judgment when incurring travel costs. An employee may be reimbursed for reasonable and necessary travel expenses actually incurred in the performance of official duties in accordance with the provisions herein.  
Because of potential liability implications, all Madison College official out-of-state business travel should be authorized and approved by the employee's supervisor in advance of departure through the Workday Spend Authorization Request process. The employee, and the employee’s supervisor, along with any other approving authority, is responsible for ensuring the travel is appropriate and necessary to the mission, responsibility or duties of the department and the college.

District employees that have a District Travel Card are not allowed to use their card for expenses for other District employees; see District Travel Card Manual for further details. The District employee may use the Travel Card for other non-District employees where the expenses are reimbursable (e.g., student club and activity travel or candidates being interviewed for Madison College positions.)  The cardholder will be required to provide all required documentation and will be responsible for reimbursing Madison College for any expenses that are not allowable expenses or are over the allowable amount.

The Expense Reimbursement Report is available on Workday.  The Expense Reimbursement Report is used for any employee reimbursable expense within 3 months of the incurred expense.  A Spend Authorization must be completed and approved before the expense is incurred for all out-of-state travel, for Faculty Professional Development Funds (FPAD), or when you are required to do so by your manager.
To facilitate the processing of the Expense Reimbursement Report, please stay within the following guidelines and attach the required documentation. Properly completed and submitted expense forms are normally processed within 10 business days. 
Travel Approval Required:

1. In-State travel requires approval from your immediate supervisor. You do not need to complete a Spend Authorization Request, unless your manager requires you to do so.
2. All Out-of-State Travel requires an approved Workday Spend Authorization Request. The Spend Authorization Request must be completed and approved prior to any travel arrangements being made or travel occurs.  The Spend Authorization Request is available in Workday.  

3. International travel requires approval of the Madison College President. Under no circumstances should any travel arrangements and/or promotion of trip be made prior to obtaining all levels of approval. All international travel is coordinated via the Center for International Education.
Submittal of Expense Reimbursement Reports:

1. Expense Reports shall be submitted within 3 months of the incurred expense. All expense reports should be submitted by the year-end deadline date so expenditures are processed in the proper fiscal year. Forms received after the year-end deadline date will be charged to your next year’s budget.

2. Total expenses, including those paid with a Travel Card, need to be included in the body of the Expense Reimbursement Report.

All travel card purchases must be verified and included in an Expense Reimbursement Report in order to be expensed accurately to the College.
Definitions:

Airline Receipt: An airline receipt should provide passenger name, itinerary and cost. A reasonable copy or computer printout (such as an Internet/email confirmation) showing payment will be acceptable. Credit card charge statements and/or slips alone are not acceptable as documentation because these lack sufficient detail.

Campus: The Madison College campus that is considered the employee’s primary work site. 

Employee: Any person who receives wages or salary from Madison College including any board member, permanent, casual or limited-term employee who is entitled to actual, reasonable and necessary expenses.

Incidentals: Incidental Expenses are: 
A. Fees and tips given to porters, baggage carriers, bellhops, hotel house cleaners, stewards or flight attendants and others on ships, and hotel servants in foreign countries. 
B. Transportation between places of lodging or business and places where meals are taken, if suitable meals cannot be obtained at the temporary duty site. 
C. Mailing cost associated with filing travel vouchers and payment of government charge card billings.

Lowest Cost Logical Airfare: Coach fare which provides for not more than a two-hour window from the traveler's preferred departure or arrival time, may require one plane transfer without regard to carrier, aircraft, and connecting airport and departs from the airport nearest to the employee’s campus or home city or at the discretion of the employee, from an airport offering a fare which is more cost effective, including parking, mileage, and/or additional overnight stays. 

Primary Worksite: The municipality where the majority of the employee’s work is performed. 

Receipt: The original or a scan of the original document from the vendor that states: the name of vendor, the form of payment, date, amount and type of purchase.  In the case of lodging or non-travel related food purchases, detailed itemization of the expenses is required.  If the original receipt is not available, a reasonable copy of the receipt or a computer printout (such as an Internet/email confirmation) along with proof of payment, such as credit card statement or cancelled check, will be accepted. In the case of lodging and non-travel related food purchases, the copy must provide a detailed itemization of expenses. Credit card charge statements and/or slips alone are not acceptable as documentation because these lack sufficient detail.

Traveler: Any person who incurs travel expenses on official District business and is entitled to reimbursement for those expenses.

Travel Status: When an employee is required by his/her supervisor to leave the employee’s primary worksite to accomplish official Madison College business and is eligible for reimbursement of actual, reasonable and necessary travel expenses in accordance with Madison College District policies and procedures or pursuant to collective bargaining agreements.

A. Required Information from Claimant:
1. Completed and approved Workday Spend Authorization attached to Expense Reimbursement Report, if out-of-state travel or if required by your manager.
2. Business Purpose completed.

3. Completion of Memo Section on Expense Reimbursement Request, including city, state, and dates of travel, or description of expenses being reported.

4. Worktags entered and modified if necessary.

5. Conference registration information and receipt – attach documentation that shows conference information.

6. If using personal vehicle, total miles driven along with detail on starting and destination points.  Please be aware of restrictions on using your home as a point of origin or return. (See XXXXXXXXX)

7. Scanned copies or original receipts:

· Hotel/motel receipt with charges broken down on a daily basis.

· Receipt of any airline, train, or bus ticket(s). In the case of an electronic ticket, an invoice should be attached to indicate an electronic ticket was issued to the claimant. If airfare cost includes an extra business day stay, personal days or a personal leg, additional documentation is required.

· Receipt for any parking, tolls, taxi, bus, or shuttle when amount is greater than $25.00.

· Detailed receipt for car rentals.  Optional Insurance is NOT reimbursable.
· Detailed billing statement for any business calls placed on home or cellular phone, if requesting reimbursement for phone calls.

· Detailed receipts and documentation that includes: list of attendees; purpose of meeting/event expenses; location of meeting/event; date and time of meeting/event; and for food purchases that are not travel related. This would include business meetings, events with non-Madison College people or events that are done in conjunction with staff development.

· Receipts for any non-travel or miscellaneous expenses.
B. Reimbursable Expenses for District Staff

1. MODE OF TRANSPORTATION - Travel should be by the most direct and cost effective route.  Side trips are at the expense of the traveler.
A. Air Travel
1. Travel is limited to the lowest cost logical fare. If economy fare seats are not available, the employee shall obtain a statement from the carrier representative that a lower cost seat was not available. 
2. The most economical airfare could involve an extra day stay. Travelers willing to travel with one additional day stay at the city where the business function is conducted may be eligible to receive reimbursement for lodging and meals (within Madison College guidelines). This applies to only one day of lodging and meals on either end of the normal business trip.  To be eligible to have the extra day’s expenses (meals and lodging) reimbursed, the savings from the additional stay must be documented. To qualify, the traveler must obtain documentation that shows the airfare cost with an extra day stay and without an extra day stay. Date of documentation must be the same date you booked your flight. 

3. If travel dates include personal days and/or a personal leg of travel, documentation of the flight cost for just the conference dates and flight cost of dates that include personal days is required. Date of documentation must be the same date you booked your flight. Traveler will be allowed the lesser of the two amounts.

4. Flight insurance should not be purchased.  If Madison College directly pays for the airline ticket via Travel Card or purchase order and flight insurance is purchased, traveler will be asked to reimburse the District for that amount. If traveler receives a refund from such insurance, traveler will be required to give refund minus cost of insurance to the District. 

5. A charge for additional checked baggage is allowed, provided the checked baggage is not recreational in purpose (i.e. skis, golf clubs, etc.).

B. Train Travel

1. Travel by train shall be limited to coach, if available, unless overnight where accommodations should be limited to roomette. Receipts are required for reimbursement. 
2. When travel by train is used in lieu of air transportation, reimbursement is limited to the lesser of the cost of lowest airfare available or mileage reimbursement. Documentation of the cost of airfare must accompany expense reimbursement form. Airfare quotes should be for actual travel days and with at least 7 days advance notice. More than one travel arrangement source should be checked.  
C. Bus Travel

Employees traveling within campus city and between cities may travel by bus when feasible. Receipts are required for reimbursement of travel between cities.

D. Vehicle Transportation
1. Privately-owned vehicles
a) Mileage reimbursement will be calculated at IRS rates in place at the time of travel.  
b) Any Madison College staff driving on District business using their personal vehicle is required to be an “Authorized Driver” of the District, have a valid driver’s license, and carry the required amount of insurance. The Driver Authorization Application form is located in the forms database on the Madison College website. 

c) The mileage from an employee’s assigned campus to an off campus worksite and back to the employee’s assigned campus is eligible to be reimbursed.
d) If traveler is a full-time instructor and traveler is eligible for travel time, mileage should be listed on expense form for each segment of the trip. For example, you leave Truax and travel to Fort Atkinson, you would list 32 miles for that segment, then you travel to Watertown, you would list 22 miles for that segment, then your travel back to Truax, you would list 40 miles for that segment.  
e) When using a privately owned vehicle in lieu of air transportation, reimbursement is limited to the lesser of the cost of lowest airfare available or mileage reimbursement. Documentation of the cost of airfare must accompany expense reimbursement form. Airfare quotes should be for actual travel days and with at least 7 days advance notice. More than one travel source should be checked.  
f) Traffic citations and/or parking tickets are the employee’s responsibility.
g) To determine allowed mileage, use the following guidelines:
i. If an employee leaves home, goes to an off campus worksite and back home, they are eligible to be reimbursed for the lesser of:

1. The mileage from the person’s home to the off campus worksite and back to their home.
2. The mileage from the person’s assigned campus to the off campus worksite and back to the assigned campus.

ii. If an employee leaves from home, travels to an off campus worksite, and then returns to their assigned campus, they are eligible to be reimbursed for the lesser of:

1. The mileage from their assigned campus to the off campus worksite and back to the assigned campus.
2. The mileage from their home to the off campus worksite and back to their assigned campus.
2.
Taxi/Shuttle
a) Reasonable cost for taxis or shuttle services, including reasonable tips, are reimbursable.
b) Taxis or shuttles are reimbursable for trips to and from the airport, hotel and conference site. Taxis or shuttles to and/or from restaurants are not reimbursable.
c) Scanned original receipt of any one-way taxi, bus or shuttle fare in excess of $25.00 is required for reimbursement.
3. 
Vehicle Rental

a) The District allows rental of a car only where any of the following apply:

a. The traveler needs to visit multiple sites 

b. The traveler must transport non-personal bulky equipment or material

c. Public transportation is not available

d. The cost of public transportation exceeds the cost of car rental and all expenses related to car rental

e. The cost of car rental and all expenses related to car rental is less expensive than cost of mileage reimbursement

f. 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

b) Any Madison College staff driving on District business using a rented vehicle is required to be an “Authorized Driver” of the District and carry the required amount of insurance. The Driver Authorization Application form is available in the forms database on the Madison College website. 
c) Employees should use Enterprise Rent-A-Car to obtain contracted discounts. See the Vehicle Business-Related Travel Options memo for reservation information located on the website.
d) Optional insurance or features offered by Enterprise Rent-A-Car are not reimbursable. If payment is made by Travel Card, MasterCard travel insurance is included.
2. TRAVEL-RELATED MEAL EXPENSES/INCIDENTALS/OTHER EXPENSES

A. Travel-related meals are personal meals for the traveler while in travel status. Meal expense in conjunction with a business meeting is not a travel-related meal and would be subject to the non-travel related food expense guidelines (see page 7 for details). 
B. Domestic meals/incidental expense will be reimbursed at the rates established by the U.S. General Services Administration (GSA) for both in-state and out-of-state travel. Alaska and Hawaii meals/incidental per diem is reimbursed at the rates established by the U.S. Department of Defense. International meals/incidental per diem will be reimbursed at the rates established by the U.S. Department of State. 

C. As described below in Table 1, seventy-five (75%) percent of meals/incidental per diem rates are paid on the day of departure and day of return, regardless of how long the traveler is in travel status (even if only one night). If trip does not require an overnight stay, reimbursement is allowed on actual costs up to the daily per diem rate. Receipts are required for reimbursement of meals without an overnight stay. (see G below)  Use visited city per diem rate for the maximum amount allowed. If the city and the county are not listed, use the next closest city. 

D. Already included in the meal per diem, is a per diem amount of $5.00 per day for incidental expense.
E. Additional miscellaneous travel expenses are allowed if they are reasonable and justifiable. 

F. Expenditures for alcohol are not reimbursable.

G. 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. Meal breakdown is available on the per diem websites listed in paragraph B above.
H. Meal receipts must be included with your Expense Reimbursement Report if travel did not require an overnight stay.  Without a receipt, in this instance, meals would become taxable income to the employee according to IRS guidelines in Publications 15 and 463.
Table 1

	Examples
	Type of Travel
	Meal Reimbursement

	
	
	Meal receipt(s) required
	Maximum Meal Reimbursement Rate 

	1.
	In and/or out of  State & NO Overnight Stay
	Yes
	Actual expenses up to per diem rate

	2.
	In and/or out of State with 1 Overnight Stay
	No
	Day 1 – 75% per diem

Day 2 – 75% per diem

	3.
	In and/or out of State with 1 or more Overnight Stay(s)
	No
	Day 1 – 75% per diem

Days not in travel status – 100% per diem

Last day – 75% per diem


Examples:

1. Travel from Madison College to Reedsburg for a meeting will result in a meal reimbursement amount equal to the sum of meal receipts. Total receipts submitted must be less the daily per diem. 

2. Travel to Milwaukee for a conference with an overnight stay allows meal reimbursement of 75% of the per diem rate for the day of departure and the day of return. 

3. Travel to Columbus, OH with a 3 night stay allows meal reimbursement of 75% of the per diem rate for the day of departure and the day of return, and one full per diem rate for the day in between.

3. HOTEL AND MOTEL EXPENSES 
A. Domestic lodging expense per diem will be reimbursed at the rates established by the U.S. General Services Administration (GSA) for both in-state and out-of-state travel. Alaska and Hawaii lodging expenses per diem is reimbursed at the rates established by the U.S. Department of Defense. International lodging expense per diem will be reimbursed at the rates established by the U.S. Department of State.  
B. If lodging is at the conference site or a conference suggested site, maximum rates above may not apply.  Include conference documentation with your completed Spend Authorization Request if claiming a rate higher than the GSA area rate.  
C. Please note that lodging should be broken down on a per day basis. Parking, meals, and/or phone should be listed separately and not included with room charge on Expense Reimbursement Report. 

D. Charges for internet connections to check business email are reimbursable. Receipts are required; charges included on hotel folio are acceptable. 

E. An employee will be held personally responsible for any unnecessary room cost resulting from failure to notify the hotel/motel of a cancellation or failure to observe checkout hours.

4. TELEPHONE CALLS
A.
Business calls are reimbursable.

1. Receipts (call log) must indicate nature of business and/or person called.

2. Madison College has a toll-free phone number available should you be traveling and need to call campus. The Madison College Information toll-free number should be used only for Madison College business purposes.
5. REGISTRATION FEES

A. A copy of the Spend Authorization Request must be assigned to your Expense Reimbursement Request in Workday.  
B. An individual, a Travel Card or a District purchase order can pay registration fees.
1. If paid by the employee, a paid receipt and registration information is required for reimbursement.

2. If paid by Travel Card:
a) Any personal events associated with the conference cannot be paid by Madison College. If there is an event that is charged with the registration fee, please submit a check payable to Madison College for the event as part of the Workday Procurement Card Verification process.
3. If paid by District Purchase Order:
a) A Workday requisition and purchase order must be completed. Conference date, location and attendee name should be entered in the description field of the requisition form and vendor should be conference. Conference fees will be paid when Accounts Payable receives the invoice.
b) Registration form must be attached to the requisition or purchase order if prepayment is required.
6. TRAVELING WITH SPOUSE OR OTHER “NON-EMPLOYEE” INDIVIDUALS

A. Travel expenses for individuals not on official college business (spouse, family member, friend, etc.) are not reimbursable.  
B. With respect to the cost of lodging, the amount reimbursable to the employee will be equal to the rate for a single room.
7. NON-TRAVEL RELATED EXPENSES

A. When using an Expense Reimbursement Report for reimbursement of non-travel expenses, purchasing policies and procedures must be followed. Items purchased in violation of these policies and/or procedures will not be reimbursed.  

B. Expenses claimed without a receipt may not be reimbursed.  

C. Important:  Valid worktags must be listed on Expense Reimbursement Report.  

D. Non-travel related food expenses (catered or picked up at store or restaurant) can only be paid with District funds if:

1. In conjunction with staff development.

2. Business-related meeting/event with non-Madison College people. Non-Madison College people include students.

3. Purchased for guest speakers, consultants or other non-Madison College people. 


The following information needs to be provided with food receipt (detailed receipt is required; credit card slip is not acceptable): Use the “Reimbursement for Food Purchases” form located in the forms database on the Madison College website. 

1. List of attendees

2. Meeting date and time

3. Meeting purpose/agenda 

4. Meeting location

All non-travel related food expense is charged to the Food-Non Travel spend category.
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