COPPER MOUNTAIN COMMUNITY COLLEGE DISTRICT

POLICY & PROCEDURES
BOOK: CMC ADMINISTRATIVE PROCEDURE
SECTION: CHAPTER 7 | SECTION 7000: BUSINESS SERVICES
TITLE: TRAVEL
CODE: AP 7400
STATUS: ACTIVE
ADOPTED: 10/15/2018
LAST REVISED: 4/11/2024

LAST REVIEWED: 4/11/2024

AP 7400 | TRAVEL

Travel Purposes: The District recognizes that attendance at conferences, meetings, workshops,
and other professional development activities may provide an opportunity for the exchange of
ideas and information that will enhance an employee's ability to serve the district. The District,
therefore, encourages attendance at conferences, meetings, workshops, and other professional
development and growth activities that may reasonably be expected to offer opportunities for
professional improvement, such as professional certification and necessary training.

NOTE: The duration of individual absences or the concurrent absences of employees from a
department must not dilute the quality of the educational process or services provided to
students.

Applicability: This regulation applies to all employees of the District, or authorized students
traveling on behalf of the District. Members of the Board of Trustees are considered employees
of the District for purposes of this regulation. This regulation does not apply to consultants and
contractors. Travel expenses incurred by a consultant, or contractors are reimbursable only if
such expense is specified as part of the consultant/contractor's contract with the District and
submitted by invoice as a contractual expense.

Authorized Activities: For purposes of this regulation, off-campus travel is defined as attendance
and participation at meetings, conferences, conventions, in-service training, and other events on
behalf of and for the advancement of the discipline or professional area in which the employee
teaches or works.
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Off-campus travel does not include:

a. Meetings that pay a salary, expenses, or honorarium to the employee as a participant.

b. Meetings that are lobbying or legislative in nature without the approval of the
Superintendent/President or Board of Trustees (where applicable).

c. Meetings of professional or other organizations whose interests are outside the scope of
the employee's normal work assignment without the approval of the
Superintendent/President or Board of Trustees (where applicable).

d. Special interest group meetings outside the scope of the employee's normal work
assighment.

IV. District Defined: Travel claims defined as “within District” include locations within the
boundaries defined by the current district area map and district sites (i.e. affiliation sites and
educational centers where instruction occurs). All other travel claims are considered out of
district activities.

Travel Approval Process:

1. When requesting off-campus travel, prior approval is required on the District’s Travel
Request/Claim Form District Travel Approval Claim Form to ensure the activity is related to
District business, adequate funding is budgeted, and minimal interruption to District programs
and services occur.

a. The employee’s Supervisor must approve by signature all travel requests as confirmation
that the trip, related expenditures, and funding sources are appropriate for District
business prior to the trip. Supervisor and/or Budget Manager authorization is required
prior to incurring any expenses related to the travel activity.

The Business Services Office must confirm that funds are available.

c¢. No travel advance funds or reimbursement of expenses can be made without all required
approval signatures.

d. Interstate and International Travel Requests: Travel requests that involve international
travel must be approved in advance by the Superintendent/President and the Board of
Trustees. Interstate travel requests must be approved in advance by the
Superintendent/President.

The District may authorize and reimburse travel for business-related expenses incurred as follows:

1. Conference Location Reimbursement Limitation: If a conference or workshop destination is
within the boundaries of Copper Mountain Community College District, the only conference
expense eligible for reimbursement are mileage and the payment of a registration/participation
fee. Employees receiving a monthly travel stipend are not eligible for mileage reimbursement
within the District.

2. Mileage Reimbursements: Employees authorized to use a personal vehicle during an off-campus
travel activity, including within district travel, are eligible for reimbursement for mileage
incurred. Employees performing authorized travel involving the use of personal vehicles will be
reimbursed for mileage at current IRS official rates. All expense claims requested for
reimbursement shall be substantiated and submitted on the appropriate travel claim form.
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a. Within District Mileage Reimbursement: An employee may be reimbursed for
mileage within district while conducting business on behalf of the district as necessary
or directed by a supervisor. If the employee is required to travel on district business to
a destination that exceeds the normal commute, only the excess miles are
reimbursable. Within district mileage requests are submitted and approved by the
appropriate supervisor and budget manager, where applicable. Employees receiving a
monthly travel stipend shall not be eligible for mileage reimbursement for travel
within the district.

Call-Back Mileage: In the event an employee is off-duty and called back to work by a supervisor,
the employee may be paid for all mileage traveled in connection with that event or as specified
in an applicable collective bargaining agreement. Mileage shall be reimbursed at current IRS
official rates.

Faculty Mileage Reimbursement: Faculty Association Collective Bargaining Agreement, Article
XV, Section 15: In the event a full-time or part-time faculty member is scheduled at two or more
different locations on the same day, the member will be paid round-trip mileage between the
locations at the current IRS mileage rate.

Non-Reimbursable: Employees shall not receive reimbursement for the following:

a. Mileage to and from work to the employee’s personal residence.
b. Gas purchases for use of personal vehicles.
c. Damage or theft to an employee’s vehicle or items kept within the vehicle.

Per Diem Rates: Per Diem Rates are the maximum daily allowance for lodging (excluding taxes)
and incidentals paid to employees attending approved activities. Per Diem shall reflect those
items and rates adopted by the United States General Services Administration (www.gsa.gov).
Per Diem rates are allowed for up to one day before the conference and one day after the
conference. Lodging rates that exceed per diem approved rates, must be approved by the
Superintendent/President or Chief Business Officer.

Per Diem Rates at Conference Hotel: The discounted conference hotel rate may be used as the
per diem lodging reimbursement rate rather than the GSA federal rate. Travelers need to register
early to receive the conference hotel guaranteed rate booked for the conference rooms. A copy
of the conference hotel or conference publication must be attached to the travel request for this
rate to apply. Per Diem rates are allowed for up to one day before the conference and one day
after the conference.

Meal Allowances: Meal allowances shall be provided for District-related travel based upon the
following definitions:

a. Multi-Day Travel Claim: Individuals traveling on behalf of the District shall receive a daily
meal allowance of $50.00 per day of travel activity. If the event or conference provides
breakfast, lunch, or dinner, the meal allowance shall be reduced at a rate of $10.00 per meal
provided. Meal allowance rates are allowed for up to one day before the conference and one
day after the conference.
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b. Single-Day Travel: If the travel begins at or before 6:00 a.m., the District traveler may claim a
breakfast allowance of $10.00. Additionally, if the travel ends at or after 7:00 p.m., the
District traveler may claim a dinner allowance of $25.00. No lunch allowance is provided.

c. District Credit Cards may not be used for meal expenses. Exceptions may apply. Contact the
Business Office for assistance.

9. Transportation: Optional transportation methods include:

a. Airplane

b. Personal Vehicle: A personal vehicle may be used for district-related travel activities.
Mileage is calculated from the district main campus or home to the conference,
whichever is closer.

c. Taxi, Shuttle, Uber, Lyft, Etc.

d. Vehicle Rental: Employees on approved travel outside of the District may be authorized
to rent a vehicle as necessary during the course of the travel activity.

e Gasoline for vehicle rental use is reimbursable. Other: Contact the Business
Office for transportation options not included on this list.

10. Parking and Other Related Fees:

a. Parking Fees: At an approved parking location such as an airport or hotel.
b. Other Related Fees: Toll, bridge, and other related fees are reimbursable.

11. Advance Payment: Travelers may request the Business Office to pay meal and mileage expenses
in advance, provided an approved District Travel Approval Claim Form and conference
documentation is submitted within a reasonable time prior to traveling.

VII. Personnel Considerations:

1. Leave of Absence: When a leave of absence of any kind, including regular vacation time,
while on travel status, the exact date and hour of departure and return to duty shall be
shown on the reimbursement claim form. No expense of any kind will be allowed for time in
a leave of absence status.

2. Salary Status: An employee authorized to attend a conference is considered to be in regular
status for the duration of the conference. Disregard for District travel policy, regulations, and
procedures and/or altering receipts can result in disciplinary action.

3. Overtime: Overtime is not permitted unless expressly authorized in advance by the
Superintendent/President.

REFERENCE(S), IF APPLICABLE:
Education Code 87032
2 Code of Federal Regulations Part 200.474
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