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HARTMELLCOLLEGE

TRAVEL GUIDELINES

Out of District Travel: Requires prior approval of Department Manager

Out of State Travel: Requires prior approval of the President

Foreign Travel: Requires prior approval of the Governing Board

Faculty Members: Arrangements for class coverage is required. Dismissing students
to accommodate travel is not permitted. Class may be rescheduled for a specific date.



/about/administrative-services/checkreqrevjune.pdf
/about/administrative-services/creditreqform.pdf
/about/administrative-services/creditreqform.pdf



https://www.cdc.gov/coronavirus/2019-ncov/travelers/travel-during-covid19.html
https://covid.cdc.gov/covid-data-tracker/#cases_community
https://www.cdc.gov/publichealthgateway/healthdirectories/index.html
https://www.cdc.gov/coronavirus/2019-ncov/travelers/face-masks-public-transportation.html
https://www.cdc.gov/publichealthgateway/healthdirectories/index.html
https://covid.cdc.gov/covid-data-tracker/#county-view
https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-plan/appendix.html#contact
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HARTNELLCOLLEGE TRAVEL GUIDELINES
HARTNELLCOLLEGE Travel Guidelines

Plan Ahead
30-45 Days Prior to Travel:

Hartnell College employees may not book and/or pay for their own travel and seekreimbursement.
Travel arrangements are to be made for the traveler by support staff within the traveler's department using Concur.
Proof of sufficient funds within the department’s travel budget should be confirmed in advance and included in the
supporting documentation provided.
o When funding for travel is provided by another department or program, proof of sufficient funds must be
provided to the traveler’'s department for use in their supporting documentation. Travel is to be booked by the
support staff within the traveler’'s department, not the department funding the travel.
When entering the GL funding the travel, use Object Code 55200 for all travel.
Outdated, incomplete or improperly prepared forms will be returned to the sender and delay processing.
Complete a Traveler Data Profile form & submit to Julie Silveira in the Business Office to create a Concur user profile.
Verify in advance that you have driving clearance on file. All Hartnell business travel by personal car requires driving
clearance in advance of the travel date. To verify your driving clearance status, contact Julia Silveira at755-6800.
e Complete a Travel Authorization Form. Be sure to use the current year’s form which may be found on our_
Travel webpage. (The year of the form can be verified by the date in red in the “Personal Vehicle” box under
“Estimated Costs”). An outdated form will be returned and delay processing. A Travel Authorization Form must
be completed for each event, even when the travel is at no cost to the college as the form acts as your request
& authorization to be off-campus to attend the event. Attach the following supporting documentation:

o0 A copy of the budget financing the travel,

o Event registration cost and include an agenda or schedule,

0 Google Maps/Driving Directions for any mileage being claimed,

o All transportation costs, including:

Mileage claimed for personal car, and/or
Rental car (Estimate gasoline reimbursement in “Other Expenses and Tips”), and/or
Airfare, and/or
Monterey Airbus, Uber, Lyft (Include cost in “Other Expenses and Tips”).
0 Lodging costs. If estimating costs be sure to include fees and taxes in your estimation.
Meal Allowance (See Per Diem link on the top of the Travel Authorization Form)

o Other Anticipated Expenses — This includes but is not limited Wi-Fi/Business center fees, hotel parking, tolls,
Uber/taxi use, shuttle, ferry, bus fare, Monterey Airbus, and gasoline reimbursement for rental cars. Receipts
must be itemized. Note: Airport parking costs are not an authorized expense.

e  Submit your completed Travel Authorization packet (the form and all supporting documentation) via Adobe Sign for
signature to:

o Traveler (signature),

o0 Traveler's supervisor (signature),

0 Budget manager (signature, if applicable),

o Julie Silveira and Lucy Trafton (cc only).

e Please note, our calculating PDF forms are updated at the beginning of each calendar year to calculate the new
year's mileage reimbursement rate. Outdated, incomplete or improperly completed forms will be returned and
delay processing.

e Verify in advance that your home address on file is current. All reimbursements for out of pocket travel expenses willbe
mailed to the home address Human Resources has on file. To request an address change, please complete an_
Address/Name Change Form and submit to Human Resources. Human Resources may be reached at 770-6103.

o



/about/administrative-services/datasheet.pdf
/about/administrative-services/revjulydrivingpol.pdf
/about/administrative-services/revjulydrivingpol.pdf
/about/administrative-services/revjulydrivingpol.pdf
/about/administrative-services/travel_policy_and_guidelines.html
/about/administrative-services/2022travelauth.pdf
https://www.gsa.gov/travel/plan-book/per-diem-rates
/sites/default/files/u88/hr-50_change_address_or_name_form.pdf

HARTNELLCOLLEGE TRAVEL GUIDELINES

Driving Clearance

Personal Vehicle


/about/administrative-services/revmilereimb.pdf
/about/administrative-services/2022milereimb.pdf



mailto:alo@hartnell.edu
/about/administrative-services/revmilereimb.pdf
/about/administrative-services/checkreqrevjune.pdf
/about/administrative-services/creditreqform.pdf
https://www.cdc.gov/coronavirus/2019-ncov/travelers/travel-during-covid19.html
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HARTNELLCOLLEGE TRAVEL GUIDELINES

e Special Services or Requests provided at additional cost/s to the District are not covered and include:
0 Excess baggage fees (See Baggage below) and,
o0 Upgraded Seating (See Seating below)
o All Airfare should be booked out of a localairport, however some exceptions may apply. The airports
considered to be local airports are:
0 San Jose, CA - Norman Y. Mineta International Airport (Call LettersSJC)
0 San Francisco, CA - San Francisco



HARTNELLCOLLEGE TRAVEL GUIDELINES

e Prepare a credit card request form. Attach the
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HARTNELLCOLLEGE TRAVEL GUIDELINES

e  Submit your completed credit card request packet (the form and all supporting documentation) via Adobe Sign
for signature to:
o Traveler’s supervisor (signature)
0 Budget manager (signature, if applicable)
0 Lucy Trafton and Julia Silveira (cc only)
e Upon approval of the credit card request:

o Contact the Business Office to schedule a time to use the credit card. The credit card may only be
used within the Business Office.
o Bookthe room and after booking, ask them to email you a Credit Card Authorization if not
previously received.
It is the responsibility of the person booking travel to ensure receipt of the credit card
authorization for the traveler and to follow up until received.
Failure to complete this step will result in the traveler paying out of pocket for the
cost of the hotel.
Once the credit card authorization is received, forward it to Lucy Trafton and Julia Silveirato
process for direct payment.

If the credit card authorization is not received immediately after booking, follow-up with
the hotel until received. (If not received by the end of the day, notify Lucy Trafton and
Julia Silveira in the Business Office and provide them w EMC i6CID 105BDC g0.00000912 2i02W*1 00 1



HARTNELLCOLLEGE TRAVEL GUIDELINES

e Submit your Travel Expense Claim Form packet (the form and all supporting documentation) via Adobe Sign for
signature to:
0 Traveler (signature)
o0 Traveler’s supervisor (signature)
0 Budget manager (signature, if applicable)
0 Lucy Trafton (cc only)



