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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. 

 

IMPORTANT COVID-19 (coronavirus) Update:  

VIRTUAL/ONLINE CONFERENCE REGISTRATION 

These Guidelines Pertain to VIRTUAL/ONLINE Registration Only. 
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HARTNELLCOLLEGE Travel Guidelines 

Plan Ahead 

30-45 Days Prior to Travel: 
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Driving Clearance 

Personal Vehicle 
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Rental Vehicle 
● Enterprise is the contracted car rental agent for HARTNELLCOLLEGE and are preferred as they provide a 

significant cost savings to the District. 

● 
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o Travelers supervisor (signature), 

o Budget manager (if necessary, signature), 
o Lucy Trafton (cc only). 
o Once the document has been completely signed, Contact Lucy Trafton to coordinate the use of the credit 

card for event registration. Please note the credit card may only be used within the Business Office and 
only when a check request will not be accepted. 

● Outdated, incomplete or improperly completed forms will be returned and delay processing. 

https://www.cdc.gov/coronavirus/2019-ncov/travelers/travel-during-covid19.html
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o 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. 

o Failure to complete this step will result in the traveler paying out of pocket for the cost of 
the hotel. 

o Once the credit card authorization is received, forward it to Lucy Trafton and Julia Silveira to process for 
direct payment. 

o If the credit card authorization is not received immediately after booking, you must follow-up with 
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