TRAVEL & CONFERENCE REQUISITION INSTRUCTIONS

All Travel Requests MUST be received in the Business Office 3 days prior to the travel to receive a check for the costs before leaving. If the request comes in after that, the employee will have to wait until returning from the trip to be reimbursed.

A check will be issued to the traveler for per diem meals, anticipated parking fees, motel room costs and other authorized travel expenses. Upon returning, the traveler will submit receipts for all non-meal expenses and/or a personal check to equal the non-meal expenses received. 

Failure to provide the receipts to the business office within 3 days of returning may result in the non-meal expenses being deducted from the traveler’s next paycheck.  

1 Conferences:
PO’s to be mailed/delivered to conference vendor. Vendor will bill the District
A Create the requisition with the conference provider as the Vendor.

B On the description line indicate the conference name, conference dates and who is attending.

i Example:    Registration for AASBO Winter Conference, Feb 2-3/06 for Roger Studley and Sam Smith.
C The unit price will be the cost for 1 attendee, under Quantity you will indicate how many people you have listed in the description.

D Send a copy of the conference materials with the Requisition # clearly marked on them to the Business Office.

E Once the materials are received, a PO will be created for you to print and deliver to the conference vendor.

2 Travel Expenses: Individual check/s are made payable to the employee and may be picked up and cashed prior to travel to cover expenses. 

A Meals

i Create a requisition with Revolving Account as the Vendor.

ii Send a completed Meal Reimbursement Flow Chart with the Requisition # clearly indicated on it to the Business Office. 

a If the registration materials DO NOT indicate meals included with the conference, you MUST contact the conference provider to find out what meals are, or are not provided as part of the conference registration fee.

· Record on the back of the Meal Reimbursement Flow Chart your name, the number called, who you talked with, the date and time you talked and the meals they said were or were not provided.

b One Meal Reimbursement Flow Chart may be used for multiple attendees at the same conference. All names must be listed on the form.

iii If this request is part of a paid conference, include the Conference Registration Requisition # also.

a This way you don’t have to submit 2 copies of the registration materials.

iv On the description line indicate the conference name, conference dates and each person being reimbursed. (Only 1 person per line) No, you don’t have to repeat the conference information on each line, just the person and how much they are being reimbursed. 

· Example: First detail line Description – Meals for Roger Studley to attend AASBO Winter Conference, Feb 2-3/06, $29.50. 

· Second detail line Description – Conference Meals for Sam Smith, $29.50
3 Motel


A Motel Payment Process

i One individual makes the reservations and pays for the motel room/s. You will receive a check made out to you before you go to the conference for the total amount of your meals and motel.

a Include the amount and motel confirmation sheet with this Travel Expense Requisition under the employee’s name that will receive the check. 

· Example: Meals and motel room/s for Roger Studley to attend AASBO Winter Conference, Feb 2-3/06.

· Either, each attendee can receive the money and pay for their motel room, or just one person can receive the money and pay for all the motel rooms. Your option.

b The individual MUST return the final motel bill to the Business Office within 3 business days of returning from the conference.

B Optional Motel Payment Process 

i Call the motel to see if they will accept a Purchase Order from us, or if they will accept a school check from the District for the room fee.

ii Get a confirmation sheet or fax from them indicating the total room charge with all taxes and fees included.

iii Send this confirmation sheet with the Requisition # clearly indicated on it to the Business Office

a If the motel will accept a PO

· Create a Requisition to the Motel and deliver the Vendor copy of the PO to the vendor. The vendor will then bill us for the room fee.

b If the motel will accept a District check

· Create a requisition with Revolving Account as the Vendor and list the motel name, date, and person/s in the description line.
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