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Travel Authorizations:

1. Ensure the traveler’s name and W-ID number are correct

Enter the appropriate budget string and any limit to the funds (i.e., PD travel funds)
Have the correct dates/times of travel

a. Is the mileage rate correct?? It was just updated.

5. Mileage to events must be originated from CRC to the event and then back to CRC...not from their house! Use Google
Maps, print the “text only” to PDF and attached as supporting evidence of travel

6. Categorical information box is filled in and signed by the appropriate person (if applicable)
7. Out-of-State travel has restrictions (see list) and must be signed by the President prior to submitting to the business office

w N

Travel Authorization Slow Downs-

Not having the required receipts and documentation attached
Not having the proper signatures
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Outline steps to complete fields in
Part 1; Part Il and Part Il

Travel Reimbursement form
Mileage Reimbursement

https:.//employees.losrios.edu/s
hared/doc/accounting/mileage-
chart.pdf

LOS RIOS COMMUNITY COLLEGE DISTRICT
TRAVEL AUTHORIZATION AND REIMBURSEMENT CLAIM
(Note: Read instructions on back of set before completing)

Employee Name. ID#

Please check box where payment s to be sent:

O arc O FC [Joo. [JEwc
CRC []scc [JFm

Conference Sponsor

ConferencelActivity

BudgetNo. 1

T-

Name o Oganzaton

Destination

BusUnt Aot Fund

Budget No. 2 L L
BusUnit__cct Fund O
PART | - Request to Attend

Pgm Code SUbClass ProjGrant

Pam Code SubClass ProjGrant

PART Ill - Request for

Tncusive Gates of Fave

From I o

"o be completed no late than 3 days after retur from authorized travel

3 T e

Estimated Expenses: *Indicates Receipt Required for Rembursement
A Transportation ~ (Estimate cost of air fare) $

[0 ar [ oistveice  [Jriv. vehicee
Travel Agency (Ai fare)
‘The undersigned ceriifies that the vehicle helshe uses for Los Rios Community College District
business carries the legal minimum insurance required by law.
8. Lodging” $

Ners civcalioa.
s

days@$

day
C. Registration/Conference Fee" (check one)
[Jincl. certain meal(s) [(excl. meai(s)

D. Meals. $

From L T

d,including

3 T
A Transportaion

[ Ace® [ 8us*  [] oter
[] Prepaid t travel agency by distict

[] Private Vehice x

Lodging"

Registaion Fee (check one)
(Ener ot costeveni resd)

Norecest e )

Meals

[ ] Prepaid by DOICollege [ No Prepayment

Date. Breakast Lunch

okt 5 Do 5

Feldars Fod
E. Other (describe)”
(Admin. Approval requied fo vehick rental)

F. Incdental Expenses

Other Expenses®
Parng e, ridg 1,

Total Meals §

Total
MaximumAllowance, if applicable

Travel charged to Categorical Programs, Grants or Special Projects:
This ravel i n compliance withthe requirements o

Frogantne

For

e ———]
F. Incidental Expenses - not

(s, porsona proa cal ar oer i tavel experses)

G. Total Expenses (A-F)

Total Expense: . Allowance



https://employees.crc.losrios.edu/shared/doc/bso/forms/bs-106.pdf
https://employees.losrios.edu/shared/doc/accounting/mileage-chart.pdf
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t e 106.pdf

INSTRUCTIONS FOR OF TRAVEL

This form s to be used to obt
made pursuznt

Allrequests for

Use of Distict
approvals and appropriate Districtcepartment manager approval.

Part .- Request to Attend C:
1

for departure. Al priorto departure. If prepaid
regisiration i requested. form must processing a minimu of three weeks Complete only
the top and leihand porion of the form when requesting authorizaton {0 avel

Estimated Expenses:

A Tensporiaton or il e mieage o get & o aipor, parking
feesat o, i destinaton be made following
Retain approprite receip or PerR8343, Secion 11 4, reimbusement does not incude mieage:
For curen referto

e losrios.edulicldstricmiscimieage. char pol
Car Renta!

Review the
Enterprise Rent A< Lisbity
require special
then to“Ermployees”, hen clicking on ' under
and may not be rembursed. Please select the lowest ate and the most economical efueing option
Lodging -Lodging shall ot exceed the singe daly occupancy rate established at the conference ste. Retain original receiptfr rembursement clai.
Begistali ayee i Partl. finct

Other

prepaid

before 700am. orretun after7:00 am.  Breakfast § 10.00
ForLunch Alowanc: Departure before 12 noon ocretun afler 12 n0on ~ Lunch 0
For Dinner Alowance: Departure before 7:00p.m. or retum after 700 pm.  Dinoer

Toal  $56.00

The
stay. Only the actual amount of meal expenses incued, notto exceed the alowanoss stated above, shall be eimbursed.

Other

E ) 8341 and orly iravel inchudes an
overnght siay. For example, f departure occurred on Monday and raveler retums on Tuesday, but trvel id nt exceed 24 hours,only 3500 incdental
allowance may be clained.

Forwerd al copies for approval. Travel ed by the Vice P
A may the approvalprocess. The
“The bottom 3 cop

retumed o the employe o complete
Part i - Request for Reimbursement section upan feurn from ravel.

Partll - Cash Advance/Prepaid
College completes the appropriae secton and the

Minimum $100.00 cash advance request shal only be procsssed.

Part il - Request for Reimbursement
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* Things that slow the process down:

1. Form not filled out completely — some employees have sent forms without Part | filled out

and only send in Part lll. | need to see at least Part | completed to know this travel was approved
before the actual event. The only time this is not really needed is when it is a straight mileage
travel.

2.  NO approval signatures or approval email

3.  Missing backup — If | am paying a registration — | must have back up from the vendor that
shows amount to pay, Vendor Name and Vendor remit to address. Also, | need airline backup,
conference agenda, hotel, taxi/uber/lyft receipts and airfare or mileage log.

4. If the travel is hitting a fund 12 budget than the categorical box found in Part | on the form
must be filled out and signed.
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Questions
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