PLEASE SAVE DOCUMENT 
FOR FUTURE REFERENCE
2005-2006 FACULTY TRAVEL POLICIES & GUIDELINES

In order to follow the District guidelines*** to approve out-of-state travel funding, please review and keep in mind the following as you apply for professional growth travel.  The Travel Committee funds ONLY full-time residential faculty.  OSO/OYO’s will not be funded by the Travel Committee.

Steps to follow for signature:

· Department chair signs your travel request, for information purposes, on the appropriate line so that he/she will be able to better plan for substitutes and prepare the absence report.

· Dean of Instruction
· Vice President for Academic Affairs
· President

· Chancellor must approve all international travel prior to the travel committee’s consideration and the event.

Requests must be in the Vice President for Academic Affairs’ Office 30 days prior to the Travel Committee Meetings.  The Travel Committee meets the second Tuesday of every month excluding January.

NEITHER THE VICE PRESIDENT’S NOR THE PRESIDENT’S SIGNATURE GUARANTEES FUNDING BY THE TRAVEL COMMITTEE.  TRAVEL PRIOR TO THE TRAVEL COMMITTEE’S ACTION IS DONE AT THE FACULTY MEMBER’S FINANCIAL RISK.

We, ENCOURAGE faculty to take advantage of out-of-state travel opportunities that will enhance professional growth.  If you have any questions pertaining to specific funding guidelines for faculty travel, please feel free to contact one of the members of the Travel Committee.  
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***http://www.dist.maricopa.edu/gvpolicy/adminregs/fiscal/1_15.htm
TRAVEL REQUEST GUIDELINES

USED BY THE TRAVEL COMMITTEE

FOR RESIDENTIAL FACULTY

2005–2006
1. All travel requests will be evaluated on the basis of relevancy to the applicant’s field or teaching assignment.  Travel related to administrative assignments should be referred to the President’s Office for funding.

2. MCC Travel Committee’s jurisdiction is to fund only full-time residential faculty for out-of-state travel; actual travel would be pending administrative approval.  According to District Policy, OSO/OYO faculty cannot be funded by the Travel Committee.
3. MCC Travel Committee can approve a maximum of $1,500* for any single travel request.  This does NOT include the registration fee from District Professional Growth.  
4. All requests for changes in previously approved funding MUST be made PRIOR to the travel.

5. A hard copy brochure & online Travel Calculation Form MUST be attached to the Travel Request form. (Brochure must include workshop/conference/ seminar name, dates, location, lodging and registration costs, and a schedule of events/workshops. A call for papers/proposals does not qualify as a brochure.)  The travel must relate to the traveler’s field or teaching assignment.  Also a signed 2005-2006 Annual Travel Acknowledgement Form must be on file with the Fiscal office.

Link for Travel Calculation Form:

      http://www.mcli.dist.maricopa.edu/fpg/travel/mesa_travel_calculations.doc Pending
      Link for Travel Acknowledgement Form:
http://www.dist.maricopa.edu/gvpolicy/adminregs/appendices/print/u.doc
6. Registration fees up to $35 will be funded by the MCC Travel Committee.  Registrations over $35 should be submitted to the District Professional Growth Committee, Susan Miller at 461-7861.  Please attach a copy of your Professional Growth Form to the Travel Request Form.  All registration fees should be itemized on the estimated costs portion of the Travel Request Form (as per District Policy).
7. The Travel Committee only funds out-of-state travel, for in-state travel approval and funding, please apply to the Vice President for Academic Affairs’ Office.  

8. Persons who have not received travel funds within the previous and/or current fiscal year will have priority for funding.

Persons who have received travel funds within the previous and/or current fiscal year will be placed on a waiting list.  At the end of the fiscal year, 7/1/05 – 6/30/06, if funds are available, the waiting list requests will be considered for reimbursement.

The second Travel Request in the course of two years will only be considered for funding after all first time travelers have been reimbursed and funds still remain.
9. For travel occurring in June, all Expense Claim Forms and ORIGINAL RECEIPTS MUST be submitted on or before June 30.

10. IF AN APPROVED TRAVEL IS NOT TAKEN, please notify the Travel Committee and Fiscal Office within five working days after the event/conference.

11. The Expense Claim Form and ORIGINAL RECEIPTS must be submitted to the Fiscal Office located in room AD3S of the AD building for reimbursement within twenty working days of the traveler’s return. 

DISTRICT IS VERY STRICT ABOUT THIS DEADLINE.
12. Travel prior to the Travel Committee’s approval is done at the faculty member’s financial risk.

13. When filling out the Travel Request Form, please indicate (check) that you are a representative of the District.
14. Travel Requests submitted after the last Travel Committee meeting in May (for travel July 1st or later) will be held until the first Travel Committee meeting of the next fiscal year for review.  

If a Travel Request is submitted after the last Travel Committee meeting in May and the travel is before July 1st, the request will be reviewed by the committee chair, if available.
CONFERENCE FUNDING REQUEST GUIDELINES

USED BY THE TRAVEL COMMITTEE

FOR RESIDENTIAL FACULTY

2005–2006
15. MCC Travel Committee will approve meals and lodging according to District policy.  Contact Erin Betts at 461-7315 or the Fiscal Office at 461-7264 for the “Lodging Cost Index” and the out-of-state per diem for meals and incidental expenses (M&IE) or go to the Maricopa Community Colleges Travel Reimbursement Rates internet address is: http://www.gao.state.az.us/travel.  
Lodging   -
The reimbursement amount includes room charges and applicable taxes in reference to one of the following: (a) The reimbursement will not exceed the listed maximums plus tax for cities included in the “Lodging Cost Index.”  Or (b) Individuals staying at the conference designated hotel may be reimbursed actual lodging cost (including taxes), provided the brochure of the conference verifies the conference hotel location and rate.  Please indicate the conference hotel where you will be staying.  NOTE:  If not specified, the travel committee will reimburse at the $55.00 per day base rate.


NOTE:  For lodging reimbursement, “Hotel Express Checkout” will not reflect payment – only the charge.  In order to be reimbursed, the receipt must show a $ 0.00 balance, (see hotel desk clerk). 


If individuals do not specifically request a certain type of funding on their travel request form (e.g., estimated dollar amount for food), the MCC Travel Committee will not automatically include such funds in their approval.

Meals – 
See District Per Diem Guidelines for Rates. Based on departure and returning times* 

16. MCC Travel Committee may give approval of travel funds for the published dates plus a day before and a day after the scheduled conference, workshop, or seminar depending on the conference start and end time.  Per District policy, the Travel Committee must take into account what is in the best interest of the college when considering the travel expense as well as the traveler’s time.

17. If an individual opts to drive rather than fly, they must submit proof of what the estimated airfare would be if they flew as well as a MapQuest printout showing the total estimated mileage.  The Travel Committee will approve mileage based on the lowest airfare available.  This amount will be the maximum mileage amount the individual may claim.  
18. Normally, the committee does not fund rental cars. 

· If a rental car is necessary for transportation, a written justification is required for a rental car request. 

· If a group is sharing a car, one person needs to take responsibility for claiming the expense.  Please list all faculty included in group as part of your justification. 

19. Arizona Local Transportation: **
· Airport parking up to $5* per day will be reimbursed or Commercial transportation to and from Sky Harbor Airport will be reimbursed at $20* maximum each way. 

20. Conference City Transportation: **

· Only transportation for conference business will be funded.  Transportation for personal activities, such as sightseeing or travel to restaurants, is not reimbursable.
· In the conference city, MCC Travel Committee limits taxis, shuttles, etc. to $10* a day, not including transportation to and from the airport.  
· A maximum of $20* (each way) in the conference city will be funded for transportation to and from the airport. 
**For Arizona Local & Conference City Transportation: Please retain all receipts, as receipts are now required if claiming more than $25 for parking and/or local/airport transportation per expense claim form.
21. Communication Expense – FOR DEPARTMENT CHAIRS ONLY – Business communication charges, including telephone, internet access, faxes and copies, are reimbursable if documented by receipts and purpose of expense is identified. Personal phone calls are not reimbursable. 
· Normally, the committee does not fund business communication charges for those other than Department Chairs.  If you teach distance learning courses and it is during a regular semester, a written justification is required with documented receipts and purpose of expense identified, e.g. internet access to teach a course in session.  Personal calls, faxes, and copies are not reimbursable.


* Dates and amounts are in effect for 2005-2006 school year.[image: image1.png]



PLEASE READ THE ATTACHED GUIDELINES








DON’T FORGET TO ATTACH A CONFERENCE BROCHURE, TRAVEL CALCULATION FORM AND A COPY OF YOUR PROFESSIONAL GROWTH FORM TO YOUR TRAVEL REQUEST FORM!
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