Travel Authorization Request

PCC ID Number Date

Name PCC Phone Number

Traveler Type Department Location
Primary Trip Activity

Purpose of Trip:

Destination City and State

Source of Funds: Fund Organization Account Program
Departure Date Estimated Departure Time
Return Date Estimated Return Time
Advance Amount Date Needed
8
§
Estimated Expense | £

College Vehicle

Personal Vehicle

Rental Car

Shuttle/Taxi/Other Transportation
Airfare

Lodging

[ ldays@[ ]

Registration Fee

L0

L

Miscellaneous

Total $0.00
Traveler’s Signature Date
Corporate Card Holder:| |
Approval:
Date
Supervisor
Date

President/Vice Chancellor/Chancellor

For Business Office Use Only
Business Services Signature Encumbrance Number

District Finance Office Reset Form Revised 08/09



http://www.gao.az.gov/travel/

	Purpose of Trip: 
	Reset Form: 
	Date: 
	Name: 
	PCC Phone Number: 
	Department: 
	Location: 
	Destination City and State: 
	Source of Funds: Fund: 
	Organization: 
	Account: 
	Program: 
	Departure Date: 
	Estimated Departure Time: 
	Return Date: 
	Estimated Return Time: 
	Advance Amount: 
	Date Needed: 
	Estimated Expense, Total: 0
	Date_2: 
	Date_3: 
	Date_4: 
	Encumbrance Number: 
	Primary Trip Activity: [ ]
	Estimate Airfare Expense: 
	Estimated College Vehicle Expesne: 
	Estimated Personal Vehicle  Expense: 
	Estimated ShuttleTaxiOther Transportation  Expense: 
	Estimated Lodging Expense: 
	Estimated Per Diem Expense: 
	Estimated Registration Fee  Expense: 
	Estimated  Miscellaneous Expense: 
	Estimated Rental Car Expense: 
	Traveler Type: [ ]
	Corporate card holder: [ ]
	PCC ID: 
	Days: 
	Per Diem Rate: 
	Advance Notes: Travel advances of up to 90% of estimated out-of-pocket expenses may be requested by travelers who do not have a Corporate American Express card. 
• No employee advances will be made for less than $100 or if the traveler has outstanding expense reports from a prior trip.
• When the employee is traveling by personal car, mileage reimbursement will be made after completion of the trip.
• For travel involving students such as field trips or athletic team travel the responsible College employee (instructor, coach, advisor) may request an advance of up to 100% of the estimated out of pocket expenses for the students.

	Per Diem Notes: Enter the number of days of travel. Partial day per diem meal allowances require an overnight stay: Allowances for individual meals for travel that is less than a full 24 hour day will be based on the following: Breakfast: Travelers are eligible for the breakfast per diem if in overnight travel status on or before 6:00 a.m. Lunch: Travelers are eligible for the lunch per diem when in overnight travel status for at least six hours and travel commences at or before 11:00 a.m. and ends at or after 2:00 p.m.  Dinner: Travelers are eligible for the dinner per diem if they are in overnight travel status after 8:00 p.m. and are extending the normal work day by three hours, or they leave for overnight travel at or before 6:00 p.m. The College does not pay a Per Diem rate for same day travel, but instead reimburses for actual incurred expenses.  For reimbursement of meals and incidental expenses for same day travel, original receipts must be submitted. No reimbursement will be paid without the original receipt. Effective October 1, 2008, same day travel assignments are not eligible for per diem reimbursement.  When there is no overnight stay, meal expenses and other incidental costs will not be reimbursed. 
	College Vechicle Notes: College vehicles are handled through the Transportation Department (206-2735). 
A Fleet Vehicle Use Request must be completed for all vehicles requested from PCC Transportation, and a copy must be attached to the approved Travel Authorization form. The designated driver must be at least 25 years of age and have a valid Arizona driver’s license. 

	Personal Vehicle Notes: Reimbursement for personal vehicle use within the state will be made based on the current state mileage rate for travel for the most direct, regularly traveled route to and from the destination point. Mileage will be reimbursed according to the mileage charts. For destinations not listed on the charts, indicate the purpose of the trip and document the total number of miles traveled by logging departure and destination locations, odometer readings or providing internet mapping charts from MapQuest, etc.
	Airfare Notes: Airfare will be reimbursed at coach rate. Airline reservations may be made and billed directly to PCC through the College travel agency or with a College Purchasing Card that is authorized for travel. Reservations may also be made with a personal credit card via online travel services. When booking airline tickets on the internet, the paid confirmation must be printed and submitted for reimbursement.
	Shuttle Taxi Notes: Ground transportation expenses, including taxi, bus and shuttle expenses from the airport to the hotel or meeting location and returning to the airport are reimbursable without receipts if total expenses are under $40 per trip that includes an overnight stay. Receipts are required for reimbursement of all parking expenses.
	Rental Car Notes: Vehicle rental at remote destinations may be made either by the traveler, the College’s designated travel agency (College travel agency), or by the Transportation Department. When staying at a conference-designated hotel, the need for a rental car must be justified in writing and approved prior to the trip.
	Lodging Notes: Lodging - Reservations for lodging may be made directly with the destination hotel, on the web, or through the College travel agency. When using the College travel agency, the traveler must arrange payment for lodging and other expenses. Rates are listed in the State of Arizona Accounting Manual (SAAM) - Travel Policy: Section II D -- Section
II, Supplement I: Maximum Mileage, Lodging and Meal Reimbursement Rates table. If the destination is not listed in the State Lodging Index, the standard State limit for lodging is $60 per night, excluding applicable taxes, for both in-state and out-of state.
Lodging costs in excess of the maximum allowable rates must be justified in writing and approved in advance by the appropriate administrator or they will not be reimbursed.

• The original itemized hotel bill is the only acceptable lodging receipt and must be submitted with the detailed Travel Authorization form for reimbursement.
• Conference Designated Hotel - Lodging costs in excess of the maximum allowable rates may be reimbursed when attending a conference, convention or other formal meeting and staying at a designated hotel. In the event the designated hotels are full, another hotel within close proximity can be substituted at up to 100% of the designated hotel single room rate. A list of hotels in close proximity of the meeting or conference does not constitute a designated hotel.
• Reimbursement will be made at the single room rate.

	Registration Notes: Registration fees will be paid by the College and mailed directly to a conference or seminar sponsor upon request by the traveler. Please indicate this on the Travel Expense Report form on the “Make Payable to” line under “Registration Fee”.
	Advance date notes: To ensure funds are ready prior to travel, the completed Travel Authorization form must be received by District Accounts Payable at least two weeks in advance of departure. Travel advance checks will be issued approximately one week prior to the start of the trip.
	encumbrance notes: District Office departments please fill in the encumbrance number and forward the form to the District Business Office.
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