
 
                                           Travel Expense Report 
Please attach Authorization Form and Required Receipts  

 
                                                                 Trip Encumbrance Number     
      
 
PCC ID Number                                    Date                    

                 
Name              PCC Phone Number                                                                   
 
Department                                                        Location/Mail Code                                         
 
Travel Details: 
   
   
 
 
 
 
 
Expenses Incurred: 

    
Description Actual Expenses 

  
Personal Vehicle (Attach Mileage Log)   
Airfare   
Shuttle/Taxi/Other Transportation   

  Lodging (Itemized original hotel bill required)   
Per Diem                     Days @ $   
Registration Fee   
     Make Payable To:                                  
Itemized Miscellaneous (receipts required)  
Total   
Deduct Advance Amount                    Enter as negative number  
Deduct Amounts Paid by College       Enter as negative number  
Balance Due to/from College  

 
 
 
Traveler’s Signature             Date     
 
 
Supervisor’s Signature             Date    
                                   Only required if actual expenses exceed authorized amount by $100 or greater. 
 
 
Business Office Review:             Date    
 
 
District Accounts Payable Review:                       Date Closed     

 Date Time A.M./P.M. 
Departure    
Return    

Rental Car

 

District Finance Office Revised 8/09

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

	Trip Encumbrance Number: 
	PCC ID Number: 
	Date: 
	Name: 
	PCC Phone Number: 
	Department: 
	LocationMail Code: 
	DateDeparture: 
	TimeDeparture: 
	DateReturn: 
	TimeReturn: 
	Date_2: 
	Date_3: 
	Date_4: 
	Date Closed: 
	Make Payable To: 
	Do not use: 
	Per Diem Days: 
	Per Diem Rate: 
	Departure AM/PM: [ ]
	Return AM/PM: [ ]
	Per Diem Expenses: 
	Registration Fee Expenses: 
	Personal Vehicle Expenses: 
	Shuttle Taxi or Other Transportation: 
	Rental Car Expenses: 
	Lodging  Expenses: 
	Itemized Miscellaneous  Expenses: 
	Total  Expenses: 0
	Deduct Advance: 
	Deduct Amounts Paid by College: 
	Balance Due tofrom College: 0
	Airfare Expenses: 
	Reset Form: 
	Text1: 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.  
	Airfare Notes: Submit original ticket or documentation of ticketless travel, unless arrangements were made by the College travel agency and tickets were billed directly to the College
	Personal vehicle notes: 
	0: Submit departure and destination odometer readings and
addresses; or mileage from point to point documented by MapQuest.

	transport notes: Receipts are required if expenses exceed $40.00 per trip; $20.00 for the date of departure and $20.00 for the return date.
	rental car notes: Submit original bill. The traveler is covered under the College’s insurance, so additional insurance should be declined. The cost of any additional coverage, such as Loss Damage Waiver (LDW), will be the responsibility of the traveler.
	college vehicle notes: If a vehicle was arranged by the Transportation Department, please return the Fleet Vehicle Use Request form, the College fleet/rental company credit card, and applicable gas receipts to the Maintenance and Security Transportation Department. 
	lodging notes: Submit original hotel bill with detailed charges. Please include
documentation of conference rate for conference designated hotels that provide special rates. Only room charges and applicable taxes are
reimbursable. Copies will be accepted only for rooms shared by conference
attendees.
	reg notes: Submit a copy of the conference/seminar registration receipt or other
verification of payment.
	misc note: Expenses for the following will not be reimbursed through travel reimbursement:
• Travel without prior written approval
• Alcoholic beverages
• Staying with a friend or relative
• Recreation or entertainment (including hotel in-room movies)
• Local meals including business lunches unless included in the fee for a local professional development conference or seminar (an exception is allowed for Business Relations expenses. See Business Relations guidelines)
• Parking tickets or traffic fines of any nature
• Personal expenses
• Travel expenses, other than mileage, within the Tucson metropolitan area
	unused advance notes: The traveler is responsible for documentation of expenses upon returning from a trip and the repayment of any unused advance amounts. If the advance was greater than the expenses claimed, the traveler will submit payment for the difference to a campus cashier or to District Office Business Services. If paying by check, please make payable to Pima Community College and note the trip encumbrance number. A copy of the cash receipt provided by the cashier must accompany the Travel Authorization form. If repayment is not received within two weeks, the College may deduct the amount of the advance from the next scheduled payroll.
	reimbursement notes: If the actual expenses exceeded the travel advance, the expense reimbursement will be processed approximately two weeks after the Travel Authorization form is received in District Accounts Payable. The check will be sent to the Campus Cashier or District Office Business Office for pick-up unless otherwise instructed.
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