5.09 Travel, Meal, and Lodging Expenses (Revised 3/26/24)

Travel, meal, and lodging expenses incurred by College employees and members of the Board of
Trustees traveling on official college business will be made in accordance with state law.
Official college business includes travel and meetings that are necessary, reasonable, and
appropriate expenses incurred for the primary benefit of college business. Expenses for
entertainment, which include but are not limited to, shows, amusements, theaters, circuses,
sporting events, or any other place of public or private entertainment or amusement, unless
ancillary to the purpose of the program or event, will not be allowed.

A. Emplovee travel, meal, and lodging:

1. Travel, meal, and lodging expenses incurred by College employees must be
documented on the College’s standardized form with original detailed receipts
attached. Detailed receipts should show the amount, date, place, and type of
expenditure and should be sufficiently detailed to show the different elements of the
expenditure. Forms that do not include original detailed receipts may not be
approved.

2. Expenses that do not exceed maximum allowable amounts, below, must be reviewed
and approved by an employee authorized to approve such expenses, in accordance
with policy 5.06. Expenses that do exceed maximum allowable amounts must be
approved by roll call vote at an open meeting of the Board of Trustees.

B. Elected Board member travel, meal, and lodging:

1. Travel, meal, and lodging expenses incurred by elected College Board members,
including the Student Trustee, must be documented on the College’s standardized
form with original detailed receipts attached. Detailed receipts should show the
amount, date, place, and type of expenditure and should be sufficiently detailed to
show the different elements of the expenditure. Forms that do not include original
detailed receipts may not be approved. All travel, meal, and lodging expenses
incurred by elected College Board members, including the Student Trustee, must be
approved by roll call vote at an open meeting of the Board of Trustees.

C. Expenses:

1. Approved expenses may include transportation costs, registration fees, meals,
lodging, baggage fee (one personal bag per traveler on College business), and
incidental expenses, which include parking fees, tolls, taxi fares, tips and similar
expenses. Specific criteria for the categories of transportation, lodging, and meals
must be met, as outlined in the following paragraphs.



E.

F.

Transportation:

1.

All travel shall be by the most economical mode of transportation available
considering travel time, costs and work requirements. All travel shall be done by the
most direct route. Expenses due to deviations for convenience will not be approved
for payment by the College. Arrangements for transportation shall be the least costly
reasonable available alternative.

A college vehicle may be used if available. The college’s driver safety program must
be completed prior to use of a college vehicle. Personal vehicles may be used for
approved travel and will be reimbursed at the rate currently established by the State of
[linois. (For detailed information, see the Staff portal.) If less than the cost of
mileage reimbursement, the purchase of gasoline for a personal vehicle for the
purpose of the approved travel may be approved if an original detailed receipt
supporting the expenditure accompanies the request.

Lodging:

1.

Approved expenses for lodging include each day for which lodging is required for
business purposes at the standard room rate not to exceed $300 per night (see
exception). An exception to the maximum rates is that the standard room rate in a
hotel where a meeting, convention, or conference is being held may be approved.
Expenses incurred due to room upgrades, use of amenities, or nights stayed in
addition to those in which business purposes exist will not be approved for payment
by the College.

Meals:

1.

Approved expenses for meals (which includes breakfast, lunch, and dinner) will be
for the actual cost of the meal (not a per diem rate) provided that itemized approval
requests accompany by the original detailed receipts are submitted. The cost of
alcoholic beverages will not be approved. The total daily amount approved will not
exceed the maximum total daily amount of Meals and Incidental Expenses rates
published by the U.S. General Services Administration (see exception). Rates can be
verified at https://www.gsa.gov/travel/plan-book/per-diem-rates/. Exceptions to the
maximum amount include: the total amount of meals in a hotel where a meeting,
convention, or conference is being held may be approved and meals included as part
of the conference package may be approved and on first and last day of travel, the
maximum daily rate may not be prorated if travel and meetings exceed 12 hours.
Meals under these exclusions are not included in the total maximum daily rate.



https://www.gsa.gov/travel/plan-book/per-diem-rates

G. Reimbursement:

1.

Itemized reimbursement requests for all travel expenses must be accompanied by
original detailed receipts. Reimbursement requests relating to programs funded by
Federal and State project grants must be allowable under grant rules and must be
accompanied by original detailed receipts for all items.

All settlement of travel advances must take place within 10 working days of the
completion of the trip.



