
5.4.3.4 Payment for Reimbursement of Travel Expenses 
The Code of Alabama 1975, Section 41-4-57 states, "All officers and employees who 
travel at the expense of the state or any of its departments, agencies, boards, bureaus, 
or commissions shall file with the comptroller an itemized statement of expenses incurred 
including those for transportation in connection with such travel at the expense of the 
state agency, institution, board, bureau, or commission, verified by affidavit, before any 
warrant shall be issued for such expenses." 
 
Request approval to travel by completing a Request for Travel form (found at 
https://calhoun.edu/personnel/forms-and-applications-for-calhoun-employees/) 
Attach all required documentation (completed request form, seminar brochure or 
agenda, travel cost inquiry, travel distance documentation, memo of justification for in-
state actual and out-of-state). Travel reimbursement cannot be made nor will purchase 
orders for registration and/or flights be printed unless an approved Request for Travel 
form is on file in the Business Office.    
 
If you are required to do a significant amount of travel in our service area you can 
complete a Request for Travel form and specify “Blanket Travel” for a specified period 
of time and submit a reimbursement request at the end of the month.  A short 
justification as to why the travel is necessary should be included on the Request for 
Travel form. Personal vehicles may be used to travel campus to campus, if a College 
vehicle is not available.  Availability of vehicle should be checked as soon as travel is 
approved. Email verification that a College vehicle is not available must be submitted 
with the “Blanket Travel” reimbursement in order to be reimbursed for mileage. 
 
In-State Travel 
Employees who travel in-state must submit an In-State Travel Reimbursement Form on 
a timely basis, no later than 10 days into the following month, for travel completed during 
the month.  The approved Request for Travel form must accompany the travel expense 
form.  The expense form must be typed or in ink and be signed by the traveler and their 
supervisor.  Both signatures are required to be original signatures.  The points of travel 
must be shown for reimbursement of mileage.  In addition, the hour of departure from 
and the hour of return to base should be shown on the expense form.  Emergency 
and necessary expenditures incurred in connection with travel require supporting 
documentation (itemized receipts) and should be held to a minimum.  If attending a 
conference was the purpose of the in-state travel, the nametag provided by the 
conference will need to be attached to the reimbursement form when submitted to the 
Business Office. 
 
Reimbursement for Mileage Expenses 
The reimbursement rate for mileage expenses is equal to the mileage rate allowed by the 
Internal Revenue Service. Persons traveling on official business for the College in 
privately owned vehicles shall receive the approved mileage rate in lieu of their actual 
expenses for transportation.  This rate is updated at least annually.   
 

https://calhoun.edu/personnel/forms-and-applications-for-calhoun-employees/


Mileage is to be reported in whole miles, rounded to the nearest whole number.  To 
calculate the amount to be reimbursed, all mileage listed on the travel form must be 
totaled and then multiplied by the applicable rate.   
 
All employees must request the use of a College vehicle.  If a College vehicle is not 
available, mileage will be approved for personal vehicles at the IRS approved rate. Email 
verification that a College vehicle is not available must be submitted with the travel 
request in order to be reimbursed for mileage. The traveler should list the estimated 
mileage reimbursement on the “Transportation” line under Estimated Costs on the travel 
request. 
College vehicle availability for the Decatur campus can be checked by emailing 
fleet@calhoun.edu or by calling ext. 2526. College vehicle availability for the Huntsville 
campus can be checked by emailing tanja.mitchell@calhoun.edu or by calling ext. 4710.  
 
Family members cannot be transported in a college vehicle.  
 
If the employee prefers, he/she can rent a mid-sized car, in lieu of being reimbursed 
mileage. When renting a car for college travel, the rental agreement should be in the 
college’s name and the employee listed as the driver. 
A purchase order to Enterprise Rent-a-Car (A01349421) should be printed before the 
car is reserved. The PO should include all the pertinent travel details (the who, what, 
when, where, and why). When reserving the car use Customer #L55M052 and Billing 
#870859.  
 
For employees traveling in private automobiles, current map mileage must be used where 
mileage is given on the road map.  Map mileage can be obtained from several sources 
including www.mapquest.com, www.maps.google.com, www.maps.yahoo.com, 
www.mapblast.com, www.randmcnally.com, etc.  The printout of the current map mileage 
must be attached to the expense form.  If none of the above websites can locate your 
destination, check the odometer readings at the beginning and ending of the trip and state 
on the bottom left corner of the expense form. 
 
If travel involves more than one city, indicate the route taken.  For example, Decatur – 
Montgomery – Gadsden – Decatur.  Record all vicinity mileage as such and indicate major 
points of travel covered. 
 
Each employee has one and only one base at the Decatur Campus, Huntsville Campus, 
or ACA Downtown Decatur.  If an employee works at more than one location, his/her base 
is the location in which he/she spends more time.   
 
Mileage between your home and your base are personal commuting expenses.  
Employees cannot be reimbursed for personal commuting expenses no matter how far 
his/her home is from his/her base.  Employees cannot be reimbursed for personal 
commuting expenses even if he/she works during the commuting trip.   
 

http://www.mapquest.com/
http://www.maps.google.com/
http://www.maps.yahoo.com/
http://www.mapblast.com/
http://www.randmcnally.com/


Employees are entitled to mileage allowance from base station to destination and return 
or for miles actually traveled from home to destination and return, whichever is less.  
(Attorney General Opinion 80-00144) 
Employees that work at two campuses in one day can be reimbursed for the mileage 
required of getting from one campus to the other.  Travel from the campus that is not your 
base to home will be reimbursed if that distance is less than from your base to the other 
campus.  (Attorney General Opinion 86-00326) 
 
Per Diem Allowance 
No travel allowance shall be paid for a trip of less than six hours’ duration.  For travel that 
does not require an overnight stay, the traveler shall be paid a meal allowance of $12.75 
for a trip of six to twelve hours’ duration.  For travel in excess of twelve hours’ duration 
but does not require overnight stay, the traveler shall be paid $34.00, which represents 
one meal allowance and one-fourth of the per diem allowance.   
 
If any meal is provided to the traveler, they are not entitled to the meal allowance.  When 
meals are provided to the employee, the amount allowed for meals is to be adjusted 
downward by $12.75 for any meal provided.  Therefore, no meal allowance will be paid 
to travelers for a trip of six to twelve hours’ duration and travelers with a trip in excess of 
twelve hours’ duration will only be entitled to $21.25, which is one-fourth of the per diem 
allowance.  
 
Under no circumstances will an employee be paid a meal allowance at the official base 
or primary residence.  If College business requires the traveler to be away from the official 
base on weekends or holidays, the traveler will be entitled to reimbursement for travel on 
those days.  No meal allowance will be paid if the traveler remains in the city where his/her 
home or base is located. 
 
For travel requiring an overnight stay, the travel allowance is set at $85.00 per day for 
travel requiring one overnight stay.  For travel requiring stays of two or more nights, the 
traveler will be paid $100 per day.  The travel allowance includes all charges for meals, 
lodging, fees, and tips. 
 
If the individual’s travel is interrupted for personal convenience or through taking of leave, 
the travel allowance may not exceed the costs that would have been incurred for 
authorized uninterrupted travel. 
 
Required Receipts 
Receipts are required to support the following expenses:  

1. Registration fee receipts - must name the individual registered. 
2. Operating expenses of state-owned vehicles such as gas, oil, emergency 

repairs, or parts.  Receipts must be itemized less federal tax. 
3. Postage in excess of $1.00. 
4. Shipments, freight, or express. 
5. Tolls for tunnels and bridges. 



6. Telegrams, cablegrams, and fax messages.  A copy of the message is 
required.  

7. Parking fees. Traveler will only be reimbursed for the most economical method 
of parking. 
 

In-State Actual and Out‐of‐State Travel: Changes Effective July 1, 2018  
 
General Guidance  
The guiding principle behind the policies and procedures governing travel is to travel 
responsibly. The word “responsibly” means that the traveler exercises the same care in 
incurring expenses for travel in service of the state that a prudent person would exercise 
if traveling at personal expense.  
 
Traveler Responsibility  
An individual traveling in service of the state is responsible for 1) obtaining authorization 
and any required certifications from the President prior to traveling; 2) incurring only 
those costs that are reasonable and necessary for carrying out service to the state; and 
3) seeking reimbursement for qualifying expenses in accordance with the procedures 
outlined below. A traveler must seek pre-authorization to travel and include all 
foreseeable travel expenses including, but not limited to, registration, meals, hotels, and 
transportation expenses with the pre-authorization request.  
 
President or Agency Head Responsibility 
The President is expected to exercise good judgment and sound fiscal policy when 
approving travel. The traveler’s President must authorize, in writing, any travel for which 
a traveler intends to seek actual reimbursement from the state. The written authorization 
must contain the President’s certification that the traveler’s estimated reimbursable 
travel expenses have been reviewed and approved by the President as being 
necessary  
 
All foreign non-educational travel must be approved by the Chancellor prior to the 
commencement of the travel, per Board of Trustee Policy 316.01.  
 
Travelers will seek pre-approval from their President following the policies and 
procedures outlined below.  
 
The President shall be responsible for recovering public funds paid to a traveler in the 
event 1) duplicate expenses are claimed and reimbursed; or 2) expenses are claimed 
as personal, but the institution was billed directly. Should the President be unable to 
recover funds owed to the institution, he or she shall immediately notify the Comptroller 
and the Attorney General so that appropriate legal action may be instituted to recover 
public funds owed under this chapter.  
 
Deviations from Pre-Authorized Travel  
There are situations beyond a traveler’s control which may cause the amount of actual 
expenses to exceed the amount of pre-authorized travel expenses. For example, a flight 



may be delayed or canceled, requiring a traveler to return to base a day later than 
expected and causing the traveler to incur additional travel expenses, such as an extra 
night in a hotel. In order for such unforeseen expenses to be reimbursed, a traveler should 
provide receipts along with an explanation of the circumstances when submitting a 
request for reimbursement. Additionally, the President should certify the increased 
expense as necessary. 
 
Per Diem vs. In-State Actual: Changes Effective August 1, 2023 
 
Act 2023-292 permits the payment of actual and necessary expenses while traveling in-
state and eliminates the dues paying member requirement. Any travel for which a traveler 
intends to seek reimbursement from the state under this section shall be fully authorized 
in writing by the head of the traveler’s agency prior to the traveler’s departure. Travel that 
occurs without prior written approval may result in the employee absorbing the travel 
expenses. 
 
No traveler may claim both in-state per diem and reimbursement of actual expenses for 
any travel segment. The traveler must have written authorization containing estimated 
reimbursable expenses approved by the agency head as being necessary prior to the 
travel event. 
 
Travel expenses will be reimbursed as approved on the original Request for Travel.  
 
Single Day Travel 
No travel allowance shall be paid for a trip of less than six hours’ duration. For single-
day travel, the traveler shall be paid a meal allowance of $12.75 (15% of the regular per 
diem rate of $85.00) for a trip of six to twelve hours’ duration. For travel in excess of 
twelve hours’ duration, the traveler shall be paid $34.00, which represents one meal 
allowance and one-fourth of the per diem allowance. In the event the meeting, including 
travel, can reasonably be attended in a singular workday, then overnight travel will not 
be allowable without prior written approval from the division director and agency head. 
 
Out-of-State Travel 
Persons traveling in the service of the College outside the State of Alabama shall be 
allowed all of their actual and necessary expenses, in addition to the actual expenses 
for transportation provided that such travel shall have first been fully authorized by the 
President.  Any person not in compliance with this provision must have their travel 
expenses approved by their Dean or department head and the President before 
submitting their reimbursement request to the Business Office.  Approval for the 
reimbursement of unauthorized travel expenses will be on a case-by-case basis and may 
be denied. 
 
 
 
 
 



In-State Actual and Out-of-State Travel Authorization 
The traveler must submit an Out-of-State Travel Request Package to the President at 
least one month prior to the date of the anticipated trip.  The package should include the 
following: 

1) Complete and approved Request for Travel 
2) A justification memo 
3) An event agenda 
4) Travel cost documentation (lodging, food, transportation) 
5) Verification of most economical transportation method 

  
As of October 1, 2017, employees will be limited to no more than 2 out-of-state trips per 
budget year. This does not include employees who will be traveling on behalf of a grant 
or a contracted vendor.   
 
The Out-of-State Travel Request Form must be amended and approved by the President 
if there are deviations from the original travel itinerary.  Travel that was approved but not 
accomplished should be cancelled.   
 
Mode of Transportation 
If travel is more than 8 hours to the destination (per the most efficient MapQuest route), 
the College will only approve commercial transportation as the mode of travel. All 
commercial travel must be of tourist class. If a traveler chooses to drive their personal 
vehicle in lieu of commercial transportation, the employee must state the following in the 
justification memo that is required for a complete travel package: 

1) The reasons why the traveler is using a personal vehicle in lieu of commercial 
travel, 

2) Any travel plans that differ from the conference agenda (i.e. leaving early or 
returning later), and 

3) That the traveler will only be requesting reimbursement for the most economical 
mode of transportation.  

 
Travel reimbursement on an authorized out-of-state trip for one employee by private 
automobile will be the prevailing plane fare rate, tourist class, and not the usual rate per 
mile, or the lesser of the two. Comparison should be made and submitted with travel 
request form.  If an employee desires to use his private automobile on such out-of-state 
trips and claims tourist class plane fare, he must take annual leave for travel time to and 
from his destination beyond that time which is required for commercial air travel.  
 
College vehicles may not be left at airports. The traveler will be reimbursed the mileage 
rate for the use of their personal vehicle from their base location to the airport and -
economy parking fees. 
 
If travel is less than 8 hours to the destination (per the most efficient MapQuest route), 
the traveler must request the use of a college vehicle. If a college vehicle is not available, 
the employee can choose to rent a vehicle or drive their personal vehicle and be 
reimbursed the applicable IRS mileage rate. Email verification that a College vehicle is 



not available must be submitted with the travel request in order to be reimbursed for 
mileage. The traveler should list the estimated mileage reimbursement on the 
“Transportation” line under Estimated Costs on the travel request. If the employee prefers 
to rent a mid-sized car, in lieu of being reimbursed mileage, the rental agreement should 
be in the college’s name and the employee listed as the driver. A purchase order to 
Enterprise Rent-a-Car (A01349421) should be printed before the car is reserved. The PO 
should include all the pertinent travel details (the who, what, when, where, and why). 
When reserving the car use Customer #L55M052 and Billing #870859.  
 
Once the President has approved the mode of transportation, deviations are not 
allowed unless an amended request is submitted and approved.  If no amended 
request is approved, the traveler is only entitled to reimbursement for actual and 
necessary expenses incurred based on the authorized mode of travel.  Reimbursement 
will not be made for private automobile use when the approved mode is commercial or 
for commercial travel when the approved mode is private automobile use. 
 
The agency will reimburse reasonable parking fees. The President should only 
authorize self-parking unless valet parking is 1) the only option available; or 2) no more 
costly than self-parking; 3) medical, safety or other reasons justify paying for alternative 
parking options. If other than self-parking is authorized, the reimbursement should 
contain an explanation and justification for incurring a greater expense for parking. 
 
The President may pre-approve up to $150 for a traveler to utilize local transit such as 
taxi or subway service while at the travel location. A traveler must submit receipts for 
local transit in order to qualify for reimbursement. A traveler who spends more than 
$150 on local transportation may be reimbursed for actual expenses in excess of $150 
by providing receipts and additional written justification for the local transit in excess of 
the pre-approved amount. 
 
Tips related to transportation (shuttle, UBER, taxi) are included in per diem for M&IE 
and will not be reimbursed as a travel-related expense. 
 
Reimbursement for Mileage Expenses 
All employees must request the use of a College vehicle.  If a College vehicle is not 
available, then and only then, will mileage be approved for personal vehicles at the 
approved IRS rate. 
  
College vehicle availability for the Decatur campus can be checked by emailing 
fleet@calhoun.edu or by calling ext. 2526. College vehicle availability for the Huntsville 
campus can be checked by emailing tanja.mitchell@calhoun.edu or by calling ext. 4710.  
When a college vehicle is not available, the traveler may use a personal vehicle. A 
MapQuest showing the miles traveled must be submitted to the Business Office for 
reimbursement along with approved travel request. Email verification that a College 
vehicle is not available must be submitted with the travel request in order to be reimbursed 
for mileage. The traveler should list the estimated mileage reimbursement on the 
“Transportation” line under Estimated Costs on the travel request. 



Lodging  
A traveler should stay at the hotel hosting the conference or event for which travel 
occurred and obtain the government or conference lodging rate. A traveler may choose 
a less-expensive hotel provided the choice of hotel will not substantially increase 
transportation costs. Incurring lodging costs that exceed the conference or government 
rate must be justified in writing and approved by the President prior to travel. If a 
traveler chooses a different hotel than the one designated for a particular 
meeting/conference, then they must ensure that the hotel/lodging allows for full refunds 
for cancellations within 24 hours or more of the reservation.  In the event of a lodging 
cancellation, travelers will be liable financially for choosing lodging options that do not 
offer refunds for cancellations made with at least 24 hours of the reservation.   
 
Hotel receipts must be itemized and in the name of the traveling employee.  
 
Tips for bellhop and maid services are included in per diem for M&IE and will not be 
reimbursed as a travel-related expense. 
 
Reimbursement of Actual Expenses 
Employees who travel outside the State of Alabama in the service of the College should 
complete and submit an itemized Out-of-State Travel Reimbursement Form within two 
weeks of completion of the trip.  The approved Out-of-State Travel Request Form must 
accompany the travel expense form.  The expense form must be typed or in ink and be 
signed by the traveler and their supervisor.  Both signatures are required to be original 
signatures.  The points of travel must be shown for reimbursement of mileage.  In addition, 
the hour of departure from and the hour of return to base should be shown on the expense 
form.  Emergency and necessary expenditures incurred in connection with travel require 
supporting documentation and should be held to a minimum. 
 
Meals and Incidental Expenses  
Individuals traveling under this section will receive a daily per diem for meals and 
incidental expenses (M&IE) based upon the location (city) of duty in an amount that 
corresponds with the U.S. General Services Administration M&IE per diem rates for the 
continental United States (“CONUS”). Current per diem rates can be found at 
https://www.gsa.gov/travel/plan-book/per-diem-rates. Per Diem is a flat-rate 
allowance intended to cover costs for meals and incidental expenses. A traveler will not 
be required to submit receipts for these items, nor will they be allowed to claim any 
extra expense related to them. A traveler will receive per diem, as outlined above, 
regardless of actual expenses.  
 
The screenshots below walk you through the process of obtaining your daily per diem 
rate at https://www.gsa.gov/travel/plan-book/per-diem-rates 



 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

1) Enter the state 
 

2) Enter the city 
 

3) Chose “Find Rates” 
 

4) Scroll down for per 
diem rates 



Note:  
1)    If the conference or meeting provides meals for the traveler the per diem 
rate amount will be reduced by the meal rates per the GSA site. As an example, 
if the travel destination qualified for the $69 M&IE rate and a lunch was provided 
as part of the conference, the agency head will reduce the per diem allowance to 
be claimed by the $17 lunch.  
2)    Incidental expenses include tips and service charges related to lodging, 
baggage, and transportation. The traveler will not be reimbursed for these tips.  
3)    On travel days, the traveler will be entitled to per diem for M&IE at a rate of 
seventy-five percent (75%) the daily rate (also shown as the “First & Last Day of 
Travel” on the GSA website). For all other days for which the individual is 
traveling, full per diem for M&IE will be paid. M&IE will not be paid for personal 
days.  
4)    Travel-related expenses other than meals and incidental expenses require a 
receipt for reimbursement of actual expenses  

 
Breakfast will only be allowed for travel that begins at 6:00 a.m. or before and a dinner 
meal will be allowed if the traveler returns to base after 6:00 p.m. on conference days.   
   
Annual Leave or Personal Time Before or After an Official Travel Event  
Individuals traveling under this section may desire to take annual leave or personal time 
before or after official travel. In such cases, the institution will reimburse a traveler for 
costs incurred as if the personal time were not included. For example, a traveler attends 
a conference in service of the state in Scottsdale, Arizona. The conference begins on 
Monday and concludes on Friday. The traveler desires to spend the weekend sightseeing 
in Scottsdale, and returns to Montgomery on Sunday. The institution will reimburse the 
traveler the lesser of 1) actual costs of airfare; or 2) for the cost of a round-trip airline 
ticket as if the traveler departed on Sunday before the conference and returned to 
Montgomery on Saturday following the conference. The traveler will not be entitled to 
reimbursement for any expenses incurred following the official travel day. In the 
hypothetical involving travel to Scottsdale, the traveler would be entitled to reimbursement 
for lodging costs on Friday night, and partial per diem for Saturday (the official return 
travel day), but no other expenses would be reimbursed. 
 
Reimbursement for Travel 
Employees who have acquired approval and travel on behalf of the college must 
complete a Statement of Official Travel in order to be reimbursed for travel expenses. 
The form must be submitted to the appropriate supervisor for processing. Requests for 
reimbursement should include all required forms, receipts, nametag, itineraries and 
other required documentation. These forms, receipts, itinerary and any other 
attachments to the payment request should be audited by the employee’s department 
before submission for reimbursement.  
 
 
 
 



Completing and Assembling the Payment Request  
The hour of departure from and the hour of return to base should be shown on the 
itemized travel form for audit purposes. The approved travel request, pre-authorization, 
and any required receipts should be attached to requests for reimbursement. If the 
official travel is attendance at a conference or other planned event, attach a copy of the 
itinerary. All pre-approval travel requests should be submitted and reimbursement 
requests should utilize the form found on the College’s website.  
https://calhoun.edu/personnel/forms-and-applications-for-calhoun-employees/ 
 
Payment will be processed upon completion of the appropriate forms, documentation, 
and approvals. The Statement of Official Travel, with supporting documentation for in-
state actual and out‐of‐state travel, including detailed receipts, will be retained in the 
business office file for audit.  
 
Required Receipts 
Receipts will be required for the following expenditures: 
 

1. Commercial transportation - coach/tourist class 
2. Vehicle rental – the College does not pay for rental insurance. 
3. Gasoline purchases – itemized less federal tax. 
4. Motel/hotel lodging – single rate only. 
5. Registration fees with itemized breakdown.  Request for reimbursement for 

additional meals is illegal and will be disallowed when included in registration fee. 
6. Operating expenses of state-owned vehicles, such as gasoline, oil, and emergency 

repairs.  Repairs must be itemized. 
7. Parking fees. Traveler will only be reimbursed for the most economical method of 

parking. 
8. Taxi / Uber costs – Tips related to transportation (shuttle, UBER, taxi) are included 

in per diem for M&IE and will not be reimbursed as a travel-related expense. 
9. Miscellaneous expenses – receipts must be itemized. 
10. Baggage fee receipts are required for reimbursement.  

 
All supporting documentation should be securely attached to the expense form.  The 
expense form should be assembled so that all information is visible and easy to read.  All 
receipts should be taped to a piece of paper. Do not tape over pertinent information, tape 
will dissolve the receipt ink.  
 
5.4.3.5 Payment of Travel for Group Functions 
Code of Alabama 1975, Section 36-7-20, as amended, provides that a department may 
contract with a facility whereby expenses for meals and lodging are paid by such contract 
on behalf of the employees who are required to attend training sessions, schools, 
seminars, or other group functions.  The department may pay the cost of room and board 
directly to the facility providing the services.  Employees who must travel a distance that 
would require a meal while in route will be allowed a meal allowance based on the amount 
of time required for the commute.  In no case can the cost of these services, including 

https://calhoun.edu/personnel/forms-and-applications-for-calhoun-employees/


any meal allowances, exceed the amount allowed an individual employee for per diem 
for in-state travel. 
 
When submitting for payment of contract travel, an itemized invoice will be required, as 
well as the purpose of the seminar, location and date of the meeting, a list of individual 
names attending, the number of nights lodging and room cost for each individual, the 
number of meals served and meal cost for each individual, and the total cost for each 
individual. 
 
If an employee is filing for mileage reimbursement, the name and the location of the 
training session or seminar must be indicated on the travel claim form.  Also, the date and 
time of departure and return to base, and each day’s attendance at the session must be 
shown, even though no per diem is due.  If a meal is being claimed while in route, the 
travel claim must indicate the time the contract travel takes effect.  It should be noted on 
the form that no per diem is claimed due to contract travel status.  If no mileage and/or 
meal allowance is claimed, no travel claim should be filed.   
 
Employees taking possession and/or using the Calhoun Community College Visa 
Purchasing Card must adhere to the following guidelines: 
 

• The Calhoun Community College Visa Purchasing Card will be protected and 
properly used in accordance with college policies and procedures, Alabama 
Community College System policies and guidelines, and the laws governing the 
State of Alabama. 

• The card cannot and will not be used for personal purposes, nor will it be used to 
make any personal purchases for any friend, relative, neighbor, or associate. 

• A receipt will be obtained from the establishment providing the goods or service 
itemizing the products purchased and will be submitted to the Business Office. Any 
charges applied to the card without an itemized receipt will result in repayment via 
payroll deduction from the responsible employee. 

• The credit card will be returned to the Business Office of Calhoun Community 
College upon completion of the season. 

• If the card is lost or stolen, notification will be made to the Business Office 
immediately. 

• If improper use of the card transpires, the employee will be personally responsible 
for unauthorized charges, will be revoked of credit card privileges, and may be 
grounds for termination. 

• Charges may not be applied to the credit card until the proper travel request form 
and purchase orders have been approved. 

 
 
 
 
 
 
 



5.4.3.6 Payment for Prepaid Travel Expenses 
The Code of Alabama 1975, Section 36-7-24 and 36-7-25, as amended, authorizes 
prepayment of travel expenses for employees when traveling within or outside of the state 
on official business.  It will be the departments’ responsibility to maintain detail accounting 
records of prepaid travel expenses for audit purposes.  The College will prepay 
registration fees and airline fares upon completion of the Prepayment Agreement and 
purchase order. 
 
No prepayment of expenses will be made from one fiscal year’s appropriation when the 
trip is to be made in a different fiscal year.  Travel advance and prepayment of expenses 
cannot be made with funds from the current budget fiscal year appropriation when the trip 
will occur in the following budget fiscal year.  Payments related to advance travel or 
prepayment of travel expenses must be processed in the fiscal year that the trip occurs. 
 
Prepaid Travel Expenses 
Prepayment of travel expenses is defined as payments made directly to a vendor prior to 
the travel event.  The individual must be a full-time employee of the College.  Contract 
individuals are not eligible.  The trip must be for official College business. 
 
The traveler must complete a travel request form with the dollar amount to be prepaid 
indicated on the form.  It must be signed by the traveler and approved by the employee’s 
supervisor.  The trip must also be authorized by the President.  A properly completed and 
signed Prepayment Agreement for In-State and Out-of-State Travel Expenses is to be 
attached for each employee for whom prepaid expenses are being made.   
 
Upon completion of travel, the traveler is to complete and submit an itemized Out-of-State 
Travel Reimbursement Form within two weeks of completion of the trip.  The approved 
Out-of-State Travel Request Form must accompany the travel expense form.  The 
expense form must be typed or in ink and be signed by the traveler.  Both signatures are 
required to be original signatures. 
 
It shall be the responsibility of the employee’s supervisor to recover public funds paid as 
prepaid travel expenses from the person to whom or on whose behalf such payments 
were made should any of the following events occur: 
 
1.  The travel for which payments were made did not take place, except prepaid travel 
expenses where situations beyond the individual’s control such as business conflicts, 
family emergency, illness, etc. prevents the trip from being made. 
 
2.  The person to whom funds were prepaid, fails, or refuses to submit a travel form. 
 
Should the department director be unable to recover funds owed to the College, he or 
she shall immediately notify the Chief Financial Officer so that appropriate legal action 
may be instituted to recover public funds owed. 
 
 



5.4.3.7 Student Travel 
Regardless of whether the travel is out-of-state or in-state, all students traveling in the 
service of the College should be reimbursed for their actual allowable expenses only. 
 
Bus drivers for athletic events and student organizations will be reimbursed their actual 
allowable expenses including a hotel room and meals.  Bus drivers are required to 
complete the Statement of Student Activities/Athletic Travel Expenses and return to 
the coach or organization sponsor. 
 
The Department requesting transportation services for students should have adequate 
supervision of transportation services regardless of whether such services are provided 
in publicly-owned or privately-owned buses.  
 


