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-*<= Employee Travel Procedures

s Continuous Process Improvement
o Part of our continuous process improvement is to review existing
travel procedures and find ways to:
* Reduce paper
* Reduce duplication of effort
e reduce timelines
* Find a way to encumber travel obligations



-*<= (urrent Employee Travel Procedures

s Complete a Trip Request and obtain Dean/Director, Program
Coordinator (for categoricals only), and VP’s signature.

o Complete a Purchase Requisition for EACH item not to be reimbursed
and obtain Dean/Director, Program Coordinator (for categoricals only),
and VP’s signature if over $1,000. For example:

Requisition for Conference Fee
Requisition for Hotel
Requisition for Airfare
Requisition for Car Rental

Etc.
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s« Complete a Occupancy Tax Waiver form for Hotel’s in CA

s« Complete a Travel Reimbursement Form after trip for reimbursable
items and obtain Dean/Director, Program Coordinator (for categoricals
only), and VP’s signature on Trip Request



->== New Employee Travel Procedures

Effective October 1, 2013

s« Complete a Trip Request and obtain Dean/Director, Program Coordinator
(for categoricals only), and VP’s signature/approval

s« Complete a Booking Information Form for applicable items?

s Complete a Occupancy Tax Waiver form for Hotel’s in CA

Submit the Trip Request Form, Booking Information Form, & Occupancy Tax Waiver Form to
the Purchasing Department for Processing. Once received, your Trip Request and additional
forms will be budget checked, the expenses will be encumbered, and the travel will be
booked.

s« Complete a Travel Reimbursement Form after trip for reimbursable items?

1The Booking Information form is replacing all the Purchase Requisitions that used to be required.

2The Reimbursement form will only need to be signed by the Dean/Director and Program Coordinator if the total of all
travel expenses is 10% or greater than the total amount listed on the Trip Request Form. The VP’s signature/approval
is not required for the Reimbursement Form.
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-*<= Trip Request & Occupancy Tax Waiver Form
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ANTELOPE VALLEY COMMUNITY COLLEGE DISTRICT
TRIP REQUEST
‘Approval mus: be received by the Dean/Director, Program Coordinator (if applicable) & Vice President prior to booking any travel

reservations. Attach 3 completed Booking Information Form for applicable expenses and an Oocupancy Tax Waiver form if you are
booking lodging in Californiz. Please visit the Travel website for more information regarding travel processes and procedures,

PO #

ANTELOPE VALLEY COLLEGE

http:f Parwew ave. edusdministration/bussery/travelhitml.  Purchase i it are NOT required for Employes travel
3041 West Avenue K » Lancaster, CA 93336-5426 » (661) 72246310 » Fax (661) T2Z2-6320
Person Taking Trip: Date(s) of Trip:
Destaatina: e e HOTEL/MOTEL TRANSIENT OCCUPANCY TAX WAIVER
iy ) i Exemption Claim for Government Agency
Purpose of Trip: Return Time: e
Trip Justification Statement: e ]
oOthers Taking Trip: Other Travelsr Namaia) If Applicabia
Title of Class ffor Fiekd Trig): # of Students:
Hotsl | Motsl: s
Transportation: C pistrict Wehicle  wehicle Assigned Dizanied vehicle Requestea: Oy TN
[check el perzonal Viehicke finitial betow]
Chack-n Check-Out
I certify that | hawe a walid driver’s license: for use in the US54 for the dates listed above (for dever of vehicle]. Dats: Dats:
[imieiain] C
| cartify that | have valic automobile insurancs for the vehicle that will be uzad for the catas jisted above [for . 5 ;
—_ personal vehicle]. This form serves to verify that |, the undersigned, am an officer or employee of the Antelope Valley
- L - — Community College District (AVCCD), a political subdivision of the State of Califiomia. The charges for
= Off Campus Notice Only = Mo Cost to District the cocupancy at the above establsihment on the dates set forth have been, or will be paid by such
Furchasing esds i Beok 2 i gowermnmental agency, and such charges are incurred in the performance of my official duties as an
et o s ESTIMATED EXPENSE OF TRIP e official or employes of the district
Personal Auto Mileage: paey % 5058 | $0.00 I hereby declare under penalty of perjury that the foregoing statements are true and comect.
o Airfare:
[——
m ] Car Rental:
Shuntde*: ¢ Taxi: % Parking: $0.00 Emplayse Signaturs Signature Dats
o Lodging: gy X5 fhase} =0 0
= Conference/Registration Fee: IMPORTANT INFORMATION
£ FOR HOTEL/MOTEL REFRESENTATIVES
Maals: Ereakfast: Lunch: Danner; 3 0.00 y N : 3 _ < e
b 520y [iian 535 darg} [Min 335 fdayy California Transit Occupancy Tax Externprion: Califomia Revenue and Taxation Code 57280 allows political
= Other Expenses: subdvisions such as Antelope Valley Commaunity College Distrct to elect exemption from the local occupancy tax
._ - - - pr— for any employee or officer of the district while the officerfemployes is on official business for the District.
{Comtact Campus Events for transporation to sirport. If they are unavailabie, the cistict will TOT.
reEmiourse shuttle soanses bo the traveler up to the cost of Super Shuttie AL EXPENSES sﬂ'ﬂu

Please refain this form for your files in order o substandiste your fax report

Account Name:
Account #:
ignaturs of Person Requasing THg; Date. Guest Confirmation #(s): I I
Approvals
Dean/Director: Date:
Program Coordinator (if applicable): Date:
Wice President/Prasident: Date:
Diractor of Business Services: Date:

Revised 7/31/2013




-*<= Booking Information Form
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AMNTELOPE VALLEY COMMUNITY COLLEGE DISTRICT

ANTELOPE VALLEY COMMUNITY COLLEGE DISTRICT
TRAVEL BOOKING INFORMATION FORM TRAVEL BOOKING INFORMATION FORM
Please only fill in sections to be booked by purchasing. sttsch necessary documentstion, snd submit with Trip Request. Please visit the Please only fill in sections to be booked by purchasing, attach necessary documentation, and submit with Trip Request. Please visit the
Travel website for more information regarding travel processes and procedures, hitp:/wevw ave, edu/sdminisiration /by ssery/travel lbml

Trawel website for more information regarding travel processes and pro<edures, http: /) werw avc.edu/soministration, bussentravel htmi

Flight

Lodging
vendar: Departura Airport: Arrival Airport:
vendor Address: Departure Information: Flight & Date Time
website: Return Informatien: Flight & Date Time
Conference Name/Discount Code: Rate Per Might:
Additional Information: Passenger Information: Name (as printed on ID/DL) DOE Gender 65+
1 SELECT - |[sErECT ~
e 2 smEer s o]
B v reviny | BUESE Name, Rioom 1| Guest Name, Rnom 2| Guest Name, Room 3| Guest Name, Room 4 3 SELECT v |[smeer |
Chedk-In Data: a SELECT ;I SELECT ;I
Check-Out Date: 5 SELECT _~ ||sEECT - |
Special Room Requests: & SELECT - ||sELECT |
7 SELECT v |[sEECT ~|

Conference /workshop/Course Registration Fee

Registration information, choose one:
[0 1 hawve already registerad for the event, please send payment as specified below.

[] Please register the following travelersiregistration information attached) and send payment as specified below:

Payment in ion, choose One: Details:
[0 Please pay with credit card via this website:
[0 Flease send copy of attached registration with check to the following:
MName:
Addrass:

O Other:

vendaor: Pick Up address:

Drop Off Address:
Pick Up information: Data Time
Return Information: Date Time

1 Revised 7/31,/2013 2 Revised 7/31/2013
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-*<= Reimbursement Form

":“"h\

Antelope Valley College Community College District
Request for Travel Reimbursement

Tolais
0.00
0560 0.00] 0.00|
0560 000 0.00|
0560 oo 0.00|
0560 000 0.00|
0560 oo 0.00|
0560 000 0.00|
Totals 0.00] 0.00 0.00 o0 oo o 0.00] TOTAL EXPENSES: q
Frepad by the Distct
|Additional Commeants: :
Subtoal|  0.00
Prey. Relmbursad o
Tl Doe 1o AVCCTE
ToilDue Employess| 0,00

¥ ciaiming mileage, COMPIEIE Tils 5ECH0nN alE0;
| CEriity that | have a valkd arivers ICEnsE for USE I the ULS.A. Tor the dates Istat above and that | Nave broken No motor vehicks [3ws durng Tose imes.

(Initals |
| certffy that | hawe vailld awomiobile insurance for the wahick used e for the dates listed abowva. (Any wehicke driver: Includes District and Personal)
(Iniials|

| e iy Ot Tl loieds e GClLial Gl Néia iy SxpeTmed

| Signature: Diate:

Account #:

APPROVAL - [sen original theougn the ofioes autined fr spproval |

*Diwision DeanDirector Signature and Date: *Program Manager Signature and Date: Bursiness Office and Date:

*Division DearyDWECior and FTogranm Marager Sgrandes o gniv requned = e Tosl of all
Trave Expenses ks 10% or greater fan the Total amount Bsted on e Trip Regquest Fom. &c of 8-26-2013




e uestions

s Questions?
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