Travel Form Instructions for Campus Business Office

Please check the following items before submitting to District Office for payment:
· Times traveled match meal per diem request (see instructions on travel form):  The campuses should review to make sure that the employee is not claiming per diem outside of the travel times.  The campuses should not be adding additional per diem based on their travel times.  
· Check for appropriate signatures  
· PO numbers must be written on the form: check for PO approval
· Per Diem: make sure actual amounts spent are not listed, only per diem amounts. (see travel instructions)
· If travel is for a conference, check documentation for meals included in conference. No per diem for meals which are included in conference:  Exception will be for individuals who need a substantial breakfast and only a continental breakfast is included in the conference fee.

· Appropriate documentation needs to be attached

· Check for @ number on form

· If Enterprise is used for car rental, match/attach invoice to travel form.

· Check for non-reimbursable items on the travel form (see travel instructions.)

PLEASE MAKE SURE YOU PROCESS AND FORWARD TRAVEL FORMS TO THE DISTRICT OFFICE ON A DAILY BASIS. 
