TRAVEL REQUEST/STAFF ACTIVITY REQUEST

The travel request form needs to be completed before you attend your event and before Rochester Community and Technical College can pay any expenses.

The top half of the form is the request to be absent from campus, this is signed/approved by your immediate supervisor and the Dean of your area.  If there are no travel expenses the activity still needs to be approved. 

The bottom portion of the form is the actual approval for funding.  On the left side include all costs involved: meals, lodging, registration fees, mileage whether a state or personal vehicle will be used, books, supplies, materials.  On the right side indicate what cost center will be used to pay your expenses.  If you are requesting staff development funding attach that form to the travel request when submitting it to your supervisor.

Once the activity and time off have been approved, the supervisor will approve the funding if the funding is from one of their accounts.  If not, it will be forwarded to the appropriate supervisor.  In turn, that supervisor will forward the request to the Business Office.

The business office checks for approvals and sends the approved copies to the appropriate office(s). 

Some vendors will accept purchase orders for lodging, registration and/or airfare; the business office can provide purchase orders for you, once all approved forms have been complete.  Attach your request to your travel form. 

After you have returned from your event an employee expense report needs to be submitted to receive reimbursement for authorized travel expenses.  Please check your individual bargaining unit contract for reimbursable items.  Receipts are needed for lodging, registration, airline tickets, car rental or other transportation, supplies and parking (unless meters were used).  Actual odometer readings are requested for mileage reimbursement or you will be reimbursed at the rate of our standard chart.  Also, check out MNSCU board policies at www.mnscu.EDU/Policies/PolicIndex.html.

Hard copies of the travel request forms are available in the Business Office or a Word Document Template is available on this website.  The Employee Expense Report is also available on this website or on the drive Project “J” drive, Forms, BO. 

To request a state car: please contact Carol Naatz, ext 2880, UCR campus or Margie Barrows 285-7210, Heintz Center.

For help in completing the green travel request or expense report, please contact Michael O’Dea ext 7212 or Ruth Siefert ext 7472.

