Miramar College

Foundation Travel Request Procedure
Before Travel:
· Traveler submits College Travel Form and Travel without Expense Form, with supporting documentation, to the Dean.

· Dean approves and forwards travel packet to the VPI.   

· VPI approves and, if out-of-state travel, forwards travel packet to the President for approval.

· VPI/President returns travel packet to the Dean.

· Dean forwards original Travel without Expenses Form to Business Office with copies of College Travel Form and supporting documentation.

· Business Office forwards Travel without Expenses Form to District Accounts Payable; Business Office retains copy for employee's file with copies of College Travel Form and supporting documentation. 
 
After Travel:
· Traveler submits Foundation Check Requisition Form, with all receipts, to Dean within 10 business days upon return from travel.

· Dean approves Foundation Check Requisition Form with receipts and forwards with copy of approved Travel without Expense Form and original College Travel Form and supporting documentation to the Accounting Office; Dean retains file copies. 

· Accounting Office processes Foundation Check Requisition Form and receipts, and retains packet 

· Accounting Office reimburses Traveler for travel expenses.
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