
SECTION H: TRAVEL AUTHORIZATION 

I. Introduction 

This Section of the FMM contains policies and procedures for traveling and for claiming 

reimbursement for travel expenses incurred by any person who travels on business for the 

College. 

The State of Indiana issues the basic travel regulations. The Indiana State Budget Agency writes 

these regulations from Acts of the State Legislature and from other State administrative rulings. 

The College modifies the regulations to meet the College's specific travel requirements. Various 

procedures for internal control purposes and for the administration of travel by the individual 

departments of the College are also included in these travel policies. 

This Section applies to all business travel conducted on behalf of Ivy Tech Community College 

of Indiana. Travel expenses are reimbursed the same for College employees, students, and board 

members. Unless otherwise specified in a legally binding contract College contracts that provide 

for reimbursement of travel expenses will be consistent with the policies and regulations of the 

College. 

The College travel policies attempt to provide reasonable reimbursement of expenses incurred by 

staff traveling on business, although in some cases, 100% reimbursement may not be made. The 

reimbursement must be within the rules and policies written by the College. Travel rules and 

policies apply to all travel on College business regardless of source of funds, e.g. general funds, 

agency funds, student government and student clubs, or other restricted funds. All persons 

seeking reimbursement should incur the lowest possible travel expense and should exercise care 

to avoid impropriety or the appearance of impropriety. Public funds should never be used for 

personal gain. 

The College may recover any expense or allowance paid to any person or entity which was 1) 

erroneously paid for any reason or 2) paid because of illegality or fraud on the part of any person 

or entity or 3) paid under the mistaken belief, at the time payment was made, that such payment 

was in accordance with this policy or 4) paid in excess of Per Diem expenses per federal 

guidelines. 



If a circumstance arises that is not specifically covered, either adopt the most conservative course 

consistent with the policies and procedures of the College or consult with the Office of the Chief 

Financial Officer, or designee. 

The CFO or Chancellor may develop regional policies and procedures relating to travel by 

College employees and others who might travel on College business. Such policies and 

procedures must be consistent with those outlined in this Section and the reimbursement rates 

may not be changed. 

The College utilizes Chrome River Expense which should be used to obtain required travel pre-

approvals and request reimbursements for travel.  Chrome River automatically routes pre-

approvals, expense reports, and advance requests to the appropriate approvers. 

II. General Policy 

A. Travel Approvals and Authorizations 

 

Approvals should be obtained prior to the travel. 

In-State travel:  Includes travel to Somerset, KY.  Requires prior approval of the employee’s 

supervisor.  Submission of a Pre-Approval in Chrome River is optional or subject to regional 

requirements. 

Out-of-State Adjacent travel: Travel to adjacent states which is within a 60-mile radius from the 

employee’s assigned post, and which is necessary to perform customary job responsibilities: 

Requires written prior approval of the employee’s supervisor and the Chancellor or Senior Vice 

President or equivalent. A blanket approval from the Chancellor or Senior Vice President or 

equivalent is acceptable.  The blanket approval should state the employee’s name or a 

department name and position titles which are covered by the blanket approval. The blanket 

approval should be kept on file in the regional Business Office for audit purposes.  Submission 

of a Pre- Approval in Chrome River is optional or subject to regional requirements. 

Foreign travel: Includes any travel outside the US. Requires prior approval from the employee’s 

supervisor, Chancellor (regional employees), respective Senior Vice President or equivalent 

(Central Office employees), Chief Financial Officer, & Chief Operating Officer. Approval for 

foreign travel must be obtained via a pre-approval submitted in Chrome River. 



Out-of-State travel <=$5,000 (Regional staff): Includes all other out of state travel not noted 

above.  Requires prior approval from the employee’s supervisor & Chancellor.  Approval for 

out-of-state travel must be obtained via a pre-approval submitted in Chrome River. 

Out-of-State travel >$5,000 (Regional staff): Includes all other out of state travel not noted 

above.  Requires prior approval from the employee’s supervisor, Chancellor, Chief Financial 

Officer, and Chief Operating Officer. Approval for out-of-state travel must be obtained via a pre-

approval submitted in Chrome River. 

Out-of-State travel (Central Office staff): Includes any out-of-state travel (excluding adjacent 

travel covered with a blanket approval & travel to Somerset, KY).  Requires prior approval from 

the employee’s supervisor, respective Senior Vice President or equivalent, Chief Financial 

Officer (CFO), & Chief Operating Officer (COO). Approval for out-of-state travel must be 

obtained via a pre-approval submitted in Chrome River. 

B. Travel Status 

1. An individual is in travel status from the time he or she leaves the post to the time of return. 

Occasionally an individual may take a trip that includes both personal time and business travel. 

Generally travel status should begin and end as if the personal travel had not occurred. The 

individual should exercise special care not to seek reimbursement for expenses that could be 

construed to be personal. 

2. When an employee combines personal and business travel, documentation must be provided 

with the expense report to assure the College did not incur additional expenses. Documentation 

must establish the cost of the trip without the inclusion of personal travel. Reimbursement will be 

made at the lesser of the previously mentioned documentation or actual expenses incurred. 

There are special circumstances involved with non-exempt employees while traveling for the 

College as it relates to payroll issues. Please contact your payroll office prior to approving travel 

for non-exempt employees. 

Generally when departing from or returning to your home, on a regular work day, reduce the 

mileage claim by your normal commuting mileage. If your mileage to your destination is less 

than your normal commuting mileage then you should not claim any mileage reimbursement. An 

exception to this rule may apply when an individual departs or arrives home on an unscheduled 

workday. In this case, the individual should claim the actual mileage to/from home. This 

exception is not to be applied to travel to/from home and post. An example of the correct usage 



of this exception would be as follows: The employee's normal work schedule is Monday-Friday, 

8:00 a.m. to 5:00 p.m. The employee departs Sunday at 10:00 a.m. the mileage from home to the 

airport is 20 miles, and the employee's normal commute is 10 miles. In this case the employee 

may claim the full mileage of 20 miles. 

C. Travel Advances 

Travel advances may be paid on an exception basis only upon approval from the Executive 

Director of Finance/Administration for a regional employee and the Executive Director of 

Budget Management approval for a Central Office employee. Travel advances will be paid by 

Direct Deposit only. The following stipulations apply: 

1. A travel advance should be requested after the travel pre-approval is approved in Chrome 

River.  Chrome River will systematically apply the Fund and Account to be used on the advance. 

If the advance is approved, it will be paid through the Banner Accounts Payable module. 

2.The request should be submitted within 10 days prior to the expected travel date. 

3.The advance must be at least $100 and may not exceed 50% of the reimbursable estimated 

mileage, lodging, airfare, and Per Diem. 

4. When completing the expense report in Chrome River, 100% of the travel expense should be 

reported. No adjustment should be made for the advance. The amount of the advance will be 

systematically recovered.  If no expenses are incurred or the allowable actual expenses are less 

than the advance, advance repayment must be made to the regional bursar or business office.  If 

necessary repayment may be realized through a payroll deduction(s). 

5. Once the advance is paid, Chrome River will automatically apply any outstanding advance 

balance to any expense reports created subsequent to the payment until the balance is reduced to 

$0. 

III. Reimbursements 

A. Requests for Reimbursement 

Expense Report 

a. Reimbursement for travel expenses must be submitted in Chrome River via an Expense 

Report. 



b. Each expense report must be submitted for reimbursement within sixty days after the 

completion of each trip. The College reserves the right to deny reimbursement if not received 

within this sixty-day period. 

c. Each person requesting reimbursement for travel expenses must submit an expense report 

covering only his or her own expenses. The traveler may authorize a delegate in Chrome River to 

submit an expense report on their behalf. No reimbursement should be received by a person for 

the expenses paid by another person unless specifically authorized elsewhere within this travel 

section. Exceptions may be made by the EDF/Chancellor or designee for regional staff and the 

Chief Accounting Operations Officer for the Office of the President. 

d. All amounts reported must be converted to United States currency. Chrome River will provide 

foreign exchange rates upon entry of the expense report. Differences between the system 

supplied rate and the requested rate which vary by more than 2%, must be explained. Proof of 

conversion rate(s) must be submitted for expenses paid in any other currency. 

B. Travel Status 

1. Per Diem 

A person in travel status is entitled to a daily Per Diem allowance based on the “Local Meal 

Rate” as found on the Department of Defense Travel Management Office website 

(http://www.defensetravel.dod.mil/site/perdiemFiles.cfm) in the CONUS (Continental US) & 

OCONUS (Outside Continental US) rate files. 

The Chrome River system will calculate the rate based on the destination and date entered in the 

itinerary. 

The first and last day travel per diem will be paid in accordance with the Federal tables, which 

approximates the following for Over-Night travel. 

 Over-Night travel (12 - 24 Hours)* Meal Breakouts 

 Departure before 9:01AM (100%) 100% of Rate 

 Departure between 9:01AM and 2:00PM (75%) 75% of Rate 

 Departure between 2:01PM and 7:00PM (50%) 50% of Rate 

http://www.defensetravel.dod.mil/site/perdiemFiles.cfm


 Departure 7:01PM or later  None 

 Return between 12:01AM and 4:59AM  None 

 Return between 5:00AM and 11:00AM (25%) 25% of Rate 

 Return between 11:01AM and 4:59PM (50%) 50% of Rate 

 Return between 5:00PM and 11:59PM (100%) 100% of Rate 

*Documentation of overnight travel accommodations is required to pay Per Diem at the over-

night travel rate. 

If a person is in multiple locations on the same day while in travel status outside of Indiana, the 

per diem rate for the location employee slept or rested should be claimed. The same meal may 

not be claimed more than once. 

Federal Travel Regulations 41 C.F.R.300-3.1 (2009), currently allow $5.00 per day as incidental 

expenses, fees and tips given to porters, baggage carriers, bellhops, hotel maids, stewards or 

stewardesses and others on ships, and hotel servants in foreign countries. Employees receiving 

Per Diem for domestic travel may request up to $5.00 per day as incidental expenses, if incurred, 

without providing a receipt. 

Except as provided below, a person is not entitled to Per Diem allowance or lodging expense for 

overnight travel if travel takes the person fifty (50) miles or less from the post or the person's 

home, whichever is the lesser distance. A Senior Vice President (or equivalent) or Chancellor 

may authorize payment of Per Diem allowance and lodging by making a determination that it 

may be dangerous or undesirable for a person to travel because of any one of the following: 

• unsafe highway/weather conditions 

• unusual work assignment 

• the employee's physical condition 

One-Day Travel (more than a 50-mile radius from home or post) 

If a person is in travel status a minimum of twelve consecutive hours all in one-day he or she 

may claim ½ of the Indiana daily per diem rate. All other travel policies apply. No exclusions for 

meals furnished need to be made because the traveler will receive a flat rate of half the Per Diem 



rate. Per IRS regulations, Per Diem paid for one- day travel is considered taxable income to the 

recipient. 

One-Day travel is defined as travel that is 

a.) at least 12 consecutive hours in travel status 

b.) occurs within the same calendar day 

c.) more than 50 miles from home or post 

The request for reimbursement will be entered in Chrome River. Upon approval, payment will be 

made through the accounts payable system. Chrome River Analytics will be used to provide the 

necessary information to the Central Office payroll department regarding the taxable payment. 

The amount will be included in the employee’s W2 taxable wages. 

2. Meals Furnished 

a. If a person in travel status receives a meal without charge*, or as part of a registration fee paid 

by the College, State of Indiana, or the Ivy Tech Foundation, or provided by a vendor or 

potential vendor then the Per Diem allowance must be reduced as calculated by Chrome River, 

which will approximate the following table, regardless of the actual cost of the meal: (An 

exception to this is One-Day Travel as noted above.) 

 Breakfast 25% of Daily allowable rate 

 Brunch  25% of Daily allowable rate 

 Lunch  25% of Daily allowable rate 

 Dinner  50% of Daily allowable rate 

b. If all meals are provided, simply make no claim for Per Diem. The College must not pay for 

a person's meal more than once. 

*Meals furnished without charge does not apply to continental breakfast. A continental breakfast 

usually consists of cereal, juice, fruits, and pastries. 

3. Lodging Furnished 



If lodging is provided to a person in travel status at no cost to the person, a statement by the 

employee explaining that the person was in travel status, may be substituted as documentation to 

justify claiming the Per Diem allowance. 

4. Board Members 

All board members are entitled to reimbursement of allowable travel expenses at the same rate as 

employees. Additionally, a State Board member is entitled to a $50.00 stipend each day while 

attending an official board meeting. Alternatively, Workforce Alignment Board members are 

entitled to a $1,000 stipend for each quarterly board meeting. The stipend must be processed 

through Chrome River and is subject to 1099 reporting rules as detailed in Section J. III. N. 5. 

Vendor Payments of the FMM. State Trustees: IC 21-38-2-3  Regional Trustees:  IC 21-38-2-4 

5. Non-Working Days or Extended Travel To Save Costs 

The additional expenses associated with travel that is extended to save costs, such as a Saturday 

night stay, may be reimbursed when the cost of airfare would be less than the cost of airfare if 

the traveler had not extended the trip, and provided that those expenses were incurred in 

compliance with all other travel regulations. Such expenses, which include lodging, car rental, 

meals and incidental expenses, shall not exceed the amount the College would have paid if the 

traveler had not extended the trip. An employee must document the airfare as if the trip had not 

been extended, and turn this documentation in with the expense report. 

C. Reimbursement of Lodging 

1. An employee in travel status may claim lodging expenses not to exceed the single room 

occupancy charge including taxes. 

2. If two (2) or more employees in travel status share a room, one person may pay the entire cost 

of the lodging and request reimbursement. The employees must note this fact on each employee's 

expense report. If one employee pays for a deposit, that employee may list the full amount of the 

deposit on the expense report. 

3. An employee may not request reimbursement for lodging when the lodging was provided by a 

person who is not in the business of providing lodging. 

4. Whenever possible, employees should stay in hotels that offer government rates.  Employees 

who prefer luxury accommodations should not request full reimbursement. Travelers and 



College management should pay special heed to the policies and procedures when selecting 

anything other than modest accommodations. 

5. Generally, employees should pay for their lodging, and then request reimbursement. However, 

there are circumstances when it is in the best interest of the College to allow direct billings or 

prepayment of hotel charges for a group of employees. Any and all amenities which would result 

in additional charges are strictly prohibited. Further, prior to payment, the hotel must have been 

informed and in agreement that charges for amenities may not be billed to the college but instead 

will become the responsibility of the employee. In these cases, prior approval by the Executive 

Director of Budget Management (Central Office staff), or Chancellor or Executive Director of 

Finance / Administration (regional employees) is required. 

6. Hotel receipts without a zero balance will be allowed in order for employees to be reimbursed 

for their hotel expense. The majority of hotels allow a quick checkout, charging the employee's 

credit card and later mailing the transaction. Whether this happens or not, it is the employee's 

responsibility to pay for the hotel stay. 

D. Conference Expenses and Hotel Deposits 

An employee in travel status may be reimbursed for the cost of registration fees associated with 

attendance at conferences. Only the employee's portion of the registration fee may be paid. 

Paragraph B-2 (Meals Furnished) applies when the registration fee covers the cost of meals. In 

some cases, conference hotels require a deposit in advance, instead of allowing the employee to 

hold the room with a credit card only. In these cases, the employee may be reimbursed for the 

total deposit. The Expense Report for reimbursement of the deposit may be requested in Chrome 

River prior to the completion of the travel if desired. The Expense Report for the remaining 

expenses may be submitted upon completion of the trip. 

E. Reimbursement of Transportation 

1. Motor Pool 

If the travel of an employee will be by vehicle, State of Indiana Motor Pool vehicles may be used 

when available and practical. 

2. Personal Automobile 



a.The employee is free to choose any site for driving directions; however the mileage 

reimbursement will be based on Google Maps which is integrated with Chrome River. 

For all full-time employees and all part-time non-instructional staff, a primary post or station 

must be designated by their supervisor in consultation with human resources.  This designation 

must be based on where the employee normally spends the majority of their work time. 

Generally when departing from or returning to your home, on a regularly scheduled work day, 

reduce the mileage claim by your normal commuting mileage to/from your primary post or 

station.  If your mileage to your destination is less than your normal commuting mileage then 

you should not claim any mileage reimbursement. 

Examples: Employee’s post is the Indianapolis campus (downtown), they live in Franklin, IN 

(south of Indy), and their work schedule is Monday through Friday. 

Mileage Table for Examples: 

Description Mileage 

Home to Post 25 

Home to Chicago 204 

Home to Madison 77 

Post to Chicago 179 

Post to Madison 102 

Example 1. Departs from home to post, then to Chicago on a Monday, returns on a Tuesday and 

stops at post prior to returning home 

Home to Post                                                                                      25 miles 

Post to Chicago                                                                                  179 miles 

Chicago to Post                                                                                  179 miles 

Post to Home                                                                                      25 miles 

Total                                                                                                    408 miles 

Less: Round trip commuting mileage                                                  50 miles 

Total to be claimed                                                                              358 miles 



Example 2. Departs from home on a Sunday to Chicago, returns to home on a Tuesday 

Home to Chicago                                                                                 204 miles 

Chicago to Home                                                                                 204 miles 

Total                                                                                                     408 miles 

Less 1 day of commuting mileage as departure was on a Sunday      25 miles 

Total claimed                                                                                        383 miles 

Example 3. Departs from home on a Thursday to Madison, returns to home on the same day 

Home to Madison                                                                                  77 miles 

Madison to Home                                                                                  77 miles 

Total                                                                                                      154 miles 

Less round trip commuting mileage                                                      50 miles 

Total claimed                                                                                        104 miles 

Example 4. Departs from home to post, then to Madison, returns directly to home all on a Friday 

Home to post                                                                                        25 miles 

Post to Madison                                                                                   102 miles 

Madison to home                                                                                  77 miles 

Total                                                                                                     204 miles 

Less round trip commuting mileage                                                     50 miles 

Total claimed                                                                                       154 miles 

If the miles traveled exceed the miles shown on Google Maps and the employee can show just 

cause for taking that route (i.e. road closed due to detour), the employee should be reimbursed 

for that extra mileage, provided documentation is included with the Expense Report. 

b. If reported miles differ from the integrated Google Maps miles, an explanation must be 

entered on the expense report in Chrome River. 

c. Additional official automobile travel within a city or town shall be listed separately from travel 

between cities or towns, and shall be itemized sufficiently to show the address (es) visited. 

Example: 

Visited 4100 East 38th Street 

(8 miles NE Indianapolis). 

Additional official travel outside a city or town shall be listed separately from travel between 

cities or towns, and shall be itemized sufficiently to show the address visited. 



d. Personal automobile mileage will be based on the approved IRS rates. This rate will change 

with the same frequency that the IRS mileage rate changes. Revised IRS rates are normally 

issued annually, usually by January 1 of each year. 

e. The mileage reimbursement shall not exceed airfare available thirty days before the departure 

date. Documentation supporting the costs of the airfare must be attached to the employee’s 

expense report. The College will not pay Per Diem for extra days taken to drive as opposed to 

flying. In essence, the total costs of driving cannot exceed the total costs that would have been 

incurred had the individual used a commercial air carrier. This same approach is to be applied for 

travel by rail, bus or other means. Exceptions to this policy may be approved by the employee's 

respective Senior Vice President (or equivalent), Chancellor, or EDF/EDA when economical and 

practical, and should be noted on the Pre-approval for out-of-state travel. When the employee 

traveling is a Senior Vice President (or equivalent) or a Chancellor and traveling outside the 

continental United States, the President or designee must approve exceptions to this policy. 

3. Travel by Commercial Air Carrier 

The coach or tourist class cost of travel by commercial air carrier will be reimbursed. Airfares 

carrying cancellation penalties should be used with extreme caution. The penalty fee up to 50% 

may be reimbursable only if legitimate College business or a personal emergency prohibits the 

employee from traveling.  Change fees must be pre-approved by the Chief Financial Officer and 

the Chief Operating Officer. 

4. Travel by Non-commercial Carrier 

The cost of travel by a non-commercial carrier is reimbursable only if the President's office has 

approved the use of such a carrier before the reservation is made. 

5. Travel by Railroad or Bus 

The cost of travel by railroad or bus may be reimbursed. No employee may be reimbursed for the 

cost of train or bus fare in excess of airfare available thirty days before the departure date. 

Pullman accommodations in excess of the cost of a roomette are not allowed. The travel time 

maximum of two full driving days per trip applies to train and bus travel. 

6. Public Transportation 

The cost of taxi and other public transportation between an employee's post or home and a 

terminal may be reimbursed. The cost of transportation between the terminal, the place of 



lodging and other places of College business while in travel status may be reimbursed. The 

employee must submit the detail of such trips with the expense report. The cost for transportation 

to and from restaurants or other forms of entertainment are considered to be personal expenses 

and will not be reimbursed. 

The cost of parking at a terminal may be reimbursed at long-term rates. If the long-term parking 

lots are full, the College will pay for other parking arrangements such as parking lots away from 

the airport, which require shuttle services. This should only occur rarely, and the employee must 

attest to the lot being full. An employee in travel status may use a personal vehicle for 

transportation to a terminal instead of using public transportation, and may be reimbursed the 

cost of round-trip mileage between the post and the terminal. If traveling from home you must 

deduct your normal commuting mileage, unless it is on a non-scheduled work day The employee 

in travel status may receive reimbursement for a second round trip in lieu of receiving 

reimbursement for parking at the terminal. However, reimbursement for a second round trip may 

not exceed the cost of long-term parking fees for the travel status time period. 

7. Car Rental 

Any employee who may be expected to drive a College-owned vehicle or drive a rental vehicle 

for business purposes related to College must complete a Driver Authorization Form at least 10 

days prior to driving. Details for completing this form are provided in Section I, IV, c, 2. Driver 

Authorization. This form and instructions can be obtained in the forms section of College’s 

Infonet under "Driver Authorization". 

The College may not rent a vehicle designed to seat 15 persons or more, including the driver. 

Students wishing to drive College-owned, rented, or leased vehicles must comply with the 

guidelines set forth in the student domestic travel policy, which may be found 

at https://www.ivytech.edu/files/student-domestic-travel.pdf. If a student wishes to transport 

other students to a College-sponsored event, they must sign a waiver form that can be obtained 

through the Executive Director of Employee Benefits. Any accident that may occur when a 

student transports other students to a College- sponsored event is not covered under the College's 

insurance. Liability would fall under the student's automobile policy. Students are allowed to 

drive designated driver's education vehicles when enrolled in the College's driver education 

course or drive time, only when accompanied by a certified driver education instructor. 

Automobile rental expense is reimbursable for out-of-state travel when it is efficient and cost 

effective, and when approved by the employee's respective Senior Vice President (or equivalent) 

or Chancellor or Executive Director of Finance / Administration. Approval from the President or 

https://www.ivytech.edu/files/student-domestic-travel.pdf


designee is not required when a Senior Vice President (or equivalent) or Chancellor is the 

employee renting the automobile. 

When an automobile is rented for a combination business/personal trip, extra care should be 

taken to ensure the College does not pay for rental costs outside of the business portion of the 

trip. There may be circumstances when a weekly rental rate is cheaper than the daily rate for the 

conference dates. When this occurs, the College will pay the weekly rate. This must be 

documented on the rental agreement and submitted at the time of reimbursement. 

The employee may have the cost of the rental billed directly to the College if approved by the 

Executive Director of Budget Management (Central Office staff) or the Chancellor or Executive 

Director of Finance / Administration (regional employees). If the employee incurs the costs of 

rental, copies of the receipts for the car rental and fuel should be attached to the request for travel 

reimbursement. The employee will be reimbursed for the lesser of the car rental and fuel or the 

mileage calculated per section E-2 (Personal Automobile). The least expensive practical vehicle 

should be rented. 

8. Long Distance Travel by Driving 

Employees who choose to drive rather than fly long distances cannot be in travel status for more 

than a maximum of two full driving days per trip. The mileage reimbursement shall not exceed 

airfare available thirty days before the departure date. Exceptions to this policy may be approved 

by the employee's respective Senior Vice President (or equivalent) or Chancellor or Executive 

Director of Finance / Administration when economical and practical, and should be noted on the 

Chrome River pre-approval. When the employee traveling is a Senior Vice President (or 

equivalent) or a Chancellor, the President or designee must approve exceptions to this policy. 

F. Travel Outside the Continental U.S. 

In addition to the Per Diem allowance, an individual in travel status outside of the continental 

United States may be reimbursed for the reasonable expenses associated with the travel. Such 

expenses include the cost of: 

• visas, passports and other travel documents 

• photographs for travel documents 

• inoculations 

• currency exchange 

• airport taxes 



G. Requirement for Receipts 

1. Except as provided below, a person requesting reimbursement of the actual cost for any item 

of expenditure must include a scanned receipt in the Chrome River module which is attached to 

the Expense Report. If a receipt for any item of expense has been lost or cannot be obtained, the 

following may be substituted and scanned and attached to the Expense Report in Chrome River: 

a. Lodging - statement from provider or FAX or scanned copy of detailed receipt. 

b. Airfare - documentation from the airline or travel agent. 

c. Other - A Certificate of Missing Documentation form. The form is available in the business 

office or on the forms page of the College's Infonet. The certificate must be approved by the 

individual's supervisor. 

H. Sales Tax 

Exemption from sales tax is offered on the purchase of tangible personal property by non-profit 

organizations if: 

1. The purchased item is used or consumed by the organization. 

2. The item is used for the same purpose for which the organization is exempted from Indiana 

Income Tax. 

3. Meals and lodging, furnished by an educational organization for the use of individuals, are not 

used or consumed by the organization itself and are not used for educational purposes, regardless 

of the fact that the individual may use them while employed by or is a guest of the educational 

organization; and therefore, are not exempt from sales tax. 

4. Exception:  If the College pays a hotel within Indiana, it is billed directly, and it is for College 

business, the sales tax should be waived.  If the employee pays the bill and seeks reimbursement, 

sales tax is appropriate. 

I. Parking Charges/Other Miscellaneous Charges 

1. An employee in travel status may be reimbursed for the cost of parking, rideshare services, 

and cab fare (including cab fare tip) within the guidelines of Section E, Reimbursement of 

Transportation, of this travel policy. Receipts satisfying the requirement of Paragraph G, 

Requirements for Receipts, must be included with the request for reimbursement. 



2. Reimbursement for parking at parking meters may be requested on an expense report to the 

extent of $8.00 per trip. Detail must be provided. 

3. Reimbursement for public transportation for which a receipt is normally not given, i.e., city 

buses, subway or metro service , as well as tolls may be requested on the expense report to the 

extent of $15.00 per day without providing a receipt or Certificate of Missing Documentation. 

4. If an employee is not receiving the technology stipend, reimbursement for cellular phone calls 

used for business purposes may be requested on an expense report without providing a 

Certificate of Missing Documentation. The employee does not have to be in travel status to be 

able to request cellular phone call reimbursement. The date of the call and the person called must 

be documented on the expense report. 

5. For those employees that do not claim Per Diem, an exception would allow that employee to 

claim tips up to the amount they would have been allowed for Per Diem. Such examples would 

be tips for maids and hotel or airport porters. 

6. Certain Airline fees in addition to the cost of the ticket may be reimbursed when required for 

airline travel (i.e. baggage fees).  Other fees which are normally considered more personal 

convenience in nature (i.e. seat assignment fees, Wi-Fi) are not to be reimbursed.  Exceptions 

may be approved by the Chancellor or Executive Director of Finance/Administration for a 

regional employee or Executive Director of Budget Management for a central office employee. 

J. Instructional Travel (Applicable to Full-time Faculty, Adjuncts, Corporate College, & 

Administrative Staff) 

One of the key elements in the decision of how to reimburse an instructor's travel expense is the 

establishment of the individuals designated station. In the majority of cases, the individual's 

station is the location at which the individual is contracted to teach. For example, the station of 

an adjunct faculty member, who is contracted to teach a course at a local high school, is the high 

school, not the region's main campus. For adjunct faculty this principle applies on a class-by-

class basis regardless of the number of individual contracts. To expand upon the above example, 

assume that the individual was not only teaching a course at the local high school, but he/she was 

also teaching a course at the main campus. This individual would have two stations, each one 

based upon where the individual was contracted to work, and therefore would not receive travel 

reimbursement. 



In making a determination to pay mileage reimbursement to adjunct faculty, the individual's 

assignments should be the basis, not the contract. It does not matter if the individual has two 

independent adjunct teaching assignments on one contract or on two separate contracts. 

There may be instances however, where the college might reimburse a full-time instructor to 

drive to a location. If for example, an individual's overall employment with the college is based 

upon the individual traveling from their station to another location, then travel reimbursement 

may be appropriate. For example, if a full- time instructor, who is contracted to teach at the main 

campus, is given the assignment to also cover a course at a local high school as a part of their 

full-time contract, then travel reimbursement to the second location is appropriate. 

In the case of administrative employees who are also teaching classes, the same principle would 

apply. If teaching the class is a part of the individual's administrative assignment, then the 

reimbursement of mileage is appropriate. However, if instructing the class is not a part of the 

individual's administrative assignment, travel expenses would not be reimbursed. 

In cases where the college would not pay travel reimbursement, it would also be inappropriate to 

allow the individual to utilize a college-owned vehicle. 

IV. College Sponsored Meetings 

The College sponsors on campus and off campus meetings/activities for various reasons. The 

following paragraphs address food and drink and other allowable expenses for guests, advisory 

committees, employees, and students. This paragraph is not applicable to meal costs incurred 

during Workforce Alignment courses. These costs are considered a factored component of the 

total cost of the course. For additional information on this topic, see Travel Policies, Section H. 

III. B. 2. Meals Furnished. 

Provision of food and drink at meetings/activities requires prior approval of a Senior Vice 

President (or equivalent), Chancellor, or President. Approval delegation may be made to the 

Executive Director of Finance / Administration. This delegation must be in writing and available 

for review. As a reminder, employees are prohibited from approving their own purchases. 

Due to numerous state-wide meetings that are sponsored by the Office of the President and the 

Office of the Provost, meal approvals within those areas may be delegated to specific staff 

members. Approval authority may be delegated to one Vice Provost/Assistant Vice President 

level or higher staff person in each operational area (Human Resources, Finance, Financial Aid, 

Student Services, Facilities, Distance Education, IT, Institutional Research, Marketing). 



A complete list of all individuals provided food and drink must be submitted with an itemized 

receipt of the expenditure for all payment requests. Signatures from attendees are not required; a 

list is appropriate. The list must be verified by an employee with knowledge of who attended the 

meeting. In all cases food purchases from College funds should be closely scrutinized and must 

be directly related to professional development initiatives or College meetings/activities where it 

is in the College's best interest to provide food and drink, as determined by the Vice-President, 

Chancellor, or Executive Director of Finance / Administration. Given the nature of some 

meetings/activities it may not be appropriate or feasible to obtain a complete list of individuals. 

Some examples include an open house or a centralized college-wide demonstration. In 

circumstances where it is not feasible to provide a list of attendees, documentation explaining 

this rationale should be submitted with the receipts. 

Note: Alcohol/liquor may only be purchased for instructional use when required by the 

curriculum, whether credit or non-credit courses. Otherwise, college funds may not be used for 

alcoholic purchases. 

Food and drink expenses per person may not exceed the current daily Per Diem amount for the 

meal provided. Total food and drink expenses per person per day may not exceed the 

current daily Per Diem amount. Tax, gratuities, and delivery/set up charges are not included in 

the above limits. State Board Meetings and Regional Board meetings are excluded from these 

limits for food and drink expenses. Exceptions must be approved by the Chief Financial Officer. 

  

 Breakfast  33% of Daily allowable rate 

 Lunch  50% of Daily allowable rate 

 Dinner  50% of Daily allowable rate 

  

A. Guests 

The College may pay expenses of guests when in the best interest of the College to do so. All 

payments are to be for food and/or lodging only and must comply with College policy. (Note: 

Refer to Section VI, Moving Expenses, for approval and reimbursement of interview expenses) 



B. Open Houses, Building Dedications, etc. 

These types of events may be conducted to provide opportunities for the community to become 

more knowledgeable about Ivy Tech. Expenses for such events may be paid by the College with 

advance approval of the Senior Vice President (or equivalent), Chancellor, or the President. A 

copy of the statement of approval, a statement of the purpose of the function, and a list of 

itemized expenses with receipts must be attached to employee reimbursement payments. 

C. Advisory Committees 

Expenses for Advisory committee meetings may be reimbursed in accordance with rates in effect 

for mileage, lodging, and Per Diem. Employee and non-employee committee members will be 

reimbursed similarly under the provisions applicable to employees. 

V. Board of Trustees State and Regional 

Arrangements for lodging, rental of meeting places and meals for dinner meetings may be made 

for the Trustees. Billings to the College for such charges must include a list of the names of 

Board members who attended the meeting. Payments for group arrangements for lodging, 

meeting places, and meals in conjunction with these meetings should be made through a 

Purchase Requisition through the College's purchasing system. Requests for Per Diem or meal 

allowance must be reduced for the meal(s) provided by the College. The amount of the reduction 

should be in accordance with the Per Diem rate schedule. 

Regarding all other travel for conferences or for visitation and consultation purposes, a member 

of the State Board or Regional Board of Trustees, in the performance of duties will be entitled to 

reimbursement for transportation, lodging, and Per Diem in accordance with employee travel 

policies. 

VI. Moving Expenses 

All pre-approvals and reimbursements for moving/relocation must be processed through the 

Chrome River module.  The Chrome River pre-approval should be used to receive approval by 

the President’s office. The Chrome River Expense Report should be used for reimbursement of 

moving expenses after the pre-approval is approved. The Expense Report should be submitted 

within 60 days of when the expense was incurred.  The Chrome River module will facilitate 

proper approvals for both the pre-approval and the expense report, and allow tracking for IRS 



reporting purposes.  Relocation, as used in this section, applies to change of official post of 

current employees as well as new hires. 

A. New Employees 

Employment of new personnel may necessitate the relocation of households either from within 

or outside of the State of Indiana. An incentive for the attraction of competent personnel may, in 

part, rest on the ability of the College to offer to pay a portion of the moving expenses for such 

personnel. However, payment of moving expenses is entirely discretionary and must be approved 

in advance by the President. The appropriate Senior Vice President (or equivalent) or Chancellor 

or their delegate will enter the pre-approval with estimated expenses into the Chrome River 

module. The estimated moving expenses must be justified as being in the best interest of the 

College, and not exclusively for the convenience of the individual employee. Upon approval of 

the pre-approval by the President, a new employee may be reimbursed for moving expenses at a 

rate of up to the lesser of ten percent (10%) of the starting salary or five thousand dollars 

($5,000). 

B. Change of Official Post 

1. An employee required by his or her department to be reassigned from his or her present 

official post to a new official post, which necessitates the employee to move his or her home, 

will be allowed mileage for a one-way trip from the old official post to the new official post.  If 

the distance between posts is more than 50 miles, a moving allowance may be allowed. With the 

prior approval of the President, the employee may be reimbursed up to the lesser of ten percent 

(10%) of the starting salary or five thousand dollars ($5,000). 

2. When the moving allowance is claimed, a lodging receipt or similar proof of travel to the new 

official post will be required. It shall be the duty of the employee's immediate supervisor or 

department head to secure sufficient information to be able to certify via a comment on the 

expense report or an attachment thereto which of the above-mentioned provisions apply. The 

department head or subordinate shall certify that the change of post was a necessary transfer. 

(This may be an exception to the 50-mile limit.) 

C. Relocation Reimbursement 

Relocation, as used in this section, applies to change of official post of current employees as well 

as new hires. 



D. Interview Expenses 

1. Requires approval from the employee's respective Senior Vice President (or equivalent) or 

Chancellor prior to incurring obligation. 

The President or designee must grant the approval for any Senior Vice President (or equivalent) 

or Chancellor open position. 

The approval should be obtained outside of Chrome River and scanned and attached to the 

expense report in Chrome River when reimbursement is submitted. 

2. May be paid only to individuals seeking employment with the College. 

3. The required qualifications for the position must be submitted with the request. 

4. The allowable reimbursement is subject to the travel rules and policies of the College as 

applicable to employees in travel status, subject to the overall limitation of 1% of the maximum 

hire-in rate authorized for the position. Exceptions to the 1% limitation may be authorized by the 

President. 

5. The Expense Report for reimbursement should be submitted within 60 days of the interview. 

  

VII. Ivy Tech-Owned and Leased Vehicles 

An accurate record of all travel, mileage, and expenses must be recorded daily for each vehicle, 

in accordance with procedures approved by the State Board of Accounts.All use of Ivy Tech 

owned or leased vehicles in the regions must be authorized by the Chief Financial Officer’s 

office and are then assigned to the custodian. The custodian is the regional Chancellor or 

Executive Director of Finance / Administration. The use of a vehicle must be strictly confined 

to travel necessary to conduct business of the College. (This does not include commuting.) 

A. Permanent Assigned Vehicles 

Any employee who may be expected to drive a College-owned vehicle or drive a rental vehicle 

for business purposes related to Ivy Tech Community College of Indiana must complete a Driver 

Authorization Form at least 10 days prior to driving. Details for completing this form are 

provided in Section I, IV, c, 2. Driver Authorization. This form can be obtained in the forms 

section of College’s Infonet under “Driver Authorization”. 

Chancellors and others so designated by the President have two options available regarding a 

vehicle for transportation: 



Option 1: The college would provide a vehicle such as a mid-sized sedan or a smaller SUV 

(vehicles on the state QPA list or comparable). Under this option, the College would pay for all 

gasoline purchases, insurance costs, as well as maintenance and repair expenses. Individuals 

would continue to be responsible for maintaining a record of business and personal travel. The 

use of this option requires the College to include the value of commuting and other personal use 

of the vehicle as taxable income on the employee's W-2. However in recognition of the fact that 

these employees are "on-the-job" even when commuting, a stipend would also be provided at the 

end of the year that is equivalent to the grossed up tax liability resulting from the personal use of 

the vehicle. 

Option 1 Example: 

Cost of Vehicle Purchased by College $ 22,000 

Lease Value of Vehicle per IRS Schedule $ 6,100 

Gas Purchases with College Gas Card $ 1,500 

Total $ 7,600 

Mileage record – 80% College Travel, 20% Commuting and Personal Travel. 

Taxable Income added to W2 - $1,520. 

Tax on $1,520: 

Federal 0.2800 

State 0.0340 

County (Marion) 0.0165 

FICA 0.0000 

Medicare 0.0145 

Total 0.3450 = $524 

Gross up stipend provided in December = $801 

Option 2: The College may provide a stipend.  If an individual drives his or her own vehicle 

throughout the year, an automobile allowance would be provided to the individual in an amount 

equal to the leased value of the mid-sized sedan or smaller SUV (vehicles on the state QPA list 

or comparable) plus an estimated amount for gas purchases. Under this option, the individual 

would be responsible for gasoline purchases and other vehicle costs. In addition, the College 

would not provide mileage reimbursement. 

B. Temporary Assigned Vehicles 



Each region should have an established procedure for requisition of use of Ivy Tech vehicles for 

temporary assignment. The documentation should at least include the 

following information for approval. 

1. Name of Driver 

2. Destination of Trip. If more than one location is involved, so indicate. 

3. The date and period of time the applicant wishes to use the state or Ivy Tech vehicle. 

4. Purpose of trip. Must be official College business. 

5. Authorized signatures. 

 


