Instructions for Completing Forms
Travel Expense Checklist

Please carefully review the instructions at the top of the Travel Expense Checklist form before completing it. 

Column 1

The first column of the form is to be completed by the coordinators/facilitators planning the travel.  He/she will indicate which receipts and forms that should be returned by the traveler.  

Column 2 and Notes

The second column should be completed by the traveler. Once travel is complete, the traveler will indicate all forms and receipts being submitted and attach them to the form.  These should coincide with the forms indicated by the coordinator/facilitator. When the receipts are returned to the coordinator/facilitator, he/she will review the receipts and forms to ensure all required documents have been submitted. In addition to contacting the office when changes in travel occur, the traveler must provide an explanation of any travel changes or missing receipts in the “Notes” section of the form. Then complete the name and date section at the bottom of the form. 

If any items are missing and no explanation has been given, the coordinator/facilitator will contact the traveler to request additional documents or to clarify the explanation that should have been documented in the “Notes” section of the form. 

Column 3

Upon return to the office, the coordinator/facilitator will complete the third column of the form, verifying that the information that has been submitted is correct. He/she will also attach the additional documents noted at the bottom of the form.
Time Sheets and Time and Effort Forms (TS/T&E)
In an effort to reduce the number of forms instructors are required to submit, we have combined the traditional time sheet with the time and effort form (referred to as “TS/T & E”).   The TS/T & E form must be returned to the office with the time sheets and all other travel documents to the appropriate coordinator for review within 10 business days of the end of the course. 

For your convenience, this new form can be printed and completed by hand or filled out on the computer. Items for completion have been highlighted in yellow, including rows for totals. The TS/T & E form must have your name and employee number entered in the proper location. Please indicate the Course ID# under the column labeled “Activity/Course ID”. 

The T&E form will be emailed to you or included in your travel packets.  As dates on the forms should correspond to your travel dates, this may require multiple forms.  Adjunct travel to and from training sites will be computed as “portal to portal.”   

Time and Effort Side of the Form 

The left side of the document is the T & E form. This is a federal audit requirement that St. Petersburg College and MCTFT must comply with in order to continue receiving federal grant monies. 

You will notice several projects listed on the form; however, MCTFT instructors will only fill in hours in the rows where MCTFT is listed.   
EXAMPLE: If you have traveled for 4 hours and provided 8 hours of instruction on 7/30/07, then the T &E form shall indicate 12 hours on that date.     

Time Sheet Side of the Form 

The right side of the document is time sheet.  The course coordinator will notify you of your specific rate, based on your employment experience and your assigned job duties, when that rate has been determined by Human Resources. The hours are recorded by category on the same row of the course ID. 

EXAMPLE: If you have traveled for 4 hours and provided 8 hours of instruction on Course#1111, then the total number of hours of travel for the course would be noted as 4 in the “Travel/Fac. ” column and the 8 hours of instruction should be noted in the “Instruction ” column.  The dates are insignificant on this portion of the form. 

Expense Record (Per-diem Form)

The expense record must be filled out in its entirety, with all original receipts attached and returned to the coordinator/facilitator within 10 business days. 

The following items will be necessary for all adjunct employees to receive reimbursement:

· Hotel receipt with a zero (0) balance, including room cost, mandatory parking, and taxes ONLY. Express Check Out will NOT provide the proper receipt. All hotel incidentals must be placed on your personal credit card. MCTFT will not reimburse for personal incidentals.

· Air travel receipts to include 8 ½ x11 page itinerary, turned in after flight.

· Car rental receipt and gas receipts when applicable. If rental agency is closed, please provide Rental Agreement (RA) number found on paperwork from pick up. Please refuse any additional insurance or gas options when traveling in the United States. Parties traveling to Puerto Rico or the Virgin Islands are required to accept the additional insurance. Vehicle must be returned to rental agency with a full tank of gas. Due to the terms of our contract with AVIS, we ask that you DO NOT ACCEPT the Avis e-Tolls, GPS, or fuel services.
· Airport parking receipt from airport after trip concludes.

· Tolls, shuttle, limo and taxi receipts.

· Miscellaneous receipts (i.e. phone, internet charges, etc.). 
· Map Print Out. When driving your personal vehicle, please include MapQuest (or similar) print out documenting the miles traveled. This includes travel to and from the airport.
Small receipts should be combined and taped to an 8 ½ x 11 sheet of standard white computer paper, using paper clips to attach pages. Do not place tape over dollar amounts on receipts, as it destroys the print on certain types of paper. Please use the notes box to detail reasons for missing receipts.  


Please put your last name and class ID on all receipts that are turned in for reimbursement. Travelers must provide receipts for all items claimed for reimbursement. The college requires original receipts for all expenses involved with travel (reimbursement items or otherwise). It is the sole responsibility of the traveler to ensure that all documentation related to travel is submitted accurately and timely. If the receipt is not attached, that individual's expense record must be held until the appropriate receipts are submitted. The average processing time for reimbursement is 6-8 weeks. Failure to provide the appropriate receipts results in further delay in processing. 
