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6) Checks will be prepared in accordance with the College's check preparation policy 
(Section 5.06). 

7) Each employee shall prepare a report summarizing the results of out-of-town 
travel and attach the report to their expense report. Brochures or literature may 
be attached in lieu of a summary report. 

8) Travel forms are required to be approved and processed within 24 hours in order 
to secure the least possible airfare cost and minimize the time the traveler must 
wait to get reimbursed. 

The Accounts Payable Accountant shall maintain an open employee travel advance file. 
The file should contain each open travel advance. The Accountant should also maintain 
a Travel Advance Log to identify employees whose travel advance has been outstanding 
over 10 business days. The Controller should be notified of any advances outstanding 
over 10 days. The Controller should take the appropriate action required to clear the 
advance including contacting the employee and deducting the advance from the 
employee's next paycheck. 


