
SVC - Know Before You Go
Per Diem Look-up Tables
· https://www.gsa.gov/travel-resources (US per diem rates)
· Per diem rate tables | Office of Financial Management (wa.gov) (WA State per diem rates)
· U.S. Department of State | Home Page (Foreign per diem rates)
· Per Diem Rates (Hawaii & Alaska) 

Gather Information:
· What meals are included in the conference/trip?
· What hotel is the conference held at?
· Is the hotel going to be over per diem?
· How are you traveling to the location?
· Rail? Personal vehicle? Rental? Airline?
· If flying, how are you getting to the airport?
· What is the budget you are charging towards?
· Will this trip require a Travel Authorization?
· How do you plan to pay for the expenses of the trip?
· P-card? Out of pocket? Cash Advance?
· If registration/airfare/lodging are being paid for by another organization please put it in your notes. 
Travel Authorization (TA):
Travel Authorizations are required for overnight, out of state, and when a cash advance is needed. 
· You cannot back date TA’s
· After your TA (Travel Authorization) is approved you can purchase airline tickets, registration fee & lodging
· You will need to have the chart field (budget code/accounting details) you are charging the trip to before you begin.
· Use the most economical travel alternatives unless there is a Health/Safety issue
· Combining business & personal travel must not result in additional cost to the state.
· Make sure your traveler profile is set up by contacting travel coordinator, Miranda Brown.

Cash Advance (CA):
· Cash advances are not required.
· Cash advances will only be paid after the TA is fully approved and if less than 30 days to departure.
· You must fill out an expense report if you take a cash advance.
· You cannot take a cash advance for mileage or airfare. 
· We do not issue cash advances of less than $100.
· All cash advances must use 790-285-98389 chartstring.
Expense Reports:
· Expense Reports must be submitted within 60 days of return from travel
· Expense Reports submitted between 60-90 days will be at Business Office Discretion
· Expense Reports submitted over 90 days after return will be denied
· If applicable, you need to associate your Travel Authorization and Cash Advance to your Expense Report


Meals:
· [bookmark: _Int_Z8RJfLUU]Traveler must be in travel status during the entire set meal period to qualify for meal entitlement.

[bookmark: _Int_4WYc6nii]Breakfast 6:00 AM – 8:00 AM        Lunch 12:00 PM – 2:00 PM        Dinner 5:00 PM – 7:00 PM

Meal allowances cover the following costs:
· The basic cost of a meal, 
· Any incidental expenses,
· Any applicable sales tax, and 
· Any customary tip or gratuity.

Lodging:
· You can stay overnight when the travel location is over 50 miles from your home or Official Station. 
· If your nightly hotel rate (excluding taxes) is more than per diem, you need an exception form prior to travel. 
· You must fill out, send to Director of Business Office, and attach to your TA before submitting. 
Up to 150% Form
You will use this form if your hotel is 100-150% of the per diem rate. 
You only need to meet one of the criteria to be eligible. 
Over 150% Form
You will use this form if your hotel is 150% or more over the per diem rate.
You must meet all three (3) criteria to be eligible.

Exceptions for Lodging Less Than 50 Miles: (enter exception on Travel Authorization if applicable)
1. An overnight stay in commercial lodging to avoid having a traveler drive back and forth for back-to-back late night/early morning official state business.
2. When the health and safety of travelers is of concern.
3. When travelers can demonstrate that staying overnight is more economical to the state.
4. Written supervisory approval for the first and third conditions and cost analysis documentation for the third condition is to be attached to the TA.
Mileage:
· No need to submit TA for only mileage
· Daily Commute is not reimbursed by the state.
· All other miles driven on official state business are reimbursable
· A commute is:
· Travel between the employee’s Official Residence (OR) and Official Station (OS)


Airfare:    

Current State Master Contract 

Skagit Valley College already enrolled easybiz.alaskaair
Easybiz.alaskaair invitation process: 
· Email Teresa.Miller@skagit.edu for invitation process. 
· Traveler must have mileage plan through Alaska Air.  
· Once the traveler accepted the invitation—you will receive email from easybiz.alaskaair .

Travel Agency-Non-Contract 

Exceptions to Non-Contract Airline: (enter exception on Travel Authorization if applicable)
Collecting air miles and alternative air carrier matching fare does not qualify as exceptions.
1. No government seats
2. No city pairs
3. Time Constraint
4. Less expensive and offered to the public.

Three quotes are required if using an alternative airline to Alaska Eazy Biz.
Car Rental-State Contract 
See Teresa.Miller@skagit.edu for instructions on how to use Enterprise/National Contract.
Refunds:
· You must fill out the Cash Advance Return Form. 
· All refunds due to Skagit Valley College – must be payable to Skagit Valley College & attention to the Cashier Office. DO NOT MAIL CASH. You may also visit the cashier’s office in person at the Mount Vernon campus. 
· When the refund receipt is turned in by the cashier’s office, email a copy to Travel@skagit.edu. 

3rd Party Booking Sites
Currently, no 3rd-party booking sites will be eligible for booking/reimbursement due to their restrictive cancellation/booking policies and excessive fees. 

Short-term Rental Stays
Currently no short-term rental stays such as Airbnb or VRBO will be eligible for booking/reimbursement unless preapproved by the Business Office. Traveler will need to justify use of these properties over traditional lodging.
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