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 CUYAHOGA COMMUNITY COLLEGE 

Faculty Professional Development & Travel for Full-Time Faculty – as of July 1, 2019 

Cuyahoga Community College reimburses employees for “reasonable and necessary” expenses incurred on Company 
business and requires adequate accounting from its employees for these expenses. Employees are expected to exercise 
good judgment and commit only to expenses that relate with the nature of the business assignment. As a result, expenses 
and reimbursements that conform to this policy are not reported as taxable income to the individual.  

Traveler’s Responsibilities 

Travelers should spend college funds prudently. Business travel expenses will be paid by the College only if they are 
reasonable, necessary and in accordance with this policy. Individuals who incur business travel expenses should neither 
gain nor lose personal funds as a result of their travel. (Remember travel outside the United States, Canada or Puerto 
Rico requires prior notification to Risk Management Department so that proper insurance coverage may be arranged ext. 
4701). Travelers need to have a minimum of 30 days advance notice to the Risk Management Department before making 
any international travel plans. 

Description of Faculty Professional Development & Travel: 

The role of Faculty Professional Development is to support the educational mission of the College by providing 
opportunities for growth and renewal for faculty in all realms of their professional lives throughout the stages of their 
careers. Another role is to help create a campus culture that values intellectual inquiry, scholarly work and creative 
engagement in its many forms.  

Expansion of Use of Faculty Professional Development: Some examples of expenditures of Faculty Professional 
Development funds include: 

- Membership/Professional Dues  
- Certification & Continuing Education credits/units * 
- Tuition Reimbursement* 
- Licensure 
- Tutorials/Trainings*        
- Registration     
- Research 
- Field Research 
- Academic Journal Subscriptions/Books/DVDs/Multi-Media     
- Instructional Materials   
- Commencement Regalia   
- Other items discussed with faculty member’s appropriate Dean 
- Mileage to/from Campus for Workshops/Professional Development Meetings/Conferences 

 

*Note-in order to be reimbursed for Certification/Continuing Education Credits/ or Tuition Reimbursement-you must 
submit a final grade/certificate before reimbursement will be given. At no time will reimbursement be given before the 
classes are completed. 

All expense reports must be submitted through Concur within 30 days of travel end date to be eligible for reimbursement 
or risk the chance of it being denied.   
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Guidelines for use of Professional Development Funds: 

As of 07/01/15 Faculty members are now permitted to use their faculty dollars for either Professional Development or for 
travel. The above is a listing of examples of expenditures that the funds can be used for. The difference between using 
faculty dollars for Travel vs. using faculty dollars for Professional Development, is that payment for the above expenditures 
can now be processed for payment on one specialized college issued PCard that will be held in the Accounts Payable office 
instead of the Faculty member processing it for payment on their personal credit card.  

The following steps must still be done in order to get payment processed on behalf of the faculty member so the tracking of 
faculty dollars per faculty member can still be kept:  

Before you commit to any vendor you must: 

1. Complete the Request for Professional Development Form and submit it to your Dean, Associate Dean 
or Director for approval.  

2. Complete this at least 14 days minimum prior to your commitment to the vendor. 
3. The Dean, Associate Dean or Director will return the approved form to you within 48 hours. 
4. Give the original request form along with any invoice from the vendor to your faculty travel coordinator 

responsible for facilitating your reimbursements (see Faculty Contact List for your travel coordinator.)  
5. The faculty travel coordinator will then process a request for you in the CONCUR system 
6. The faculty travel coordinator will then send a copy of your TA and your invoice from the vendor and 

give it to the A/P Manager so that it can be called in for payment on your behalf with the college issued 
PCard (credit card). 

7. The A/P Manager will then email you a confirmation email letting you know the payment has been 
processed for you. 

8. All of this should happen within 7-10 business days from the time you turn in the invoice.  

Guidelines for use of Travel Funds: 

Before your trip: 

1. Complete the Pre-Approval Travel Request form and submit it to your Dean, Associate Dean or Director 
for approval. 

2. Complete this at least 14 days minimum prior to your trip. 
3. The Dean, Associate Dean or Director will return the approved form to you within 48 hours. 
4. Give a copy of your estimated Pre-Approved Travel Request to your Dean, Associate Dean or Director 

and the travel coordinator responsible for facilitating travel reimbursements (see Faculty Contact List for 
your travel coordinator). 

5. Note all potential expenses.      
6. Your travel coordinator will input this information into CONCUR to create a request (electronic pre-

approval) for you.  

During your trip: 

General rule of travel reimbursements should include all transportation, lodging, parking, registration, meals and 
other expenses to achieve the objective of the travel. Receipts are necessary for reimbursement expenses for 
everything you spend except for meals; incidental and meal receipts are no longer required. 

The following are examples of non-reimbursable expenses: 

• First Class or Business Air Travel 
• Alcoholic beverages or entertainment related items 
• Personal grooming services, such as barbers, hairdressers and shoe shines 
• Credit card fees or finance charges 
• Dues in private clubs (including airline memberships) 
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• Frequent flier and other similar awards for hotel and car rentals (Just a reminder: it is against Ohio Ethical 
code to earn or use for personal use frequent flyer miles that accrue from college business travel). 

• Gym and recreational fees, including massages and saunas  
• In-room movies  
• Insurance costs such as life insurance, flight insurance, car rental insurance-personal automobile insurance 

and baggage insurance  
• Laundry or valet service for travel of fewer than five days  
• Lost baggage (airline’s responsibility) 
• Loss or theft of, airline tickets, personal funds, or property  
• "No-show" charges for hotel and car service  
• Parking tickets or traffic violations  
• Personal automobile repairs  
• Personal telephone charges in excess of reasonable calls home, generally one per day  
• Pet care such as kennel fees  
• Upgrades (air, hotel, car, etc.)  
• Personal aircraft or travel in private aircraft 
• Local lodging (in general trips of less than 50 miles do not qualify for overnight stay) 
• Expenses incurred for spouses/significant others/children  
• Fee for changing of flights (see changes to airline reservations below) 
• Hotel room maid service 

The Dean, Associate Dean or Director retains the right to review and reject expenses that may not be 
reasonable. 

Lodging: Staying at the conference host hotel is preferred, unless you wish to stay at a lower cost hotel. If you stay 
at a higher cost hotel, you will need to submit rationale and documentation for the cost differential along with your 
Faculty Development Pre-Approval Request form to your Dean, Associate Dean or Director for pre-approval.  

The following category is limited on a maximum allotment basis: 

Food: A daily per Diem of $50 for all meals (includes meal-tax and gratuity) has been established. If you are gone 
all day during normal business hours you are entitled to the full allotment of $50. For a partial day of travel, the meal 
allotment is based upon your travel status.  On the departure date of your trip if your departure is before 2:00 p.m. 
you are entitled to $50.00; if departure time is after 2:00 p.m. you are entitled to an allotted amount of $25. On return 
trip (back to Ohio) if you arrive by 2:00 p.m. you are entitled to part of an allotted amount of $25; if you arrive after 
2:00 p.m. you are entitled to the full allotment of $50.00. You will only be reimbursed up to the daily per diem, 
anything you spend above that per diem will not be reimbursed to you. No receipts are needed for meal expenses. 

Arrival and departure times are determined as follows: 

When taking an airline, departure time is the time the flight is scheduled to depart Cleveland, and arrival time is the 
time it arrives back in Cleveland. For all other modes of transportation, departure and arrival times are determined 
when you leave and arrive at your residence. 

Changes to air-line reservations:  
#1: The College will reimburse all costs for changes to airfare (including new ticket and exchange fee) if the change 
is due to mandated college related business or emergency situations. Any unused flight tickets must be canceled, 
and proof of cancellation is required before reimbursement will be given. 
 
 #2: The College will reimburse you for a new ticket if it is a justifiable reason but not an emergency reason; however 
we will not reimburse for the airline change fee. Any unused flight tickets must be canceled and proof of cancellation 
is required before reimbursement will be given. 
 
#3: If you have made your flight arrangements and change your reservations for personal reasons, you will be 
responsible for both the change flight fee and the cost of the new ticket. The College will NOT reimburse you for 
either of those fees. 
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 Example: Rose Smith booked her airline ticket to Charlotte, NC for a conference-roundtrip. She then decides while 
she is at the conference that she wants to go visit Aunt Sally in Tampa, FL. She makes the change via the internet 
gets a new ticket and is charged a change fee.  Rose is responsible for both the new airline ticket and the change 
fee and should not put in for reimbursement. 

 
After you get back: 

1. Complete the Faculty Development Reimbursement Request form. Be sure to note and explain any unusual 
expenses. 

2. Receipts from your travel can be given to your delegate one of two ways:  
a. Send all email confirmations to them electronically; scan all receipts and save as pdf or hand them to 

the delegate 
b. Download the CONCUR app on your phone, take photos of the receipts and they will be able to access 

your receipts from the CONCUR site. 

This information must be submitted to your travel coordinator within 30 calendar days of your return or 
risk your expense being denied.  

3. Submit this information to the travel coordinator, who will review the form for adherence to the College travel 
guidelines and the Faculty Development Pre-Approval Request. The travel coordinator will then verify the 
receipts with the report and input this information in the College’s CONCUR system to generate a Travel 
Reimbursement report for you. 

4. The CONCUR system will then electronically submit a copy of your Travel Reimbursement, a copy of your Travel 
Authorization, and all your receipts to the Dean, Associate Dean, or Director, who will approve your 
reimbursement.  Once the approver approves the expense report, it will then be approved by the VP of Learning 
Engagement and then it will flow to the Accounts Payable department for final approval before processing it for 
payment. 

5. The Travel coordinator will notify you within 3 business days if there are any questions regarding your expense 
report. 

6. Furthermore, if the amount in the Faculty Development Reimbursement Request form exceeds the amount in 
the Faculty Development Pre-Approval Request by 15%, the Dean, Associate Dean or Director may perform a 
secondary review on the requested amount to determine the appropriateness of the expenditure and to ensure 
that it does not exceed the faculty member’s allocated amount. 

You will receive notification of reimbursement within 15 business days following the submittal of your information, assuming 
that there are no issues with your report.  Should a discrepancy between the receipts and the form be found, Accounts 
Payable will directly communicate with the faculty member and/or the faculty travel coordinator. If there is a question 
regarding the travel guidelines, the faculty member should contact the travel coordinator, Dean, Associate Dean, Director 
or the AAUP Vice President. 

Authorized Departmental Approver 

All forms related to travel must be approved by the department Dean, Associate Dean or Director. The Dean, 
Associate Dean or Director is responsible for verifying the following:  

• Business purpose of the travel is valid and directly related to official college business;  
• Total cost of the trip is within balance of the faculty travel dollars 
• Expenses are to be charged to the proper fund-org-program and account and must not exceed budget 

availability 
• Authorized reviewers may not authorize reimbursement of their own travel expenses; it must be approved 

by their supervisor/manager. 

Expense Advances 

The College DOES NOT provide cash advances for travel.  

Registration for Conferences 
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Conference registrations can be paid for one of three ways: 
1. The first way is to put it on your BUL (Budget Unit Leaders)/Dean’s college issued PCard. 

(Not all BUL’s/Deans have college issued PCard). 
2. The second way is to pay for it out of pocket and then put in for immediate reimbursement by processing a 

expense report in CONCUR for reimbursement.  
3. The third way is to pay for it out of pocket and then put in for reimbursement after the conference along with 

all your other expenses. 

NOTE: As long as you have the approved TA in place, once you pay for your registration fee and have a confirmation-you 
can then put in for reimbursement by creating a TR. This expense is the only expense that the college will reimburse to you 
BEFORE the conference. You can have one TA with multiple TR’s.  

We encourage you to process a TR for the registration fee as soon as you receive confirmation from the vendor. 

Modes of Transportation 

Transportation (e.g., air, train, bus, rented/private vehicle) for College travel should be selected on the basis of the most 
reasonable and appropriate method, taking into account distance, time, and total costs.  As a general guideline, when 
traveling distances of 250 miles or less the selected method of transportation should be the least expensive.  

This section contains information on reimbursable transportation expenses.  

1) Air Travel 

All employees are responsible for making their own airline reservations by using any vendor they prefer (Kayak-
Expedia-Priceline, Airline etc.) and paying out of pocket when making reservations.  

Travelers must purchase the lowest-priced tickets available using a commercial discount airfare or customary 
standard (coach or equivalent) airfare. All airfare needs to be booked at least 14 days in advance of travel 
in order to get the best quoted rate.  

       Frequent Flier Programs 

The College does not reimburse travelers for tickets purchased with frequent flier miles. Further, based on 
Ohio Ethics Commission Advisory Opinion No. 91-010, employees are prohibited from accepting, soliciting, 
or using frequent flyer credits earned as a result of official college business for personal benefit. 

Advance Purchase of Miles 

Advance purchase of travel miles (VIP Miles) is not permitted and will not be reimbursed.  

Baggage Fees 

The College will reimburse employees only for one bag to be checked in for the flight on both the outgoing 
and the return flight. The College will not reimburse for overweight/extra baggage fees UNLESS you are a 
presenter at the conference. You must have a receipt for all baggage fee expense requests. 

2) Rental Cars 

Should you be in need of a car rental, you will have to make those reservations on your own. The College has 
a negotiated rate with Enterprise Car Rental/National Car Rental, please contact them directly at:  

Enterprise: 1-800-261-7331 

National Car Rental: 1-877-222-9058 
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You must reference Cuyahoga Community College’s unique number which is XZ38Y19 In order to get 
the discounted rate. 

The College will reimburse you for the cost of renting a compact or standard-size car and for the automobile-
related expenses if use of the rental vehicle is the most economical mode of transportation. Employees will be 
expected to pay for the car rental up front and then seek reimbursement upon their return; a detailed receipt 
will be needed to turn in with the report. 

Upgrades to full-size cars may be approved by the Dean, Associate Dean or Director if a detailed explanation 
(for example, number of persons, luggage accommodations, length of commute between airport and 
destination) accompanies the receipt. Before renting a car, the traveler should consider shuttle services and 
taxis, particularly for transportation between airport and lodging. Mileage is not reimbursable for rental cars. In 
these cases, the direct cost of gasoline will be reimbursed.  

Car rental agreements for both employees and non-employees renting cars for college business should, for 
insurance reasons, include "Cuyahoga Community College" with the name of an individual. 

For the traveler to be covered by the rental agency's basic insurance, the rental vehicle may not be driven by 
persons other than the renter or leave the state in which it is rented without the agency's permission.  

Accident Notification 

If a rented vehicle is involved in an accident, the Executive Director of Business Continuity must be notified 
at (216) 987-4701 the day of the accident.  

Car rental insurance is not a reimbursable expense. 

4) Other Ground Transportation 

Travelers should select the most cost effective means of grounds transportation, whether shuttle, taxi, uber, 
lyft, or local bus, as needed to travel between business locations. Private limousine services may not be utilized 
as means of transportation unless there are 3 or more in the traveling group. 

5) Private Automobiles 

Drivers must have a valid driver’s license and vehicle liability insurance (ORC 4509.51). The College will pay a 
standard rate per mile for official college travel by private automobile based on the actual driving distance by the 
most direct route. The College reimburses at the mileage allowance in lieu of all actual automobile expenses such 
as fuel and lubrication, towing charges, physical damage to the vehicle, repairs, replacements, tires, depreciation, 
insurance, etc. 

The mileage reimbursement rate will reflect the current IRS rate. In future years, the mileage reimbursement rate 
will be updated every July 1 to reflect the IRS rate for that current calendar year. 

In addition to the standard mileage allowance, necessary and reasonable charges for the following automobile-
related expenses are reimbursable with a receipt: tolls, ferries, parking, bridges, and tunnels. Traffic ticket and 
parking ticket expenses will not be reimbursed.  

Hotel Lodging 

EMPLOYEES WILL BE RESPONSIBLE FOR PAYING FOR THEIR HOTEL STAYS AND SEEK 
REIMBURSEMENT UPON THEIR RETURN. The College will reimburse a traveler for allowable lodging expenses 
incurred during college-related travel at actual cost. Lodging receipts are required for reimbursement.  A lodging 
receipt must include all of the following information:  

• The name and location of the lodging establishment; 
• The dates of stay; 
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• Separate amounts for charges such as lodging, meals and telephone calls.   

 Traveling in the State of Ohio 
  

A College tax exemption form should be presented and all applicable taxes removed from the final bill. 

  

Deposits and Cancellations 

Hotels normally hold a room without prior financial commitment until approximately 6:00 p.m. on the check-in date 
(local destination time). In order to hold a confirmed reservation beyond that hour, the hotel will generally require 
an advance deposit (normally prepayment for one night) or a guarantee by the traveler's credit card. After a deposit 
is submitted or a guarantee is made, the traveler is responsible for notifying the hotel of cancellation. The traveler 
will not be reimbursed for the deposit or guarantee penalty if he/she fails to make a cancellation notification unless 
there is extreme extenuating circumstances beyond the control of the traveler (for example, a canceled flight). Such 
circumstances must be documented on the expense report.  

 Hotel Frequent Guest Programs 

Business travelers will not be reimbursed for free accommodations awarded in connection with hotel frequent 
guest programs.  

Laundry 

Travelers will be reimbursed for reasonable and actual expenses for laundry services that are necessary due to an 
absence from home for five or more days or when unusual and documented circumstances mandate these services. 
These circumstances should be included on the expense report.  

Telephone 

Travelers will be reimbursed for telephone, fax and internet connection costs that are reasonable and necessary 
for conducting college business. A reasonable number of personal telephone calls, generally one per day, that allow 
travelers to stay in contact with their families, are also reimbursable- a receipt will be needed in order to reimburse 
for any phone calls or fax lines used at the hotels (no matter what the dollar amount is). 

Incidental expenses  

These are expenses incurred by employees when traveling by purchasing items such as coffee, water, candy while 
traveling in and out of airports and tips. All incidentals will have a maximum amount per day set at $5.00. No receipt 
is needed for incidentals.  

Incidentals will only be reimbursed for conferences that require an overnight stay, the college will no longer 
reimburse incidentals for one day travel. 

Purchase of Alcohol 
 

COLLEGE FUNDS MAY NOT BE USED TO PURCHASE ALCOHOLIC BEVERAGES. 

Lost Receipts 

Obtaining and securing required receipts is a traveler’s responsibility. In the rare circumstance a lodging or other receipt 
is lost, the traveler must contact the issuing establishment to provide a duplicate copy. If the establishment is unable to 
provide, the traveler may then substitute his/her credit card statement with itemized charges. All requests for all 
reimbursements need a receipt, except for meals and incidentals.  NO receipt, NO reimbursement. 
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One-day Travel 

In general, trips of less than 50 miles one way do not qualify for reimbursement for an overnight stay. The college, 
following IRS regulations, does not allow for reimbursement of a travel meal expense for one-day travel. Daily 
allowance rates may not be used for one-day travel under 50 miles. 

Non-business Days 

Weekends, holidays and other necessary layover days may be counted as business days only if they fall between 
business travel days. If they are at the end of a traveler's business activity and the traveler remains at the business 
destination for non-business reasons, reimbursement is not allowed for the additional days.  

Travel Expenses of Spouse and Others 

Expenses incurred by a spouse while traveling with an employee are not reimbursable.  Furthermore, any premium 
incurred as a result of the spouse (i.e., additional room charge) will be the responsibility of the employee. 

Private Automobiles for In-County Travel 

Drivers must have a valid driver’s license and vehicle liability insurance (ORC 4509.51). The College will pay a standard 
rate per mile for official college travel by private automobile based on the actual driving distance by the most direct route 
over and above the employee’s standard commute. Mileage incurred on non-work days is not considered part of a 
standard commute and is fully reimbursable. 

The mileage reimbursement rate will reflect the current IRS rate of 58 cents per mile.   In future years, the mileage 
reimbursement rate will be updated every July 1 to reflect the IRS rate for that current calendar year. 

Software 
 
Software, to be purchased with professional development money,  

• Must first be approved by the respective dean. 
• Should determine whether or not the College already owns software licenses 

o IT will provide a URL for all software that the college has to check against 
o Requesting at least a month lead time for purchase of software 

• Must be placed on the College’s Academic Image and accessed through a College owned computer or through 
the College’s Virtual Desktop Infrastructure (VDI) making it accessible from any device, anytime and anywhere.   

• Must first be tested in a controlled environment within the campus Center for Learning Excellence (CLE). Once 
the software has been deemed acceptable, the faculty member must submit a “Software Installation Request” 
available at itservices.tri-c.edu/software.   

• ITS is responsible for the administration and licensing of College software.   
• All software purchased with College dollars is the property of Cuyahoga Community College 

  
   
Hardware 
 
Under certain conditions, Professional development money may be used by faculty for the replacement of a college work 
station computer.   

• Faculty member must submit justification/business case and obtain approval from respective Dean. 
• Computer being replaced must be nearing or past its useful life at Cuyahoga Community College as determined 

by ITS. 
• Faculty member may only retain one device. 
• ITS, at its discretion may issue faculty member standard issue Mobile Thin Client or laptop.   
• Professional Development dollars will be used to pay the difference (if any), as determined by ITS, between the 

cost of a new standard issue Desktop computer and the replacement mobile thin client or laptop computer 
including accessories (monitor, keyboard, case, docking station, etc.).   

• All Hardware (and subsequent software) purchased with College dollars is the property of Cuyahoga Community 
College.   



9 
 

• Any device obtained with faculty development money is subject to the College’s general policies and procedures 
governing technology. 

• Professional Development funds may NOT be used for the purchase of iPad/notebooks or tablets 
 

 
Technology Resources Procedure: 
Section C:  No Expectation of Privacy 
http://www.tri-c.edu/policies-and-procedures/documents/technology-resources-procedure.pdf 

Updated July 2019 -Accounts Payable Manager 

http://www.tri-c.edu/policies-and-procedures/documents/technology-resources-procedure.pdf
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