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Section Three — Business Services

Information Only

To Establish District Procedure

Meals and In-State Travel Allowance for Students

Meals will be funded for the approved travel party only (e.g.,

studentfathletesstudents and athletes eligible for competition).

Meals allowances will be funded, in_advance, at the maximum per diem
rate (per athlete/student) noted below. Meal allowances may be adjusted
up to the employee rates for travel to high-cost cities with prior approval by
the appropriate Vice President. High-cost cities will be determined by the
rates published by the Federal Internal Revenue Service. Meal allowances
will be funded to the approved traveling employee.

. Breakfast  $7.00-8.00
. Lunch $10.00-11.00
. Dinner $14.00

Travel must begin prior to 6:00 a.m. to receive funding for breakfast.

To receive funding for lunch, travel coverage is required for the entire
period between 11:00 a.m. and 2:00 p.m.

Travel must conclude after 6:00 p.m. to receive funding for dinner.
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allowanee perstudent. The approved traveling employee must complete
the District Student Travel Authorization form In_its entlretv o

B ,5.nesséemees—©mee—Aﬂ—Feee+pts—must—aeeempany—fem @

Procedure 3C1(b) for a sample of the Student Travel Authorization Form

or KCCD website/Employee Forms or Business Services for a fillable
Student Authorization form.]

7. Within ten (10) days of the conclusion of the event, the completed Student
Travel Authorization form, along with any unspent advance per diem
monies, must be received by the Business Services Office. Unspent
funds will be deoosﬂed and credlted to the aDDroorlate FOAPAL or fundlnq
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Lodging

1. Lodging will be funded for the approved travel party only, (e.g. students
and-athletes eligible for competition).

2. Lodging will be funded at cost.
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