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Lodging Costs 

Policy Number: 335.0103.96 
 
 

POLICY 

The College shall reimburse elected and appointed officials, students, employees, and volunteers for the actual lodging 
expenses that are incurred during authorized travel.  These individuals are expected to acquire lodging not to exceed 
the applicable Federal rate per day for the geographic area involved.  (Federal lodging rate information is available in 
the Business Office.)  The President, or his/her designee, shall be authorized to approve expenses in excess of this rate.  
A fully itemized claim including receipts, bills, statements, gratuities, etc., shall be submitted to the College with all 
lodging reimbursement requests, using the College's claim form.  The College shall not provide reimbursement for 
expenses of a personal nature including, but not limited to:  personal phone calls; mini-bar charges; cleaning of 
personal clothing; additional personal conveniences; or recreation charges. 
 

DEFINITIONS 

N/A 

 

APPLICABILITY 

N/A 
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