SOUTHEAST ARKANSAS COLLEGE POLICY

5.12

Travel

All travel expenditures of college funds must be authorized by the appropriate administrator and
are subject to all state travel procedures. For questions, contact the SEARK purchasing officer in
Business Services or refer to Website Travel Procedures.
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Travel by faculty and staff is encouraged when it is intended to promote the professional
growth of the college.

The opportunity to attend professional meetings will be distributed as broadly as possible.
Additionally, administrative leave and travel may be approved for attendance at
educational and professional meetings and other activities deemed necessary by the

President. See College Website Employee Forms.

Staff members shall be reimbursed for authorized personal expenses incurred while on
official trips for SEARK. Official trips are those with prior approval.

When feasible and available, college-owned vehicles may be used rather than private
vehicles.

If a SEARK owned automobile is not available, mileage for use of personal automobile
will be reimbursed per mile as per state travel policy.

All mileage is to be computed from the shortest distance to the destination from and to the
staff’s duty station.

Meals and lodging are to be reimbursed according to state travel policy. See College
Website Employee Forms.

Vehicle reservations should be made with the Building and Grounds Supervisor at least 43
hours in advance when possible.

Vehicles should be picked up from their regular parking area and returned to that location
when the trip is completed.
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All trash and personal items must be removed from the vehicle and vehicle must be refueled
before it is returned.

To receive mileage reimbursement, an employee must fill out a form through the Human
Resources office that is sent to the state for approval based upon the employee’s driving
record.

Employees must have a valid Arkansas Driver's License, proof of personal automobile
liability insurance on file and use a seat belt to meet state guidelines to drive a SEARK
vehicle.

Use of smoking, tobacco, E-Cigarettes and vaping devices are not allowed in SEARK
vehicles.

When authorized expenses are incurred, staff will file a travel reimbursement request with
the supervising administrator.

Reimbursement for meals and lodging cannot exceed the maximum amount allowed for
state employees.
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