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Business Expense Reimbursements 
 
The College provides reimbursement for business related expenditures according to 
policies and procedures established by the Office of Business Affairs.  Requests for 
business expense reimbursements, including travel expenses, should be made on the 
approved form obtained from the Office of Business Affairs.  Applicable receipts must 
accompany the request.  Undocumented business expenses may be included in the 
employee’s income statement for taxation purposes. 
 
In addition to mileage, travelers are reimbursed for parking fees, road tolls, and any 
other expenses directly related to the trip.  Travelers are not reimbursed for car repairs, 
parking tickets, traffic violations, or insurance claims. 
 
Business meals are reimbursed on a per diem basis or by receipt.  For full details, 
contact the Office of Business Affairs. 
 
Use of Personal Vehicles for College Related Travel 
 
Employees using their own personal vehicle will be reimbursed for college travels at the 
prevailing Internal Revenue Service rate per mile.  In addition to mileage, employees 
are reimbursed for parking fees, road tolls and any other expenses directly related to 
the trip.  Employees are not reimbursed for car repairs, parking tickets, traffic violations 
or insurance claims. 
 
Employees using a personal vehicle at any time for college-related travel must have a 
valid driver’s license and carry the following as minimum insurance coverage on their 
personal vehicles: 
 

• Liability:  $100,000 per person, $300,000 per occurrence, and 
 

• Collision: standard, with $1,000 deductible liability insurance on their personal 
vehicles. 

 
The above are minimum levels you must have on your policy.  Since you 
have primary responsibility in case of an accident, you may wish to review 
your coverage with your insurance agent and consider having higher liability 
limits with a broad form deductible.  Ringling College maintains only 
secondary liability coverage to protect the college in case of accidents 
involving faculty and staff members traveling on college business. 
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Use of Rented Vehicles for College Related Travel 
 
Ringling College faculty and staff of age twenty-one or older with a valid driver’s 
licenses and good driving records are eligible to rent or hire vehicles for Ringling 
College business purposes.  Do not pay additional fees for any type of insurance 
coverage on automobiles rented within the United States, its possessions, territories, 
and Canada.  The College’s insurance policy includes liability, comprehensive and 
collision coverage for 1993 or newer vehicles. 
 
A mid-size sedan is the college standard; a full-size vehicle is booked only when three 
or more travelers are traveling together in the same vehicle.  Larger vehicles, such as 
vans, are booked only when there is a specific need. 
 
Under no circumstances can 15 passenger vans be rented. 
 
Travel Advances 

 
Standing travel advances, not to exceed seven days of travel, are provided to all 
personnel who are required to travel extensively on behalf of the institution.  Upon 
termination of employment, such travel advances are deducted from the final paycheck. 
 
 
Cash Advances 
 
Cash advances for conferences or other travel may be requested by submitting a check 
request form with appropriate approvals to the Office of Business Affairs including a 
signed letter stating the purpose of the request.  
 
Employees must complete a Cash Advance Agreement in the Office of Business Affairs 
and supply original receipts for expenses to the Office of Business Affairs within 30 days 
of the date of activity or travel.  Any balance not substantiated by receipt must be 
returned to the Office of Business Affairs.  If the employee does not provide the 
receipts, the Office of Human Resources will arrange with the employee to recover the 
amount through payroll deduction. 
 
Upon termination of employment, unsubstantiated cash advances may be deducted 
from the final compensation of the employee as permitted by law. 


