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LUNA COMMUNITY 
COLLEGE BUSINESS 

OPERATIONS – 
CATEGORY 2 POLICY 
2.5 – TRAVEL POLICY 

L

P u r p o s e :  T h e  p u r p o s e  o f  t h e  t r a v e l  p o l i c y  i s  t o  
e s t a b l i s h  c l e a r  g u i d e l i n e s  f o r  t r a v e l  r e l a t e d  e x p e n s e s  
a n d  p r o c e d u r e s  f o r  L u n a  C o m m u n i t y  C o l l e g e  ( L C C )  
e m p l o y e e s ,  s t u d e n t s ,  a n d  t h e  B o a r d  o f  T r u s t e e s .  I t  
a i m s  t o  e n s u r e  c o n s i s t e n c y ,  c o n t r o l  c o s t s ,  a n d  
c o m p l y  w i t h  l e g a l  a n d  r e g u l a t o r y  r e q u i r e m e n t s .  T h e  
p o l i c y  s e t s  e x p e c t a t i o n s ,  o u t l i n e s  r e i m b u r s a b l e  
e x p e n s e s ,  a n d  p r o v i d e s  a  f r a m e w o r k  f o r  e f f i c i e n t  
a n d  e f f e c t i v e  t r a v e l  p l a n n i n g  a n d  r e p o r t i n g .  
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SCOPE: 
THE TRAVEL POLICY APPLIES TO ALL EMPLOYEES, STUDENTS, 
AND THE LCC BOARD OF TRUSTEES TRAVELING ON BEHALF OF 
THE INSTITUTION FOR OFFICIAL COLLEGE PURPOSES. IT 
INCLUDES GUIDELINES FOR ALL FORMS OF TRAVEL RELATED 
EXPENSES, INCLUDING TRANSPORTATION, LODGING, 
INCIDENTAL COSTS, BOTH WITHIN AND OUTSIDE THE STATE 
OF NEW MEXICO. THIS POLICY IS DESIGNED TO ENSURE 
COMPLIANCE WITH COLLEGE PROCEDURES AND STATE 
REGULATIONS, PROMOTING FAIRNESS AND ACCOUNTABILITY. 

E x c e p t i o n s  t o  t h e  p o l i c y  m u s t  b e  
a p p r o v e d  b y  t h e  V P FA ,  V P I S S ,  o r  
P r e s i d e n t  w i t h  v a l i d  w r i t t e n  r e q u e s t  
s u b m i t t e d  p r i o r  t o  d e p a r t u r e .

L
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A u t h o r i z a t i o n  M U S T  b e  g r a n t e d ,  N O  
E XC E P T I O N !  I n  t h e  e v e n t  o f  s h o r t  n o t i c e  
o r  e m e r g e n c y ,  v e r b a l  c o n s e n t  w i l l  b e  
a c c e p t a b l e ;  h o w e v e r,  s p e n d  
a u t h o r i z a t i o n s  a n d  e x p e n s e  r e p o r t s  w i l l  
b e  s u b m i t t e d  i m m e d i a t e l y  u p o n  r e t u r n .  

L

Authorization for Travel and Reimbursement: 

In-State and Out-of-State: Employees must obtain approval via a 

Workday Spend Authorization from their supervisor or department 

head at least 10 days before travel, including budget source, estimated 

expense, and travel itinerary. To qualify for reimbursement of travel 

expenses, the traveler must be on official business at least 50 miles from 

designated post of duty and the event must involve overnight lodging or 

be long enough to qualify for partial day per diem. Overnight travel 

reimbursements will be based on per diem rates, in accordance with 

NMSA Chapter 10, Article 8 – Per Diem and Mileage Act. 
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PER DIEM AND MILEAGE RATES: 
PURSUANT TO N.M.S.A. (1978) § 10-8-5, THE FINANCIAL CONTROL 

DIVISION OF THE DEPARTMENT OF FINANCE AND ADMINISTRATION 
(NMDFA) ISSUES THIS NOTICE OF UPDATES TO THE REGULATIONS 

GOVERNING THE PER DIEM AND MILEAGE ACT AT § 2.42.2 OF THE NEW 
MEXICO ADMINISTRATIVE CODE.   

HTTPS://LUNA.EDU/FINANCE 
HTTPS://WWW.NMDFA.STATE.NM.US/WP-CONTENT/UPLOADS/2021/01/DFA-RULES.PDF 

P e r  D i e m  r a t e s  m a y  c h a n g e  y e a r  t o  y e a r,  
s o  i t  i s  i m p o r t a n t  t h a t  y o u  a r e  a w a r e  o f  
u p d a t e s ,  o r  a s k  t h e  P r o c u r e m e n t  
D e p a r t m e n t  f o r  c l a r i f i c a t i o n .

L
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EXPENSE DOCUMENTATION: 
MILEAGE AND MEAL REIMBURSEMENT RATES ARE SET BY THE STATE AND MAY VARY ANNUALLY. ALL TRAVEL EXPENSES MUST BE DOCUMENTED WITH RECEIPTS 
AND SUBMITTED WITHIN FIVE (5) BUSINESS DAYS UPON RETURN VIA A WORKDAY EXPENSE REPORTS. EXPENSE REPORTS WILL BE REVIEWED AND APPROVED BY 
THE SUPERVISOR OR DEPARTMENT DIRECTOR, AS WELL AS FINANCE OFFICE STAFF. 

LODGING: 
LODGING EXPENSES MUST BE INCLUDED IN THE WORKDAY SPEND AUTHORIZATION AND ARRANGED AT LEAST TEN DAYS IN ADVANCE VIA PURCHASE ORDER. 
LUNA COMMUNITY COLLEGE WILL PAY FOR LODGING UP TO $350 PER DAY, INCLUSIVE OF TAXES AND OTHER FEES. SHORT NOTICE, SELF-PAY, EXCEPTIONS WILL BE 
CONSIDERED ON CASE-BY-CASE BASIS; IF APPROVED, THE TRAVELER WILL BE REIMBURSED VIA EXPENSE REPORT. 

MILEAGE: 
MILEAGE WILL BE REIMBURSED IF AN LCC VEHICLE IS NOT AVAILABLE, THE VEHICLE REQUEST IS DENIED, OR WHEN A PERSONAL VEHICLE IS USED TO TRAVEL. USE 
OF PERSONAL VEHICLES MUST BE PRE-APPROVED IF LCC TRANSPORTATION IS AVAILABLE. MILEAGE REIMBURSEMENT WILL BE CALCULATED ACCORDING TO 
NMDFA ANNUAL PER DIEM AND MILEAGE RATES. 

MEALS: 
APPROVED OVERNIGHT AND PARTIAL-DAY TRAVEL MEAL REIMBURSEMENTS ARE DETERMINED BY NMDFA PER DIEM ANNUAL RATES. RECEIPTS MUST BE 
SUBMITTED WITHIN FIVE (5) BUSINESS DAYS UPON RETURN.  

BOARD OF TRUSTEES: 
NON-SALARIED PUBLIC OFFICERS OF THE STATE ARE SUBJECT TO 2.42.2.8 SECTION C, REGARDING COMPENSATION FOR REGULAR MEETINGS AND TRAVEL 
REIMBURSEMENT OVER 50 MILES FROM HOME. 

REIMBURSEMENT OF OTHER EXPENSES: 
TAXI OR OTHER TRANSPORTATION FARES, GRATUITIES, PARKING FEES, RENTAL CARS, REGISTRATION FEES, WILL BE DETERMINED BY NMDFA PER DIEM AND 
MILEAGE ACT SECTION 2.42.2.12. L
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TRAVEL ADVANCES AND REIMBURSEMENTS: 

REIMBURSABLE COST ADVANCES ARE PAID AT 80% OF NMDFA PER DIEM ANNUAL RATES AND MUST BE PREAPPROVED BY DEPARTMENT 

SUPERVISOR/DIRECTOR AND LCC FINANCE DEPARTMENT. UPON RETURN, RECEIPTS WILL BE SUBMITTED WITHIN FIVE (5) BUSINESS DAYS FOR ACTUAL PER DIEM 

REIMBURSEMENT. 

ADDENDUM TO LUNA COMMUNITY COLLEGE TRAVEL POLICY:

EXHIBIT A:

NON-EMPLOYEE SITE VISIT REIMBURSEMENTS

WHEN NON-EMPLOYEE SITE VISITORS ARE APPROVED FOR REIMBURSEMENT, THEIR PER DIEM WILL BE CALCULATED IN ACCORDANCE 

WITH THE NEW MEXICO PER DIEM ACT, ADHERING TO THE RATES ESTABLISHED THEREIN. FURTHERMORE, WHILE CAR RENTALS FROM 

NEW MEXICO AIRPORTS ARE PERMISSIBLE, REIMBURSEMENT FOR SUCH RENTALS WILL BE CAPPED AT THE NATIONAL AVERAGE DAILY RATE 

FOR ECONOMY CLASS VEHICLES, UNLESS A HIGHER CLASS IS EXPLICITLY PRE-APPROVED BY THE VICE PRESIDENT OF FINANCE AND 

ADMINISTRATION DUE TO JUSTIFIABLE BUSINESS OR PASSENGER COMFORT NECESSITY. VISITORS ARE ENCOURAGED TO SEEK THE MOST 

ECONOMICAL TRANSPORTATION OPTIONS AVAILABLE TO THEM.

L

Allowable Cars ECONOMY COMPACT FULL SIZE
Allowable SUVs COMPACT SUV COMPACT SUV 

AWD
FULL SIZE SUV AWD

Allowable Vans 7 PASSENGER VAN 10 PASSENGER VAN 12 PASSENGER VAN
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BEFORE  YOU GO...
G A T H E R  A L L  O F  YO U R  T R I P  R E L A T E D  
D O C U M E N TA T I O N  I N TO  A  D I G I TA L  
F I L E  F O R  E A S Y  A T TA C H M E N T  TO  T H E  
S P E N D  A U T H O R I Z A T I O N
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H e l p f u l  h i n t s :

I f  t h i s  t a s k  h a s  b e e n  d e l e g a t e d  t o  y o u ,  b e  s u r e  t h e  t r a v e l e r ’ s  n a m e  i s  c o r r e c t ;

C h a n g e  t h e  r e i m b u r s e m e n t  t y p e  t o  C H E C K ;

S e l e c t  t h e  a p p r o p r i a t e  B U S I N E S S  P U R P O S E  f r o m  t h e  d r o p d o w n  m e n u
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B e g i n  b u i l d i n g  y o u r  e x p e n s e  l i n e s  b y  c l i c k i n g  
“ + A d d ”  f o r  e a c h  l i n e .  D o  n o t  f o r g e t  y o u r  
a t t a c h m e n t s .
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S a v e  a  s c r e e n s h o t  o f  t h e  G o o g l e  M a p  f o r  y o u r  
t r i p .  M i l e a g e  i s  p a i d  i f  a n  L C C  Ve h i c l e  r e q u e s t  i s  
d e n i e d .
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U s e  t h e  G o o g l e  M a p s  s c r e e n s h o t  a s  y o u r  
a t t a c h m e n t .  S e l e c t  t h e  LCC  v e h i c l e  p l a n .
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M a k e  s u r e  y o u  c h e c k  “ P - C a r d  w i l l  b e  u s e d ”  
f o r  a l l  p r e p a i d  l i n e s .  
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S e l e c t  “ P e r  D i e m - M e a l  R a t e s ”  w i t h  “ I n - S t a t e  E m p l o y e e s ”  
a s  t h e  V e h i c l e  T y p e .  C h a n g e  t h e  b u d g e t  d a t e  f o r  e a c h  
d a y  e n t e r e d .  R e c e i p t s  a r e  n o t  r e q u i r e d  i f  y o u  a r e  u s i n g  
t h i s  m e t h o d  o f  m e a l  r e i m b u r s e m e n t .  
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T h i s  i s  t h e  p e r  m e a l  b r e a k d o w n  f o r  a c t u a l s  
r e i m b u r s e m e n t ,  n o t  t o  e x c e e d  t h e  a l l o t t e d  
a m o u n t  f o r  e a c h  m e a l .  S a v e  y o u r  r e c e i p t s .
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I t e m i z e d  m e a l s  r e q u i r e  r e c e i p t s ,  r e i m b u r s e m e n t  
w i l l  n o t  e x c e e d  m e a l  a l l o t m e n t s .
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R e m e m b e r  t o  c h a n g e  t h e  B u d g e  D a t e  f o r  
e a c h  d a y  y o u  a r e  c l a i m i n g .
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R e p e a t  t h e  p r o c e s s  f o r  e a c h  d a y .
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C o n f e r e n c e  f e e s  s h o u l d  b e  p a i d  w h e n  r e g i s t e r i n g ,  
r e m e m b e r  t o  c h e c k  t h e  “ P - C a r d ”  b o x .  
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T h e  S p e n d  A u t h o r i z a t i o n  To t a l  i s  N OT  t h e  
r e i m b u r s a b l e  a m o u n t ;  i t  i s  t h e  t o t a l  c o s t  o f  
y o u r  t r i p .  R e v i e w  a l l  e n t r i e s  p r i o r  t o  
s u b m i t t i n g  y o u r  S p e n d  A u t h o r i z a t i o n .
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B e  s u r e  t o  r e c o r d  y o u r  LCC S A  n u m b e r  
f o r  t r a c k i n g .
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Yo u  m a y  t r a c k  t h e  p r o g r e s s  o f  y o u r  
LCC S A  u s i n g  t h e  P r o c e s s  H i s t o r y  t a b .
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J u s t  l i k e  a  R e q u i s i t i o n ,  y o u  w i l l  s e e  w h o  i s  t h e  
n e x t  a p p r o v e r .  I f  t h e  b o x  i s  e m p t y ,  n o t i f y  y o u r  
s u p e r v i s o r  o r  t h e  P r o c u r e m e n t  D e p a r t m e n t .
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C H E C K  Y O U R  B E L L  I C O N  F O R  A L E R T S !

W H E N  Y O U R  S P E N D  A U T H O R I Z A T I O N  I S  
A P P R O V E D ,  Y O U  M A Y  B O O K  Y O U R  T R I P  A N D  G O !
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YOUR TRAVEL 
REQUEST IS 
APPROVED

L

W H A T  D O  I  D O  N E X T ?

1. If you are going to request actuals for 

reimbursement, be sure to save your meal 

receipts.

2. If there are unexpected expenses, not 

accounted for in the Spend Authorization, 

save your receipts.

3. If there are any variations in your plans, save 

your receipts!



28

BOOK  YOUR 
TRIP WITH 

RAMP

L

U s e  y o u r  d e p a r t m e n t  R A M P  c a r d  t o  
b o o k  f l i g h t s ,  l o d g i n g ,  r e g i s t r a t i o n s ,  
e t c .  

The RAMP P-Card has made the travel process much faster and 

easier, overall. This is how to use the RAMP Card.

1. Once your Spend Authorization is approved, create a memo 

to the department card holder for use of the card.

2. Your memo will include: Dates, Destination, and Costs.

3. Detail the cost of flights, lodging, registrations, etc. be sure to 

include the quotes to show your work.

4. Scan the receipts, IMMEDIATELY, to the cardholder. Do not 

wait or procrastinate providing the receipts, because failure to 

do so may affect your ability to utilize the card in the future.
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SPEND AUTHORIZATION  VS. 
EXPENSE REPORT

L

Spend Authorization

• The Spend Authorization is your 
permission to travel and request 
reimbursement for out-of-pocket 
spending. The total amount will give 
your supervisor an estimated cost of 
your trip. The minimum days to 
submit is 10 days, and there is no 
maximum to request your trip. The 
sooner the better.

Expense Report

• The Expense Report is how you get 
paid! This is the process used to 
reconcile your out-of-pocket 
expenses from your trip, and you 
are expected to submit this within 5 
days. If there are unaccounted 
expenses from the spend 
authorization, this is where you 
request reimbursement. The longer 
you wait to submit this, the longer it 
will take to be reimbursed.
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HOW DO I CREATE 
AN EXPENSE REPORT

L

M u c h  l i k e  t h e  S p e n d  A u t h o r i z a t i o n ,  y o u  
m u s t  a d d  t h e  e x p e n s e  l i n e s  i n d i v i d u a l l y  a n d  
a t t a c h  t h e  c o r r e s p o n d i n g  r e c e i p t s .

The Expense Report is usually tied to the Spend Authorization number, and 

each line “remembers” the requested amount. There may be variances from 

the requested amount, either higher or lower, so make sure there is 

documentation attached to each line.
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CREATE EXPENSE REPORT

L

Ty p e  t h e  t e r m  i n  t h e  s e a r c h  f i e l d
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EXPENSE REPORT

L



33

EXPENSE REPORT

L



34 EXPENSE REPORT

L
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EXPENSE REPORT

L
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EXPENSE REPORT

L
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EXPENSE REPORT

L
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EXPENSE REPORT

L

If there is an expense that should have been pre-paid but was not, and you have to pay out-of-pocket, add it here.
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LUNA TRAVEL

L
This presentation does not include all possible travel scenarios, for further 

assistance contact the Procurement Department for assistance.
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THANK YOU

L

H T T P : / / l u n a . e d u / f i n a n c e

JUSTIN GARCIA

+1 (505) 454‐5393

jugarcia@luna.edu
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