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POLICY PURPOSE 
To provide requirements for authorized travel-related expenditures within required 
guidelines 
 
SCOPE 
This policy applies to 
 

• Individuals traveling on District business, regardless of the source of funds  
• Individuals with supervisory responsibility for District budgets  
• Individuals who make District travel arrangements for themselves and/or for others  
• Individuals who initiate, review, approve, process, or record financial transactions 

on behalf of the District  
 
 
DEFINITIONS 

• Campus 
The employee’s assigned place of business. Some employees may be assigned to 
more than one campus.  

• District 
The Madison Area Technical College district  

• Home 
The place you maintain your family home/residence.  

• In-State Travel 
Travel within the State of Wisconsin  

• International Travel 
Travel outside of the United States  

• Travel Status 
A traveler is in travel status when on a business trip that requires travel for more 
than 12 hours per day  

• Out-of-State Travel 
Travel within the United States but outside the State of Wisconsin  
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• Traveler 
Anyone traveling on behalf of the District for business purposes. For the purposes of 
this policy, this does not include students.  

 
POLICY STATEMENT 
It is understood that District business may require staff/faculty to travel. Individuals should 
conduct their travel with an awareness that they are using public funds, the vast majority of 
which are derived from taxpayers and student tuition payments. It is our responsibility to be 
attentive to the reasonable and effective use of the resources provided by the public, our 
students, and their families for their education. Madison College will pay for normal, 
reasonable and prudent business-related expenses that are incurred by individuals 
traveling on official District business whose purpose is to further the mission of Madison 
College. 
 
Responsible Parties:  
Cost center managers are responsible for assuring that within their units or schools:  

• All travel policies are adhered to  
• Travel commitments can be funded by available resources  
• All travel is approved by the supervisor  
• All required materials are included when requesting payment/reimbursement  

 
Travelers are responsible to ensure that all travel expenses:  

• Are for valid District business-related purposes  
• Are in accordance with District policies and procedures; and   
• Are a prudent use of public and District funds.  

 
Individuals traveling on District business are expected to choose the least costly method of 
transportation that meets the traveler's scheduling and business needs.   
 
External sponsors (such as grant agencies) may have more or less restrictive rules than the 
District. Individuals traveling on sponsored funds should follow the most restrictive 
applicable policy (District policy or sponsor rules). However, if the sponsor has given prior 
written approval, expenses generally not allowed on non-sponsored funds may be allowed 
on sponsored funds. 
 
Travel expenses must be approved by a person who has been authorized to approve or deny 
reimbursement of travel expenses. Under no circumstances should an employee approve 
the expenses of their supervisor.   
 
Units of the District are prohibited from establishing their own separate policies in lieu of 
this District-wide policy. 
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Any travel to an international destination that uses District funds is subject to additional 
preauthorization including Center for International Education, Provost and President and 
requires formal notification of the District board as public record. 
 
International travel with students or community participants (e.g., education abroad 
programs) must receive preauthorization by review of the International Education 
Committee in addition to other travel approvals. The Center for International Education 
coordinates all education abroad proposals. 
 
LINKS TO STATE/FEDERAL REGULATIONS 

• Wisconsin Administrative Code TCS 6.04 (2 & 3)  
 

SUPPORTING DOCUMENTS 
 
RELATED POLICIES 
 
REVISIONS 
1/20/2026 ............... Formatted to ensure highest level of accessibility 
 

https://docs.legis.wisconsin.gov/code/admin_code/tcs/6/04/2
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