
11:00 a.m.     Three Rivers Board of Trustees Luncheon, Board Room, Tinnin Fine Arts Center 
12:00 p.m.     Three Rivers Board of Trustees Meeting, Board Room, Tinnin Fine Arts Center 
 

“Representatives of the news media may obtain copies of this Notice by 
contacting Janine Heath, Executive Assistant to the President, 573-840-9698.” 

A G E N D A 
REGULAR SESSION 

Wednesday, May 16, 2018 
12:00 p.m. 

I. Invocation and Pledge of Allegiance 

II. Approval of Agenda 

1. Consideration and Approval of Agenda 

2. Consideration and Approval of Minutes of the April Board Meeting 

   
III. Consideration of College Financial Report     

1. Statement of Revenues, Expenses, and Changes in Net Assets 
a) Monthly Financial Statements 
b) Budget to Actual Financial Statements 
c) HB 19 Update 

2. Cash in Bank 
3. Certificates of Deposit 
4. Checks Issued 
5. Bid Report 

 
IV. President’s Report 

V. Audit Firm Presentations 

VI. Executive Session (Permissible under guidelines of MO Rev. Statute Section 610.021.1 
Legal – Legal actions, causes of action or litigation involving a public governmental body 
and confidential and privileged communications between a public governmental body 
and its attorney; Section 610.021.2 – Real Estate – Leasing, purchase or sale of real 
estate by a public governmental body where public knowledge of the transaction might 
adversely affect the legal consideration therefore; Section 610.021.3 – Personnel – 
Hiring, firing, disciplining or promoting of particular employees by a public governmental 
body when personal information about the employee is discussed or recorded.) 
 

VII. Items for Consideration, Discussion, and Vote 

1. Consideration, Discussion and Vote – Annual Independent College Audit 

Contract 

VIII. Consideration and Approval of  all Personnel Actions and Associated Documents 

1. Acceptance of Employment 

2. Resignations 

1. Danielle McFadden – Assistant Director, Financial Aid 

2. Amy Youngerman – Part‐time Facilitator, Sikeston 
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“Representatives of the news media may obtain copies of this Notice by 

contacting Janine Heath, Executive Assistant to the President, 573-840-9698.” 
 

3. Retirement 

IX. Appendix 

1. Information Items 

1. FR 3510 – Travel Authorization and Reimbursement 

2. Upcoming Events 

3. Recent Newspaper Articles 

 

X. FY18 Board of Trustees Meeting Dates 

 Wednesday, June 20, 2018 
 Wednesday, July 18, 2018 
 Wednesday, August 22, 2018 
 Wednesday, September 19, 2018 
 Wednesday, October 17, 2018 
 Wednesday, November 28, 2018 
 Wednesday, January 16, 2019 
 Wednesday, February 20, 2019 
 Wednesday, March 20, 2019 
 Wednesday, April 17, 2019 
 Wednesday, May 15, 2019 
 Wednesday, June 19, 2019 

 
XI. Adjournment 
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BOARD OF TRUSTEES 
THREE RIVERS COLLEGE 

April 12, 2018 
     

The regular meeting of the Board of Trustees began at 
12:00 p.m. at the Board Room in Tinnin Center on 
Thursday, April 12, 2018. 
 
Those present included:  Trustees:  Eric Schalk, chairman; 
Darren Garrison, vice‐chairman; Randy Grassham, 
secretary; Dr. Amber Richardson, treasurer; Gary 
Featherston, member; Chris Williams, member; and 
college administrators:  Dr. Wesley Payne, president; 
Charlotte Eubank, chief financial officer; Dr. Justin 
Hoggard, dean of instruction; Ann Matthews, dean of 
student services; Janine Heath, recording secretary.  
 

  CALL TO ORDER 
 
 
 
ATTENDANCE  

Trustee Darren Garrison delivered the invocation. 
 
Trustee Williams made a motion to amend the agenda to 
add item 8.3 – consideration, discussion and vote or the 
sale of the Caruthersville property, to move item 7.0 – 
Executive Session to after item 9.0 – Consideration and 
Approval of all personnel Actions and Associated 
Documents and to approve the agenda as amended.  On 
a second by Trustee Grassham, the motion passed 
unanimously. 
 
 
Trustee Featherston nominated Dr. Wesley Payne as 
temporary Chairman and Janine Heath as temporary 
Secretary to the Board of Trustees.   With a second by 
Trustee Richardson the motion unanimously passed. 
 
Dr. Payne presented the Chairman’s Plaque to Trustee 
Schalk and thanked him for his service as Chairman.  
Trustee Schalk commented that he enjoyed his time as 
Chairman and looked forward to the continue service to 
the board. 
 
In accordance with the Public School Laws of Missouri, 
newly elected members of the Board of Trustees of the 
community college district shall qualify by taking the 
Oath of Office.   
 
Temporary Chairman Payne administered the oath of 
office to Randy Grassham for Sub‐District No. 2 and to Dr. 
Amber Richardson for Sub‐District No. 1‐A. 

  INVOCATION 
 
APPROVAL OF BOARD 
MEETING AGENDA 
 
 
 
 
 
 
ELECTION OF TRUSTEES 
 
TEMPORARY APOINTMENT 
OF CHAIR AND SECRETARY 
 
 
 
 
 
 
 
 
 
OATH OF OFFICE  
 
 
 
 
OATH OF OFFICE FOR 
RANDY GRASSHAM AND  
DR. AMBER RICHARDSON 
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At the April 15, 1992  board meeting, the board approved 
the rotation listed below and that the Chairman's 
position be on a one‐year rotation and that ascension of 
officers be as follows: 
 
Chairman    Sub‐district 1‐A   
Vice Chairman              Sub‐district 3     
Secretary    Sub‐district 1‐B   
Treasurer    Sub‐district 1‐C   
Trustee    Sub‐district 4     
Trustee    Sub‐district 2     
 
Rotation of Officers in accordance with that agreed‐upon 
ascension would appear in order 
 

Chairman: Garrison (4) 
Vice-Chairman: Grassham (2) 

Secretary: Richardson (1-A) 
Treasurer: Featherston (3) 

Member: Williams (1-B) 
Member: Schalk (1-C) 

 
Trustee Grassham made the motion to reorganize the 
board based on the order presented.  With a second by 
Trustee Garrison, the motion carried unanimously. 
 
The board members rotated seats. 
 
Trustee Featherston made the motion to approve the 
March minutes.  With a second by Trustee Williams, the 
motion passed. 
 
Charlotte Eubank reported the Budget to Actual revenues 
as of the end of March.  As of the end of March, we have 
recognized 102% of our budgeted revenues.   We have 
obligated 68% of our budgeted expenses at 75% into the 
fiscal year.  Ms. Eubank explained the increase to the 
cash account because of the TRET board transferring 
monies collected for the building construction to the 
college. 
 
Included in the financial reports was an accounting of the 
HB19 Deferred Maintenance Appropriation.  This 
provides an update to the board as to where the college 
is on the various projects.  Ms. Eubank reported that we 
are on schedule with the approved projects on the 
Appropriation. 
 

 
REORGANIZATION OF THE 
BOARD OF TRUSTEES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
APPROVAL OF MARCH 
2018 MINUTES 
 
 
FINANCIAL REPORT AND 
BID REPORT 
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The bid report contained the following items:  
Replacement of Housing Flooring awarded to Garrett 
Hutchcraft Construction and the Audit Bid that remains 
open. 
 
Trustee Schalk made the motion with a second by Trustee 
Grassham to accept the financial report and approve the 
bid recommendation.  The motion passed. 
 
Dr. Payne presented the President’s Report 
 
There has been increased activity at the Libla Sports 
Complex over the last month.  Huffman is stating that the 
completion date will be the end of June. 
 
Dr. Hoggard presented the recent APR report for the 
Achieve program.  For the year, our comparisons to the 
Approved rate was stellar.  We received maximum points 
in every category. 
 
Wendy Spradling joined the meeting to discuss the recent 
Vietnam Veterans Ceremony.  Attendance was strong at 
this event co‐hosted with Vietnam Veterans of America.  
The official day for future events will be March 28, which 
is the anniversary of TET, one of the more pivotal battles 
in the war. 
 
Ann Matthews explained that the college co‐hosts this 
event with the Community Resource Council.  There were 
41 employers, 136 participants, and 18 colleges 
represented at this event on April 4. 
 
Dr. Payne informed the board that the attendance at the 
game was good.  We sold 275 tickets.  In comparison to 
last year, it was very cold but the employees seemed to 
enjoy. 
 
Liberal Arts Week – April 16 – 20 
HLC Accreditation Visit – April 23 – 25 
TRC Fine Art Student Exhibition – April 23 – May 4 
POTA Moscow Ballet – Sleeping Beauty – April 30 
Enhanced Walkways and Brick Walk Ribbon Cutting – 
May 2 
Employee Appreciation Reception – May 4 
TRC Music Students present Seussical – May 3 – 6 
TRC Music department – The Road Ahead – May 9 
Student Excellence Awards – May 11 
Commencement – May 18 
 

 
 
 
 
 
 
 
 
 
PRESIDENT’S REPORT 
 
CONSTRUCTION UPDATE 
 
 
 
ACHIEVE 
 
 
 
 
VIETNAM VETERANS 
CEREMONY 
 
 
 
 
 
COLLEGE TRASFEER AND 
JOB FAIR 
 
 
 
TRC DAY AT THE BALLPARK 
 
 
 
 
UPCOMING EVENTS 
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Shawn Westbrooks, Associate Professor, Law 
Enforcement presented the program review for our 
Criminal Justice program.  He discussed the challenges 
with changing for recruiting in today’s environment in 
regards to law enforcement.  The AAS is a 2‐year degree 
for Law Enforcement Corrections and the AS – Admin of 
Justice transfers to our four‐year partners. 
 
Each year the Board of Trustees reviews the proposed 
Board of Trustee meeting schedule for approval.  Trustee 
Schalk made the motion to approve the schedule and 
with a second by Trustee Grassham, the board was polled 
as follows:  Trustee Schalk, yes; Trustee Williams, yes; 
Trustee Featherston, yes; Trustee Richardson, yes; 
Trustee Grassham, yes; Trustee Garrison, yes. 
 
The FY19 College Holiday Schedule was presented for 
approval.  Trustee Featherston made the motion to 
approve the Holiday Schedule.  With a second by Trustee 
Schalk, the board was polled as follows:  Trustee Schalk, 
yes; Trustee Williams, yes; Trustee Featherston, yes; 
Trustee Richardson, yes; Trustee Grassham, yes; Trustee 
Garrison, yes. 
 
Trustee Featherston made the motion to authorize Dr. 
Wesley Payne, President to offer for sale or lease with 
the option to purchase, the real estate in Caruthersville 
that is owned by the College by any means and process 
which the President determines to be in the best interest 
of the college.  With a second by Trustee Grassham, the 
board was polled as follows:  Trustee Schalk, yes; Trustee 
Williams, yes; Trustee Featherston, yes; Trustee 
Richardson, yes; Trustee Grassham, yes; Trustee Garrison, 
yes. 
 
Trustee Schalk made a motion to accept all personnel 
actions and associated documents as presented.  With a 
second by Trustee Williams, the board was polled as 
follows: Trustee Schalk, yes; Trustee Williams, yes; 
Trustee Featherston, yes; Trustee Richardson, yes; 
Trustee Grassham, yes; Trustee Garrison, yes. 
 
Trustee Featherston made the motion to enter into 
Executive Session.  With a second by Trustee Schalk, the 
board was polled as follows:  Trustee Schalk, yes; Trustee 
Williams, yes; Trustee Featherston, yes; Trustee 
Richardson, yes; Trustee Grassham, yes; Trustee Garrison, 
yes. 
 

PROGRAM REVIEWS 
 
 
 
 
 
 
 
CONSIDERATION, 
DISCUSSION AND VOTE 
FOR THE 2018‐2019 
BOARD OF TRUSTEES 
MEETING DATES 
 
 
 
CONSIDERATION, 
DISCUSSION AND VOTE 
FOR THE FY19 COLLEGE 
HOLIDAY SCHEDULE 
 
 
 
 
SALE OF THE 
CARUTHERSVILLE 
PROPERTY 
 
 
 
 
 
 
 
 
CONSIDERATION AND 
APPROVAL OF ALL 
PERSONNEL ACTIONS AND 
ASSOCIATED DOCUMENTS 
 
 
 
EXECUTIVE SESSION 
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There being no further business, Trustee Schalk made the 
motion to adjourn at 2:05pm and with a second by 
Trustee Featherston, the motion passed. 
 
 
 
______________________________________ 
CHAIRMAN 
 
 
______________________________________ 
SECRETARY 

ADJOURNMENT 
 
 
 
 
 
__________________ 
APPROVAL DATE 
 
 
__________________ 
APPROVAL DATE 
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Salaries & benefits

Operating expenses

Scholarships

Depreciation & interest

Other operating expenses

YTD Comparison to Previous Year
03/31/18

 Current Year to Date Prior Year to Date
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CHANGES IN NET POSITION

YTD Comparison to Previous Year
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 Current Year to Date Prior Year to Date
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Three Rivers College

Statement of Net Position

Unrestricted Funds, Grants and Governmental Appropriations - Unaudited

March 31, 2018

ASSETS AND DEFERRED OUTFLOWS LIABILITIES, DEFERRED INFLOWS AND NET POSITION

CURRENT ASSETS CURRENT LIABILITIES

Cash & Cash Equivalents 17,663,542 Accounts Payable 567,425

Student Account Receivables, net 3,870,432 Accrued Vacation 349,138

Property Tax Receivable 116,750 Student Deposits 36,131

Other Receivables 950,550 Deferred Tuition & Fees 1,113,257

Investments 65,319 Scholarships 6,485

Inventory 152,875      Total Current Liabilities 2,072,436

Prepaid Expenses 198,337

     Total Current Assets 23,017,806 NON-CURRENT LIABILITIES

Retirement Incentive Payable 0

NON-CURRENT ASSETS Other Post Employment Benefits 16,443,473

Land 5,490,786 Bonds, Notes and Leases Payable 21,870,997

Capital assets 61,975,342 Accrued Interest 0

Plus:  Current year additions to capital assets 2,366,956 Agency 156,248

Accumulated Depreciation (27,501,976)      Total Non-Current Liabilities 38,470,717

Unamortized Bond Issue Costs 0

     Total Non-Current Assets 42,331,108      Total Liabilities 40,543,153

DEFERRED OUTFLOWS 8,160,659 DEFERRED INFLOWS 3,374,699

NET POSITION

Beginning Balance 22,407,766

Changes in Net Position 7,183,955

     Total Net Position 29,591,720

TOTAL ASSETS AND DEFERRED OUTFLOWS 73,509,573 TOTAL LIABILITIES, DEFERRED INFLOWS AND NET POSITION 73,509,573
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Three Rivers College

Statement of Revenues, Expenses and Changes in Net Position

Unrestricted Funds, Grants and Governmental Appropriations - Unaudited

March 31, 2018

July August September October November December January February March

 Current Year to 

Date

Prior Year to 

Date $ Change % Change

OPERATING REVENUE

Tuition & fees, net of bad debt allowance 5,410,662 546,444 (231,898) 2,256,065 1,711,866 418,419 677,117 (725,249) 176,100 10,239,526 10,726,867 (487,341) (4.54)%

Student aid 186,626 25,519 4,290,889 796,844 475,062 197,614 38,558 4,162,948 582,293 10,756,352 12,619,880 (1,863,528) (14.77)%

Sales & services - auxiliaries 743,644 442,136 46,547 215,202 471,012 101,090 318,485 123,016 205,783 2,666,914 2,950,482 (283,568) (9.61)%

Other operating revenue 5,051 2,859 2,621 191,922 5,964 1,883 10,194 1,839 2,146 224,480 306,589 (82,110) (26.78)%

   Total Operating Revenue 6,345,983 1,016,958 4,108,160 3,460,033 2,663,904 719,006 1,044,353 3,562,553 966,322 23,887,272 26,603,818 (2,716,547) (10.21)%

OPERATING EXPENSES

Salaries & benefits 968,202 1,056,584 1,223,375 1,087,786 1,117,074 948,277 1,029,249 1,068,687 1,188,513 9,687,747 10,341,541 (653,794) (6.32)%

Operating expenses 413,939 870,036 570,464 477,067 517,806 553,080 475,842 639,077 957,652 5,474,962 6,129,032 (654,070) (10.67)%

Capital equipment 9,859 334,365 445,477 432,818 146,617 327,054 539,941 85,456 45,368 2,366,956 3,128,797 (761,842) (24.35)%

Less: Transfer to capital assets (9,859) (334,365) (445,477) (432,818) (146,617) (327,054) (539,941) (85,456) (45,368) (2,366,956) (3,128,797) 761,842 (24.35)%

Scholarships 282,829 58,786 4,690,457 1,157,654 486,286 65,533 27,305 4,747,006 524,789 12,040,645 13,811,918 (1,771,272) (12.82)%

Depreciation & interest (22,443) 160,702 537,656 160,283 159,330 159,933 157,754 523,259 162,661 1,999,134 2,066,206 (67,072) (3.25)%

Other operating expenses 0 0 0 0 0 0 (570) 0 570 0 0 0 0.00%

   Total Operating Expenses 1,642,526 2,146,108 7,021,952 2,882,790 2,280,496 1,726,824 1,689,580 6,978,028 2,834,185 29,202,488 32,348,697 (3,146,209) (9.73)%

NON-OPERATING REVENUE (EXPENSES)

State appropriations (less 3% hold back) 405,838 405,837 405,837 405,838 405,837 405,837 405,837 405,837 405,836 3,652,534 3,794,162 (141,628) (3.73)%

Federal grants 15,738 189,404 197,831 124,431 (48,132) 299,157 75,055 94,412 93,607 1,041,503 2,721,343 (1,679,840) (61.73)%

State grants 13,251 185,942 (45,906) 454,999 (168,520) 623,575 275,913 265,025 350,414 1,954,692 1,429,743 524,949 36.72%

Other grants 0 0 0 0 0 0 0 0 0 0 0 0 0.00%

Property taxes 34,111 18,848 19,184 6,810 16,931 95,822 1,539,685 207,909 97,446 2,036,747 2,049,783 (13,037) (0.64)%

Investment earnings 17,632 12,684 12,631 14,001 12,927 23,291 17,014 27,344 22,091 159,615 55,199 104,416 189.17%

Gifts 2,650 0 19,650 11,195 (1,379) 3,584,184 1,330 7,083 29,368 3,654,081 77,526 3,576,555 4,613.35%

Gain (loss) on sale of assets 0 0 0 0 0 0 0 0 0 0 0 0 0.00%

   Total Non-Operating Revenues (Expenses) 489,219 812,713 609,227 1,017,274 217,664 5,031,866 2,314,835 1,007,609 998,763 12,499,172 10,127,757 2,371,415 23.42%

CHANGES IN NET POSITION 5,192,676 (316,437) (2,304,565) 1,594,517 601,073 4,024,048 1,669,608 (2,407,866) (869,100) 7,183,955 4,382,878 2,801,077 63.91%
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Category/Building Name of Project  Budgeted Amount 

 Revised Budgeted 

Amount Sept 2017  Expended Amount  Amount Remaining  Encumbered Amount 

 Amount 

Unencumbered 

General Campus Projects

Parking lot lighting and repairs 650,000.00                 1,172,664.32             1,149,524.33                          23,139.99                       59,810.09                       (36,670.10)                      

Windows 10,000.00                   -                                -                                    -                                    

Exterior doors 55,000.00                   18,939.86                   18,939.86                                -                                    -                                    

Sidewalks 60,000.00                   69,381.86                   77,715.96                                (8,334.10)                        -                                    (8,334.10)                        

Replace interior locks 40,000.00                   -                                -                                    -                                    

General Campus Projects    Sub Total 815,000.00                 1,260,986.04             1,246,180.15                          14,805.89                       59,810.09                       (45,004.20)                      

Administration Building

HVAC Repair 18,000.00                   9,069.04                     9,069.04                                  -                                    -                                    

Electrical/HVAC 100,000.00                 47,152.00                   41,984.18                                5,167.82                         -                                    5,167.82                         

Roof Repair 30,000.00                   -                                -                                    -                                    

Fire System 35,000.00                   23,352.12                   23,352.12                                -                                    -                                    

Elevator 80,000.00                   88,784.00                   88,784.00                                -                                    -                                    

Restroom upgrades 40,000.00                   -                                -                                    -                                    

Exterior paint 28,000.00                   -                                -                                    -                                    

Upgrade to 36 year old building 460,368.00                 286,360.54                 239,811.73                             46,548.81                       48,764.08                       (2,215.27)                        

Administration Building    Sub Total 791,368.00                 454,717.70                 403,001.07                             51,716.63                       48,764.08                       2,952.55                         

Crisp Center

Fire Detection 20,000.00                   -                                -                                    -                                    

New Roof 20,000.00                   42,140.00                   42,140.00                                -                                    -                                    

Replace flooring 4,000.00                     5,000.00                     4,669.57                                  330.43                             378.31                             (47.88)                              

Crisp Center    Sub Total 44,000.00                   47,140.00                   46,809.57                                330.43                             378.31                             (47.88)                              

HB19 Deferred Maintenance Appropriation

as of 04/30/18
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Category/Building Name of Project  Budgeted Amount 

 Revised Budgeted 

Amount Sept 2017  Expended Amount  Amount Remaining  Encumbered Amount 

 Amount 

Unencumbered 

HB19 Deferred Maintenance Appropriation

as of 04/30/18

Tinnin Center

Fire Detection 15,000.00                   -                                -                                    -                                    

Exterior paint 48,000.00                   -                                -                                    -                                    

HVAC Repair 10,000.00                   14,433.44                   14,433.44                                -                                    -                                    

Upgrade to classrooms 100,000.00                 48,089.82                   48,089.82                                -                                    -                                    

Tinnin Center    Sub Total 173,000.00                 62,523.26                   62,523.26                                -                                    -                                    -                                    

Education Building

Remodel to create classrooms 7,500.00                     -                                -                                    -                                    

Education Building    Sub Total 7,500.00                     -                                -                                            -                                    -                                    -                                    

Academic Resource Commons

Windows 10,000.00                   -                                -                                    -                                    

Elevator repair 60,000.00                   75,501.00                   75,501.00                                -                                    -                                    

Academic Resource Commons   Sub Total 70,000.00                   75,501.00                   75,501.00                                -                                    -                                    -                                    

Grand Total 1,900,868.00             1,900,868.00             1,834,015.05                          66,852.95                       108,952.48                     (42,099.53)                      
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04/03/18 05/07/18

CURRENT FUND

Cash Funds

Bookstore 2,000.00            2,000.00            

Petty Cash 200.00               200.00               

Vending Machines 224.55               224.55               

Business Office 2,088.00            2,088.00            

Total Cash Funds 4,512.55            4,512.55            

General Accounts

Southern Bank - General Funds 6,806,074.87     6,531,621.55     

Southern Bank - Credit Cards 121,159.26        158,625.92        

Total General Accounts 6,927,234.13     6,690,247.47     

Restricted Bank Accounts

Payroll Account - Southern Bank 13,251.45          19,971.02          

Federal Clearing Account -                     -                     

Flexible Spending Account 12,652.33          12,608.28          

Total Restricted Accounts 25,903.78          32,579.30          

TOTAL CURRENT FUND 6,957,650.46     6,727,339.32     

HOUSING FUND

General Accounts

Rivers Ridge Account - Southern Bank 44,336.24          37,946.37          

Total General Accounts 44,336.24          37,946.37          

TOTAL HOUSING FUND 44,336.24          37,946.37          

THREE RIVERS COLLEGE

CASH IN BANKS

May 7, 2018
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04/03/18 05/07/18

THREE RIVERS COLLEGE

CASH IN BANKS

May 7, 2018

PLANT FUND

Bank Accounts

Plant Fund - Southern Bank 6,740,760.41     6,757,587.84     

Total Bank Accounts 6,740,760.41     6,757,587.84     

Certificates of Deposit

Bank of Grandin #16126 141,110.09        141,110.09        

Bank of Grandin #16103 103,554.43        104,328.96        

Bank of Grandin #17002 1,299,151.91     1,299,151.91     

Total Certificates of Deposit 1,543,816.43     1,544,590.96     

TOTAL PLANT FUND 8,284,576.84     8,302,178.80     

AGENCY FUND

Bank Accounts

Agency Account - Southern Bank 189,816.13        180,056.64        

Certificates of Deposit

Restricted CD's & Savings 436,318.08        436,318.08        

TOTAL AGENCY FUND 626,134.21        616,374.72        
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Reserve Balance, 
$8,302,179

Restricted Agency, 
$616,375

Unrestricted Cash 
Available, 

$6,765,286

TOTAL CASH IN CHECKING AND CERTIFICATES OF DEPOSIT
$15,683,840 AS OF 05/07/18
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THREE RIVERS COLLEGE

CERTIFICATES OF DEPOSIT

CD# BANK RATE DATE TERM AMOUNT DESCRIPTION

17002 Bank of Grandin 1.29 08/14/18 12 mths 1,299,151.91     Contingency

16103 Bank of Grandin 1.50 10/05/18 12 mths 104,328.96        Contingency

16126 Bank of Grandin 1.85 02/22/19 12 mths 141,110.09        Contingency

Total Plant Fund CD's 1,544,590.96$  

 

3568676067 US Bank of Poplar Bluff 0.25 05/01/01 05/01/18 11,026.79 Wm. D. Becker

21033372 US Bank of Poplar Bluff 0.25 05/01/96 05/01/18 1,000.00 Kim Mosley

9525 First Missouri State Bank 1.25 05/06/93 05/06/18 2,000.00 Carl Wiseman

25103 First Midwest Bank of P.B. 0.75 05/14/99 05/14/18 5,000.00 Thelma Jackson

2016007496 Commerce Bank 0.45 05/14/90 05/14/18 3,835.00 Bill Vinson

21031218 US Bank of Poplar Bluff 0.25 05/15/94 05/15/18 2,192.00 Greg Starnes

2038701 First Midwest Bank of P.B. 1.00 05/16/96 05/16/18 5,000.00 Thelma Jackson

21028105 US Bank of Poplar Bluff 0.25 05/22/91 05/22/18 29,782.32 Myrtle Rutland

21028106 US Bank of Poplar Bluff 0.25 05/22/91 05/22/18 20,000.00 Myrtle Rutland

7236 First Missouri State Bank 0.75 05/26/89 05/26/18 16,350.00 Jackie Watson

110260320 Southern Bank 0.85 06/02/86 06/02/18 1,000.00 Hulen Spencer

2016012267 Commerce Bank 0.25 06/04/92 06/04/18 2,350.00 Bill Vinson

5016848212 Commerce Bank 0.25 06/23/98 06/23/18 7,843.17 Louise Spradling

451028956 US Bank of Poplar Bluff 0.25 07/02/99 07/02/18 5,234.00 Wm. D. Becker

21030291 US Bank of Poplar Bluff 0.25 07/07/93 07/07/18 1,405.00 Joshua Bowman

2019003547 Commerce Bank 1.69 07/08/90 07/08/18 4,000.00 P.C. Hays, Jr.

2170801 First Midwest Bank of P.B. 1.65 07/11/97 07/30/18 10,925.00 Mabel Swindel

21024477 US Bank of Poplar Bluff 0.25 08/22/89 08/22/18 10,000.00 Myrtle Rutland

8036 First Missouri State Bank 0.75 08/23/90 08/23/18 4,000.00 Jackie Watson

1721901 First Midwest Bank of P.B. 0.65 08/25/92 08/25/18 3,000.00 Odd Fellows

110270576 Southern Bank 0.85 08/27/85 08/27/18 5,000.00 Belle Hinrichs

14776 First Missouri State Bank 0.75 08/28/02 08/28/18 5,000.00 Helvey-Miller

218101 First Midwest Bank of P.B. 0.75 09/22/98 09/22/18 5,000.00 Jerome Burford

423137249 Regions Bank 0.01 05/12/88 10/06/18 2,833.00 Combined Sch

423137256 Regions Bank 0.01 05/12/88 10/06/18 1,024.34 Fred Morrow

24325 First Midwest Bank of P.B. 0.65 10/15/99 10/15/18 10,324.77 Norman Gamblin

2197201 First Midwest Bank of P.B. 0.65 10/31/97 10/31/18 1,065.00 Gertrude Cox

23353 First Midwest Bank of P.B. 0.85 11/06/00 11/06/18 4,000.00 Coll. Achievement

2012008906 Commerce Bank 0.70 05/11/81 11/11/18 4,526.11 P.C. Hays, Sr.

451037941 US Bank of Poplar Bluff 0.40 11/16/98 11/16/18 17,800.00 Wm. D. Becker

451038829 US Bank of Poplar Bluff 0.40 11/17/99 11/17/18 15,469.82 Wm. D. Becker

21028354 US Bank of Poplar Bluff 0.40 12/03/91 12/03/18 2,310.00             C.T. McDaniel

10369 First Missouri State Bank 0.75 12/05/95 12/05/18 5,000.00 Helvey-Miller

451038849 US Bank of Poplar Bluff 0.40 12/08/99 12/08/18 1,110.00 C.T. McDaniel

451034787 US Bank of Poplar Bluff 0.50 06/09/97 12/09/18 1,000.00 Wm. D. Becker

423137173 Regions Bank 0.15 12/09/85 12/09/18 5,000.00 Mary Hinrichs

2016012160 Commerce Bank 0.25 12/11/91 12/11/18 7,700.00 Bill Vinson

11129 First Missouri State Bank 0.75 12/12/96 12/12/18 6,131.36 Kim Mosley

43712 First Midwest Bank of P.B. 0.85 04/27/09 12/14/18 67,447.79 Holder-Rowland

5016847453 Commerce Bank 0.25 12/22/97 12/22/18 10,000.00 Harold Prim

CERTIFICATES OF DEPOSIT AS OF April 30, 2018

SCHOLARSHIP/ENDOWMENT CERTIFICATES AS OF April 30, 2018

Page 1 of 2
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THREE RIVERS COLLEGE

CERTIFICATES OF DEPOSIT

CD# BANK RATE DATE TERM AMOUNT DESCRIPTION

110239662 Southern Bank 1.00 01/05/91 01/05/19 1,412.53 Bulow Mem.

2213401 First Midwest Bank of P.B. 0.85 01/08/98 01/08/19 10,000.00 Jerome Burford

21031513 US Bank of Poplar Bluff 0.25 01/19/95 01/19/19 12,868.64 Kim Mosley

352394707389 US Bank of Poplar Bluff 0.25 08/19/88 02/18/19 2,061.55 James Warren

63761112 US Bank of Poplar Bluff 0.25 02/23/89 02/22/19 2,500.00 A. Garner

2224601 First Midwest Bank of P.B. 1.05 02/25/98 02/25/19 1,658.87 Missy Braden

3568803469 US Bank of Poplar Bluff 0.25 09/26/00 02/26/19 9,674.10 Wm. D. Becker

21025365 US Bank of Poplar Bluff 1.00 03/05/90 03/05/19 5,000.00             Mack Whiteley

2136801 First Midwest Bank of P.B. 1.05 03/05/97 03/05/19 5,000.00 Thelma Jackson

63760768 US Bank of Poplar Bluff 1.24 03/06/89 03/05/19 6,468.04 Butler Co Co-op

20205 First Missouri State Bank 0.75 04/21/10 04/21/19 20,403.81 ICHE Scholarship

110274305 Southern Bank 0.90 05/30/86 05/30/19 5,200.00 Mabel Swindel

63760632 US Bank of Poplar Bluff 1.54 07/02/89 07/01/19 1,226.80 A. Garner

1014001 First Midwest Bank of P.B. 1.00 11/06/89 11/06/19 5,000.00 Charlotte Stone

423135367 Regions Bank 0.10 11/18/04 11/18/19 1,106.64             Betty Waldrop

423135383 Regions Bank 1.49 12/04/04 12/04/19 1,650.00 R. Couperus

2017004259 Commerce Bank 0.30 12/09/89 12/09/19 1,000.00 P.I. Church

423137157 Regions Bank 1.24 01/14/85 01/14/20 2,500.00 Dr. Miller 

2012008112 Commerce Bank 0.30 08/11/92 02/11/20 1,000.00             Myra C. Hays

2017004363 Commerce Bank 0.30 03/30/88 03/30/20 10,000.00 Myrtle Corbett

5017843040 Commerce Bank 0.30 05/01/97 04/07/20 2,900.00 Miles Hays

63760695 US Bank of Poplar Bluff 1.73 04/04/85 04/05/21 1,001.63 Lonnie Davis

2018004893 Commerce Bank 0.35 04/10/88 04/10/21 3,000.00 Myra C. Hays

Total Agency Fund CD's 436,318.08$      

Page 2 of 2
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Bank Account Interest Rate

Bank Account Interest Rate

Southern Bank

all except Federal 

Funds 1.50%

CDs Maturing

Bank Certificate Number Maturity Date Amount

Responses

Bank  

Contact

Comment

 Amount 

3 months

 6 months 

 9 months 

 10 months 

 1 year 

 18 months 

 2 year 

CDs Transferred 

CDs Maturing

Bank Certificate Number Endowment Maturity Date Amount

Total -                                   

Endowment CDs Transferred to Endowment Trust

Investment CDs 

Three Rivers College

CD Report

As of April 30, 2018
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Current Fund: General Fund - Southern Bank 1,328,964.73$     

Electronic Student Refunds - Higher One 190,477.80          

Total Current Fund 1,519,442.53       

Housing Fund: Rivers Ridge - Southern Bank 11,421.16            

Plant Fund: Construction Account - Southern Bank -                       

Agency Fund: Agency Account - Southern Bank 19,001.93            

Grand Total 1,549,865.62$     

Chairman, Board of Trustees

Secretary, Board of Trustees

THREE RIVERS COMMUNITY COLLEGE

Summary of Checks Issued

Month of April 2018

This is to certify that the above is supported by invoices, purchase orders, and other 

pertinent data on file in the College Financial Service Office.  Approved by the Board of 

Trustees, this 16th day of May 2018.
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Audit Firm 

Status: Closed 

Open Date: 3/19/2018

Close Date: 4/3/2018

Funding Source: General Revenue

Bids Submitted: Kraft, Miles & Tatum, LLC Poplar Bluff, MO 

KPM CPAs & Advisors Springfield, MO 

Beussink, Hey, Roe & Stroder, LLC Cape Girardeau, MO 

Bid Awarded: No

Recommendation:

Student Refund Service

Status: Closed 

Open Date: 4/18/2018

Close Date: 5/2/2018

Funding Source: General Revenue

Bids Submitted: BankMobile Technologies, Inc New Haven, CT

Nelnet Campus Commerce Lincoln, NE

Bid Awarded: No 

Recommendation: BankMobile Technologies, Inc 

Libla Signage

Status: Open

Open Date: 5/10/2018

Close Date: 5/24/2018

Funding Source: General Revenue

Bids Submitted: N/A

Bid Awarded: N/A

Student Housing Cleaning

Status: Open

Open Date: 5/10/2018

Close Date: 5/24/2018

Funding Source: Housing 

Bids Submitted: N/A

Bid Awarded: N/A

THREE RIVERS COLLEGE

BID REPORT

AS OF MAY 9, 2018
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CONSIDERATION OF APPROVAL FOR STUDENT REFUND SERVICES  
 

BACKGROUND INFORMATION  
 
HISTORY 
 
The College advertised for bids for Student Refund Services. Responses were received as follows:   
 
Bidders Meeting Bid Specifications: 
 

Name of Company   Amount of Bid  

BankMobile    $                              7,500.00 

Set‐up Fee/Implementation    Included 

Issuance of Student ID Card   Included 

ACH Direct Deposit    Included 

Direct Deposit to Card    Included 

Paper Check   Included 

ACH Return   Included 

Stop Payment‐Check   Included 

Void Check   Included 

Copy of Cashed Check   Included 

     

Nelnet    

Set‐up Fee/Implementation 1 time    $                              2,000.00  

Monthly Hosting Fee x 12   $                              2,400.00  

Issuance of Student ID Card   Not Offered 

ACH Direct Deposit    $                                      0.35  

Direct Deposit to Card    $                                      0.35  

Paper Check   $                                      2.50  

ACH Return   $                                      1.00  

Stop Payment‐Check   $                                    25.00  

Void Check   $                                    10.00  

Copy of Cashed Check   $                                    15.00  
 
 
FINANCIAL IMPLICATIONS 
 
BankMobile is the current processor for our student refunds.  The cost for this service for fiscal year 2018 was $8,427.00.  Utilizing 
refund data from July 1, 2017 through May 2, 2018 the cost for using Nelnet as our refund processor has the potential to cost 
$12,000.00 per year, or more, depending on the types of transactions utilized during the time period.  Our current provider, 
BankMobile, has reduced the annual cost of their service which would allow us to save $927.00 per year over our current annual 
contract.   
 
ADMINISTRATIVE RECOMMENDATIONS 
 
It is recommended that the College accept the bid from BankMobile.        
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May	2018	President’s	Report	
	

 Construction	Update	
o Libla	Family	Sports	Complex	

 Student	Events	
o Liberal	Arts	Week	–	April	16	–	20	
o PTK/MCCA	Awards	Luncheon	for	All‐Missouri	Academic	Team	and	

Student	Leadership	–	April	25	
o PTK/SGA	–	College	Completion	Day	–	April	30	
o PTK	Induction	Ceremony	–	May	2	
o Mass	Casualty	Day	for	Nursing/Allied	Health	programs	–	May	2	
o ACHIEVE	Graduation	Gala	–	May	8	
o Student	Excellence	Awards	–	May	11	

 Tinnin	Events	
o Away	We	Go	–	April	19	
o Fine	Arts	Student	Exhibition	_	April	23‐May	4		
o Seussical	–	May	3	–	6		
o The	Road	Ahead	–	May	9	

 Athletic	Events	
o Shockley	region	XVI	player	of	year		
o Softball	Regional	Tournament	–	April	26	–	29	
o Super	Regional	Softball	Tournament	–	May	5	–	6	
o National	Softball	Championship	–	May	16	–	May	19	

 College	Events	
o Military	Recruits	Ceremony	–	April	21	
o Silly	Saturday	–	April	21	
o Industrial	Technology	Fair	–	April	25	
o Elevate	Conference	–	April	27	
o Walkways	and	Brick	Walk	Ribbon	Cutting	–	May	2	

 Upcoming	Events	
o Medical	Laboratory	Technology	Achievement	Ceremony	–	May	17,	

6pm,	Rm	108,	Robert	W.	Plaster	Free	Enterprise	Center	
o Nursing	Pinning	Ceremony	–	May	18,	2pm	Tinnin	Center	
o Commencement	–	May	18,	6pm	Coliseum	

	
 Program	Presentation	

o Derek	Joplin	–	Welding	Engineering	Technology	
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A G E N D A 
Executive Session 

Wednesday, May 16, 2018 
 

I. Executive Session 

1. Personnel and any other matters covered by RSMo Section 610.021 

2. Real Estate/Property and other matters covered by RSMo Section 

610.021.2 

3. Legal and other matters covered by RSMo Section 610.021.1 

II. Adjournment 
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CONSIDERATION OF APPROVAL OF SELECTION OF AUDITOR    
 

BACKGROUND INFORMATION  
 
HISTORY 
 
The Board engages the professional services of an accounting firm to conduct the required annual audit of the college.  The last seven 
audits have been conducted by Kraft, Miles & Tatum of Poplar Bluff from fiscal years ended 6/30/11 to 6/30/17. 
 
The college is also a beneficiary to a remainder trust.  As a courtesy, the college arranges for the Trust’s tax return preparation and is 
fully reimbursed by the Trustee resulting in no net cost to the college. 
 
The Three Rivers Endowment Trust (TRET) has separately engaged the professional services of an accounting firm to conduct an 
annual audit and prepare the organization’s Form 990 tax return.  The audits and tax returns have been completed by Kraft, Miles & 
Tatum of Poplar Bluff from inception to the most recently completed year ended 6/30/17. 
 
After discussions with the TRET Board of Directors, it was agreed to combine all services for both organizations into one bid for the 
next contract term.  The college advertised for bids for a five year contract for the Annual Independent Audit, as well as the audit and 
tax return preparation for TRET, for fiscal years ended 6/30/18 to 6/30/22.  The bid opportunity was posted to the college website as 
well as emailed to nine firms that had previously expressed interest.  Three proposals were received. 
 
FINANCIAL IMPLICATIONS 
 
The most recent audits and tax return were prepared at a cost of $40,600  Proposals received range from a five-year total cost to both 
organizations of $147,500 to $215,500. 
 
ADMINISTRATIVE RECOMMENDATIONS 
 
Recommendation is pending presentation by bidders meeting bid specifications. 
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CONSIDERATION OF PERSONNEL ACTION 
 
Acceptance of Resignation 
Assistant Director, Financial Aid 
    

 
BACKGROUND INFORMATION 

HISTORY 
 

Ms. Danielle McFadden has been employed with the college since October 2015.  She has been 
in her current role as Assistant Director of Financial Aid since June 2016.  Ms. McFadden has 
submitted her resignation, effective June 14, 2018.   
 
 

 
 
 

 
 

FINANCIAL IMPLICATIONS 
 

This is a full-time, twelve month, institutionally funded staff position.   
 
 
 
 
 
 
 

ADMINISTRATIVE RECOMMENDATION 
 

Accept Ms. McFadden’s resignation and proceed with review of the position and the 
appropriate replacement process. 

 
 

 
 
(05/16/2018) 
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CONSIDERATION OF PERSONNEL ACTION 
 
Acceptance of Resignation 
Part-time Facilitator, Sikeston 
    

 
BACKGROUND INFORMATION 

HISTORY 
 

Ms. Amy Youngerman has been employed with the college as a Part-time Facilitator in Sikeston 
since December 2017.  She has submitted her resignation, effective with the next appointment.   
 
 

 
 
 

 
 

FINANCIAL IMPLICATIONS 
 

This is a part-time, twelve month, institutionally funded staff position.   
 
 
 
 
 
 
 

ADMINISTRATIVE RECOMMENDATION 
 

Accept Ms. Youngerman’s resignation and proceed with review of the position and the 
appropriate replacement process. 

 
 
 
 
(05/16/2018) 
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THREE RIVERS COLLEGE 

FINANCIAL REGULATION 
 

Section: 3000 Financial  

Sub Section: 3500 Travel 

Title: FR 3510 Travel Authorization and Reimbursement                                       Page 1 of 14 

Associated Policy: FP 3510 Travel  

References: Department of Labor Guidelines; Fair Labor Standards Act (FLSA); PR 4506 Overtime and 
Compensatory Leave 

Supersedes: NA 

Responsible Administrator: Chief Financial Officer 

 Initial Approval: 04-13-2010 Last Revision: 05-02-2018 
 

The following regulation applies to the travel of all employees of Three Rivers College in the 

performance of their official duties. Provisions of this regulation also may apply to individuals 

other than employees who are authorized to travel at College expense. Please note that 

authorization for travel will not be granted, and expenses will not be reimbursed unless the travel 

is made, and reimbursement is claimed in accordance with this regulation and any approved 

exceptions hereto. 

In order to fulfill its mission, it is expected that employees of Three Rivers College may need to 

travel. The College will pay reasonable travel expenses for those who travel on College business 

and whose trip has been approved in advance. This College regulation and specific 

reimbursement rates for allowable travel expenses shall be consistent with all federal, state, and 

local law. 

General Provisions 

Reimbursement for approved College travel expenses shall be based on the IRS Guidelines for an 

“accountable plan”, which allows for reimbursement of authorized business expenses without 

creating a taxable event for the employee. If federal funds are used to reimburse the trip, a note 

must be included indicating why the participation in the trip is necessary to the federal award. 

Reference PR 4506 Overtime and Compensatory Leave, and the Department of Labor Guidelines 

for non-Exempt employee travel as well as Fair Labor Standards Act (FLSA).  

No authorization for travel by any employee shall be granted, and no reimbursement for travel 

expenses shall be made, except in accordance with the provisions of this regulation. 

Reimbursement for travel expenses shall be limited to expenses incurred upon travel authorized 

in advance, and in accordance with the requirements set forth herein. 

Authorized persons to travel at the expense of the College include: members of the board of 

trustees, the College President, employees of the College, prospective employees, consultants or 

advisors and students participating in approved student activities. 
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THREE RIVERS COLLEGE 

FINANCIAL REGULATION 
 

Section: 3000 Financial  

Sub Section: 3500 Travel 

Title: FR 3510 Travel Authorization and Reimbursement                                       Page 2 of 14 

Associated Policy: FP 3510 Travel  

References: Department of Labor Guidelines; Fair Labor Standards Act (FLSA); PR 4506 Overtime and 
Compensatory Leave 

Supersedes: NA 

Responsible Administrator: Chief Financial Officer 

 Initial Approval: 04-13-2010 Last Revision: 05-02-2018 
 

Travel which may be authorized, and pursuant to which expenses may be reimbursed, shall be 

limited to the following: 

a) Travel which is necessary for the proper execution of official College business, or in 

justifiable pursuit of the College’s educational objectives; or 

b) Travel to meetings and conferences of a professional nature that have the potential to 

increase the attending employee’s usefulness to the College. 

Travel shall not include, and no reimbursement for expenses shall be made for, transportation in 

connection with an employee’s official station of employment. The employee’s “official station” 

is his or her regular area of employment activity, e.g., office headquarters, campus, or designated 

location of an employee established in the field. 

The official station of an employee shall be designated by the President. It is normally expected 

that the official station is that location at which the employee spends the major portion of his/her 

working time. 

The employee is considered to be on approved and “official travel status”, and as such, eligible 

for reimbursement of travel expenses, at the time of departure from the employee’s official 

station or residence, whichever is applicable, for the purpose of traveling on College business. 

Expenses for meals and lodging will be allowed when overnight travel or occasional excessive 

hours of work are required for the convenience of the College. 

There are limitations on travel expenses contained herein, which are considered the maximum 

amounts above which reimbursement shall not be made. Employees are expected to be as 

conservative as possible in incurring travel expenses. Please know that only necessary and 

reasonable expenses will be reimbursed. 

All expenses not covered as meal per diem require itemized receipts and shall be reimbursed at 

the actual amount of the expense subject to the limitations herein. 
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THREE RIVERS COLLEGE 

FINANCIAL REGULATION 
 

Section: 3000 Financial  

Sub Section: 3500 Travel 

Title: FR 3510 Travel Authorization and Reimbursement                                       Page 3 of 14 

Associated Policy: FP 3510 Travel  

References: Department of Labor Guidelines; Fair Labor Standards Act (FLSA); PR 4506 Overtime and 
Compensatory Leave 

Supersedes: NA 

Responsible Administrator: Chief Financial Officer 

 Initial Approval: 04-13-2010 Last Revision: 05-02-2018 
 

Authorization of Travel 

Approving Authorities – The College President or his/her designees shall have authority to 

approve travel by employees of the College. All travel must be approved by the supervisor and 

appropriate cabinet member.   

Non-Exempt Employees – overtime and compensatory leave may be impacted depending on the 

travel time. Supervisors need to be aware of the hours worked to approve the travel request. 

Supervisors must approve and submit the overtime work request form and approve the web-

time entry. Reference PR 4506, Overtime and Compensatory Leave. 

Travel inside the Contiguous United States – All employees must obtain prior authorization for 

travel in the contiguous United States by the employee’s appropriate approving supervisor and 

appropriate cabinet member. Such authorization must be submitted in writing (on a Request for 

Travel Authorization form) before a claim for reimbursement will be processed. . 

Travel outside the Contiguous United States – In addition to the normal approvals for out‐of‐ 

state travel, authorization for travel by an employee to Alaska, Hawaii, and all out‐of‐country 

travel shall be subject to the recommendation by the College President and written advance 

approval by the board of trustees. Authorizations shall be routed to the College President by the 

appropriate cabinet member. Requests for authorization must reach the College President a 

minimum of (60‐90) days in advance of the date the travel will commence. 

Travel authorization forms will be prepared by the originator, approved by the appropriate 

officials as outlined above, and forwarded to business office for processing at least two (2) weeks 

prior to commencing travel. Administrative approval by the business office is contingent upon 

available travel funds in the budget for the account number against which the reimbursement 

will be charged. Authorizations administratively disapproved by the business office because of 

insufficient funds will be returned to the requester. The authorization must show the purpose of 

the trip, destination(s), date of departure and return, mode of transportation, and estimated 

expenses. Claims for reimbursement for travel expenses which exceed the amount approved on 

the appropriate travel authorization form will not be honored unless there are unusual 

circumstances and the amount is approved in advance by the appropriate cabinet member. 
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For a particular employee, one official should usually approve all travel authorizations, claims for 

expenses, and requests for College vehicles. This approving official should maintain adequate 

records to ensure that no duplication of travel expenses occurs. Where frequent official travel is 

required, the approving official may maintain a log of the employee’s travel. 

Table I – Summary of Required Travel Authorization Approval 

Activity Required Approval 

Local Travel Supervisor and Appropriate Cabinet Member 

In‐State Travel Supervisor and Appropriate Cabinet Member 

Out‐of‐State Travel Supervisor and Appropriate Cabinet Member 

Travel Outside Contiguous United States Supervisor, Appropriate Cabinet Member, College 

President, and Board of Trustees 

Travel Advance Chief Financial Officer 

 

Transportation 

General – All travel must be by the most direct route possible, and any employee who travels by 

an indirect route must bear any extra expense occasioned thereby. When work will be performed 

by an employee in‐route to or from the official duty station, reimbursable mileage is computed 

by deducting the employee’s normal commuting mileage from the actual mileage driven in 

performing the work in‐route to or from the official duty station. For example, if an employee 

normally commutes 10 miles (20 miles round trip), and performs work on the way home from the 

official station which results in 12 miles driven, the mileage reimbursement would be for two (2) 

miles only, as that is the amount of mileage in excess of the employee’s normal commute. In no 

instance shall mileage claimed for reimbursement exceed actual miles traveled. 
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Mode of Transportation – Transportation of employees traveling singly should be by common 

carrier (air, train, or bus) whenever practical. The use of air travel is recommended when time is 

an important factor or when the trip is so long that other methods of travel would increase the 

subsistence expense. Automobile transportation may be used to save time when common carrier 

transportation cannot be satisfactorily scheduled, or to reduce expenses when two or more 

employees are making the trip. Reimbursement for personal vehicle shall not exceed the cost of 

travel via common carrier or rental car. 

Common Carrier Travel – When travel is by common carrier, the fare must not exceed the regular 

tourist fare charged the general public, and advantage must be taken of round trip rates when 

available. A copy of the employee’s travel ticket and (1 bag) baggage receipt, or acceptable proof 

of payment, must be submitted for reimbursement of common carrier expenses. If travel is by 

common carrier, the employee will be reimbursed for expenses in traveling to and from the 

common carrier. Reimbursement shall be made at the rate of least expense (personal auto round 

trip mileage plus parking at the location of the common carrier, one‐way rental car to the location 

of the common carrier, or round trip rental car plus parking at the location of the common 

carrier.). 

Automobile Travel – When travel by automobile is appropriate, employees should use College‐ 

owned automobiles whenever available and feasible. When a College owned vehicle is 

unavailable, use the Trip Optimizer to compare mileage to rental car rates. 

a) College‐owned Vehicles – When transportation is in a College‐owned vehicle, all 

necessary repair bills, tolls, parking, gasoline, and storage expenses are allowable. When 

using these vehicles, employees will be furnished with credit cards for the purchase of 

necessary gasoline, oil, and other automobile services. Such expenses should not be 

claimed by the employee as travel expenses. 
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b) All authorized travelers must complete a Request for Travel Authorization Form in advance 

of their travel. Any driver authorized to operate a College vehicle must possess a valid state 

driver’s license of the proper class. Any driver of College vehicles who is paid to take 

passengers to a destination or to operate a bus or van transporting fifteen (15) or more 

people, including the driver, must possess a valid commercial driver’s license.  All driver 

information such as, copies of valid driver’s license, car insurance, and appropriate 

identification for validation, must be held in the office from which the College owned 

vehicle is checked out prior to travel. 

c) Personally Owned Automobiles – The use of a personally owned automobile is allowed 

for trips of less than 125 miles per day. Mileage reimbursement rates will be set each fiscal 

year at the IRS established rate and effective July 1. When the IRS rate decreases during 

the fiscal year, the College’s reimbursement rate will decrease to match the lowered rate. 

The authorized mileage allowance covers all operating expenses such as gasoline, oil, and 

repairs precluding any separate claim for such items. The travel claim must indicate the 

employee’s itinerary, and must show the official business mileage. Mileage as indicated 

by the mileage chart contained herein or Google Map shortest distance for those 

destinations not included on the mileage chart. Only mileage on official business may be 

claimed. For local travel, the mileage for each trip must be listed separately. NOTE: All 

employees electing to use their personal vehicle for business travel over 125 miles per 

day will be reimbursed at the lowest rate according to the Trip Optimizer. 

d) Car Rental – The College currently receives state contract rates through Enterprise Rent‐ 

A‐Car. When a College fleet vehicle is unavailable, employees should plan to rent a vehicle 

when travel exceeds 125 miles per day. Standard size vehicles should be requested when 

reserving the vehicle. Larger vehicles may be rented for group travel only. When renting 

a car, employees should not request the damage waiver or personal accident insurance. 

The College carries insurance for this purpose. Gasoline purchases may be made in cash 

or personal credit card and will be reimbursed by the College with an original itemized 

receipt. Alternatively, a College gas card for use with a rental vehicle can be requested 

from the business office. Employees should use the Trip Optimizer to determine the most 

economical method. 
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NOTE: employees electing to use their personal vehicle for business travel over 125 miles will 

be reimbursed at the rental rate of a standard size vehicle. 

a) Parking – Necessary charges for hotel and airport parking will be allowed provided that 

airport parking fees do not exceed the cost of two round trips in the employee’s personal 

car. Receipts must be furnished for airport and hotel parking. When traveling to the 

airport, employees should consider car rental and drop off at the airport as an alternative 

to parking fees for personal or College vehicles. 

Taxi Service – When travel is by common carrier, reasonable taxi fares will be allowed for 

necessary transportation. Bus or shuttle service to and from airports will be used when available 

and practical. After arrival at destination, necessary taxi fares for traveling between hotel or 

lodging and meeting or conference will be allowed; taxi fares to and from restaurants are not 

reimbursable. Each trip must be explained on claim for reimbursement. 

Car Rentals at Destination – Charges for automobile rental shall be allowed whenever it is more 

economical than alternative methods of transportation, or it is the only practical means of 

transportation. Charges for insurance for rented automobiles are not reimbursable. A receipt is 

always required for reimbursement. While the College’s state rate is not available in all locations, 

many Enterprise locations will offer discounted rates and bill to the College’s account. 

Toll and Ferry Fees – Reasonable tolls and ferry fees will be allowed when necessary. A receipt is 

always required for reimbursement. 

NOTE: Unnecessary meals and lodging expenses which are occasioned by the use of an 

automobile for reasons of the employee’s personal convenience, or which cause travel by an 

indirect route, will not be reimbursed. 

I. Lodging 

In‐State and Out-of-State Lodging – Lodging expenses incurred while on authorized travel will be 

reimbursable at the actual rate when accompanied by an itemized receipt. No lodging expenses 

are to be authorized for local lodging costs of College personnel unless the expenses are incurred 

for the convenience of the College. In‐route lodging will be allowed for only one day each way on 
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trips where one way travel to or from the intended destination is impracticable (i.e. more than 

ten (10) hours of travel time is required to arrive or return from the intended destination). 

Exceptions to the maximum lodging rate contained herein require the written approval of the 

appropriate cabinet member. 

Additional Lodging Expenses – Sales and occupancy taxes, with the exception of Missouri and 

Florida state sales taxes, on lodging costs will be reimbursable. Higher rates for lodging at the 

location of a convention or conference will be allowed, without special approval, up to the 

amount indicated in the convention or conference brochure. If more than one rate is indicated, 

the lowest rate is the amount which will be reimbursed. However, the employee must attempt to 

receive a government rate for the lodging. If the lowest rate indicated in the convention or 

conference brochure is unavailable, advance approval of the higher rate must be obtained from 

the appropriate cabinet member. The convention or conference brochure which indicates the 

lodging rates must be included with the travel claim. Otherwise, reimbursement will be limited to 

the applicable lodging rate as provided in this regulation. 

When written approval is required, a memorandum should be submitted to the Chief Financial 

Officer with the same approvals as required for the travel involved. The approved memorandum 

should be attached to the claim for reimbursement, or reimbursement will be limited to the 

applicable lodging rate as provided in this procedure. 

Shared Lodging – When employees share a hotel room, each employee should claim a 

proportional share of the room cost, and include an explanation with his or her travel claim 

detailing dates and other employees with whom the room was shared. If the room is shared with 

someone other than a College employee, only single room rates subject to the maximum amount 

will be allowed. The receipt for the entire amount should be submitted with the expense claim. 

II. Meals 

In‐State and Out‐of‐State Meals – Employees may claim the applicable per diem rate for each 

eligible meal while on authorized travel. Meal per diem rates will be set each fiscal year at the U.S. 

General Services Administration CONUS per diem rates which are effective July 1. When the U.S. 

General Services Administration CONUS per diem rate decreases during the fiscal year, the 
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College’s reimbursement rate will decrease to match the lowered rate. Tips on meals are part of 

the per diem and may not be claimed separately. To qualify for meal per diem when no overnight 

lodging is indicated, you must document on your expense report that you were in travel status for 

twelve (12) hours or more. When meals are provided as part of a conference the value of said 

meal shall be deducted from the reimbursement request as outlined in the U.S. General Services 

Administration CONUS per diem rates breakdown for Meals & Incidental Expenses. 

NOTE: Employees on overnight travel status not claiming lodging must include a written 

explanation to claim meal per diem (e.g. staying with friends). 

Official Banquets – When the expenses for an official banquet of a meeting or conference are in 

excess of the maximum rates, the excess may be allowed provided that a receipt or proper 

documentation of the charge is submitted. 

III. Miscellaneous Expenses 

Personal Expenses –Personal expenses are not eligible for reimbursement. 

Communication Expenses – Charges for communication expenses (long distance telephone, 

internet access, etc.) on official business will be allowed provided a statement is furnished 

showing the date, the name and location called, and the nature of the business. Charges for 

necessary local phone calls on official business will be allowed; personal calls will not be allowed. 

Registration Fees – Registration fees for approved conferences, conventions, seminars, meetings, 

etc., will be allowed including the cost of official banquets and/or luncheons, if authorized in 

advance by the appropriate approving authority, and provided receipts are submitted with the 

travel claim. However, no separate claim for the corresponding meal will be allowed when a 

banquet or luncheon is claimed. A copy of the announcement brochure showing expenses 

covered by the registration fee must accompany the travel request. 

Payment of registration fees may be included with the travel request provided the approved 

travel authorization specifies a registration fee. The completed registration form must be 

submitted with the Request for Authorization. 
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IV. Claims 

A Travel Expense Claim form for claims for travel expenses shall be used for reimbursement of 

expenses. The form must show movement and detail of expenses on a daily basis. Receipts for 

appropriate expenses must be attached to the form. Expenses for books, supplies, postage, and 

other items that do not constitute travel expenses should not be included in the claim form. 

Claims for reimbursement of travel expenses, must be completed no later than thirty (30) days 

after completion of the travel, with the exception of travel completed at the end of the fiscal year 

(June), which must have completed claims for reimbursement by the end of the fifth (5th) day of 

the new fiscal year (see paragraph 5 of this section for further details). Claims submitted after 

this period must provide written explanation for the delay and may not be honored.   

A separate claim for reimbursement of expenses must be filed by each claimant. No employee is 

authorized to have expenses billed to the College without prior approval.  

NOTE: claims for reimbursement of mileage-only of multiple local trips are to be completed on a 

monthly basis on a Mileage Reimbursement Request form and must specify each trip 

individually. 

The claim must be approved by the appropriate approving authority prior to reimbursement. All 

claims must be signed by a higher authority than the claimant. Approving officials, as previously 

outlined herein, are responsible for the reasonableness of the claim. 

Travel which begins in one fiscal year and ends in another fiscal year will be considered an expense 

of the year in which the travel ends. The travel authorization for such trips should be clearly noted 

as applicable to the appropriate fiscal year. Travel expenses paid in advance directly by the College 

may be applied to the fiscal year in which the expenses were paid.  Claims for travel expenses 

must be at the business office by the last work day of the fiscal year or immediately upon return 

from a trip in progress at fiscal year-end. The claim for any trip which ends on the last day of the 

fiscal year must be at the business office by the end of the fifth (5th) day of the new fiscal year. 

Claims not submitted on time will be an expense of the following fiscal year and must include a 

written explanation for the delay. 
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V. Travel Advances 

General – Normally, travel expenses should be paid when incurred by an employee, with the 

reimbursement made to the employee for actual expenses upon proper submission of a claim for 

travel expenses. Advances to employees for anticipated travel expenses may be made under the 

circumstances hereinafter described as temporary travel advances except as provided in Section 

X‐3. All travel advances must be approved by the Chief Financial Officer. 

Temporary Travel Advances – When temporary travel is authorized for an employee, the 

employee may receive an advance, provided a request for the advance, including estimated 

expenses, is submitted to the appropriate approving authority with the request for written 

authorization for the travel, and is approved. An amount equal to the estimated expenditures will 

be allowed as an advance; however, no advance for less than $100.00 shall be made. Students 

traveling under individual authorizations or an employee traveling with a student or students who 

is responsible for disbursing all funds for a trip may be advanced 100% of the amount of the 

authorization.  Advances will not include expenses paid directly by the College. 

Requesting a Temporary Travel Advance – The request for a temporary advance is made with the 

Request for Travel Authorization form. This request should be received by the business office no 

less than ten (10) working days prior to departure. The advance check will be prepared by the 

business office, and must be picked up by the requester approximately three (3) days before the 

travel is to begin. If an advance is needed earlier than three (3) days before the trip is to begin, an 

explanation of why the advance is needed earlier as well as the date needed should be attached. 

Payroll Deduction Authorization – Each employee receiving any travel advance must sign a Travel 

Advance Agreement form; which will allow the College to recover the advance from any salary 

owed the employee in the event of termination of employment, or failure to submit a travel claim 

with itemized receipts for purchases other than meals. 

Expense Claim – Upon return, the employee should submit a Travel Expense Claim form detailing 

the actual expenditures, and showing the total expenses incurred. The advanced amount should 

be subtracted from this total. No advance should exceed actual expenses. If this does happen, the 

expense account claim should be forwarded to the business office after repayment of the 
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remaining part of the advance is made to a cashier at the business office, and the receipt is 

attached to the travel claim. If an advance is received and the travel is canceled, the advance must 

be returned within one (1) day of the cancellation. 

Limitation of the Number of Pending Travel Advances – A second travel advance can be made 

only if the employee has submitted a Travel Expense Claim form for the expenses covering the 

first advance, or can justify why the claim has not been submitted. No more than two (2) travel 

advances can be outstanding. 

VI. Local Travel 

General – Persons traveling from their home to the campus designated as their official duty 

station are not eligible to receive reimbursement of travel expenses. The official duty station is 

defined as that location where the majority of time is spent in teaching or the performance of 

assigned duties. In accordance with section IV of this regulation, compensation for travel between 

campuses, as well as other necessary local travel, will be made at the current rate as listed herein 

when teaching or work assignments must be performed at two or more locations on the same 

day. 

All claims for reimbursement for local travel must be submitted on a monthly basis for all 

employees, except for faculty which may file their travel claims on a semester basis, provided that 

all claims are filed within thirty (30) days from the end of the semester. All claims must be 

submitted within the fiscal year in which travel occurs, with the exception of the month of June, 

which must be submitted to the business office by the end of the fifth (5th) day of the new fiscal 

year, in order to be considered for reimbursement. 

Intercampus Travel – Each employee will have designated as his/her official duty station one of 

several locations where College operations occur. When the College requires an employee to 

move from the official duty station to another location, the employee will be reimbursed for the 

mileage traveled between the official duty station and the secondary location. If an employee is 

required to report to a location that is farther from his/her residence than the official duty station, 

the employee may claim reimbursement for the additional mileage. For example, if an employee 

normally has to drive ten (10) miles to work, but must drive fifteen (15), the reimbursement will 
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be for five (5) miles (15 miles minus 10 miles). 

Standard mileage between College locations has been established and is considered official. 

These mileages should be used when claiming reimbursement. For those destinations not 

included in the official mileage chart, a Google map must be attached to the request for travel. A 

chart of these mileages is available on the Employee Gateway. Claims for reimbursement should 

be made on a Travel Expense Claim form, a copy of which is available on the Employee Gateway. 

The Request for Travel Authorization form can also be found on the Employee Gateway. 

Other Local Travel – Other local travel is defined as travel which takes place within the service 

area of the College, and is not between Three Rivers College locations. Employees required to 

leave their official duty station on official College business will be compensated for actual mileage 

traveled. Additional charges for parking will be allowed, provided that a receipt is submitted with 

the claim for reimbursement. 

Standard mileages between the College and some other locations have been established and are 

considered official. For all other trips, mileage must be measured by Google map. All travel must 

be by the most direct route possible. Any employee who travels by an indirect route must bear 

the added expense. 

XII. Exceptions 

Unless specifically authorized herein, exceptions will generally not be approved. Requests for 

exceptions or interpretations must be made in‐writing and forwarded to the office of the College 

President for approval/disapproval. 
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DOCUMENT HISTORY: 

04-13-2010: Initial approval of regulation FR 3510 Travel Authorization and 

Reimbursement.      

12-09-2015:            Minor revisions for clarification and the addition of State of Florida Tax 

Exemption during authorized out of state employee travel. Revision to 

required approval of Out-of-State Travel from Division Chair, Appropriate 

Cabinet Member, and College President to Supervisor and Appropriate 

Cabinet Member.      

06-22-2016: Addition of Federal Funds Disclosure.        

09-09-2016: Reference PR 4506 Overtime and Compensatory Leave and the Department of 

Labor Guidelines for Non-Exempt employee travel as well as FLSA. 

09-21-2016: The College Board of Trustees approved the name change of the College 
from Three Rivers Community College to Three Rivers College. 

 
05-02-2018: Blanket travel authorizations were eliminated. 
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UPCOMING EVENTS

Final Exams for Full and “B” Sessions, May 16 and17.

MLT Achievement Ceremony, 6 pm May 17, PLST108, Robert W. Plaster Free Enterprise Center.  

Fiftieth Annual Commencement Ceremony, 6 pm May 18, Black River Coliseum.  

Memorial Day, College Closed, May 28.

Summer Textbook Pick-up Begins, May 30.

Last Day to Register for Summer Full and “A” Sessions, May 31.  

Summer Full and “A” Session Classes Begin, June 4.

Annual TRET Board Meeting, 7 am June 11, Tinnin Board Room.  

Sixth Annual Golf Tournament, 12 pm June 15, Westwood Hills Country Club.  Check-in and lunch at noon, 
shotgun start at 1 pm.  There will be a reception open to the public from 5:30-7:30 pm, including a shrimp boil.  
Details, as well as Registration Forms can be found on the Development Events page of the College’s website.

For the most current information on upcoming events, view the College Calendar at www.trcc.edu.

For the most current information on Raiders athletics, visit raidersathletics.com.
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April 27, 2018

49 of 62 
05/10/2018



April 15, 2018

Campbell
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May 4, 2018
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May 1, 2018
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