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PURPOSE

This policy establishes standard travel procedures for processing travel reimbursements for expenses incurred when traveling on official business for the Department of Management Services (DMS/department).
SCOPE

This policy applies to persons traveling on official business for the department, all persons approving such travel and persons processing travel for payment.

AUTHORITY
Section 112.061, Florida Statutes (FS) - Per Diem and Travel Expenses of Public 
     Officers, Employees and Authorized Persons
Rule 3A-42, Florida Administrative Code (FAC) – Travel Expenses
Department of Financial Services (DFS) Guidelines for State Expenditures
     (http://www.fldfs.com/aadir/reference_guide/reference_guide.htm) 
DMS P-Card Guidelines provided in Administrative Policy and Procedures:
     Departmental Purchasing-09-101 (http://www.dms.myflorida.com/policies) 
Chapter 2009-82, Laws of Florida (LOF)
DISTRIBUTION

	The following individuals should be notified of this policy
	Method of Notification

	  All DMS Employees
	· E-mails to all DMS employees from DMS Communications

· DMS Web site

	DMS Executive Leadership
	· Executive Leadership meetings


POLICY
Section 112.061, Florida Statutes establishes standard travel reimbursement rates, procedures and limitations, with certain justifiable exceptions and exemptions, applicable to all public officers, employees and authorized persons whose travel is authorized and paid.

All travel must be approved prior to expenses being incurred or travel beginning in accordance with Chapter 2009-82 L.O.F.
Travel must be the most economical and efficient means of travel unless specifically justified. 
PROCEDURES

A.  Request to Travel
1. Request to travel is submitted to the appropriate deputy director prior to travel on the “DFS Authorization to Incur Travel Expenses Form” (DFS-AA-13), along with the restricted travel authorization form and most economical method of travel form (FMS 103-F4).  
B.  Travel Modes

1. Consider travel time, cost of transportation and per diem to determine the most efficient and economical means of travel.  Generally, consider the following modes of transportation considered (options are in no particular order):

a. Commercial air transportation.
b. Airport limousine or taxi service for minimal vicinity travel.
c. Rental cars under state contract rate for extensive vicinity travel or when limousine or taxi service is not practical.
d. State aircraft after evaluating the costs and overriding considerations for use (the chief of staff is the approver of all state aircraft travel).
e. Private automobile when it is the most efficient means.  Effective July 1, 2006, travelers are reimbursed for approved mileage at a rate of 44.5 cents per mile.
f. Transportation by chartered vehicles when traveling on official business (authorized by the secretary) when necessary or where it is to the department’s advantage; reimbursement is limited to actual charges or the official mileage rate of 44.5 cents per mile, whichever is less.

C.  Travel Arrangements

1. Travelers are responsible for all travel arrangements and ticket purchases.  If available, use commercial airlines and rental vehicles in accordance with contracted terms (see E.1. below).

2. Travelers may purchase airline tickets and pay for other travel expenses with individual State of Florida Purchasing Cards (P-Card) or other personal resources.  Cash advances are restricted to exceptional circumstances and are approved by a division director.  Travelers with P-Cards do not receive advances. Request travel advances with the “Request for Advance Travel Payment Form” (DFS-AA-25).  

D.  Exceptions to State Contract

1. Travelers may use non-state contract rental car companies or airlines when net rates are lower than the state rates; however, when choosing a non-state contract rental car company, travelers must determine that primary liability and collision damage (non‑deductible) insurance coverage is included in the rate.

2. Travelers provide complete justification for use of a non-contract carrier.  Include justification with the “Voucher Reimbursement of Travel Expenses Form” (DFS-AA-15).

3. Examples of acceptable justification may include:  
· documentation that an appropriate seat or flight was not available,

· an automobile was not available from the contract carrier, or

· a cost justification for using the non-contract carrier. 

4. Transportation expenses are not paid when travelers are gratuitously transported by another traveler who is entitled to mileage or transportation expense.

5. Travelers may use private aircraft if the rate charged is the most efficient and economical. Evidence of this is attached to the voucher reimbursement request. 

E.
Computation of Travel Time

1. For purposes of reimbursement and calculating fractional days of travel, use the following definitions:
a. Class "A" Travel:  Continuous travel of more than 24 hours away from official headquarters.  A travel day is a 24-hours period with four quarters of six hours each as follows:

· Midnight to 6 a.m.

· 6 a.m. to Noon

· Noon to 6 p.m.

· 6 p.m. to Midnight

b. Class "B" Travel:  Continuous travel of 24 hours or less that involves overnight absence from official headquarters.  No meal allowance for travel confined to the vicinity of the employees official headquarters.  Vicinity is generally considered within 50 miles.  The travel day begins when the trip starts.

· Breakfast ($6) - When travel begins before 6 a.m. and extends beyond 8 a.m.
· Lunch ($11) - When travel begins before Noon and extends beyond 2 p.m.
· Dinner ($19) - When travel begins before 6 p.m. and extends beyond 8 p.m.
c. Class “C” Travel:  Travel of less than 24 hours with no overnight stay.  No meal allowance or per diem is allowed per Florida Statutes.  
2. Time of Departure and Return Computation:

a. Departure:  To compute departure time, use two hours prior to scheduled departure time of commercial aircraft and fifteen minutes prior to scheduled departure time of state aircraft.
b. Return:  To compute return time, use 30 minutes after actual arrival time for baggage handling and other details.
c. Travel time to/from airport:  May also include reasonable travel time to and from official headquarters to the airport, unless the traveler is leaving from or returning to a location that is closer to the airport.  If leaving from or returning to a closer location, use reasonable travel time from the closer location. 

d. Travel Costs to/from Airport:  Compute reasonable travel costs to and from the airport on the same basis as travel time (reference F.2.c. above). 

F.
Per Diem

1. For Class A and B Travel, travelers may receive a maximum daily per diem of $80 in accordance with Florida Statutes.  Per diem is calculated for six-hour time periods.

· Midnight to 6 a.m.

· 6 a.m. to Noon

· Noon to 6 p.m.

· 6 p.m. to Midnight

2. Travelers may elect to be reimbursed for actual expenses for lodging at a single occupancy rate, plus meal allowance (reference), rather than per diem.  Actual expenses for lodging must be reasonable and substantiated by paid receipts.  Always request governmental room rates.
3. Travelers may switch from actual to per diem on the last day of an individual trip for Class A travel only.  Class B travel uses the same method of payment for the entire trip.  Class C travel has no per diem or meal allowance.

4. When lodging or meals are provided at a state institution, travelers are reimbursed only for the actual expenses of lodging or meals not to exceed the amounts specified by Florida Statutes.

G.
Incidental Expenses

1. When supported by paid receipts travelers may be reimbursed for the following incidental expenses if incurred during travel conducting official business:

· Taxi and ferry fares, 

· Bridge, road and tunnel tolls,
· Parking and automobile storage fees, 

· Telephone, fax charges or other approved communication charges, and
· Airport use or landing fees. 

2. When possible, submit receipts along with the voucher reimbursement requests for all incidental traveling expenses.  For incidental expenses in excess of $25, the State Comptroller requires a receipt, or justification for not submitting one.

3. Convention registration fees are reimbursed if paid by the traveler; however, any meals or lodging included in the registration fees are not reimbursed.  Receipts are required for all convention and conference registration fees.

H.
Attendance at Conventions and Conferences

1. It is DMS’ policy to send its employees and authorized persons to conventions or conferences of educational benefit or that relate directly to the statutory duties and responsibilities of the department.  This policy is subject to the availability of travel funds for such purposes.

2. Conventions and conferences must directly relate to the statutory duties and responsibilities of attendees and provide a direct educational benefit. 

I.  Advance Payment of Travel
1. Complete the “DFS Request for Advance Travel Payment Form” (DFS-AA-25) to request a payment in advance of travel.    
2. Cash advances are restricted to exceptional circumstances to be determined on a case by case basis and are approved by a division director or designee.

3. Employees with P-Cards are not eligible for advance travel payments.
4. Advances may include cost of travel of any person transported in the care or custody of DMS travelers as part of their duties.

5. The advance cannot exceed 80 percent of the estimated travel expense.

6. Advances are not requested earlier than 10 work days before the travel period begins unless travelers can provide justification of circumstances that may make this necessary.

7. Travelers may have only one outstanding advance at a time. 

8. Travelers must complete the “Voucher Reimbursement of Travel Expense Form” (DFS-AA-15) when the travel periods have ended.  Submit them to the Bureau of Financial Management Services within 10 workdays of the traveler return to headquarters.  If an advance travel payment was made, provide the statewide document number of the original advance on the reimbursement form.

9. Process the travel reimbursement in the same voucher the advance was processed in.
J.  Visa P-Card Transactions
Use P-Cards for purchase of hotel, airfare, parking tolls, car rentals, taxies and gas for Avis rentals.  Do not use the P-Card for purchases of food or gas for a non- Avis rental.

The DMS disbursement section approves P-Card transactions once it receives a completed approved P-Card approval form and travel authorization.
A “Voucher Reimbursement of Travel Expense Form” (DFS-AA-25) is filed for all travel placed on P-Cards.

If using P-Cards for travel, membership dues, conference, training or other transactions that require prior approval, make sure all appropriate forms are completed and approved prior to making purchases.          

RESPONSIBILITIES

	Individual

or Group
	Responsibilities

	Bureau of Financial Management Services
	· Annual review and update of this policy.

· Provide guidance to divisions and employees. 

· Research current policy to determine whether policy revision or policy rescission is required.

· Submit a request to create, amend and rescind policy.

· Ensure policy content is accurate.

· Monitor policy compliance and elevate concerns as appropriate.

	 Employee
	· Adhere to this policy. 

	 Program Area
	· Receive all proper authorization for travel documents.

· Ensure that all necessary forms and back up information are submitted to Financial Management Services in a timely manner. 


ASSOCIATED FORMS AND REFERENCE MATERIALS
DFS-AA-13 
-  Authorization to Incur Travel Expenses

DFS-AA-15 
-  Voucher Reimbursement of Travel Expenses

DFS-AA-25 
-  Request for Advance Travel Payment
FMS-103-F1 
-  Conference Attendance Request Form

FMS-103-F2
-  Post-Conference after Action Report

FMS-103-F3 
-  P-Card Charge Approval Form

FMS-103-F4 
-  Most Economical Method of Travel Cost Analysis

FMS-103-F5 
-  Missing Receipt Form

FMS-103-Ref-1 -  Travel Object Codes

FMS-103-Ref-2 -  MPG ratings

FMS-103-Ref-3 -  Per Diem Clock
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