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Travel
Authorized Travel Procedures for Sub-grantee Project Recipients

Policy
Travel is performed and reimbursed only as provided by law (Section 112.061, Florida Statutes), the Rules and Memorandums of the Department of Financial Services, and the Department of Education’s policy and procedures, which follow.  Travel expenses are limited to those expenses necessarily incurred by the traveler in the performance of any public purpose authorized by law to be performed by the Department.

Authority and Purpose

The following procedures are adopted in compliance with Section 112.061, Florida Statutes; Chapter 69I-42, Florida Administrative Code; and the Rules and Memorandums of the Department of Financial Services.

Even though these procedures establish guidelines, it is the responsibility of each traveler to comply with Section 112.061(7)(a), Florida Statutes.  This statute requires each traveler to travel by the most economical means and states in part that all travel must be by a usually traveled route.  If a person travels by an indirect route for his/her own convenience, any extra costs shall be borne by the traveler and reimbursement for expenses shall be based only on such charges as would have been incurred by a usually traveled route.

The travel forms referenced in this section (C676—Travel Reimbursement Voucher and C676C—Authorization to Incur Travel Expenses) must be used to receive travel reimbursement.
Definitions
Actual Point of Origin—the geographic location where the travel begins.
Agency—any office, department, agency, division, subdivision, political subdivision, board, bureau, commission, authority, district, public body, county, city, town, village, municipality, or other separate unit of  government created pursuant to law.
Agency Head—the highest policy-making authority of a public agency.
Authorized Person—  

· An officer or employee or other person who is authorized by an agency to incur travel expenses in the performance of official duties. 

· A person who is called upon to contribute time and services as a consultant or advisor.
· A person who is a candidate for an executive or professional position.
Class A Travel—continuous travel of 24 hours or more away from official headquarters.

Class B Travel—continuous travel of less than 24 hours which involves overnight absence from official headquarters.
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Common Carrier—train, bus, commercial airline operating scheduled flights, rental cars of an established rental car firm, state motor pool, state aircraft, or private aircraft.
Conference—the coming together of persons with a common interest or interests for the purpose of deliberation, interchange of views, or for the removal of differences or disputes, and for discussion of their common problems and interests. The term also includes similar meetings such as seminars and workshops which are large formal group meetings that are programmed and supervised to accomplish intensive research, study, discussion, and work in some specific field or on a governmental problem or problems.  A conference does not mean the coming together of agency or interagency personnel.
Convention—an assembly of a group of persons representing persons and groups coming together for the accomplishment of a purpose of interest to a larger group of persons. A convention does not mean the coming together of agency or interagency personnel.
Employee—an individual, other than an officer or authorized person as defined, who is filling a regular or full-time authorized position and is responsible to the agency head.
Most Economical Class of Transportation—the class having the lowest fare that is available.

Most Economical Method of Travel—the mode of transportation (state owned vehicle, privately owned vehicle, common carrier, etc.) designated by an agency head in accordance with criteria prescribed by Section 112.061, Florida Statutes.
Officer or Public Officer—an individual who in the performance of his or her official duties is vested by law with sovereign powers of government and who is either elected by the people, or commissioned by the Governor and has jurisdiction extending throughout the state, or any person lawfully serving instead of either of the foregoing two classes of individuals as initial designee or successor.
Point of Origin—the geographic location of the traveler’s official headquarters or the geographic location where travel begins, whichever is lesser distance from the destination.
Travel Day—a period of 24 hours (midnight to midnight) consisting of four quarters of six hours each.
Travel Expense—necessary expenses while traveling; actual expenses while traveling; the usual, ordinary, and incidental expenditures necessarily incurred by the traveler.
Travel Period—a period of time between the time of departure and time of return.
Traveler—public officer, public employee, or authorized person, when performing authorized travel. 

Per Diem Rates and Subsistence Allowance
A traveler is reimbursed at per diem and subsistence rates established by law.  A traveler who claims less than the full meal allowance or per diem authorized by Florida Statutes shall include on his travel voucher a statement that he understands that he is entitled to the full meal allowance provided by law but has voluntarily chosen to claim a lesser amount.
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Class A Travel is continuous travel of 24 hours or more away from official headquarters. Note:  A travel period including portions of four consecutive quarters that does not exceed a total of 24 hours and involves an overnight absence from official headquarters is class B travel.

Travelers may be reimbursed in one of the following ways for each day of approved travel:
Fifty dollars per diem; or
If actual expenses exceed $50, the amounts permitted for meals, plus actual expenses for lodging at a single occupancy rate to be substantiated by itemized paid receipts or bills therefore. Any subsequent changes in the method of calculating the reimbursement must be effective at the beginning of the travel day (midnight). Since class B travel is defined as continuous travel of less than 24 hours, only one method of calculating the amount of reimbursement may be used on any one trip.

•
Per diem at the fixed rate established by the Legislature for meals is:



Breakfast 
$3.00 (Before 6 a.m. and extends beyond 8 a.m.)



Lunch     
$6.00 (Before 12 Noon and extends beyond 2 p.m.)



Dinner
$12.00 (Before 6 p.m. and extends beyond 8 p.m.)
No one, whether traveling out of state or in state, shall be reimbursed for any meals or lodging included in a convention or conference registration fee paid by the state.
Class B Travel is continuous travel of less than 24 hours which involves overnight absence from official headquarters.  Travelers may be reimbursed in the same manner as class A travel.
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Computation of Travel
PER DIEM CLOCK


[image: image1]
Class A and B Travel shall be reimbursed at one-fourth of the authorized rate of per diem for each quarter or fraction thereof.  Currently, per diem is calculated at a rate of $50.00 per day.
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Travel Authorization
General
Form C-676C, Authorization to Incur Travel Expense (Section I, Forms), shall be completed prior to travel. This form shall be signed and dated by: 

· The traveler.

· The traveler's supervisor, who shall include a statement that the travel is to be incurred in connection with official business of the state.

· The agency head or designee, who may be the section head, the equivalent, or their supervisor and who shall not authorize or approve such request in the absence of the appropriate signatures. If the section head, the equivalent, or their supervisor has signed as supervisor, then the word "same" should be used for the agency head.  

The original authorization must be submitted with the travel reimbursement voucher (Form C-676).  

Conference, Convention, Workshop, or Seminar or When a Registration Fee Is Paid
No public funds shall be expended for attendance at conferences or conventions unless:
· The main purpose of the conference or convention is in connection with the official business of the state and directly related to the performance of the statutory duties and responsibilities of the agency participating.

· The activity provides a direct educational or other benefit supporting the work and public purpose of the person attending.

· The duties and responsibilities of the traveler attending such meetings are compatible with the objectives of the particular conference or convention.

· The request for payment of travel expenses is otherwise in compliance with these procedures.

In accordance with Department of Financial Services Chapter 69I-42.004(2), Florida Administrative Code, when the words “conference,” “convention,” “workshop,” or “seminar” appear as the purpose of a trip or when a registration fee is paid, there must be a statement of benefits accruing to the State of Florida. In other words, the benefits the State receives by paying these travel expenses must be stated on the travel authorization.
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Travel Reimbursement Voucher

Time Lines
Claims for reimbursement of travel expenses should be prepared at least monthly on Comptroller's Form C-676 (Voucher for Reimbursement of Travel Expenses) in strict compliance with Section 112.061, Florida Statutes.

Required Supporting Documentation
All of the information requested on the C-676 must be typed and accompanied by sufficient information to permit an audit that will associate the charges with the actual travel.
The original and one copy of all receipts that apply to the period for which the expense account is submitted must be attached and properly recorded on the C-676. 

When claiming reimbursement for lodging expenses, receipts must show the name and address of the establishment, the name of the traveler, the daily rate(s) actually paid, the dates checked in and out, and the number of persons who occupied the room.  In addition, the following requirements must be met:

If the room was occupied by more than one person, the receipt must show the single occupancy rate.  Only the single occupancy rate can be reimbursed.

· The hotel receipt must be either marked paid, have a credit card number attached, or balance must be zero.
· Hotel expenses (excluding tax) over $100.00 must be justified.  
· Lodging expenses paid by employees are not tax exempt. 
· If a safe is a mandatory charge, it should be included in the hotel charges.  If the safe charge is optional, the 
charge is the traveler’s responsibility.

If a traveler provides “Comp” for hotel for another traveler, the names of the travelers receiving “Comp” should be listed on the voucher of the traveler providing the “Comp.”  If a traveler receives “Comp” for hotel from another traveler, the name of the traveler providing the “Comp” should be listed on his or her travel voucher.

In addition to the incidental expense receipts that are required, the following pertinent items must be attached to the voucher:

· Airline ticket receipt
· Rental car invoices

Note: If any of the above requirements are not met, the cost will be disallowed.
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Instructions for Completing C-676

The following are detailed instructions numbered to coincide with the numbers on the Voucher for
Reimbursement of Traveling Expenses, C-676 (Section I, Forms).  These instructions comply with Section 112.061, Florida Statutes, and the rules of the Department of Financial Services.

Front of C-676
1.
a.
PAYEE - Type name of traveler. (Use full legal name.)


b.
SOCIAL SECURITY NUMBER - Complete for all travelers.


c.
HEADQUARTERS - City or town designated by agency head.




OFFICIAL - When designation is for a period more than thirty days.




TEMPORARY - When stationed in a city or town for fewer than thirty days.


d.
RESIDENCE - Residence is defined as the city in which the traveler lives while 


    

working at the official or temporary headquarters. The street address, city, state, 


and zip code must appear on travel vouchers.


e.
DEPARTMENT - Use agency name.
2.
DATE - The date of each day of travel must be shown including the date of departure, each day away, and day of return.

3.
TRAVEL PERFORMED - Name of city or town of origin and final destination that day. 
Each day's location will be listed if duration of travel is overnight for one day or more. Also list separately each city visited during 
the day's travel in which official business was conducted, regardless of the frequency of travel to each city.  

4.
PURPOSE OF TRIP - The purpose of each trip must be typed directly following the column designated for “travel performed.”  Acronyms and non-standard abbreviations for programs or organizational units within an agency should not be used in the supporting documentation included in a voucher unless an explanation is included. 

5.
HOUR OF DEPARTURE AND RETURN - Indicate the actual hour of departure and the actual hour of return.  For travel in the headquarters area, indicate departure and return time for each day of travel.  When applicable, indicate the times during the trip when you leave official travel status (off per diem) and recommence official state business (on per diem), or when there is a change from per diem to actual expenses. 

· If a traveler departs to and/or returns from a point of origin other than the official headquarters and as a result additional travel time is required, then the traveler must record the approximate departure and return times as if the official headquarters had been the point of origin.
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· If driving and claiming airfare in lieu of mileage, indicate the time of departure and return you would have used if you had flown.
· As a general rule, a traveler shall be permitted up to one hour to commute to and from the airport.

6.
PER DIEM OR MEALS - The amount claimed will depend on the class of travel used in 
computing travel time and the type of travel. See “Per Diem Rates and Subsistence Allowance” (page H-4).  A traveler claiming less than the full meal allowance or per diem authorized by Florida Statutes shall include on his travel voucher a statement that he understands that he is entitled to the full meal allowance provided by law but has voluntarily chosen to claim a lesser amount.  When claiming lodging expenses plus meals rather than straight per diem, the meal allowance is indicated in this column, but the lodging cost appears under “Incidental Expenses.”
7.
MAP MILEAGE CLAIMED - All travel must be via a usually traveled route.  All mileage shall be shown from point of origin to destination.  Map mileage, when possible, shall be computed on the basis of the current official state road map issued by the Department of Transportation.  The mileage allowance will be the amount designated by the Legislature, and the traveler must be reimbursed that amount when using a privately-owned vehicle.  This is a fixed rate and may not be reduced at the discretion of any agency head. The current mileage rate is .29 per mile.


Travel by common carrier should be indicated by a “CC” in this column.  Travel by state-
owned vehicle is 
indicated by the word “State” placed in this column.  If travel is complimentary, “Comp” should appear.

8.
VICINITY MILEAGE CLAIMED - Vicinity mileage necessary for conducting official business is allowable but is shown as a separate item on the expense voucher.  Vicinity 
mileage is determined by applying the lesser of “point of origin or headquarters” rule.

If travel begins more than one hour before or one hour after the traveler’s regular work hours, the point of origin 
may be the traveler’s residence, provided that miles claimed do not exceed the miles actually driven. If the traveler chooses to use this rule, the traveler’s regular work schedule, the miles from his/her residence, and justification for travel prior to the regular work schedule must be stated.   


A written explanation must be provided when vicinity mileage exceeds 50 miles in one day or 40 miles per 
day for two days or more.

9.
INCIDENTAL EXPENSES - See section on “Incidental Expenses” (follows).
10. PAYEE completes with his/her signature, date prepared, and title.   

11.
The IMMEDIATE SUPERVISOR of the payee must verify the nature of the travel as reported, type his/her 
name, sign, and indicate title and date.  There must be original signatures of supervisor and payee on the 
reimbursement voucher.

12.
COMPLETE column totals and extend to the total for all columns.
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13.
IN-STATE VS. OUT-OF-STATE - Determine costs for in-state and out-of-state travel. 

14.
COMPLETE Total - Travel.   

Incidental Expenses

Allowable
Although receipts are not required on certain small incidental travel expenses such as parking and tolls, these expenses must in fact have been incurred as a necessary travel expense to be claimed on a travel voucher.  When receipts are required, the original and one copy must be filed with the travel voucher.  In the event a receipt is lost or cannot be obtained, a statement must be submitted stating the expense was incurred while in travel status and the receipt lost or could not be obtained.  For all authorized travel, the following incidental travel expenses are reimbursable:
· The following documentation shall be attached to the traveler's Voucher for Reimbursement of Travel Expenses, Form C-676, when the traveler is claiming reimbursement for incidental travel expenses authorized by Section 112.061(8)(a), Florida Statutes:

· Receipts for taxi fares in excess of $25.00 on a per fare basis.
· Receipts for storage, parking fees, or tolls in excess of $25.00 (Such fees shall not be allowed on a weekly or monthly basis for privately owned automobiles unless it can be established that such method results in savings to the State.)

· A statement that communication expenses being claimed were for state business. Communication expenses to contact the traveler's family or other non-business purposes are not eligible for reimbursement.  (Telephone calls, fax, postage, and mailing fees must be listed on a separate line.) 
· Reasonable tips and gratuities may be reimbursed the traveler as follows: 

· Actual tips paid to taxi drivers which shall not exceed fifteen percent of the fare.
· Actual tips paid for mandatory valet parking which shall not exceed $1.00 per occasion and which was incurred in the performance of public business.
· Actual portage charges paid which shall not exceed $1 per bag not to exceed total of $5 per incident.  If portage charges exceed $5, they must be justified.
Note:  
When completing the travel voucher, tips and gratuities must be shown separately from the expense 


associated with such tip or gratuity.

· Other incidental travel expenses of the traveler may be reimbursed upon presentation 
of a receipt therefore as follows:

· Actual laundry, dry cleaning and pressing expenses when official travel extends beyond seven days and such expenses are necessarily incurred to complete the official business portion of the trip.
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· Actual passport and visa fees required for official travel.
· Actual and necessary fees charged to purchase traveler's checks for official travel expenses.
· Actual fee charged to exchange currency necessary to pay official travel expenses.
· Actual cost of maps necessary for conducting official business.

Unallowable
The following expenses are not reimbursable:

· Non-business related telephone calls.

· Storage of personal items.

· Any item not directly related to the performance of state business. 
Conference or Convention
Travel Authorization
In accordance with the Department of Financial Services, Chapter 69I-42.004(2), Florida Administrative Code, when the words “conference”, “convention”, “workshop”, or “seminar” appear in the purpose column of the travel reimbursement form or when a registration fee is paid, there must be a statement of benefits accruing to the State of Florida.

As it is related to the actual work duties of the state officers, employees, and authorized persons, such statement should appear in the appropriate section of the travel authorization (C-676C) for all convention and conference travel.  In other words, the benefits the State of Florida received by paying for these travel expenses must be stated (see example).  This is not to be confused with the purpose of the trip.  

For regular travel, do not use the words “convention”, “conference”, “workshop”, or “seminar” in the purpose columns of the travel authorization and voucher. Use the term “meeting” instead.
Example
The DOE has the responsibility for the administration of the statewide program of health occupations education.  Attendance at this conference, where speakers will present papers relative to health occupations and where group discussions with individuals in positions of leadership in health care delivery, will enable me to provide improved consultative services to local educational personnel, thus strengthening the statewide program.

Registration Fee
When claiming reimbursement for conference or convention travel when no registration fee was required, the statement “no registration fee required” must appear on the travel voucher.

When a registration fee is required and no meals are included in the fee, the statement "no meals included in registration fee" must appear on the travel voucher.  
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When meals are included in the registration fee, the amount of the appropriate meal as set forth in the per diem meal allowances shall be deducted from the registration fee or from the per diem or meals column of the travel voucher.  A continental breakfast is considered a meal.  A copy of the agenda must be submitted with the travel voucher for a convention, conference, workshop, or seminar, or if a registration fee is paid.  If no agenda is provided, state “no agenda provided.”

Transportation
Most Economical Means  

It is the responsibility of the traveler to use the most economical method of travel for each trip, keeping in mind the following conditions:
· The nature of the business.

· The most effective and economical means of the traveler, impact on the productivity of the traveler, cost of transportation, and per diem or subsistence required.

· The number of persons making the trip, and the amount of equipment or material to be transported.

In case a person travels by an indirect route for his/her own convenience, any extra costs shall be borne by the traveler, and reimbursement for expenses shall be based only on such charges as would have been incurred by a usually traveled route.  

Private Aircraft
Section 112.061(7)(h), Florida Statutes, provides that a traveler on a private aircraft shall be reimbursed the actual amount charged and paid for the fare for such transportation up to the cost of a commercial airline ticket for the same flight, even though the owner or pilot of such aircraft may also be entitled to transportation expense for the same flight.

Claiming Airfare in Lieu of Mileage 

Airfare in lieu of mileage may be charged when it is proven to be the most economical means of travel. The traveler must indicate on the travel voucher that “airfare is being claimed in lieu of mileage” and show the savings to the State.
Rental Car
Travelers are required to request a class B vehicle to provide maximum savings in the rental of automobiles.  Additional supporting information must be attached when reimbursement is requested for rental cars that do not appear to meet the criteria of “the most economical means of travel.” 
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Special Conditions or Requirements

Travel in Area of Official Headquarters
A traveler may not claim per diem or reimbursement for lodging for overnight travel within 50 miles of his or her headquarters or residence, unless the circumstances necessitating such overnight travel are fully explained by the traveler and approved by the agency head. The approved explanation must be attached to the travel voucher.
If authorized travel is in the county of the official headquarters or residence city of the traveler, the traveler's supervisor must provide a written explanation citing why the per diem is required. The explanation should be attached to the travel voucher. 
For 2004-2005 and 2005-2006 fiscal years, for Class C travel, a state traveler shall not be reimbursed on a per diem basis nor shall a traveler receive subsistence allowance. 

In-State/Out-of-State Cost Distribution
All travelers are required to determine in-state and out-of-state cost distributions for all travel reimbursements. All costs including per diem, common carrier, mileage, etc., must be attributed.
Regardless of where the trip begins, all travel to a destination within Florida shall be considered in-state travel and all travel to a destination outside of Florida shall be considered out-of-state travel. To obtain separate “in-state” and “out-of-state” totals for combination trips, the following apply:


•
Per diem should be attributed not less than quarterly.  Note: This procedure addresses 



cost distribution only and does not change the requirement that changes in classes of travel 



(from in-state to out-of-state) be done at midnight as required by Section 112.061(5)(a), Florida Statutes.

•
Incidental expenses should be attributed in the same manner as per diem and actual 




expenses.


•
Common carrier costs for air travel will be attributed by the travel section using the 




amounts charged as shown on the ticket.


•
For common carrier costs for ground travel, estimate the mileage and attribute it to the 

appropriate category of travel (in-state or out-of-state).  Show this breakdown on the front of the

travel voucher.  The daily usage fee will be attributed by the travel section.  If there is more than

one destination per day, the usage fee will be charged to the initial destination for the day.

Other
These requirements do not apply to charges for use of vehicles assigned to projects.  Individual program requirements for these charges should be obtained from the Comptroller’s Office.
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Applicability to Counties, County Officers, District School Boards, and Special Districts
a) Rates that exceed the maximum travel reimbursement rates for non-state travelers specified in Section 112.061 (6)(a) Florida Statutes for subsistence, and in subparagraph (7)(d)1., for mileage may be established by:

1. The governing body of a county by the enactment of an ordinance or resolution;

2. A county constitutional officer, pursuant to s. 1(d), Art. VIII of the State Constitution, by the establishment of written policy;

3. The governing body of a district school board by the adoption of rules; or

4. The governing body of a special district, as defined in s. 189.403(1), except those special districts that are subject to s. 166.021(10), by the enactment of a resolution.

b) Rates established pursuant to paragraph (a) must apply uniformly to all travel by the county, county constitutional officer and entity governed by that officer, district school board, or special district.

c) Except as otherwise provided in this subsection, counties, county constitutional officers and entities governed by those officers, district school boards, and special districts, other than those subject to s. 166.021(10), remain subject to the requirements of this section.
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1st Quarter





2nd Quarter





4th Quarter





3rd Quarter





1:00 a.m.





Noon





2:00 a.m.





3:00 a.m.





4:00 a.m.





5:00 a.m.





6:00 a.m.





7:00 a.m.





1:00 p.m.





9:00 a.m.





11:00 a.m.





8:00 a.m.





10:00 a.m.





2:00 p.m.





3:00 p.m.





4:00 p.m.





8:00 p.m.





9:00 p.m.





10:00 p.m.





11:00 p.m.





5:00 p.m.





6:00 p.m.





7:00 p.m.





Midnight








