Summary of Requirements for Claiming Reimbursements or Payment for Travel Costs

· The department is responsible for notifying their vendors of the following travel guidelines. 
· Florida Atlantic University is obligated to strictly adhere to state requirements when authorizing travel and when processing reimbursement requests. All travel reimbursements are made in accordance with section 112.061 of the Florida Statutes

· Any travel claim must be itemized, detailed and accounted for with an official receipt. In order to claim a travel expense reimbursement, the required Voucher form (attached) must accompany the set of receipts submitted.  

Please see our online policy and procedure manual for a complete description of requirements, as mandated by FS 112.061, at: http://www.fau.edu/controller/travel/travel_p_p.php
	Summary Table - Allowable Rate Structure for Travel Expense Claims

	Item
	Max Limitation
	Special Instructions

	Airfare
	Coach Class/economy class only.
	· University will only reimburse economy class airline travel, unless extenuating circumstances are properly approved and documented.

	Lodging
	No more than $200.00 a night in the state of Florida
	· University will reimburse for a single occupancy rate only.

	Meal Per Diem
	$36.00 a day
	· Eligibility to claim meal per diem requires a warranted overnight stay.

· Any meal provided by result of registration fees, must be deducted appropriately based on $6.00 for Breakfast,$ 11.00 for lunch and $19.00 for dinner.



	Mileage on Personal Vehicle
	.445 cents per mile
	· Mileage covers both fuel and cost of personal vehicle. Fuel costs cannot be claimed in addition to mileage of .445

· The traveler may not opt for fuel over the mileage rate allowance, or vice versa. For personal vehicles, mileage at .445 is the allowable option. Actual fuel charges may be claimed for rental car or University vehicle use.

· All travel must be by a usually traveled route. In case a person travels by an indirect route for his or her own convenience, any extra costs shall be borne by the traveler.

· The traveler is not allowed a mileage allowance when transported gratuitously by another person

	Rental Vehicle
	State AVIS contracted rate, per below rate table.
	· Costs greater than what is made available by the State of Florida contract rates available through AVIS, may not be absorbed by the University.

· Auto rentals are limited to subcompact or compact class only, unless a recognized letter of justification has been filed through the proper channels.


Summary of Allowable Incidental Expenses
The following may be reimbursed:

· Taxi fares and Shuttle Service 

The cost of taxi fares and shuttle service to and from airports and railroad stations is reimbursable.

· Fares in excess of $25 on a per fare basis supported by a receipt. 

· Lost taxi fare and/or shuttle service receipts are reimbursable to a one time per trip maximum of $25.00. 

· Storage, parking fees or tolls. Necessary charges for parking will be reimbursed, including airport parking fees. The actual amount paid for mandatory valet parking and for valet tips that do not exceed $1 per occasion and which were incurred in the performance of public business will be reimbursed. 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. 

· Work-related co expenses (telephone, telegraph, etc.) These charges must be identified as official state business. Receipts are required. 

· Convention or conference registration fee (receipt and agenda required). 

· Tips and gratuities may be reimbursed the traveler as per the following: 

· (1) Tips paid to taxi drivers which shall not exceed fifteen percent of the fare. 

· Valet parking which shall not exceed $1 per occasion incurred in the performance of public business. 

· Portage charges paid which shall not exceed $1 per bag not to exceed a total of $5 per incident. 

· Laundry 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. 

· Passport and visa fees required for official travel. 

· Fees charged to purchase traveler's checks for official travel expenses. 

· Fees charged to exchange currency necessary to pay official travel expenses. 

· Cost of maps necessary to conduct official business. 

· Car rental (receipt required). 

· Excess baggage charges are reimbursable only for materials used for university business. A supporting receipt is required. 

Summary of expense that are not allowable for travel reimbursements

· Personal travel insurance (life or medical insurance) 

· Rental car insurance option for personal accident waiver. 

· Personal telephone calls should not be charged to university telephone numbers or credit cards, nor should they be listed as items for reimbursement on a travel voucher. 

· Tours, side trips, etc. which do not benefit the State. 

· Traffic fines or parking violations. 

· Mileage between home and official place of work. 

· Meals in excess of per diem. 

· Toll Transponders 

· Flight Insurance 

· GPS

