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| Objectives — Travel Expenses
Training
= Describe and define appropriate travel
expenses
= Review Florida Statutes governing travel

= Communicate Department of Financial
Services (DFS) requirements for travel
expenses

= Explain general principles
governing travel o
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|Objectives — Travel Expenses
Training
= Provide an update of the “Statewide
Travel Management System”

= Provide an open forum for discussion of
travel issues
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= Provide best practices regarding
submission of travel vouchers and
required documentation —

ADMIN

|Objectives — Travel Expenses
Training
= Discuss Purchasing Card travel expenses
and the travel voucher

= Discuss travel advances; when are they
appropriate

= Discuss “Mission Critical” statements
= Demonstrate filling out a travel voucher
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COMMISSION

Travel —
o 2017
@ Legislative
s Session
S

Update

CE

JUSTI

|Statewide Travel System - Updatﬁ

= During the 2016 Legislative Session money was
appropriated for a statewide travel system to be

COMMISSION

% used by all agencies

FE: ® The Department of Management Services (DMS)
g was tasked with securing a vendor to provide
travel system

= JAC met with DMS staff in the Fall of 2016 to

S} exchange information

— JAC provided an overview to DMS of travel for
all 50 entities of Justice Administration

JUSTI
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Statewide Travel System - Updatq

= JAC met again with DMS staff on April 4, 2017

= All state agencies are being implemented in
waves

= JAC offices are in the last three waves

COMMISSION

= Waves beginning in late summer...perhaps

ADMINISTRATIVE

= Need volunteers to be on the implementation

S team
§ — Contact Vicki Nichols if you wish to be on the
team

Statewide Travel System - Updatq

= What we know now regarding the system

— Web-based system

— For creating the travel voucher and related travel
documents only (replacing the travel voucher, etc.)

COMMISSION

— Agencies will upload receipts to the system
— Workflow will route travel for approval in local offices, then

ADMINISTRATIVE

to JAC
— After JAC reviews and approves, a file will upload the travel
S)
E to FLAIR
....3) — Many reports available for each office; the reports will also

be viewable by the Legislature
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| Non-employee Travel

= Non-employees will be
reimbursed for travel
expenses using the
current forms

— Not with the statewide
travel system

COMMISSION

ADMINISTRATIVE

Ci

= The statewide travel
system will be utilized for
employee travel only

JUSTI

Payment &
Revenue
Processing -
Governmental

Accounting Handbook | ® Travel forms

A COMPREHENSIVE GUIDE TO THE PAYMENT OF INVOICES &
OTHER OBLIGATIONS, AND RECORDING OF RECEIPTS, WITH u I ra Ve | ru I eS
FLORIDA GOVERNMENTAL ACCOUNTING BASICS

= Travel section

COMMISSION
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T = More

STATE GUIDELINES AND RULES * FLORIDA STATUTE REFERENCES * INVOICE PAYMENT
DOCUMENTATION REQUIREMENTS * LIFECYCLE OF A BATCH= TRAVEL REIMBURSEMENTS =
REVENUE PROCESSING * DEPOSIT VERIFICATIONS * JOURNAL TRANSFERS OVERVIEW =
PROMPT PAYMENT POLICIES * FLAIR INQUIRIES * COMMON QUESTIONS * RESEARCHING
PAYMENTS AND RECEIPTS * FLAIR ACCOUNTING AND STATE OF FLORIDA ACCOUNTING
CYCLE = LINKS TO THE REFERENCE GUIDE TO STATE EXPENDITURES * AND MORE

C

JUSTI

VOLUME 1, ISSUE | = - MARCH XX, 2017

JUSTICE ADMINISTRATIVE COMMISSION — ACCOUNTING OFFICE
221 NORTH BROUNOUGH STREET, TALLAHASSEE, FLORIDA
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| General Principles Governing
Travel

= Travel activities for state employees should be
limited to those that are “critical to the mission” of
the state agency

COMMISSION

= Many offices have elected to provide a “Mission
Critical Travel Memo” signed by the agency head
which outlines in detail the types of travel deemed
“mission critical”.

= This memo is kept on file at JAC and DFS. This is
one method to document critical travel activities
for an agency

ADMINISTRATIVE
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| General Principles Governing

Travel

= |t is generally expected that the most
economical means of transportation and
the most direct route should be used
when traveling on state business

COMMISSION

= However, there are instances when this is
not required

ADMINISTRATIVE
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| General Principles Governing

Travel - $150 Room Rate |
= 5150 room rate limitation —when does it
apply?

—Meetings, conferences, or conventions
organized by your office

* Your office has “control” over
booking/choosing the room

COMMISSION

ADMINISTRATIVE

Ci

* Recruitment activities
* Other operational-type meetings

JUSTI

| General Principles Governing
Travel - $150 Room Rate |

= $150 room rate limitation — exemptions
— Officers’ travel (appointed or elected officials*)

COMMISSION

— Attending a conference not organized by your office

Investigation activities

Litigation activities
Law enforcement activities

ADMINISTRATIVE

Non-employees (e.g. witnhesses)

C

+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 (s.112.061, F.S.)

JUSTI
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| General Principles Governing
Travel |

= |f a trip for any traveler is less than 24 hours and there
is no overnight stay, the traveler MAY NOT be paid for
meals. He or she may be paid for mileage or other
incidental expenses such as fuel, tolls, parking fees,
etc., but not for meals

= This is considered “Class C” travel and is not permitted
except in very specific circumstances, that is, when
travelers are working in an emergency/disaster
situation, when a state of emergency has been
declared by the Governor (see RGSE)

COMMISSION
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| General Principles Governing

Travel |

= When traveling by common carrier (airline,
train, car rental) agency employees should
use a state term contract if one is available
for the common carrier

= Enterprise/National is the state term
contractor for renting vehicles and should be
utilized if a car rental is needed when
traveling on state business

COMMISSION

ADMINISTRATIVE

CE

JUSTI
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| General Principles Governing

Travel |

= When submitting a Voucher Schedule for
Reimbursement of Travel Expenses (travel
voucher), the travel voucher should tell the
“whole story” of the travel and should be
accompanied by all receipts and other
relevant documentation related to the

trip(s)

COMMISSION

ADMINISTRATIVE

CE

JUSTI

| General Principles Governing

Travel |

= When filling out the Voucher for
Reimbursement of Travel Expenses, each day
of the trip should have its own separate line

COMMISSION

= Each line should reflect relevant information
for that day so that eligible costs can be
determined

ADMINISTRATIVE

CE

JUSTI

Session B - Travel Overview - Presentation



| Travel Expenses - General

Information |

COMMISSION

ADMINISTRATIVE

Ci

JUSTI

“Expenditures properly chargeable to travel include
registration payments, reimbursements of mileage
for privately-owned vehicle, per diem and
subsistence allowance, common carrier
transportation, and other expenses incidental to
travel which are authorized by state law. Section
112.061, F.S., and Rule 691-42, F.A.C., govern travel
expenses.”

[Source: Reference Guide for State Expenditures (RefGuide), page 49,
updated February 2011, DFS]

|Travel Expenses - General

Information |

COMMISSION

ADMINISTRATIVE

C

JUSTI

= Traveler — A public officer, public employee, or
authorized person, when performing authorized
travel [s. 112.061 (2)(f), F.S.]

= Authorized person — A person other than an
employee or public officer authorized by the
agency head to incur travel expenses [s. 112.061
(2)(e), F.S.] &
— Witnesses, experts, and others : .
authorized by agency head

SR

[ N

20
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| Travel Expenses - General
Information |

= All travel must be authorized and approved by the agency
head or his or her designee [s. 112.061(3)(a), F.S.]

— Travel forms (authorization or voucher) provide approvals

COMMISSION

= The traveler’s supervisor should provide a signed statement
that the traveler is on official business of the state [s.
112.061(3)(a), F.S.]

— Travel voucher & supporting documentation will fulfill this
requirement

ADMINISTRATIVE

CE

= Travel expenses of travelers shall be limited to those
expenses necessarily incurred by them in the performance of
a public purpose authorized by law to be performed by the
agency [s. 112.061(3)(c), F.S.]

JUSTI

21

Travel Expenses - Point of
Origin/Official Headquarters |

= Official Headquarters — the city or town to which the
person is assigned or the majority of work is located

COMMISSION

% [s. 112.061(4), F.S.]

E — Special circumstances may alter this designation as
(%) defined by s. 112.061(4)(b)(c), F.S.

f-";-‘-; = Point of Origin — the geographic location of a
traveler's official headquarters or the geographic
% location where travel begins, whichever is lesser

distance from the destination (RefGuide, p. 10)

JUSTI

= Employees’ and state officials’ travel expenses are
generally calculated using the point of origin

22
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| Travel Expenses - Computing
Travel Times

= Computation of travel time is based on a 24 hour clock
and quarterly intervals within the 24 hour period

(RefGuide, p. 56)

— Class A Travel - continuous travel of 24 hours or more away
from official headquarters. The travel day for Class A is based
on a calendar day (midnight to midnight)

COMMISSION

— Class B Travel - continuous travel of less than 24 hours which
involves overnight absence away from official headquarters.
The travel day for Class B travel begins at the same time as the
travel period g

ADMINISTRATIVE

CE

— Class C Travel - short or day trips in which the
traveler is not away from his/her official
headquarters overnight. Class C travel payments
are NOT authorized to be paid at this time.

JUSTI

23

| Travel Expenses - Subsistence/
Meals

= Travelers may be reimbursed subsistence/meal
allowances (class A & B only) at the rates of:
— Breakfast - 56.00 (When travel begins before 6 a.m. and
extends beyond 8 a.m.)
— Lunch - 5§11.00 (When travel begins before 12 noon and
extends beyond 2 p.m.)

— Dinner - $19.00 (When travel begins before 6 p.m.
and extends beyond 8 p.m. or when travel occurs during
nighttime hours due to special assignment.)

COMMISSION

ADMINISTRATIVE

CE

JUSTI

Please note: meals provided with conference registration fees may
be deducted from subsistence allowances to travelers

Source: s. 112.061(6)(b), F.S. 24
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|Travel Expenses - Per Diem or

Expenses and Subsistence \

= Per Diem — “By the day” is defined as a daily allowance
usually for living expenses while traveling in connection
with one’s work (Source: Dictionary.com)

= Rate for per diem is $80.00 per day [s. 112.061(6)(a)(1),
FS.]

= Within a 24 hour period a traveler’s reimbursement is
calculated via one of the following methods

ADMINISTRATIVE COMMISSION

(RefGuide, p. 57): /)’\éﬁ)@
5 A. Per diem of $80.00/day ($20.00/quarter ay {W,}(_éé
g day) OR NS S
) B. Actual expenses for hotel, transportation, , Qla\)gkc

etc. and subsistence/meal allowance ﬁ >

25

|Trave| Expenses - Computing
Travel Times |

Per Diem Clock

COMMISSION

11:00 p.m. 1:00 am.
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|Travel Expenses - Transportation

= Traveler should use the most direct route

COMMISSION

= Agency head should designate the most
efficient and economical method of

transportation while considering: ((\
— Nature of business >

— Number of persons traveling

ADMINISTRATIVE

Ly .
(&) . LN\
— Time of traveler(s) H— ==
A\ m

JUSTI

— Subsistence that may be required
(RefGuide, p. 57)

|Travel Expenses - Transportation

= Common carrier - train, bus, commercial airline
operating scheduled flights, or rental car of an
established rental car firm (RefGuide, p. 8)

— State term contracts should be used (e.g. Enterprise)

COMMISSION

— Justification may be required when not using an
available state term contract

= Privately owned vehicles — may be used for official
state travel at the discretion of the agency head
(RefGuide, p. 59-60)
— Traveler may receive a mileage allowance of 44.5 cents/

mile (certain conditions affect reimbursements; see
RefGuide)

ADMINISTRATIVE

CE

JUSTI

28
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ITravel Advances — General
Information |

= Advances may be made or authorized by
an agency head (or his or her designee)
to the traveler to cover anticipated costs
of travel (RefGuide, p. 60)

— 80% of estimated travel reimbursment

COoMMISSION

TRATIVE |

MINI

— Advance may be made 10 business days or
less prior to travel occuring

A

CE

— Subsistence/meal allowances

— Other out-of-pocket travel expenses
anticipated

JUSTI

Please refer to RefGuide for complete information and special
circumstances that affect travel advances.

29

= |Application for Advance on Travel

%)

g orm |
p cE) OFFICE OF CHIEF FINANCIAL OFFICER " Form # DFS-AA-
STATE OF FLORIDA 25

APPLICATION FOR ADVANCE ON TRAVEL EXPENSES

= 8 = = Travelers with

E i = need for

*';3_ payment prior to
§ making trip

ESTIMATED COST OF TRAVEL u May advance
= [ — . 80% of estimated
__%_: , P costs (those not

s e SO0 paid by the state)

30
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Authorization to Incur Travel

Expenses - Form

COMMISSION

[
(NAYa

Authorization to Incur Travel Expenses

Purpose of Trip

Destination:

Name

Official Headquarters
State of Florida

Department Division

Departure Date

Retum Date

MINI

Conference or conventiontravel: Explanation ofbenefits acenuing to the State of Florda

Departure Time

Retum Time

A

Total Estimated Per Diem:

Registzation Fee:

Car

CE

Motel

JUSTI

Motel

= Form # DFS-AA-13

conference or convention

= Required when traveler attends a

‘ OF TRAVEL EXPENSES

CHECK ONE: __ OFFICER/EMPLOYEE __ NOMEMPLOYEE IND. CONTRACTOR __ OPS

z | Voucher for Reimbursement of
%)

(93]

; -

RESIDENCE (CTTY)

Hour of Mealsfor Fer Diem

DATE Pupose or Reason Departure Class or Aetus!
[Name of Canference] And Hour of AE Ladging

Retun Travel Expenses

Class
c
Meals

Mz
Wil
Clair

= Form # DFS-AA-15
= Provides complete description of entire trip
— Who, when, where, why, and how

= |temized details of expenses paid by the state &
expenses owed to traveler

Required for reimbursement to the traveler

Session B - Travel Overview - Presentation
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Documentation Requirements to Accompany
Travel Voucher (RefGuide pgs 49-62)

= Copies of Receipts
— Hotel Bills
— Car Rental

COMMISSION

— Airfare
— Cab or Transportation Fees

ADMINISTRATIVE

— Toll Receipts

Ci

— Gas Receipts

JUSTI

— Incidentals (travel-related only)
* baggage fees, fax charges, photocopies, etc.

33

Documentation Requirements to Accompany
Travel Voucher (RefGuide pgs 49-62)

COMMISSION

= “Mlission Critical” Statement (if not on file at
JAC and DFS)

= Statement of Benefit to the State
— For conferences or conventions

= Authorization to Incur Travel Expenses

ADMINISTRATIVE

— For conferences or conventions

C

= Conference/meeting agenda including
registration fee

JUSTI

— For conferences or conventions

34
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| Travel Voucher Completion Activity —
Story #1

John Smith went to New York City to depose several witnesses. He left
Tallahassee at 6:00 a.m. on May 10, 2017 and returned at 6:00 p.m. on May
14, 2017. Mr. Smith left his home and drove 16 miles to Tallahassee
International Airport. Parking at the airport cost him $10.00/day. He also
had to pay a $25.00 baggage fee both ways for his checked luggage. He
arrived at JFK airport in New York City at 11:00 a.m. and rented a compact
car from Enterprise. From there he checked into his hotel which has a base
rate of $175/night and with applicable fees and taxes the total per night is
$200.00.
* Airfare roundtrip excluding baggage fee: $800.00 — Direct Bill to
Agency
* Gas total for the trip: $45.50
 Out-of-state rate for compact car is $31.50/day + applicable taxes
and fees. Total cost per day is $45.00
* Last minute trip, hotel was best available rate

COMMISSION

\TIVE

Haurar el FerDiem .
pate Buparsurs Slare arfonusl | Hilsage OnharEupnrar
) FrdHaur ot A%E Ladging | Glaimed
E Trsul L 2
0507 Tallsbaceee, FL to Now York NY. it Goosmls  soooly 20000 16 3 225.00 | Rental Car
0517 Now York, WY it $ seooly 20000 H 50.00 | Baga:
OSMEUT| Now York, NY it $ seooly 20000 H 4550
QST New York, NY it $ seooly 20000 H 50.00 | dirport Parking
051417 New Tork, WY to Tallshazzes, FL it .00 P 4 6000 16/
*Laet minute tip,
- [Cace Rolated]
ts agency.
[Fiatemant of Bamits te the Stats [Contarancs o Canvantion]
Column, Column, w2 m Calumn Summary
Tatal Tatal Total Tatal
445 oM
£ wnools  seopnlg 1zely ool g 138274
Juing Fund: Advange: LESS ADVANCE RECEIVED
,,,,,,,,,,,,,,,,
heshD L L EITELIS INCLUOED O PURCHASING CAF
ne NET AMOUNT DUE TRAVELER: Il 158274
NET AMQUNT DUE THE STATE
raval Sctunlly | Purcuant b <. 12,0613, F.5., | hereby cortify or atfitm that ta te bect of my knowledgs the trarel waz on olficl
= b w3y meale o lodaing included | businsss of the Ptate sf Florida and was for the purpazas) o -
£ 112,061, F.5.
SUPERVISOR'S SIGNATUIRE:
[resvELER: UPERVISOR'S TITLE: Exseutive Director
JlauATURE DATE oiarzon TILE lsctigater IGHATURE DATE: g
[FOR AGENCY UsE:
Mesifisg Form DFS- 15 (Ban, QI/061 - JAC (131161
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TRAVEL PERFORMED BY COMMOMN CARRIER OR STATE VERICLE
Fo8E. L ey rre.

. THE STATE AGENCY
Date Ticket Number or From To Name of Gamman Carrier o1
Stats Vebicle Numbar Nahicle
05110 - 05414 Tallahacsee, Floridy Hew York, New York Dalty At
STATE OF FLORIDA PURCHASING CARD CHARGES
COMELETED ONE ¥ RN TN 6 RELA, REMSES ARRE AT B SIVG THE STATE OF FLOSIT G
D ol aulrid

r AT IERE ATE OF FLOmInY

Dare Merchants¥endor Discription of Item hequirad Amouet of Chargs

Total [Thic ameunt mest appear on the lins "Loz: 2n Purchagivg Card” on the reverce gide of thic form.) i

GENERAL INSTRUCTIONS

per diem shouid be reducs

nesd. s
receipt

37

| Travel Voucher Completion Activity —
Story #2

Jane Smith (no relation to John) is excited to go to the 2017
JAC Conference from May 15, 2017 to May 18, 2017. She
leaves her home in Tallahassee in her personal vehicle at
1:00 p.m. on May 14, 2017 and had one other co-worker
ride with her. Her hotel stay during the conference will be
charged to her purchasing card (P- Card). Jane had a toll
charge of $20 each way. Jane also had room service

COMMISSION

TRATIVE

MINI

d

L charged to P-Card. Instead of returning on May 18, Jane
% took an extra day with some family and friends and return
__cr'a_; to Tallahassee on Friday at 5:00 p.m.

Continues on next slide.......

38

Session B - Travel Overview - Presentation

19



| Travel Voucher Completion Activity —
Story #2 (continued)

COMMISSION

* Tallahassee to Orlando — Orlando back to Tallahassee
* JAC conference from May 15t- 18th
% * Hotel on P-card $110.00/night with local fees and taxes
: * Room service charges erroneously charged to P-Card: 32.00

* FDOT Mileage: 242 Roundtrip = 484

* MapQuest mileage: 260 Roundtrip =520 (print out of map is not
required but recommended)

* $40.00in tolls roundtrip

* Drove with someone on the way down but drove by herself on the
way home

* Personal day on Friday after the conference ended

39
. : P
Ftatament of Buncfitc to the Sats [Conf = Column Column 520 W Column Sammary

Ilesitied Form DF $-£4-15 [F:

40
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TRAVEL BY COMMON CARRIER OR STATE VEHICLE
L IhE LT THE STATE AGENCY

Dite Ticher Humber o1
Stote Wehicle Number

Frem To Tame of Gommen Currier o

State Agency Dwning Webicle

STATE OF FLORIDA PURCHASING CARD CHARGES

Farm, and the sbove = id be completed. ¥ lodging & paid by the use of the State g Card, the words. in the "Fer Diem or Actual
Laging Expenses” column an the reverse. s farm, and the a2 "State of | Card Carges” showid be completed. which may face; [b] Farry fares
and bridge, raad, F conterence 1 mesiz are . per accadingly.

when requires Tranzportation point of arigin to ver pozsibie. When any State empiayes iz stationad in any cit for o 2uch ety
o tawn 2hall e deemed to be his official headauarters and he shall nat be sllawed per the period of 30 naz eizpaee, pproval of the sgency nesdl [Firavel is to 3 conferance ar conuention, the
e - q 0 Incur Travel Expenze, Form DFS-A8-13, must be ssached. Adgmonally, 3 cop) e must b sttached. Any

mileage, per diem or other

ravel expenzes i subjectta prosecution 32 3 misdemesnar.

. N A 1 v CATE OF FLORI A ]
o Tl e der Tizoricelon of b Acail Tou o Gl
OS/AT - OSENT | Enbacey Suites by Hilkon Hotel Boom H 41200
r TEMS W ATE GF ORI A
Date BlercharaVender Duzaription of liam Acquied Amount of Chargs
051617 Enbacey Suites by Hilkon H s2.00
Tt (This amount mzt spp car on the lin: chising Card” on the reucrse side o hiz borm. ) % 3200
GENERAL INSTRUCTIONS
travel - Continnons travel of 24 hourz or mare sway from officil hewdquarters Ercahfast - when travel begins bafors & o.m. sad sxtends beyond 5a.m
travel lez than 24 vond 2 p.m.
Dinner &p. P o1 when trorel
‘axeurs during night-time haurs dus 1o zpacial acignmant
HOTE: No sliowanse chll b made for mealz when bravs i confined to the sity or town of sfficial headquartars or immediate visinity sxcept acciauments of officil buziness outside the traveler's reaular phace of
employment if tranel e of Per Diem and Meal ibed by Seetion 112.061, Flor
Nar-reimbursable irems may not be chirged on the State of Fior g Card. Inadvertznt non-rei charges are 1o be e i i ine i tems
i Card” and the abowe “Mor-reimbursable tams” zection of “State of Florid Purchasing Card Charges” sacion sheve must be completed. Per diem shall ke campletzd at ane-fourth of suthorized rate for each quarter or fraction thersct.
3 3 &-howr eyel r i on i o officil headquarters. Haur of
vel. ¥ per diem, the. shouid not be uzzd. Chaim iging i the “Per Diem or Aztusl Ladging
i the “Meals for Ciazz & & B Travel” column When travel iz By 2nd billed directly o the traveler, the amauntand dezsiption
should be indiuded in the "Other Expenzes” calumn. & caay ket o be aform. # wravel is by and biled directiy ta thenthe By e or Szzte Vehicle” section
above shauld ke campleted. If ravel i by common carrier and the carrier s paid by the use o , then the Purchasing Card Charges” sectian 3t The rame of the shauld be
e i the calumn Justification must be provided for useof 3 nancontract sicine (ar ane. I g lower net 5
availasle. Additianally, justi e pravided for ure car. Iftravel s performed by the use of 2 . the ward State” in the “Map
i N p

41

Travel - Helpful Hints

= The travel voucher should tell the whole
story

= A conference, convention, or seminar are
basically the same thing and require an
agenda or itinerary

= Multiple travelers traveling in the same
vehicle should be referenced on each
person’s travel voucher

42
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|HeIpfuI Hints

= |f travelers share a hotel room; please
provide a copy of the first page of the
other traveler’s voucher with the packet
(RefGuide page 54)

= Don’t forget 2"d page of travel voucher
even if blank

COMMISSION

ADMINISTRATIVE

Ci

* Traveler and supervisor or authorized
approver must sign and date travel
voucher (when travel is completed)

JUSTI

43

|HeIpfuI Hints

COMMISSION

= Please don’t abbreviate; if abbreviations
are needed, please provide legend

= Clearly indicate the purpose or reason for
trip in the appropriate column

= List city to city in the point of origin to
destination column (not county to county)

ADMINISTRATIVE

C

= The invoice number listed on the batch
sheet should appear on the travel voucher

JUSTI

44
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|HeIpfuI Hints

= |f you provide a copy of your mission critical
statement to JAC we will include it with
travel vouchers as needed

COMMISSION

= Any incidental travel expenses other than
gas over $25.00 per incident requires a
receipt for reimbursement

ADMINISTRATIVE

CE

= Please make sure travel voucher is legible

JUSTI

® Include map showing address to address
mileage when possible

45

|HeIpfuI Hints

= References found on the JAC website:

COMMISSION

u — Link to Section 112.061, F.S. (travel statute)

L'Ef( — Link to the Reference Guide for State Expenditures
@ = JAC website:

% — Click Accounting from the menu

<

S !

JUSTI
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