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It is the policy of the District Board of Trustees to have written procedures in accordance with State Statutes and State Board Rules regarding travel and per diem.
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Florida Gateway College policies and procedures for college sponsored travel are based on the following: 


Florida Statutes 112.061 - Per Diem and travel expenses of public officers, employees, and authorized persons. (FS)
The Business Services department will review and update procedures at least once every fiscal year and/or when Florida Statutes are changed/updated.
PENALTIES FOR FRAUDULENT TRAVEL REIMBURSEMENT CLAIMS

Any person who willfully makes any travel claim which he or she does not believe to be true and correct in every material matter, or who willfully aids or advises in the preparation of a claim which is fraudulent, shall be guilty of a second-degree misdemeanor as provided in FS 112.061.  Anyone who receives an allowance or reimbursement by means of a false claim shall be civilly liable for the amount of the overpayment and subject to dismissal from the College.


DEFINITIONS:
Authorized Travel is: 

a. Travel for official business of the College 


b. Required for performance of official College duties 

c. An approved convention or conference that will benefit the College by an 

    authorized person’s attendance 

d. Paid from College funds.
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Class A Travel - Continuous travel of 24 hours or more away from official headquarters.

Class B Travel - Continuous travel of less than 24 hours but which involves overnight absence from official headquarters, when it is considered reasonable and necessary to stay overnight and for which travel expenses are approved.  
Travelers are not expected to have to travel before 6 a.m. or after 10 p.m. to reach either their headquarters or their destination. If travel to the traveler’s headquarters or to a destination can be accomplished within these timeframes, then the reimbursements for lodging and meals are not authorized. Exceptions can be authorized by a vice president or the president.

Class C Travel - Travel for short or day trips where the traveler is not away from his or her official headquarters overnight. Meals will be reimbursed for Class C travel only when travel extends beyond the college’s five county service district.
Travel Day - A period of 24 hours consisting of 4 quarters of 6 hours each.
Travel Period - A period of time between the time of departure and time of return.
Per Diem – Standard rate to cover lodging and meal expenses actually incurred

Common Carrier - Train, bus, commercial airline operating scheduled flights, or rental cars of an established rental car firm.
Vicinity mileage -regional travel within the destination city, town, or area.  Such as travel from hotel to conference center. 

CLASS A AND B TRAVEL:

The travel day for Class A travel shall be a calendar day (midnight to midnight). The travel day for Class B travel shall begin at the time of departure.  
CLASS C TRAVEL:

A traveler shall not be reimbursed on a per diem basis for Class C travel.

In-District mileage is authorized to be charged for College business at locations other than the assigned work site.
FOR PURPOSES OF REIMBURSEMENT AND METHODS OF CALCULATING

Procedure 6Hx12:6-03

(Continued)

Page 3 of 6
FRACTIONAL DAYS OF TRAVEL, THE FOLLOWING PRINCIPLES

ARE PRESCRIBED:
All travelers shall be allowed meals during authorized travel.  The traveler may elect either of the following reimbursement options per day of Class A and B travel:

1.
Per Diem- $80 per day($20 per quarter if less than 24 hours) to cover expenses incurred for lodging and meals and will be reduced by any expenses provided for in conference or meeting; or
 
2.
Itemized – If actual expenses exceed Per Diem rates, the amounts permitted below for meals plus actual expenses for lodging at a single occupancy rate must be substantiated by paid itemized receipts.



Breakfast – When travel begins before 6 a.m. and extends beyond 8 a.m.



Allowance amount $6.00

“Breakfast” includes any meal provided during the hours listed, including “Continental” breakfast 



Lunch – When travel begins before 12 noon and extends beyond 2 p.m.



Allowance amount $11.00



Dinner – When travel begins before 6 p.m. and extends beyond 8 p.m.



Allowance amount $19.00
If a “brunch” is provided, it shall be considered a breakfast if it occurs between the hours of 8 am and 10 am.  It shall be considered a lunch if it occurs between 10 am and 12 pm, if no other lunch is provided. 
No one, whether traveling out of state or in state, shall be reimbursed for any meal or lodging included in a convention or conference registration fee paid by the College. 

The following incidental travel expenses may be reimbursed:

· Taxi or bus.

· Ferry fares, and bridge, road, and tunnel tolls.  


· Storage or parking fees. 
· Communication expenses for college business.

· Registration fee for a convention or conference.
· Airline baggage fees may be reimbursed up to $50. Additional fees for First class or preferred seating will not be reimbursed.
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Reimbursement will not be made for Florida state or sales taxes, tips, valet service (unless mandatory for hotel or conference center), entertainment or publications.

All requests for reimbursement must be made, in writing, on forms provided by the Business Office. Communication expense for College business should be so noted.

PROCEDURE:
1.
Request for Temporary Duty form is required in advance of the trip (airline fare--minimum of fourteen days prior notice; all other--approval prior to departure) and must be signed by department head, appropriate Vice President, and sent to the Business Office for verification of funds.  All out of state travel requests will then be sent to the President for approval.  (Non-Instructional employees who have In-District travel as part of their regular job duties may fill out Temporary Duty Requests to cover entire fiscal year, July 1 through June 30.  Instructional employees may fill out requests per semester)
2.
An agenda, program or invitation of the meeting or trip and a copy of the registration form must be attached to the Request for Temporary Duty, when possible.
3.
If it is necessary to request advance registration fee for the meeting, a requisition should be made to the sponsor of the meeting and all registration forms must be forwarded to Purchasing.  

3. Traveler may request a check be drawn directly to the hotel.  A requisition should be entered for the hotel expenses and the Requisition number noted on the Travel/Temporary Duty Form.  Rental car and airfare should be paid for through a requisition to Purchasing as well, if at all possible.  Upon final approval of travel request, the requisition(s) will be processed in Purchasing and then forwarded to the Business Office.

4. Travel Voucher form must be completed within five (5) working days following the trip, approved by the department head, and sent to the Business Office for payment. All original receipts to substantiate expenses for the requested reimbursement and an official agenda of the meeting must be attached to the Travel Voucher form.  All In-District Class C travel vouchers must be completed and submitted to the business office by the last working day of each month, even if the Request for Temporary Duty covers more than one month.
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The traveler’s official headquarters is the campus, center or site where regularly stationed/assigned.
Private vehicle mileage shall be reimbursed as limited by Florida Statute 112.061 if the use of a personal vehicle is deemed more cost efficient for the College versus renting a vehicle through the contracted agency.  Reimbursable travel mileage should be computed on the distance from the headquarters city to the destination by using the mileage shown on the official map for the Department of Transportation or a satellite mapping website such as Google Maps.  If the traveler leaves from the city in which he/she lives and is different from his/her official headquarters then reimbursement should be calculated on the basis of the shorter distance when he/she travels directly from home. At times, however, mileage for travel by a usually traveled route may be in excess of the mileage on the DOT mileage chart, or the College mileage chart.  In these cases, the traveler should include the additional mileage as vicinity mileage on the reimbursement request.  If it appears that the additional mileage is excessive, explanation of the additional mileage should be provided on the reimbursement request.
Vicinity mileage necessary for the conduct of official business is allowable but must be shown as a separate item on the expense voucher.

NOTE:  IN-DISTRICT AND OUT OF DISTRICT TRAVEL SHOULD BE REQUESTED SEPARATELY.

Unless specifically approved otherwise in the project budget, travel under all Federal projects will be reimbursed at the same rates and under the same policies as all other travel.

A traveler may request an advance to cover anticipated costs of a specific trip. All advance requests are subject to the approval of the President. Requests should be made through the Department Chairperson and the appropriate Vice President.  Within five working days after returning from the trip, the traveler must submit a travel voucher to the Business Office and appropriate receipts to substantiate expenditures.  If the travel expenses exceed the advance, the College will reimburse the traveler.  In the event that the advance exceeds the expenses, the traveler must submit a check for the difference with the travel voucher.

An allowance will not be made for any complimentary travel expenses.  If any expense is complimentary, it should be noted on the request for reimbursement.

A traveler shall be entitled to the common carrier fare if determined by the agency head to be the most efficient and economical means of travel.  Travel may be by common 
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carrier or by private vehicle.  Joint travel is encouraged in a single vehicle whenever two or more employees are traveling to the same destination at the same time.  If any authorized traveler should travel by an indirect route for his or her own convenience, any extra cost shall be borne by the traveler and reimbursement shall be based only on charges for the most efficient and economical route (considering time of the traveler, impact on the productivity of the traveler, cost of transportation, and per diem or subsistence required).  
Transportation by a common carrier when traveling on official business and paid for personally by the traveler shall be reimbursed if substantiated by a receipt and only in the event that a requisition could not be made through the Purchasing department and paid for by the College.  
History: Adopted: 5/8/90; Effective: 5/8/90; Revised: 5/15/90, 03/08/94, 06/10/97, 06/04/98, 02/09/2000, 8/7/01; 6/10/08; 08/25/15; 1/11/23
