USF College of Nursing Travel Guide


GENERAL POLICY

USF travelers are expected to exercise good judgment when incurring travel costs.  Only travel expenses related to USF business shall be reimbursed.  Reimbursement cannot be claimed for items provided free of charge, not personally paid for by the claimant, previously reimbursed by any source, or costs which will be paid or reimbursed from any other source in the future. Travelers shall not be paid a mileage allowance for travel between their residence and their headquarters or regular work location.
Use of the State’s contract vendors, i.e., car rental, airlines, is encouraged and, in some instances, may be mandatory.  Costs incurred above State vendor prices will not be reimbursable. Travel claims of all employees must be personally approved by the employee’s supervisor prior to travel.  (See College TAR form.) 

AIR TRAVEL – COACH FARE ONLY
Travelers shall purchase airline tickets in accordance with any state term contract for purchase of scheduled aircraft transportation.  Reimbursement for air travel is limited to the most economical class of transportation.  Noncompliance with the state contract shall require written justification. CURRENTLY NO CONTRACT
Original receipts or email itinerary showing payments is mandatory.

AUTOMOBILE TRANSPORTATION

When using privately owned vehicles, reimbursement is limited to business related travel at the current Fl statutory rate of 44.5 per mile.  All mileage shall be shown from point of origin to point of destination. (Mapquest or Expedia, etc. required as backup)
 No traveler shall be allowed mileage expense when gratuitously transported by another person.  Travelers shall not be paid a mileage allowance for travel between their residence and their headquarters or regular work location.  Travel Expense Reports required to  be submitted within 30 calendar days after return to home office.
VEHICLE RENTALS

Travelers whose transportation is provided by rental vehicles shall make use of the state contract.  Claims for reimbursement for other than subcompact or compact models must be approved in advance. Travelers should fill the tank before returning the vehicle. Original receipts are required for reimbursement of fuel and the rental.

AVIS info:  reservation phone:  1-800-338-8211

AVIS AWD# A113400

MEALS

Travelers will be paid meal allowances for overnight travel, pursuant to FS112.06 as follows: 
Breakfast
  $6

Lunch 
                $11

Dinner                    $19

Total for day:  $36
(On first and last days, travel must begin before 6am and extend past 8am for breakfast; begin before noon and extend past 2pm for lunch; begin before 6pm and expend past 8pm for dinner). Meals included in registration fees must be deducted from allowance.

LODGING

Travelers shall be reimbursed for the actual expenses for lodging at a single-occupancy rate to be substantiated by an itemized receipt.  The original hotel receipt must show a zero balance.

When multiple travelers on state business share a hotel room and the hotel bill is paid by one of the travelers, the traveler paying the entire bill may request reimbursement for the total amount of the bill.  If two travelers share a hotel room and split the bill, each traveler may claim one-half of the hotel bill.  In both 
cases, the traveler shall provide a written explanation of the circumstances and provide copies of the other traveler’s voucher.
REGISTRATION FEES

Registration fees are to be paid in advance by the traveler.  Fees will be reimbursed after the travel is completed.   For pre-payment of the fees by the College, make arrangements with the Business Office a minimum of six weeks prior to the payment due date.

MISCELLANEOUS ITEMS
· A full agenda or brochure showing the costs included in the program is required.

· Work related telephone expenses are reimbursable with proof of phone number.

· Parking and taxi; all original receipts are required.

· Registration fees—proof of payment is required.

EXPENSES “NOT” REIMBURSABLE

Additional charges for late checkout or uncancelled guarantee reservations, cancellation charges (unless justified)

Alcoholic beverages

Room service

Charges incurred for personal car rentals

Childcare costs

Lost/stolen cash or personal property

Personal items, e.g., toiletries, luggage, clothes, etc.

Side trips for personal reasons

Expenses incurred by non-employees (spouse or family) or other employees who are not USF business related
Extra baggage charges for personal items, i.e., golf clubs, skis, etc.

Kennel fees

Lodging within 50 miles of the headquarters city

Trip/flight insurance

Personal entertainment, room movies, etc.

Personal phone calls

Repairs, towing service, etc. for personal vehicles

Traffic citations, parking tickets and other fines

NOTE:

· Original receipts are required for all reimbursements.

· DO NOT USE MILITARY TIME.

· It takes approximately 25 work days from your submission of a correct voucher to CON Business Office to Travel Office to check processing.
