
1. Home is closer to the destination than the office is. 
 
Examples: 

a. If a traveler begins the travel from home and returns directly to home, the traveler is entitled 
to claim actual miles driven from home to destination and back. 

 
 

Office 
 

Home Destination 
 

 
b. If a traveler begins travel at the office and returns directly to the office, the traveler may 

claim the actual miles driven from office to destination and back, but may not claim 
the additional miles driven between the office and home. 

 
 
 

 

Destination 
 
 

c. If a traveler begins from office and returns home, the traveler claims miles from office to 
destination and destination to home. 

 
Office 

 
 

Home Destination 
 

d. If a traveler begins from home and returns to office, the traveler claims miles from home to 
destination and return to office. 

 
Office 

 
 

Home Destination 
 

2. Office is closer to travel destination than home is. 
 

 
 
 
 
 
 
If a traveler begins travel from home and returns to home, the traveler may claim only the 
distance from the office to the destination and return to the office, regardless of whether the 

Office 

Home 



traveler returns to the office or to home. 
 

Office Destination 
 
 

Home 
 
 
 

I. COMPLIMENTARY MILEAGE 
 

Any complimentary mileage must be noted on the Travel Voucher, giving total mileage and the name 
of the traveler who provided the complimentary mileage. No traveler shall be allowed either 
mileage or transportation expenses when he/she is gratuitously transported by another traveler 
who is entitled to mileage or transportation expenses.  

 
J. CHANGING MODE OF TRANSPORTATION 

 

When there is a change in the mode of transportation on a single trip that results in a private 
vehicle being driven, either a memo should accompany the voucher or a statement should be 
written on the Travel Voucher explaining the inconsistency for audit purposes. 

 
K. CREDIT CARD 

 

1. Travelers who are active credit cardholders shall not use the card for payment of personal 
expenses or securing reservations for personal reasons. 

 
2. Travelers shall not request reimbursement of travel expenses that have been paid by on the 

company credit card. 
 

3. Traveler preparer and traveler’s supervisor are responsible for ensuring that the expenses 
the traveler is requesting for reimbursement have not been paid by credit card, the Coalition, 
or a third party. 

 
L. RENTAL CAR 

 
1. Any person traveling for Coalition is  required to use the rental vehicles contract (depending 

on the terms of the state contract, non-employees may be ineligible to rent under the 
contract). This contract may be obtained at: 

 
http://www.dms.myflorida.com/business_operations/state_purchasing/vendor_information/stat
e_ contracts_and_agreements/state_term_contracts/rental_vehicles 

 

2. Additional justification will be required if the state rental vehicle contract vendor and/or rates 
are not used by a traveler who is eligible to use the contract. 

 
3. The responsibility for using the contract is delegated to supervisors who are authorized to 

approve travel and the traveler. If another car rental agency is used, the traveler is 

http://www.dms.myflorida.com/business_operations/state_purchasing/vendor_information/state_
http://www.dms.myflorida.com/business_operations/state_purchasing/vendor_information/state_
http://www.dms.myflorida.com/business_operations/state_purchasing/vendor_information/state_contracts_and_agreements/state_term_contracts/rental_vehicles


required to use a compact car. Reservations for vehicles should be made as soon as travel 
plans are known, using the Enterprise/National contract. When making reservations, use the 
Enterprise/National Emerald Club membership number to ensure that you are given the state 
contract rate. The compact rental rate is not guaranteed without a confirmed car reservation 
for a compact class rental vehicle. Travelers are required to request compact vehicles except 
when the number of passengers is more than two (2) or the volume of materials to be 
transported makes use of a compact vehicle impractical. Additional supporting information 
will be required when reimbursement is requested for rental vehicle upgrades that do not 
appear to meet the criteria of “the most economical means of travel.” Rental vehicle upgrades 
for personal reasons will require payment deduction from the Travel Reimbursement Voucher 
or a personal check made payable to the DOE. 

 
4. Additional justification is required if the traveler picks up or returns the rental vehicle before 

or after the authorized travel date(s). 
 

5. The company credit card shall not be used to reserve and/or pay for the rental of a vehicle 
for personal use. Travelers shall ensure that the company credit card is not being used when 
reserving or paying for a rental vehicle for personal use.  

 
M. COMMERCIAL AIRCRAFT 

 
1. First-class rates will not be considered for reimbursement. Only the coach class rate will be 

eligible for reimbursement. 
 

2. If the traveler departs and/or returns to a location that is different from his/her resident city 
or authorized trip destination city, an additional justification with a cost analysis will be 
required. The cost analysis with supporting documentation shall provide sufficient evidence 
that the selected trip route is more cost-efficient than the traditional trip route from 
resident city to destination city and back. 

 
3. Unused/Lost Airline Tickets 

 
Travelers are responsible for their own unused or lost tickets if they were obtained on a 
personal or corporate credit card. Unused tickets must be returned to the issuing airline or 
travel agency for credit. 

 
4. Non-refundable Tickets 

 
Penalties for cancellation of discounted airline tickets, referred to as “super saver” tickets, may 
be paid from state funds only if the cause for cancellation is in the best interest of the state. 
If the ticket is cancelled for the convenience of the traveler, the cancellation penalty may not be 
paid or reimbursed from state funds. Although the savings realized from the use of such 
tickets may be considerable, agency personnel shall also keep in mind that the penalties for 
cancellation of the tickets are generally substantial. Agencies and travelers shall carefully 
evaluate the circumstances and risk of cancellation prior to the purchase of each such ticket 
in order to avoid or at least minimize the cancellation penalty on these tickets. When an 
agency determines that it is in the best interest of the state to cancel a “super saver” ticket 
and pay the cancellation penalty, justification must be included in the voucher submitted for 



payment of the cancellation penalty detailing the circumstances necessitating payment of the 
penalty from state funds. 

 
When unused non-refundable tickets can be exchanged, travelers are encouraged to do so 
and, depending upon the circumstances; Coalition can refund the penalty fee. 

 
N. PRIVATE AIRCRAFT 

 
Section 112.061(7)(h), F.S., provides that a traveler on a private aircraft shall be reimbursed 
the actual amount charged and paid for his 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 expenses for the same flight. 

 
 

O. HOTEL REIMBURSEMENT 
 

1. General 
 

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: 

 
a. 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. 
 

b. The hotel receipt must be either marked paid, have a credit card number attached or 
the balance must be zero. 

 
c. Only one lodging expense may be reimbursed during a single travel day. Extraordinary cases 

that may necessitate additional lodging costs on a single day require additional justification. 
 

d. Lodging expenses paid by employees are not tax-exempt. Travelers will be reimbursed for 
the tax that they pay. 

 
e. If a safe charge is a mandatory charge by the hotel, it can be reimbursed. This should be 

listed as a separate charge on the Travel Voucher and it should be stated “safe charge 
mandatory” on the Travel Voucher. If it is an optional charge, payment is the 
responsibility of the traveler. 

 
f. If there is a mandatory hotel parking charge, it should be included on the hotel receipt. 

This should be listed as a separate charge on the Travel Voucher stating “hotel parking 
mandatory.” 

 
g. Each travel authorization, travel voucher or credit card charge that seeks payment for 

lodging associated with a meeting, conference, or convention organized or sponsored by  
 

h. an agency cannot exceed the traveler’s daily room rate of $150 before taxes. Refer to DOE 
Travel Policy for further clarification. 



 

i. Hotel receipts must outline daily itemizations of all charges. Charges that are not 
itemized will not be eligible for reimbursement.  

 

2. Hotel Rooms Shared by Multiple Travelers 
 

When multiple travelers share a hotel room and the hotel bill is paid by one of the travelers, 
then the traveler paying the bill shall request reimbursement for the total amount of the 
bill. When multiple travelers have separate rooms and one traveler pays the hotel bill for all, 
then the traveler paying the hotel bill shall request reimbursement for the total amount on 
his/her travel reimbursement request. The traveler whose hotel bill is being paid must file a 
Travel Voucher and state on his voucher “hotel room comp of John Doe,” for example. If two 
travelers share a hotel room and split the bill, then each traveler may claim one-half of the 
hotel bill on his/her travel reimbursement request. In each of the above situations, each 
traveler shall provide an explanation of the circumstances and submit his/her travel 
reimbursement request to the Office of the Comptroller together with those of the other 
travelers or provide copies of the approved travel reimbursement requests of the other 
travelers. The travelers shall use the same method of travel for reimbursement purposes. 

 

P. CONFERENCES 

 
1. In accordance with Department of Financial Services rule 69I-42.004, F.A.C., 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. 

 
2. No public funds shall be expended for attendance at conferences or conventions unless all of 

the following conditions are met: 
 

a. 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 participating agency. 

 
b. The activity provides a direct educational or other benefit supporting the work and 

public purpose of the person attending. 
 

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

 
d. The request for payment of travel expenses is otherwise in compliance with travel 

procedures. 
 

3. When a traveler is authorized to attend conventions, conferences, seminars or workshops, 
or when a registration fee is paid, a copy of the program or agenda and any pages of the 
program or agenda that itemize registration fees and any meals or lodging that are included in 
the registration fee must be attached to the Travel Voucher (C-676). 
 

4. Registration Fees 



 
 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. If the registration fee is paid by purchase order, a copy of the purchase order must 
be submitted with the Travel Voucher, and the Travel Voucher must state, “Registration fee 
paid by PO# .” 

 
 When a registration fee is required and no meals are included in the fee, the statement “no 

meals included” must appear on the Travel Voucher. 
 

 
5. Meals included in Registration Fee 

 

 When a meal is included in a registration fee, the meal allowance must be deducted even if 
the traveler decides not to eat the meal. As provided in Attorney General Opinion 081-53, a 
continental breakfast is considered a meal and must be deducted if included in a registration 
fee for a convention or conference. 

 
 When a meal is provided by a hotel or airline, the traveler will be allowed to claim the meal 

allowance provided by law. 
 
 

Q. RECEIPTS/BILLS 
 

1. Receipts must be itemized and provide sufficient detail, including the description, quantity, 
dollar amount per item/service, total charge, total payment, date, location and vendor name. 

 
2. Although receipts are not required on certain small incidental travel expenses, such as 

parking and tolls of $25 or less, 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 legible copy must be filed with the travel reimbursement request. 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 was lost or could not be obtained. 

 
3. Receipts ARE required as indicated: 

 
a. Taxi fares in excess of $25 per fare. 

 
b. Storage, parking fees or tolls in excess of $25. 

 

c. Communication expenses such as telephone, fax, postage and mailing fees. A statement 
that the expenses being claimed were for “state business” must appear on the 
reimbursement form. 

 
d. Actual amount paid for mandatory valet parking. 

 

e. Receipts or cancelled checks for registration fees paid by the traveler. 
 

f. Laundry, dry cleaning and pressing expenses can be reimbursed when official travel extends 



beyond seven (7) days and such expenses are necessarily incurred to complete the 
official business portion of the trip. 

 

g. Passport and visa fees required for official travel. 
 

h. Actual and necessary fees charged to purchase traveler’s checks. 
 

i. Currency exchange fees necessary to pay official travel expenses. 
 

j. Actual cost of maps necessary to conduct official business. 
 

k. Actual cost of fuel for rental vehicles. 
 

4. Receipts are NOT required as indicated: 
 

a. Actual tips paid to taxi drivers (this amount shall not exceed 15% of the taxi fare). 
 

b. Actual tips paid for valet parking. This amount shall not exceed $1 per occasion that was 
incurred in the performance of state business. 

 
c. Portage paid shall not exceed $1 per bag or $5 per incident. Portage charges exceeding $5 

per incident will require additional justification. 
 

If the traveler’s bags are taken into the airport from the vehicle, then are carried from the airport 
to the vehicle upon reaching the destination, the number of bags must be included on the 
Travel Voucher. 

 
R. UNALLOWABLE EXPENSES 

 
The following expenses are not reimbursable: 

 
1. Personal telephone calls. 

 
2. Storage of personal items. 

 
3. Any item not directly related to the performance of state business. 

 

4. Any charge used generally for the personal convenience of the traveler. 
 

5. Non-mandatory valet parking. 
 

6. Fines, penalties and citations. 
 

S. TRAVEL VOUCHER DOCUMENTATION 

 
The original Travel Voucher (C-676) must have original signatures. 
 

The following documentation is required with a Travel Voucher: 



 
1. Original and one copy of the approved Travel Authorization Request (C-676C). Original Travel 

Authorization Request is not required if the Travel Voucher is for only a portion of the authorized 
trips listed on the Travel Authorization Request. 

 

2. Any documentation that is required of the Travel Authorization Request. 
 

3. Original or one copy of all receipts. 
 
V. ACCOUNTING 

 
A. BUDGET AND ACCOUNT CODE APPROVAL 

 
1. Account coding on the Travel Authorization Requests and Travel Vouchers must be reviewed and 

approved by the finance office. 
 
2. Travel expenses shall only be charged to account codes that are on the Travel Authorization 

Request and the Travel Voucher as approved by the finance office. 
 
3. If account coding on the Travel Authorization Request is not the same as noted on the Travel 

Voucher, then the finance office that approved the account coding will be notified after 
appropriate payments have been processed. The finance office will issue any needed 
corrections through the normal corrections process with the accounting office. 

 
B. COST DISTRIBUTION 

 
Complete cost distribution will be completed by the appropriate finance staff. 
 

VI. ERRORS 
 

When audit of a Travel Voucher by the Finance Office reveals an error, the person auditing the 
voucher will make certain types of corrections and process the voucher. The types of errors that 
can be corrected include mathematical errors, incorrect map mileage and incorrect meals/per 
diem allowance based on the departure or return time of the traveler. If a rental vehicle is 
used for personal use, the accounting will calculate the reimbursement at the traveler’s 
request. The traveler may submit an amended voucher if there is a disagreement with the changes 
made. 

 
Any errors, other than those mentioned above, may necessitate the return of the reimbursement 
request to the traveler or preparer. The Travel Section will attempt to obtain additional 
information by email or telephone, if possible. Travel Vouchers returned by the Travel Section 
will be deemed received when all corrections have been made and the voucher is returned to the 
Travel Section. No priority will be given in the processing of a returned voucher. 

 

VII. UNIQUE TRAVEL AUTHORIZATION CONDITIONS 
 

A. Appearance as Official Witness 
 



An employee who is required, as a direct result of employment, to appear as an official witness to 
testify in any court of the state, or before a hearing officer, hearing examiner, or jury duty, is considered 
to be on duty during such appearance and is entitled to travel expenses.  
 

A complete explanation must be shown on or attached to the Travel Voucher. 
 

B. Travel of persons with disabilities 
 

1. If a physically handicapped traveler incurs travel expenses in excess of those ordinarily 
authorized pursuant to the travel law and these procedures, those excess expenses will be 
reimbursed to the extent that the expenses were reasonable and necessary for the safe travel of 
the individual. All such claims for reimbursement of excess travel expenses shall be 
submitted in accordance with the requirements of the Americans with Disabilities Act of 
1990 (ADA). An ADA certification number must be approved and assigned to the traveler 
before travel reimbursement requests for ADA accommodations can be processed. 

 

2. When a payment is requested pursuant to the ADA that would not otherwise be a 
lawfully authorized use of state funds, the voucher must include a signed statement from the 
agency head or his/her designee certifying that: 

 

a. An employee of the agency, an applicant for a position or other covered person has 
requested a “reasonable accommodation” pursuant to the ADA, to assist him/her in 
performing his/her duties, applying for a position or other covered activity. 

 

b. The agency has determined that the individual is a “qualified individual with a disability” as 
defined in the ADA. 

 

c. The agency has determined that the payment is for a “reasonable accommodation” 
pursuant to ADA for that employee, applicant or person. 

 

d. The agency will maintain all records regarding this request for seven years and make 
those records available to persons authorized to review such records. 

 

e. All vouchers related to providing a “reasonable accommodation” shall contain a file number 
or other code by which the voucher can be readily traced to the confidential records 
maintained by the agency. 

 

C. Emergency situations 
 

1. At no time shall travelers be reimbursed for expenses for traveling between their home and 
their regular place of employment. 

 
2. When a public officer, employee or authorized person on personal time (annual leave, 

regular compensatory time) is required to travel because of an emergency situation, the 
Coal it ion staff  wi l l  be following DOE Travel Policy. 

 

VIII. TRAVEL ADVANCES 
 

Advances may be made or authorized by the agency head or the appropriate delegate to cover 



the anticipated cost of travel to travelers. Such advancements may include the costs of subsistence and 
travel for any person transported in the care or custody of the traveler in the performance of his/her 
duties. 

 
 
 

A. CRITERIA FOR TRAVEL ADVANCES 
 

1. Employees are eligible for travel advances unless they have a corporate travel credit card.  
 
2. A traveler can have only one advance outstanding at a given time. An advance may cover more 

than one trip providing there is one week or less between trips. 
 

3. Travel advances shall not exceed 80 percent of the estimated travel expenses, which will 
ultimately be reimbursed to the traveler. An exception may be made to this 80 percent 
restriction to take advantage of a substantially discounted common carrier ticket. In the 
event such an arrangement is made, the travel advance may be an amount equal to 100 
percent of the cost of the substantially discounted common carrier ticket, plus 80 percent of 
the remaining estimated travel expenses. 
 

4. A travel advance shall not be authorized for less than $100. 
 

5. When the travel period has ended, the traveler will be required to complete and submit a 
Travel Voucher (C-676) within five (5) working days after the last date of travel. The traveler 
shall complete the portion of the Travel Voucher relating to the travel advance. 
a. Funds due traveler: The traveler will be required to deduct on the face of the Travel Voucher 

any travel advance made for the travel period. If the traveler is entitled to additional funds 
for the travel period, the traveler shall receive the net amount owed for the travel 
performed. In addition, a copy of the approved Application for Advance on Travel Expense 
(C-676 TA), requesting the travel advance, must be attached to the Travel Voucher as 
documentation. 

b. Funds due Coalition: If the traveler was advanced funds in excess of the travel expenses 
allowed for a particular travel period, the finance office will obtain a refund from the 
traveler within five (5) working days of the traveler’s return to headquarters and prepare a 
cash refund journal voucher, including as documentation executed forms C-676 and C-676C. 

c. Zero funds due traveler and state: If the travel expenses claimed are equal to the amount 
of the advance, a completed form C-676 must be submitted to the finance office within 
five (5) workdays of the traveler's return to headquarters. 

 
6. In the event an advance is received and the travel is canceled, the travel advance is to be 

refunded immediately to the Coalition. If the traveler is unable to immediately refund the 
Coalition, the amount owed will be garnished from the traveler’s next payroll check. 

 
 

 

7. Abuse of any of the rules contained in this section shall be grounds for departmental refusal 
of any future advances. 

 

B. Required Paperwork for Travel Advances 



 

To obtain a travel advance, the following documents must be properly and fully completed 
and submitted to the finance office at least five (5) working days prior to the travel departure 
date. 
1. The Application for Advance on Travel Expense form (C-676 TA) must be completed and 

signed. 
2. The Travel Authorization Request form (C-676C) shall be completed, signed and dated. 

 

IX. APPENDIX 
 
The following documents are provided in separate links on the Coalition Intranet with the Travel 
Policy: 

 
A.  Travel Authorization Request Form C-676C 

 
B.  Travel Authorization Request Form Instructions 

 
C.  Privately Owned Vehicle versus Rental Car Worksheet 

 
D. Travel Voucher Form C-676 

 

E.  Travel Voucher Form Instructions 
 

F. Application for Advance on Travel Expense form (C-676 TA) 
 

G.  Mission Critical Travel Requirements Memo 
 

 

http://dohiws.doh.state.fl.us/Divisions/Administration/Fin_Acct/Forms/Authorization_to_Incur.xls

