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I. POLICY OVERVIEW AND APPROVAL 

 
Employees and non-employees traveling for the Coalition will follow the DOE Travel policy and 
procedures set forth herein for authorizing and obtaining reimbursement for official travel. 

 
Regardless of the payment source, travel shall only be performed and reimbursed in accordance with 
section 112.061, Florida Statutes (F.S.); chapter 69I-42, Florida Administrative Code (FAC); and these DOE 
procedures. 

 
Approval and reimbursement of travel expenses are limited to those expenses deemed reasonable 
and necessary by a prudent person to complete the travel and associated performance of any public 
purpose authorized by law to be performed by the Coalition. 

 
 

II. DEFINITIONS 
 

A. Actual Point of Origin - The geographic location where the travel begins. 
 

B. Agency - Any office, department, agency, division, subdivision, political subdivision, board, bureau, 
commission, authority, district, public body, county, city, town, village, municipality or any other 
separate unit of government created pursuant to law. 

 
C. Agency Head - The highest policy-making authority of the agency. For Coalition this would be 

the CEO. 

 
D. Authorized Traveler - 

 
1. An employee who is authorized by the Coalition to incur travel expenses in the performance of 

official duties. 

 
2. A person who is called upon to contribute time and services as a consultant or advisor. 

 
3. A person who is a candidate for an executive or professional position. 

 
E. Class A Travel - Continuous travel of 24 hours or more away from official headquarters. 

 
F. Class B Travel - Continuous travel of less than 24 hours, which involves overnight absence from official 

headquarters. 
 

G. Class C Travel - Travel for short or day trips for which the traveler is not away from his/her official 
headquarters overnight. 
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H. Common Carrier - Train, bus, commercial airline operating scheduled flights, rental cars of an 
established rental car firm, state motor pool, state aircraft or private aircraft. 

 
I. Conference - The coming together of persons with a common interest or interests for the purpose 

of deliberation, interchange of views, or removal of differences or disputes and for discussion of 
common problems and interests. The term also includes similar meetings such as seminars and 
workshops, which are large formal group meetings that are programmed and supervised to 
accomplish intensive research, study, discussion and work in some specific field or on a 
governmental problem or problems. A conference does not mean the coming together of agency or 
interagency personnel. 

 
J. Convention - The assembly of representative groups or persons coming together for the 

accomplishment of a purpose of interest to a larger group or persons. A convention does not mean the 
coming together of agency or interagency personnel. 

 
K. Employee - An individual who is filling a regular or full-time authorized position and is responsible to 

the agency head. 

 
L. Most Economical Class of Transportation - The class having the lowest fare that is available. 

 
M. Most Economical Method of Travel - The mode of transportation (privately owned vehicle, common 

carrier, etc.) designated by an agency head in accordance with criteria prescribed by section 112.061, F.S. 
 

N. Officer or Public Officer - An individual who, in the performance of his/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. 

 
O. Point of Origin - The geographic location of the traveler’s official headquarters or the geographic 

location where travel begins, whichever is closer to the destination. 
 

P. Travel Day - A period of 24 hours (midnight to midnight), consisting of four quarters of six hours each. 
 

Q. Travel Expenses - Necessary expenses while traveling; actual expenses while traveling; the usual, 
ordinary and incidental expenditures necessarily incurred by the traveler. 

 
R. Travel Period - A period of time between the time of departure and time of return. 

 
S. Traveler - Public officer, public employee or authorized person when performing authorized travel. 

 

III. TRAVEL AUTHORIZATION 
 

A. TRAVEL APPROVAL 
 

1. The authority to approve travel is only vested in the agency head of the Coalition (CEO). The 
CEO may delegate the authority to approve travel to designees, with such restrictions as 
deemed necessary. 
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2. For the CEO, the Travel Authorization Request (C-676C) or Travel Voucher (C-676) will be 
approved by the Chair of the Board or the Chief Financial Officer (CFO). 

 
3. All travel must be approved in advance of the start of the travel. Travel expenses incurred 

without properly authorized approval may become payable by the traveler, and/or disciplinary 
action will be taken against the traveler or traveler’s supervisor. 

 
4. Approval for travel and associated expenses is limited to activities that have been approved by 

the agency head as critical to the agency’s mission. The use of teleconferencing and other 
forms of electronic communication to meet the needs of the proposed activity shall be 
considered before approving mission-critical travel. A statement explaining why the travel 
purpose cannot be achieved via teleconferencing or by other forms of electronic 
communication shall be provided on the Travel Authorization Request (C-676C). 

 
5. A Travel Authorization Request (C-676C) shall be completed for all travel in accordance with the 

Travel Authorization Request instructions (Appendix B). At a minimum, the form must be signed 
and dated by the following individuals prior to the start of travel (each division, office or bureau 
may elect to have additional approval levels): 

 
a. Traveler 
b. Traveler’s supervisor 
c. Agency head or authorized designee 

 
B. TRAVEL PURPOSE, BENEFIT TO THE STATE AND FUNDING 

 
1. The travel purpose shall explain how the trip benefits the Coalition and indicate the funding source 

that will be charged for the travel expenses. 
 

2. The travel preparer, traveler’s supervisor and finance staff reviewing and approving Travel 
Authorizations and Travel Vouchers are required to ensure the appropriate funding codes and 
OCA codes are stated on the face of the Travel Authorization and Travel Voucher. 

 
3. If travel expenses are going to be charged to multiple programs/codes, and/or grant numbers, then 

the amount or percentage to charge each account code combination must be provided. 

 
4. Conference, convention, workshop and seminar travel must meet each of the following criteria: 

 
a. The purpose shall explain the direct relationship of the conference, convention, workshop 

or seminar to Coalition’s statutory duties and responsibilities. 
 

b. The purpose shall provide a direct educational benefit supporting the official duties of 
the traveler and will help the traveler improve performance of his/her job responsibilities. 

 
c. The duties of the traveler seeking to attend a meeting are compatible with the objectives 

of the particular workshop, seminar, conference or convention. 
 

d. Attendance is not for the sole purpose of enhancing the traveler’s job resume or 
helping him/her to qualify for another job. 

 

http://dohiws.doh.state.fl.us/Divisions/Administration/Fin_Acct/Forms/Authorization_to_Incur.xls
http://dohiws.doh.state.fl.us/Divisions/Administration/Fin_Acct/Forms/Authorization_to_Incur.xls
http://dohiws.doh.state.fl.us/Divisions/Administration/Fin_Acct/Forms/Authorization_to_Incur.xls
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e. Agenda: 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 Authorization Request (C-676C). 

 
f. No more than one (1) traveler from a department/office is allowed to attend the same 

conference, convention, seminar or workshop, unless additional justification is 
p r o v i d e d  a n d  approved on the Travel Authorization Request (C-676C). An example of 

appropriate additional justification is that the one-plus travelers will be presenting at the conference. 

 
5. Non-Coalition employees who are called on to contribute their time and services as 

consultants or advisors to the Coalition shall provide an explanation of benefits to the Coalition 
related to their travel. 

 
C. MOST ECONOMICAL MEANS 

 
1. It is the responsibility of the traveler to use the most economical method of travel for each 

trip, keeping in mind the following conditions: 
 

a. The nature of the business. 
 

b. The most effective and economical means of travel (considering time of the travel, cost 
of transportation and per diem or subsistence required). 

 
c. The number of persons making the trip and the amount of equipment or material to 

be transported. 
 

2. If a person travels by an indirect route for his/her own convenience, any extra cost shall be 
borne by the traveler and reimbursement for expenses shall be based only on such charges 
as would have been incurred by a usually traveled route. 

 
3. Approval of travel expenses is limited to those expense estimates that would be deemed 

reasonable and necessary by a prudent person to complete the travel and associated 
performance of the public purpose authorized by law to be performed by the Coalition. 

 

D. TRANSPORTATION 
 

1. Privately Owned Vehicle Versus Rental Vehicle 
 

If the traveler elects to use a privately owned vehicle instead of a rental vehicle or air 
transportation, then the Privately Owned Vehicle Versus Rental Car Worksheet must be 
completed and attached to the Travel Authorization Request form.  If the worksheet indicates 
that the cost of renting a vehicle is less than using a privately owned vehicle for the authorized 
trip, then the traveler shall only be reimbursed up to the estimated amount of a rental vehicle. 

 
The Coalition employees will use private-vehicle for routine travel. For example, staff that 
performs routine provider visits will be authorized to use their private vehicles. 

 
2. If a publicly owned vehicle is available, but the traveler elects to use a privately owned vehicle, 

http://dohiws.doh.state.fl.us/Divisions/Administration/Fin_Acct/Forms/Authorization_to_Incur.xls
http://dohiws.doh.state.fl.us/Divisions/Administration/Fin_Acct/Forms/Authorization_to_Incur.xls
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then additional justification is required to be approved for the traveler to receive mileage 
reimbursement. 

 
3. If more than one person is traveling on the same trip from the same location and the mode 

of travel is by vehicle, then the travelers and their supervisors should make every reasonable 
effort to carpool. If the traveler elects to travel alone for reasons that are not reasonable and 
necessary, then the traveler may not be reimbursed for transportation expenses. Additional 
justification may be approved by the agency head/designee to exempt carpooling of multiple 
drivers on the same trip. 

 

4. Taxi within Headquarters Location 
 

Additional justification is required to be approved if a traveler elects to take a taxi to and/or 
from his/her residence or headquarters to the airport or rental vehicle location. As part of the 
additional justification, there must be an explanation of how the taxi is the most economical 
means of travel. For example, parking at an airport for the length of the trip may cost more than 
the taxi fare. 

 

E. ESTIMATING TRAVEL EXPENSES FOR TRAVEL AUTHORIZATION 
 

The traveler, travel preparer and traveler’s supervisor shall follow the guidelines outlined in 
the Requirements for Travel Expense Reimbursement (Section IV) when estimating reasonable 
and necessary travel expenses on the Travel Authorization Request form (C-676C). 

 
F. SUPPORTING DOCUMENTATION FOR TRAVEL AUTHORIZATION 

 
1. For travel involving a conference, convention, seminar, workshop or training session, an 

agenda/registration form/information about the event is required. 
 

2. If the traveler plans to use his/her private vehicle as his/her mode of travel from the trip’s point 
of origin to the destination, then a Privately Owned Vehicle Versus Rental Car Worksheet 
is required, unless exempted with additional justification by the agency head/designee. 

 
3. If the traveler will be incurring mileage, a copy of the map mileage determination from the 

Department of Transportation’s website is required. If the travel city(s) are not provided on this 
copy of the mileage determination from another online mapping service, like Google Maps or 
MapQuest, is required. 

 
4. Provide copies of price quotes as needed for items such as, lodging, air fare, fuel prices from 

GasBuddy.com, etc. 
 

5. Copy of approved Mission Critical statement that supports the approval of the travel purpose. 
 

IV. TRAVEL REIMBURSEMENT 
 

A. GENERAL 
 

1. This section outlines detailed requirements for complying with section 112.061, F.S., and the 
rules and policies of the Department of Financial Services. This section and the Travel Voucher 

http://dohiws.doh.state.fl.us/Divisions/Administration/Fin_Acct/Forms/Authorization_to_Incur.xls
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instructions describe the criteria required for claiming reimbursement of travel expenses 
and guidelines for completing a State of Florida Voucher for Reimbursement of Travel 
Expenses (form C-676), which is called the Travel Voucher. 

 
2. Reimbursement of travel expenses is limited to those expenses deemed reasonable and necessary 

by a prudent person to complete the travel and associated performance of any public purpose 
authorized by law to be performed by the Coalition. 

 
3. A Travel Voucher (C-676) shall be completed for all staff authorized travel in accordance with 

the Travel Voucher instructions. At a minimum, the form must be signed and dated by 
the following individuals prior to the start of travel (each division, office or bureau may elect to 
have additional approval levels): 

 
a. Traveler 
b. Traveler’s supervisor 
c. Agency head or authorized designee 

 
4. If reimbursable expenses plus credit card travel expenses are more than the total estimated on 

the Travel Authorization Request, then additional justification and approval from the agency 
head/designee is required. 

 
B. TIMELY SUBMISSION OF TRAVEL VOUCHER (form C-676) 

 
1. Ten (10) working days to submit a Travel Voucher: 

 
 The traveler and traveler’s supervisor are required within ten (10) working days after the last 

travel date to complete, approve, and submit a Travel Voucher (C-676) with required 
documentation to the accounting office. 

 
 Routine travel: Staff whose job duties require them to perform routine travel may submit a 

Travel Voucher (C-676) (routine travel only) monthly. The Travel Voucher must be completed 
by the traveler and traveler’s supervisor and submitted to the accounting office within ten 
(10) working days from the last day of each month. 

 
2. Five (5) working days to submit a Travel Voucher when there was a Travel Advance: 

 
For travel with a Travel Advance, the traveler and traveler’s supervisor are required within five 
(5) working days of the last travel date to complete, approve, and submit a Travel Voucher (C- 
676) with required documentation to the accounting office. 

 

C. TRAVELER’S INFORMATION 

 
1. Payee – Type the name of traveler, use full legal name. 

 

2. People Social Security Number – 4 last digits of the social security number for the employees. 
 

3. Headquarters – City or town of the Coalition’s office. 
 

http://dohiws.doh.state.fl.us/Divisions/Administration/Fin_Acct/Forms/Authorization_to_Incur.xls
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4. Residence – Residence is the city where the traveler lives while working at the official 
headquarters.  

 

5. Department – Complete room number and building name to facilitate mailing of electronic funds 
transfer copy or check to employee. For Coalition employees, the room number and building 
of the person preparing the voucher are not required. 

 
D. TRAVEL DATES 

 

The dates of each day of travel must be shown, beginning with the date of departure and ending 
with the date of return. 

 

E. TRAVEL PERFORMED FROM POINT OF ORIGIN TO DESTINATION 
 

List the name of the city or town of origin and final destination that day. Each location must be 
listed, regardless of whether the duration of travel is overnight for one day or more. Separately list 
each city visited during the day’s travel in which official business was conducted, regardless of the 
frequency of travel to each city. 

 
F. PURPOSE OF TRIP 

 

The purpose of each trip must be typed directly following the column designated for “travel 
performed.” Acronyms and nonstandard abbreviations for programs or organizational units within an 
agency should not be used in supporting documentation unless an explanation is written on the 
Travel Voucher.  

 

G. HOURS OF DEPARTURE AND RETURN 
 

Indicate the actual hour of departure and the actual hour of return. When applicable, indicate 
the times during the trip when the traveler left official travel status (off per diem) and 
recommenced official state business (on per diem), or when there is a change from per diem to 
actual expenses. 

 
As a general rule, a traveler shall be permitted up to one (1) hour to commute to and from the airport. 

 

H. CLASS OF TRAVEL 
 

1. Class A travel is continuous travel of 24 hours or more away from official headquarters. 

2. Class B travel is continuous travel of less than 24 hours that involves overnight absence away 
from official headquarters. 

3. Class C travel is continuous travel of less than 24 hours without overnight absence away from 
official headquarters. The Department of Financial Services does not allow payment for Class C 
travel meals. 
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I. MEALS AND PER DIEM ALLOWANCE 

A. Allowable Per Diem or Meals 
 

 Rates for per diem allowance are provided in section 112.061(6), F.S. Travelers may claim the 
per diem rate for each day of travel or actual lodging expenses at a single-occupancy rate plus 
allowed meal allowances. 

 Travelers may only switch from actual expenses to per diem allowance while on Class A 
travel on a midnight-to-midnight basis. 

B. Per Diem Amounts 
 

Class A and B travel shall be reimbursed at one-fourth of the authorized rate of per 
diem allowance ($20.00) for each quarter or fraction thereof. Currently, per diem allowance is 
calculated at a rate of $80.00 per day. 

 

PER DIEM CLOCK  
MIDNIGHT 

11:00 p.m. 1:00 a.m. 
 

10:00 p.m. 2:00 a.m. 

 

9:00 p.m. 3:00 a.m. 

4th Quarter 1st Quarter 

8:00 p.m. ($20) ($20) 4:00 a.m. 

 

7:00 p.m. 5:00 a.m. 

 

 

 

 

 

6:00 p.m. 6:00 a.m. 

 

 

5:00 p.m. 7:00 a.m. 

 

4:00 p.m. 8:00 a.m. 

3rd Quarter 2nd Quarter 

3:00 p.m. ($20) ($20) 9:00 a.m. 

 

2:00 p.m. 10:00 a.m. 

 

1:00 p.m. 11:00 a.m. 

 

 

 

 
C. Mileage Limits 

 
NOON 
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A traveler may not claim meals, per diem allowance or lodging reimbursement for overnight 
travel within 50 miles (one-way) of his/her headquarters or residence unless the 
circumstances necessitating the overnight stay are fully explained by the traveler and 
approved by the agency head or designee. 

 

D. Meal Amounts 
 

1. Meal allowance and per diem cannot be claimed on the same day. 

2. Meal allowance amounts: 
 

Meal Traveler Must 
Depart Before: 

And Return 
After: 

To Claim Meal 
Allowance of: 

Breakfast 6:00 a.m. 8:00 a.m. $6.00 
Lunch 12:00 p.m. (noon) 2:00 p.m. $11.00 
Dinner 6:00 p.m. 8:00 p.m. $19.00 
All 3 meals for one day of travel 6:00 a.m. 8:00 p.m. $36.00 

 

3. If a meal is provided by a hotel or airline, the traveler will be allowed to claim the meal 
allowance provided by law. 

 

4. When a meal is included in a registration fee, the meal allowance amount for that meal 
must be deducted from the traveler’s per diem or total meal allowance, even if the traveler 
decides not to eat the meal. 

 

E. Break in Travel Period for Personal Reasons 
 

 If a traveler elects to add personal time/days to his/her authorized travel, then the Travel 
Voucher (C-676) must state all days of the trip (work- and non-work related). The traveler 
may claim reimbursement of travel expenses for the return trip to official headquarters if the 
traveler would have been entitled to that reimbursement without an interruption in the travel 
period. 

 
When travel involves a personal break “off state time,” and the receipts reflect different dates 

than those on the Travel Voucher, then the following must be stated on the Travel Voucher: 
 

“Traveler actually returned/departed on (date), for personal convenience.” 
 

 The traveler will not receive reimbursement for any expenses occurring during his/her personal 
break in travel period. 

 
J. MAP MILEAGE 

 

Agency heads may authorize the use of privately owned vehicles for official travel in lieu of 
publicly owned vehicles or common carriers. 

 
1. Map mileage is the distance from city limit to city limit. Actual mileage beyond map mileage is 

vicinity. 
 

2. The traveler is entitled to a mileage allowance at a fixed rate of 44.5 cents per mile. 
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3. Reimbursement  for  expenditures  relating  to  the  operation,  maintenance  and  ownership  of  

a vehicle shall not be allowed when privately owned vehicles are used on public business. 
 

4. Map mileage, when possible, shall be computed on the basis of the DOT official state road map, 
which is available: at http://www2.dot.state.fl.us/CityToCityMileage/viewer.aspx 

 

5. If the location is not available on the FDOT Official Highway Mileage Viewer, then another 
online mapping service like Google Maps or MapQuest must be used. 

 

K. VICINITY MILEAGE 

 
1. Vicinity mileage necessary for the conduct of official business is allowable, but is shown as a 

separate item on the expense voucher. 
 

2. If you drive to the airport, you may claim vicinity mileage to the airport prior to departure 
and from the airport upon return.  

 

3. A written explanation must be provided when vicinity mileage exceeds 50 miles in one day or 40 
miles per day for two or more days in one trip. 

 
4. Please remember that a traveler may not claim more mileage than was actually incurred 

as necessary travel expense. Due to unusual travel needs, the location of the traveler’s 
headquarters or circumstances beyond the traveler’s control, a deviation from these procedures 
may at times be necessary. When such a deviation is required, the supervisor’s approval 
should be obtained in writing on the travel reimbursement voucher. 

 
L. MILEAGE FROM HOME 

 

1. If travel begins more than one hour before or one hour after the traveler’s regular work hours, 
the point of origin may be the traveler’s residence, provided that miles claimed may not 
exceed the actual miles driven. If the traveler chooses to use this rule, the voucher must  
indicate  the  traveler’s regular work hours, the miles between the traveler’s residence and 
headquarters, and justification for travel before or after the regular work schedule. 

 
2. Travelers will not be paid for mileage traveled between their residence and their headquarters 

or regular work location. 
 

M. MILEAGE – Point of Origin or Destination is not Headquarters 
 

When travel begins or ends at a point other than the headquarters, then the traveler shall claim 
official map mileage for the lesser distance, either from the point of origin to the destination 
or from the headquarters to the destination. The balance may not be reported as vicinity 
mileage. 

 

 KEY:   Allowable mileage    
Unallowable mileage ……………………………………………….…. 

http://fdotewp1.dot.state.fl.us/CityToCityMileage/viewera.aspx
http://fdotewp1.dot.state.fl.us/CityToCityMileage/viewera.aspx
http://maps.google.com/
http://www.mapquest.com/

