SECTION I:  POLICY

SUBJECT:  REIMBURSEMENT OF

                     TRAVEL AND RELATED

                     EXPENSES

LEGAL REFERENCE:

1.  Statewide Travel Regulations, effective

     May 15, 1980 as revised January 7, 2011
2.  Senate Resolution 101 - Effective

     July 1, 1979     

A.  General Information

1.  This is the official travel policy for the Department, effective August 1, 2007.  It reflects the provisions of the joint Statewide Travel Regulations published by the State Accounting Office and the Office of Planning and Budget effective August 1, 2007.  All expenses statements are subject to reviews by the State Auditor for compliance.  Deviations from these regulations will be cited unless specific approval has been given by the State Accounting Office and the Office of Planning and Budget.

2.  All employees are considered on travel status and eligible for reimbursement for travel-related expenses.

3.  The Department will reimburse its employees for all allowable expenses, up to the current maximum amounts allowed for such expenses, incurred by the employees while traveling away from their official headquarters and homes.  Such reimbursements must be consistent with State and Federal laws and related departmental regulations.

4.  Request for travel reimbursement must be submitted by the end of the first week of the month after the month in which the expense was incurred.  To be reimbursed for travel in any given State fiscal year, travel for that fiscal year must be received in Accounts Payable by the end of the first week in July after the expense was incurred.
5.  Advance payments of anticipated travel expenses are allowed by the Department of Human Resources under certain circumstances (see Section I.B.)

6.  DHR employees traveling at the expense of Federal or State departments, authorities, or commissions other than DHR, should file appropriate requests for reimbursement with the agency providing funding for travel expenditures.  Requests for reimbursement to the appropriate agency should include all costs incurred (airline fare, etc.)  The DHR Office of Financial Services will not process airline fares or commercially leased vehicles if funding for the travel in question is to be reimbursed by a Federal or State agency, authority, or commission other than the Department of Human Resources.

7.  Travel authorization for employees required to travel in 

performance of official duties and entitled to reimbursement 

for expenses incurred should be granted from their 

Division/Office Director or other designated official prior to 

Performing the travel.

8.  All out-of-state (Interstate) travel must be approved in advance by the appropriate Division or Office Director. A copy of the interstate travel form should be attached when the travel expense statement is submitted.  Out-of State travel must be approved by the Deputy Commissioner of DHR when more than one employee is to represent the department.

9.  Note that these restrictions and guidelines apply to all departmental travel funds regardless of their origin.  Travel must continue to be directly related to the activities of the project or program in which the Department is engaged.  Careful attention to use of group discounts, limitations in the number of people that attend meetings, the use of State facilities for training, and other cost-saving measures must continue to be employed to the maximum extent possible.

10.  The Department and the State Auditor will continue to systematically review the use of travel funds to ensure uniform compliance with travel policy.

11.  Travel Advance Authorization forms and Per Diem and Travel Expense Statement are located in the Office of Financial Services’ Travel Subsection.  All travel forms are to be produced locally.  A copy can be obtained from the Travel Subsection.  Electronic copies are also available (DHR OFS web page downloadable forms).

B.  Advances

1.  The Department issues two types of travel advances to authorized personnel to assist in defraying some of the costs of more lengthy and costly trips:  continuous and non-continuous.  For continuous advances, the advance will be an amount equal to the average of two weeks estimated expenses.

For a non-continuous advance of funds, the projected cost of subsistence, ground transportation, porterage, and other out-of-pocket expenses must exceed $500.00.  Larger expenses such as airfare and registration will be paid separately.  The approving authority may request an advance of less than $500.00 in extenuating circumstances.  Each request will be reviewed to determine if circumstances described warrant issuance of an advance.

2.  To request an advance of funds, Form 5201, Travel Advance Authorization, must be submitted to the Office of Financial Services ten days prior to anticipated receipt of the advance.  This form must be signed by the employee’s Division or Office Director.  This agreement authorizes the Department of Human Resources to reclaim the travel advance, in whole or in part through payroll deduction or as provided for in part VIII. E. of the DHR Administrative Policy and Procedures Manual.

3.  An employee is required to submit a travel statement for expenses incurred on the following basis:

· Continuous advances – twice monthly at a minimum regardless of the expenses incurred.

· Non-continuous advances – within ten days of return from trip

A check for the amount of any unused portion of the travel advance should be attached to the travel statement.  If expenses should exceed the amount of the advance, the statement will be audited in the usual manner and reimbursement made to the employee.

While travel advances are issued for the benefit of the employee, DHR must operate in accordance with the State Auditor’s policy regarding Travel Advances.  Therefore it is the responsibility of the Division/Office Director or Approving Authority to insure reconciliation is made within these guidelines.

4.  Upon removal  of an employee from continuous travel status, the advance must be returned immediately to the Travel Subsection.  It is the responsibility of the approving authority to insure the advance funds are returned.

5.  Upon termination of DHR employment, it is the responsibility of the employee’s Division/Office Director to notify the Office of Financial Services’ Travel Subsection in writing to reduce the employee’s last paycheck(s) by the amount of the unearned advance prior to the employee’s departure.  In the event a payroll deduction is not utilized to reclaim the advanced funds, it will be the responsibility of the Office of Financial Services to reclaim the advance through procedures established in Part VIII. E. of the DHR Administrative Policy and Procedures Manual.

6.  Continuous travel advances will not be reclaimed at the   end of the state fiscal year but will be reclaimed prior to termination of employment or change in travel status as described in number 4 above.  The approving authority is responsible for insuring that the advances are reclaimed.  Each year the approving authority will receive a letter listing all people with continuous travel advances.  The approving authority will verify the list for accuracy and continuation of the advance.

C. American Express Program 
The Department of Administrative Services, Purchasing and Surplus Property Division has entered into a contract with American Express Travel Related Services Company, Inc., to furnish corporate cards to authorized State employees who travel frequently on state business.  American Express will provide cards to authorized state employees for official travel and travel related expenses.  This program is billed monthly directly to the cardholder and will not require any changes to current travel policies or expense report/reimbursement procedures by State agencies.

Additionally, there is no state liability and no annual card fee.  To be accepted for this program in DHR, an employee must satisfy the following requirements:

· American Express requires an annual salary of $15,000 or greater.

· Employee incurred $500 or more reimbursable expenses for mileage and/or subsistence during the past year.

· Each applicant will be reviewed by American Express upon receipt of application and must receive credit approval by American Express.

· Will return card upon leaving employment with DHR.

· Applications must be returned to the Office of Financial Services for signature by the Departmental Authorizing Officer.

· Employees securing the American Express card will no longer qualify for cash advances for travel expenses.  Non-cardholders may continue to request continuous and non-continuous cash advances for travel expenses.

Under extenuating circumstances a cash advance can be provided while holding an American Express card.

Applications for this program may be secured from the Office of Financial Services’ Travel Subsection.

D.  Approval of Expense Statements

1.   Only expense statements carrying appropriate approval and authorization will be processed for payment.  Appropriate approval and authorization consists of the following original signatures in the designated sections of the Employee Travel Expense Statement :

· The person claiming reimbursement.

· The Commissioner, Deputy Commissioner, Assistant 

            Commissioner, Division or Office Directors, or their  

            designees for approval of travel statements.

2.  The OFS director’s office is to be notified in writing by the Division/Office Directors of all persons authorized to approve travel expense reimbursement and furnished with samples of the persons’ signatures on a DHR Signature Form.  The signature authorization form has been revised to include authorization to approve all accounts payable expenses including contracts/contract payments, basic expenses, misc payments and budget overrides.  All approvers are required to complete the revised form.  The names of those individuals no longer authorized to approve expenditures should be sent to the OFS director’s office as necessary.

EDITORIAL NOTE:  In the case of the Division of MHDDAD institutions, approval and authorization for payment may be granted by the Chief Executive Officer or their designee.

3.  It is unlawful to authorize, approve or initiate illegal expenditures of State Administered funds.  Persons approving expense statements for payment must become familiar with the provisions presented in these procedures and apply them in the review and audit of each expense statement.

E.  Audit of Expense Statements
1.  The audit of the Employee Travel Expense Statement shall be made by the approving authority and shall take place before the form is approved for payment, prior to submission to the Travel Subsection.  Care should be taken to verify that all charges are reasonable and in accordance with the present policy, that all receipts and supporting documents are attached, and that the calculations are accurate.  The Fiscal Code Section of the form must be completed prior to submission to the Travel Subsection.

2.  There will be a sample audit of expense statements by the Travel Subsection.  At this time any errors identified will be provided to the approving authority.

3.  The Division of Mental Health/Developmental Disability/Addictive Disease (MHDDAD) institutions are authorized to perform the aforementioned audits on all their expense statements and to make direct terminal entries in the processing of statements.

F.  Transportation Expenses
1.  DHR require individuals to claim the mileage that they generally drive to and from work as personal mileage when they travel to field sites or alternate work locations.  If you use your personal car, you will document your mileage from home to your destination.  You will then deduct the miles you would generally drive to the office, i.e. you are driving from Stone Mountain to Athens.  You will document the mileage from your home and then deduct the number of miles you drive to the office.  If it is 100 miles round trip to and from Stone Mountain to Athens and you generally drive 40 miles round trip to and from the office, you would deduct 40 miles from 100 miles and claim a total of 60 miles for reimbursement.

2.  The initial point of departure shall be the individual’s residence or headquarters whichever is nearer the destination point during the employee’s normal work week; however, the actual departure point should be used for weekend or holiday departures.  No transportation costs between an employee’s place of residence and official headquarters are reimbursable.

Each employee has one official headquarters as declared by the employing division/office/institution at the time of employment.  The mileage for travel is calculated based on the official headquarters.

3.  First priority for travel within the State should be given to use of agency-owned vehicles, if available.  Otherwise, travelers may choose between using personal or Enterprise Car Rental vehicles.  The Car Rental Cost Comparison should be utilized to determine which is most advantageous.

Effective May 7, 2007, a statewide motor pool was created through a contract with Enterprise Rent-a-Car.  It is anticipated that payment for the rental of such vehicles will be made by the employing organization, rather than by the individual employee, and, as such, will not be subject to reimbursement under these Statewide Travel Regulations.  Also an Enterprise Fuel Card will be issued to renters utilizing the Capitol Hill location.  Fuel charges made on this card will be billed in the same manner as the car rental.  Employees not qualifying for the use of the Fuel Card (those renting at locations other than Capitol Hill) will be reimbursed for gasoline purchases associated with the business use of such vehicle, provided appropriate receipts are included.  Motor pool vehicles under State contracted rates are restricted to use for State Business Purposes Only.  

Expenditures of the rental and fueling of motor pool vehicle should be charged to Travel subaccounts  640006  and  640009. respectively, regardless of the method of payment (reimbursement or direct billing).  In the case of direct billing, each rental/fuel charge must be associated with the applicable employee (EID number required) in order to properly report travel-related expenditure to the Department of Audits and Accounts for their annual compilation report.   When multiple employees share a rental vehicle, the cost may be assigned to a single individual.

Employees must make their own reservations. Reservations can be made online or by calling an Enterprise location directly.  The employees should call 1 800 RENT-A-CAR to get the location near you.  The employee should call the Travel Office (404 656-4942) to get instructions for online reservations.  When making a reservation they must identify themselves as a DHR employee and provide DHR Customer ID# 0345183. They must provide DHR State ID when picking up the car.  They must provide the Travel Subsection with an approved Enterprise Car Rental Expense Form immediately after the reservation is made.

4.  When possible, employees should attempt to travel together to the same destination in one vehicle.  Employees sharing a ride with another State employee and not claiming reimbursement for mileage will indicate the name of the person they rode with below the automobile mileage record portion of the Employee Travel Expense Statement.  The employee should also show the date(s) of the trip(s). 

5.  Reimbursement for transportation expenses incurred by use of personally-owned vehicles will be at the rate per mile as provided by law for actual miles traveled in the performance of official duties. The authorized mileage rate is to include the normal expenses incurred in the operation of a personal vehicle, such as gasoline, oil, repairs, and towing fees.  This rate is applicable only if it has been determined that driving a personal vehicle is the most economical mode of transportation.

The Legislature in Special session passed Senate Bill 1 EX tying the mileage reimbursement rate for use of a personal vehicle to the rate established by the United States General Services Administration (GSB) pursuant to the Federal Travel Regulations Amendments 2005-01 as of July 1 2005, or subsequently amended.  Mileage rates are changed only upon notification from SAO/OPB via revisions to the policy; new rates should not be applied based solely on GSA updates.  Effective January 1, 2011, the mileage rate is $.0.51 per mile if the personal automobile is the most advantageous mode of transportation.  The reimbursement rate for personal motorcycle is $0.48 per mile and personal aircraft is $1.29 per mile.

The accessibility and negotiated rates of rental vehicles arising from the State’s new contract with Enterprise Rent-a-Car may affect the determination of “advantageous use” when determining the method of travel. (for example, whether or not to use a rental vehicle instead of a personal vehicle for business travel}.  Use the DOAS Car Rental Cost Comparison tool to assist in this determination (http://ssl.doas.state.ga.us/vehcostcomp/).

This comparison must be attached to the travel expense statement or a justification must be provided on the back of the travel expense statement.

Advantageous use may be determined based on energy conservation, total cost to the State (including costs of overtime, lost work time, and actual transportation costs), total distance traveled, number of points visited, and number of travelers.

6.  Parking and toll expenses will be reimbursed for official travel in personal or rental vehicles.  A receipt should also be provided when possible and , if not, a written explanation should be made on the Employee Travel Expense Statement stating the name and location of parking facility.  Low-cost, long-term parking or automobile storage should be used when available and advantageous to the State.

7.  Actual odometer readings will be reported on DHR Travel Forms ; however, personal mileage will be excluded in determining the reimbursable mileage.  Mileage can be claimed for the most direct route between two points.  Any mileage exceeding the most direct route is considered personal mileage.  The most direct route is determined using the Georgia Public service Commission Table Number Three.  Small variances are considered valid since the location visited may not be at the exact point of measurement as provided by the Public Service Commission.  Claims exceeding mileage completed by the most direct route from the point of departure to destination (due to field visits, picking up passengers, etc.) must be explained on the Employee Travel Expense Statement Form .
8.  Use of common carrier will be left to the discretion of the agency personnel responsible for authorizing travel.  A traveler will be authorized to choose between a personal vehicle and a common carrier, or private aircraft only after a careful analysis of the distance, timeliness and overall cost factors of a trip have been considered.  Refer to policy on reimbursement for the usage of private aircraft, number 13 in this section of the travel booklet.

Reimbursement is to be for the most economical mode of transportation consistent with the purpose of the trip.  Transportation by common carrier will be by scheduled airline, rail or bus.  Reimbursement will be approved upon presentation of a legible copy of a receipt, ticket stub, or other documentary evidence of expenditure attached to the Employee Travel Expense Statement.  Officials or employees traveling by commercial air carrier will travel in the most cost-effective manner and utilize the lowest possible coach fares.  Officials or employees traveling by commercial air carrier will not be reimbursed for that portion of non-coach (first class, business class, etc.) airfare that exceeds the cost of the lowest available fare on the same flight unless:

· Space is not otherwise available.

· A licensed medical practitioner certifies that, because of a person’s mental or physical condition, specific air  

              travel arrangement is required.

· The Commissioner of Public Safety certifies that specific Air travel arrangement is necessary for security reasons.

9.  Employees who require air travel should obtain the lowest available airfare to the specified destination, which may include the use of the Internet, a travel agency, or the State airfare contract.  The State Purchasing Office of the Department of Administrative Services has contracted with airlines for various travel destinations.  Employees should refer to the statewide contract when making travel arrangements.  Airfares included in this contract may be accessed on the Internet.  You may access this information through the Statewide Travel Regulations. Or, you may access this information directly through the following address:

http://ssl.doas.state.ga.us/PRSapp/PR_Statewide_contract_menu.jsp.

Employees who purchase tickets outside the Department’s travel agency must pay and request reimbursement on their travel expense statement.

It should be noted that employees are not required to use the statewide contract when lower fares can be obtained through another airline.  The contracted airline should, however, be offered the opportunity to meet the lower fare.  Employee are also not required to use the statewide contract if the contracted flight is not non-stop and the contracted flight would cause the employee undue hardship or would conflict with the employee’s schedule.

For the convenience of employees, all reservation can be made through the Department’s travel agency.  All departmental approval must be in place before Electronic Tickets are issued.  Approved paperwork must be delivered to the Office of financial Services’ Travel Subsection.  The Department’s travel agency will give the employee the state contracted airline flight unless there is a valid reason not to take the contracted flight.  Any non-contracted flight must be justified in writing by the approving authority prior to the release of the airline ticket.

It is recommended that the employee use the Department’s travel agency because they have all the information regarding the statewide contract negotiated with the airlines and will insure that the contract airline is provided the opportunity to meet any price that is lower than the contracted price. This is very important since it is part of the statewide contract.

If hotel and rental cars are also booked through the Department’s travel agency, confirmation numbers will be included on the accompanying itinerary.  One-trip travel orders will still be issued through the Travel Subsection for car rental.  Hotel and National Car Rental reservations may be booked through the Department’s travel agency whether there is an airline reservation or not.

10.  Expenses other than those incurred by the employee will not be reimbursed, payments to friends or other individuals will not be allowed.

11.  Use of commercial-leased vehicles will be left to the discretion of those persons authorizing and approving travel subject to the following limitations:

· The rental and use of “rental vehicles” must be approved in writing by the Division/office Director or the Institution CEO in advance of rental.

· To provide for the rental of vehicles at favorable rates,  

              the Department has a special rate agreement with the  

              National Car Rental Agency.

      The Loss Damage Waiver (LDW) is provided by National  

      Car Rental at no cost when rented at the standard corporate  

      rate.  This coverage protects the individual and the 

      Department should an employee be involved in an 

      accident.  Employees should be sure to check with the 

      agent when renting a vehicle to be sure that location is a  

      full participating location and that the LDW is free.  If it is 

      not free, the employee should take the insurance and it will 

      be billed to the state.  Please Note:  This only applies to 

      LDW.
Personal Accidental Insurance (PAI) and Personal Effects Coverage (PEC) should not be taken by the employee and charged to the Department.  If an employee purchases this coverage, the employee must pay for it at the time of leasing as the Department will not pay this expenditure.  If an employee fails to pay for this coverage and the Department is billed by National, the charge will be deducted from the employee’s next travel statement, or the employee will be billed.
If a car rental agency other than National Car Rental is used, a valid explanation must be written on the travel expense statement since National Car Rental is on statewide contract.  An agency other than National Car Rental must be paid for by the employee and reimbursed on their travel expense statement.

NOTE:  The reservation should be made prior to obtaining a National rental car travel order from the Travel Subsection.  The confirmation number is needed before the Travel Subsection can issue a rental car travel order.  The car travel order provides the car agency with the appropriate billing information.

Contact the National Car Rental and provide the reservationist with the account number 5004625.  Providing the account number assures DHR will be billed based on the state contract rate.

12.  Limousine or taxi service or public transportation will be reimbursed between the individual’s departure point and the common carrier’s departure point, between the common carrier’s arrival point and the individual’s lodging or meeting place, or between lodging and meeting places when they are at different locations.  Although receipts are not necessary for such transportation, a point-to point explanation is required for each such item claimed.  Employees are urged to use public transportation such as bus or subway when possible.

13.  Reimbursement for the usage of private aircraft will be as follows:

· Employee-owned private aircraft or leased aircraft will be reimbursed at the rate of $1.29 per mile for the most direct route from the employee’s residence or headquarters to the destination point (s), whichever is nearer.

· Analysis of the overall cost factor should include the cost of transportation to and from the airport at both the point of origin and destination.

The analysis should also reflect the potential utilization of reduced fare airline flights that may be available at times that may not always correspond exactly with the employee’s planned travel time.  While saving staff time that would otherwise be spent traveling is a legitimate issue, it is expected that employees will exercise good judgement and use the most economical mode of transportation even if it entails some travel time before or after normal work hours.

14.  Employee may use state aircraft; however, consideration must be given to the cost of state aircraft use versus other methods of transportation.  Those utilizing state-owned aircraft should indicate such as a mode of transportation on the Employee Travel Expense Statement.  Refer to Part L. of this procedure for further information on the use of state aircraft.

G.  MEALS
Effective October 1, 2006, the methodology for covering the cost of meals has been changed from the reimbursement basis to a per diem amount based on eligible meals. 

Per Diem is to be reported on the Employee Travel Expense Statement by the time, date, location and eligible amount.  

1.  Meals Associated with Overnight Travel in Georgia
Employees traveling overnight will be paid a per diem amount designed to cover the cost of meals based on the number of meals per day for which the employee is eligible.  Taxes and tips are also reimbursable; however, they should be included in the total meals cost subject to the authorized limits

· Breakfast Lunch Dinner
Employees traveling overnight are generally eligible for per diem amounts designed to cover the cost of three (3) meals per day for all days on travel status other than the day of departure and the day of return.  There are specific instances in which an employee may be eligible for the three-meal per diem rate on departure/return days.

There are also instances in which an employee may not receive per diem for the normally eligible number of meals:  If any meal is included as a part of the cost of conference registration, etc., such meals(s) should not be considered eligible in the calculation of per diem.  For example, if conference registration include breakfast and lunch, the employee will only receive per diem for the dinner meal ($15: $20 for high cost areas).  Because most conferences, etc., accommodate a variety of dietary needs/restrictions, employee are expected to participate in such meals.  In rare circumstances, an employee may be unable to participate in a conference meal.  In such a case, the employee may request the per diem amount associated with the meals purchased in lieu of that provided.  If requesting such reimbursement, a receipt documenting the meal purchase must be attached to the travel expense statement; also, justification for the meal purchase must be indicated on the statement.

Day of departure


· Employees may only receive per diem for meals occurring while officially on travel status.  For example, if an employee departs at 3:00 p.m., the employee is not eligible breakfast or lunch per diem amounts for the day of departure.

· If an employee departs on an overnight trip prior to 6:30 a.m., the employee is eligible for per diem for breakfast on the day of departure.

· If an employee departs on an overnight trip prior to 11:00 a.m., the employee is eligible for per diem for lunch on the day of departure.

· If an employee departs on an overnight trip prior to 5:30 p.m., the employee is eligible for per diem for dinner on the day of departure.

      Day of return

· Employees may only receive per diem for meals occurring while officially on travel statue.  For example, if an employee returns at 11:00 a.m., the employee is not eligible for per diem for lunch on the day of return.

· If an employee returns from an overnight trip after 6:30 a.m., the employee is eligible for per diem for breakfast on the day of return.

· If an employee returns from an overnight trip after 1:30 p.m., the employee is eligible for per diem for lunch on the day of return.

· If an employee returns from an overnight trip after 7:30 p.m., the employee is eligible for per diem for dinner on the day of return.

	Day
	of
	Departure
	Time of Departure/Return
	Day
	of
	Return

	B
	L
	D
	12:00 a.m. – 6:30 a.m.
	---
	---
	---

	---
	L
	D
	6:30 a.m. – 11:00 a.m.
	B
	---
	---

	---
	---
	D
	11:00 a.m. -  1:30 p.m.
	B
	---
	---

	---
	---
	D
	1:30 p.m. – 5:30 p.m.
	B
	L
	---

	---
	---
	---
	5:30 p.m. -- 7:30 p.m.
	B
	L
	---

	---
	---
	---
	7:30 p.m. -  12:00 a.m.
	B
	L
	D


Per Diem Rates in Georgia

Daily Regular Rate

	Eligible Meals
	Per Diem

	Breakfast 
	6.00

	Lunch 
	7.00

	Dinner 
	15.00

	Breakfast/Lunch 
	13.00

	Lunch/Dinner 
	22.00

	Breakfast/Dinner 
	21.00


High Cost Area means any area within Georgia within which meals expenses may be reimbursed at a higher amount than the limits that otherwise apply to travel within Georgia.  High cost areas are limited to the following counties: Chatham, Clayton, Cobb, Coweta, Dekalb, Fayette, Fulton, Glynn, Gwinnett and Richmond counties.  Employees are considered traveling in high cost areas of Georgia when their official responsibility must be performed at a location designated as a high cost area or lodging is obtained in a location designated as a high cost area.

Daily High Cost Rate

	Eligible Meals
	Per Diem

	Breakfast 
	7.00

	Lunch 
	9.00

	Dinner 
	20.00

	Breakfast/Lunch 
	16.00

	Lunch/Dinner 
	29.00

	Breakfast/Dinner 
	27.00


2.  Meals Associated with Overnight Travel Outside of Georgia
Employees are considered traveling outside of Georgia when their official responsibilities must be performed at an out-of-state location.  Employees who are working in Georgia but spending the night in lodging in another state are not traveling outside of Georgia.

Employees traveling outside of Georgia may receive meal per diem amounts up to the federal per diem rates (less the $3 federal “incidentals”}. A list of high cost areas for the Southeastern United States and other selected states is included in this booklet.   The federal per diem rates (for locations within the continental United States) are available at the following address:




http://www.gsa.gov/perdiem.

The breakdown by meals for federal per diem amounts are listed and may also be found at the following address:




http://www.gsa.gov/mie.

Daily Federal Per Diem Rate

	Meals
	$36
	$41
	$46
	$51
	$56
	$61

	Breakfast 
	7.00
	8.00
	9.00
	10.00
	11.00
	12.00

	Lunch 
	11.00
	12.00
	13.00
	15.00
	16.00
	18.00

	Dinner 
	18.00
	21.00
	24.00
	26.00
	29.00
	31.00

	Breakfast/Lunch 
	18.00
	16.00
	22.00
	25.00
	27.00
	30.00

	Lunch/Dinner 
	29.00
	29.00
	37.00
	41.00
	45.00
	49.00

	Breakfast/Dinner 
	25.00
	27.00
	33.00
	36.00
	40.00
	43.00


The federal government has also established per diem rates for foreign travel.  The Internet address for this information is as follows:




http://www.state.gov/m/a/als/prdm.

Per diem rates associated with travel to high cost out-of-state areas should be approved by the agency head or his/her designee prior to the trip, in order that the employee might plan meals accordingly.

3.  Meals Not Associated with Overnight Travel
Employees who are required to travel for their job and do not stay overnight may receive per diem for certain meals under the following situations:

· Employees acting as an official representative for their department may receive per diem for meals that are an integral part of a scheduled, official meeting.  Per diem is only authorized, however, if the meeting is with persons outside the employee’s department and if the meeting continues during the meal.  Employees are not authorized to receive this per diem if they leave the premises of the meeting site.

· Employee may be reimbursed for noon meals that are part of a required registration fee that is paid by the employee.  Note:  In this instance, a per diem is not authorized; the registration fee is the basis for reimbursement.

· Employees on State business who travel more than 30 miles from home or headquarters on a work assignment, and are away for more than thirteen (13) hours may receive per diem for the noon meal, even when there is not overnight lodging.  In addition to the noon meal, employees who depart prior to 6:30 a.m. are entitled to per diem for breakfast and employees who return later than 7:30 p.m. are entitled to per diem for dinner.  Employees must meet the eligibility requirements outlined above for per diem related to the noon meal before per diem for breakfast and/or dinner will be considered.

It should be noted that the Statewide Travel Regulation do not authorize employees to receive per diem for a “lunch meeting” in which the meal and meeting are one and the same.

4.  Meals while Taking Leave
Employees who take annual leave while on travel status are not authorized to receive per diem for any meals during the period of leave.

5.  Documentation Relating to Meals
Receipts for meals are not required, except as discussed in conference meal exceptions on page 18.  Times of departure (for the day of departure) and return (for the day of return). should be noted on the employee travel expense statement to substantiate meals eligible for payment of per diem.  All meals included as a part of conference registration fees, etc., should be noted on travel form.  Meal expenses incurred that exceed the authorized per diem amounts due to travel in high cost areas or out-of-state should be itemized separately and explained on the travel expense statement, and are eligible for reimbursement as determined by the approving official.

H.  Lodging

Employees who travel more than 50 miles form their home office, residence, or headquarters may be reimbursed for lodging expenses associated with approved overnight travel.

Employees will be reimbursed for the actual lodging expenses provided the expenses are reasonable.  Determination of reasonableness will be at the discretion of the approving authority.

1.  Responsibilities of Employee
Employees traveling overnight are responsible for ensuring the most reasonable lodging rates are obtained.  To accomplish this, employees should:

· Make reservations in advance, whenever pratical,

· Utilize minimum rate accommodations,

· Avoid the “deluxe” hotels and motels, and

· Obtain corporate/government rates, whenever possible.

If someone attending a conference that is held in a “Deluxe” hotel wants to stay at the “Deluxe” hotel, a written statement would need to be supplied with the travel expense statement stating the room rates for government  employees at two non-deluxe hotels and the lesser amount claimed on the travel statement.  In this situation, the employee would provide their actual receipt plus the written information from the non-deluxe hotels.

If, when booking hotel reservations, you cannot obtain a reasonable rate, please contact the Department’s travel agency.  They may be able to recommend hotels with discounted corporate or government rates.

2.  Georgia’s “Green Hotel” Program
The Georgia Department of Natural Resources has developed a program to identify and certify lodging properties that are taking significant steps to reduce their demands on Georgia’s natural resources and to act as good corporate citizens.  These certified “Green Hotels” meet a stringent standard for environmental stewardship and operational efficiency.  By using less toxic cleaning and maintenance chemicals, these hotels provide healthier conditions for guests and employees.

When traveling on state business and hosting meetings, state employees are encouraged to explore opportunities to support these properties where cost-competitive.  The current list of certified properties is available at the following web site: http://www/.p2ad.org/Assets/Documents/ci grnhotel.html.

3.  Reimbursement of Lodging Expenses for Overnight Travel Outside of Georgia
Lodging expenses for hotels/motels outside of Georgia may exceed the maximum reasonable rates set by an agency.  Employees traveling out-of-state should refer to the federal per diem rates to identify high cost areas of the United States, and to determine whether higher expenses are justified.  The rates published by the federal government, however, should only be used as a guide.  Lodging expenses associated with travel to high cost areas should be approved by the agency head or other designated official prior to the trip.

The federal per diem rates (for locations within the continental United States) can be assessed at the following address:




http://www.gsa.gov/perdiem.

The federal government has also established per diem rates for foreign travel.  The Internet address for this information is as follows:




http://www.state.gov/m/a/als/prdm.

4.  Lodging Associated with a Meeting or Seminar
Employees who stay at a hotel/motel that is holding a scheduled meeting or seminar may incur lodging expenses that exceed the rates generally considered reasonable.  The higher cost may be justified in order to avoid excessive transportation cost between a lower cost hotel/motel and the location of the meeting.

5.  Authorization for Lodging within the 50 miles Radius
On occasion, agencies are required to sponsor conferences, trade shows, and other functions that require groups of employees to be present at and off-site location.  In many cases, the employees involved in these activities reside or work less than 50 miles from the scheduled event site.

Agency heads are authorized to approve overnight travel for such persons who are engaged in activities as described above, provided the affected employees are required to conduct business activities at the site the following day.  In addition to lodging, affected employees may be reimbursed for meals and mileage in accordance with the provisions of the Statewide Travel Regulations.

Authorization for such travel must be done in advance of the scheduled event.  The approving authority must provide the DHR Travel Office with documentation of this approval.  This documentation must include the names of all persons approved for travel under this provision, the dates of the event, the purpose of the event, the responsibilities of the individuals approved for travel status and the written and signed authorization of the agency head.  Such records are maintained in a central file in the DHR Travel office.

It should be noted that this provision only applies to conferences and other agency sponsored events that occur.  This provision does not authorize persons to claim travel reimbursement for activities that are part of their normal responsibilities.  In addition, this provision would not apply for persons who are required to attend evening meetings as part of their normal responsibilities.

6.  Shared Lodging
When employees on travel status share a room, reimbursement will be calculated, if practical, on a prorated share of the total cost.  The name or names of the employees with whom the room was shared is to be cross referenced on the Employee Travel Expense Statement.  Each employee may request separate bills showing only his/her share of the room cost.

One of the two employees may pay the entire bill.  If this is done, the person claiming the reimbursement would indicate that they paid for themselves and the other State Employee.  The person making the claim must provide the EID number of the person who shared the room with them.  The person not making the payment would need to cross reference the person who is making the claim for hotel reimbursement on their travel voucher.

An employee on travel status accompanied by someone who is not on travel status is entitled to reimbursement at a single room rate, which must be shown on the paid receipt presented for payment.

7.  Taxes Associated with Lodging Expenses
Employees should review hotel/motel receipts to ensure that taxes have been applied correctly to their lodging expenses in accordance with the state tax laws and regulations.  Employee should attempt to resolve any problems with the billing prior to checkout.

· Lodging paid directly by employee (personal credit card, personal check, or cash)
State and local government officials and employees traveling within the state on official business are exempt from paying the county or municipal excise tax on lodging (“hotel/Motel” or “occupancy” tax).  [OCGA 48-13-51 (a)(1)(C)(ii)].  Employees are required to pay any state/local sales and use taxes.  The exemption when paying by personal credit card, check or cash applies only to the hotel/motel tax.

Employees are required to submit a copy of the tax-exempt form when they register at a hotel/motel. A copy of this form can be found on the DHR OFS web site under downloadable forms. This exemption does not apply to employee staying at an out-of-state hotel/motel.  Employees should be able to provide proper identification to document their employment as a state or local government employee.

Employees should be sure to present the tax-exempt form to the hotel at check-in.  If the hotel refuses to accept the tax-exempt form at check-in, the employee should attempt to resolve the issue with hotel management before checking out at the end of their stay.  If the matter is not resolved by the time the employee checks out, the employee should pay the tax.  The employee should explain the payment of the tax as an unusual expense on their travel expense statement.  

Reimbursement to the employee will be made for the hotel/motel tax, if the employee provides the following information:  hotel management employee name, employee name, date(s) of lodging, name, address, and telephone number of hotel.  A form to document this type situation is provided on the DHR OFS web page under downloadable forms.

· Lodging paid directly by the state or local government (direct-bill, state credit card, or government check)
NOTE:  If a master bill has been arranged with the hotel (this is limited to 10 or more people on a billing), then DHR is exempt from the state sales tax as well as the local hotel/motel tax.  Provide the hotel with a Sales and Use Tax Certificate of Exemption (ST-5).  A completed form can be obtained from the Account Payable Section (404-656-2485).  Please provide the hotel/motel name and address.

8.  Resort and Other Fees
Some hotels include a charge for “resort” or other fees are not tax exempt fees, and should be reimbursed as an eligible lodging expense.

9.  Lodging Expenses Incurred while Taking Leave
Employees who take annual leave while on travel status may not be reimbursed for lodging expenses incurred during the period of leave.

10.  Required Documentation of Lodging Expenses
Daily lodging expenses, including applicable taxes, must be itemized on the employee travel expense statement.  Employees requesting reimbursement for lodging expenses are required to submit receipts with their expense statement.  In addition, any expenses that exceed the maximum reasonable rates established by the respective agency should be explained on the travel statement.  Individuals responsible for approving travel expenses should review these explanations to determine whether the higher costs are justified and allowable.

I.  Miscellaneous Expense
1.  Registration fees:

· Registration fees required for employee participation 

   in workshops, seminars, or conferences which an 

   employee is directed and/or AUTHORIZED TO 

   ATTEND will be reimbursed when supported by a 

   “PAID” receipt or copy of cancelled check showing 

   payment.

· Registration fees that must be prepaid may be 

   processed through the use of the Basic Expense Form. 

   The Basic Expense Form will have the appropriate    

   authorizing signature, attached application or other 

   information, date of registration and amounts.  

   Administrative offices are to be submitted to the Office of 

   Financial Services, Accounts Payables’ Miscellaneous 

   Payables Subsection as much in advance as possible.  

   Division offices enter the Basic Expense form in the 

   accounting system and submit the document to Output 

   Control Subsection when the document clears the 

   accounting system.

· In those cases where registration fees include the costs 

   of one or more meals, such inclusions must be so noted in 

   the meals section of the Employee Travel Expense 

   Statement if the cost can be separately 

   identified. 

2.  Membership Fees: 
· Reimbursement will not be made for optional assessments or fees, or personal memberships in professional societies and organizations; however, this limitation does not apply to those employees who are designated by position to represent the Department in an organization, if departmental membership has been approved by the appropriate Division/Office Director.  These costs are not reimbursable through Travel.  The membership fee form must be processed through the Miscellaneous Subsection of Accounts Payable.

3.  Telephone and Telegraph messages 
· Expenses for official telegraph and telephone messages are allowable.  If there is a change in travel plans that causes the employee to drastically modify his/her travel schedule (example: employee required to spend an additional night away from home), one personal call to notify family members is allowable.  Reimbursement claims must indicate the location from which the call or telegram was initiated, the person contacted, and justification for the communication whether official business or personal.

· Cellular telephone calls for business purposes are allowable when determined necessary by the approving authority.  No base cost of operating the cellular telephone is a reimbursable expense.  All calls to be reimbursed are to be submitted on the travel voucher with a copy of the cellular bill attached with the telephone calls to be reimbursed highlighted.  It is up to the approving authority to insure that these are legitimate business calls to be reimbursed.  

· An employee can be reimbursed for free minutes used for business related calls up to the amount charged for personal calls when free minutes are exhausted.  You must be able to clearly identify a per minute charge.  An employee uses 60 free minutes on business related calls.  Example #1 employee has to pay for 30 minutes of personal calls, the department will reimburse for 30 minutes.  Example #2 employee has to pay for 60 minutes of personal calls, the department will reimburse for 60 minutes.  Example #3 employee has to pay for 90 minutes of personal calls, the department will reimburse for only 60 minutes.

4.  Miscellaneous Expenses 

· Payments for necessary expenditures for miscellaneous payments such as supplies, fax transmittals, etc. can be reimbursed on the travel statement if it is a part of the travel trip.  An explanation stating why the expense was necessary must be included on the travel expense statement.  Miscellaneous items claimed for reimbursement must be accompanied by a receipt.

· The cost will be charged to the appropriate expense account, not to the travel expense account.  If the miscellaneous expenses are to be charged to a different organization code it should be indicated on the travel expense statement.

5.   Porterage

· Baggage handling services (porterage) may be reimbursed as incurred.

6.  Non Reimbursable Expenses

· Expenditures for entertainment, laundry, valet service, theater, alcoholic beverages and similar expenses will not be reimbursed unless specific legal authority has been established. 

Care should be taken to assure adequate budget availability exists to cover all miscellaneous expense charges.  All miscellaneous expenses are charged to line item object classes other than travel.
J.  In-Service Travel by Non-Employees
1.  When the Department require the services of consultants or other such persons not regularly employed by the Department, their travel expenses may be reimbursed.  These reimbursements will be made in accordance with Travel Policy and Procedures for DHR Employees or in accordance with prior written agreement by the Department.  The Travel Subsection will be provided a copy of any written agreement between the Department and non-employees that in any way varies from the DHR employee policy and procedure on Travel for DHR Employees.  This document/agreement will serve as authority for the payment of unusual travel expenses that differ from those normally paid to DHR regular employees.

2.  These travel expenses will be charged to per diem and fees and paid through the use of a Bill for Services Rendered Form.   Non-employees requesting payment for their services must complete and sign a Bill For Services Rendered Form.  This form must be audited and approved by an authorized individual.  The approving authority also fills in the section for the organization code and financial project.  The person is then paid for his/her service through a check drawn by DHR Travel Subsection.

3.  In order to determine the appropriateness of issuing a 1099 form, the section on type of business must be completed and the SSN/FEI number provided as indicated.  No payment will be processed without this information.

K.  Payment of Relocation Expense
It is permissible for the Department to pay relocation (moving) expenses under certain circumstances.  The State Office of Planning and Budget has issued policies and procedures on such payments.  (See Part VIII.A.5. the DHR Administrative Policy and Procedures Manual).

L.  Use of State Aircraft
1.  State aircraft may only be used for official state business.  State employees, consultants, board members or other authorized individuals whose purpose is to conduct business may utilize State aircraft.

2.  If is it determined that a State aircraft is warranted. the Request for Use of State Aircraft form, must be submitted as soon as possible by the approving Division/Office Director to the Office of Financial Services’ Travel Subsection for processing.

3.  Before submitting the trip request, the unit should estimate the trip’s cost and verify that sufficient funds are available from it regular operating expenses (account code 619099 – other rents).

4.  Upon receipt of the approved request, the Travel Subsection, Office of Financial Services, will:

· encumber the estimated cost.

· confirm the trip with the Office of Air Transportation, 

             DOT.

5.  Should scheduling conflicts arise, the Travel Subsection will contact the unit and either re-schedule the flight or unencumber the funds at the unit’s option.  Also, if when encumbering the funds, the Travel Subsection determines that inadequate funds are available, the originating unit will be notified and informed of the situation.  The unit may then elect either to cancel the trip or modify it in order to be within the budgetary limits.

6.  The submission of the Request for Use of State Aircraft Form is in no manner intended to restrict the valid utilization of State aircraft, but merely to establish an accounting procedure for encumbering funds.  Completion instructions are printed on the form. 

M.  Exception to Travel Regulations
A new section was added to Chapter 11 of Department of Audits Statewide Travel Regulations.  The title is “Travel Exception for Emergency Personnel”.  This new section would enable agencies to seek a general authorization from the Department of Audits and Accounts and the Office of Planning and Budget to reimburse certain personnel for meals and mileage when they are required to respond to an emergency situation outside of their normal work hours.  All requests 

for DHR employees must be routed through the Office of Financial Services.
All written requests should include:

· The name(s) of the person(s) for which the exception is requested,

· An explanation of the purpose of the trip,

· An explanation of the types or expense to be incurred, and

· The anticipated travel dates.

Section II.  Procedures
A.  Documentation
The entire travel expense statement must be completed when submitted to the Office of Financial Services, including the coding information on the bottom portion of the form.

The following are references to portions of the form that are to help clarify what is to be put on the form.

1.  Printed or typed name and signature of individual claiming reimbursements.

2.  Vendor number of claimant.

3.  Complete business and residence address (street address and post office box if applicable – check is to be mailed to PO Box).

4.  Printed or typed name and signature of approving authority and phone number.

5.  Dates of expense occurrence.

6.  Departure and arrival times when transportation or subsistence expense is claimed.

7.  Per Diem for eligible meals.

8.  Origin and points visited when transportation or subsistence expense is claimed.

9.  Actual odometer reading, State use miles and tag number when mileage is being claimed.

10. Location of each meal taken (city).

11. Description of purpose of travel (informal abbreviations should be avoided).

12. Explanation of miscellaneous expenses when claimed.

13. Explanation of parking when no receipt is available.

14. If interstate travel is required, a copy of the approved interstate travel form should be attached.

15. Organization Code, Project Code and OPB Budget Subprogram for the travel.

16. The entire coding of the accounting section of the form, including the Account Number.  If instructions are needed for completing the form, contact the Travel Subsection Manager at 404-656-4942.

17. Receipts are required for Lodging.  Registrations, Miscellaneous Expenses, Airline Tickets (if paid for by the employee), Cellular Telephone Calls.  Receipts are not required for Meals, Taxi, Porterage, Telephone (calls made from a pay phone or hotel room).  Note that these calls should be on the state issued telephone calling card if the employee has one and would be charged directly through the telephone bill rather than reimbursed to the employee.

B.  Submission of Travel Expense Statement
1.  Travel statements should either be printed or typed.  If printed, complete in ink.

2.  Travel expense claims for regular DHR employees must be submitted on the Employee Travel Expense Statement.

3.  Travel expense claims for non-employees (councils, consultants, etc.) must be submitted for the Bill For Services Rendered.

4.  Travel expense claims for DHR board members must be submitted on the Travel Expense Statement (for members of the State Board of Human Resources).

5.  Submission is to be made when incurred expense exceeds a total of $25.00 or once a month whichever comes first.  Travel statements should not be held.
6.  The Employee Travel Expense Statement, the Employee Travel Expense Statement Continuation Sheet the Bill for Services Rendered and the Travel Expense Statement (for members of the State Board of Human Resources) are available on line on the DHR OFS web site under downloadable forms.  You may also contact the Travel Subsection Manager at 404-656-4942 for electronic copies of these forms.

C.  Lost Receipt
In the event of a lost receipt or other critical travel document for which a duplicate cannot be obtained, a signed statement may be submitted.

D.  Multiple Pages
When an expense claim requires more than one page, each additional page must carry necessary signatures of certification and approval.  If additional lines are needed for the mileage record,  the continuation sheet should be used.

E.  Airline Tickets and Rental Car Orders
1.  Employees wishing to obtain airline tickets through the Travel Subsection must submit a Request for Airline Ticket/Car Rental Authorization to the Travel Subsection at least 48 hours prior to the time the ticket is to be charged.

2.  The person making reservations should call the Department’s travel agency.  Electronic Tickets/Itinerary will be faxed or emailed to the Office of Financial Services, Travel Subsection and to the person making the reservation.  Airline tickets and car rental reservations with National Car Rental are to be made through the Department’s travel agency.  Rental car orders are still available through the Travel Subsection.

3. When a rental vehicle is to be used, a Request for Airline Ticket/Car Rental Authorization must be prepared prior to the trip and submitted to the Travel Subsection for issuance of rental car orders.  Vehicle rental without a Travel Subsection rental car order cannot be reimbursed without written approval from the individual’s Division or Office Director.  See Section I.F.12 for additional car rental information.

F.  Out-of-State Approval
All payment of expenses for travel outside of the State (Employee Travel Expense Statement, Airline/Car Rental Request) must be approved in advance by the Division/Office Director or their designee.  Out-of State travel must be approved by the Deputy Commissioner of DHR when more than one employee is to represent the department. The Interstate Travel Form must be attached to the Airline Ticket/Car Rental Authorization and the Employee Travel Expense Statement .

G.  Potential Penalties
1.  Any activity which would result in employee travel that may be in violation of the certification utilized on DHR Travel Forms of this policy must be avoided.  The certificate extracted from the travel regulations published by the State Auditor, September 1, 1978 is quoted below:

“I do solemnly swear, under criminal penalty of a felony for false statements subject to punishment by fine of not more than $1,000 or by imprisonment for not less than one nor more than five years, that the above statements are true and I have incurred the described expenses and the State use mileage in the discharge of my official duties.”

Section III:  Request for Additional Information

If questions arise, or additional information is needed concerning this policy, contact the Office of Financial Services, Travel Subsection, at (404) 656-4942.

Internet Addresses

Statewide Travel Regulations

http://sao.georgia.gov.


Federal per diem rates continental United States

http://www.gsa.gov/perdiem.

Federal per diem meal breakdown

http://www.gsa.gov/mie
Federal per diem rates for foreign travel

http://www/state.gov/m/a/als/prdm.

Car Rental Cost Comparison Tool

http://ssl.doas.state.ga.us/vehcostcomp/
Enterprise Car Rental Reservations

http://www.enterprise.com/
General Services Administration

http://www.gsa.gov/pov
State Airfare Contract and Motor Vehicle Contract

http://ssl.doas.state.ga.us/PRSapp/PR_StateWide_contract_menu.jsp
Certified “Green Hotels”

http://www.p2ad.org/Assets/Documents/ci grnhotel.html.
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