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This manual addresses the policies and procedures that guide the commencement and reimbursement 

of domestic and international travel for an authorized person on official business for the University of 

North Florida.   

 

The policies and procedures are based on the following: 

• Florida State Statute 112.061 

• Florida Department of Financial Services 

• Florida Administrative Code Chapter 69I-42 

• Division of Administration and Finance  

 

Travel should be methodically planned in advance to ensure that the most economical and 

efficient method of travel and the most economical class of transportation is used. Reimbursable 

expenses include but are not limited to: 

➢ per diems, subsistence allowance (meals) 

➢ registration fees 

➢ actual lodging at the single-occupancy rate (in lieu of per diem) 

➢ mileage for privately owned vehicle at a rate of $0.445 a mile 

➢ common carrier (airline, bus, train, rental car) transportation  

➢ other authorized expenses 

 

GLOSSARY 

Agency Head:  The highest policy-making authority of a public agency.  

Authorized Person:  A person other than a public officer or employee, whether elected or commissioned 

or not, who is authorized to incur travel expenses in the performance of official duties; a person called 

upon by an agency to contribute time and services as a consultant or adviser; a person who is a 

candidate for an executive or professional position. 

Cash Advance:  Initiated by a request submitted 10 business days, at minimum, prior to the commencing 

of business travel. The allocation is for out-of-pocket expenses needed to convene authorized university 
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business travel.  Advances are only issued for employees or students on Foreign Travel or Group Travel 

(may include Domestic Travel).  

 

Class A Travel:  Continuous travel of 24 hours or more away from official headquarters; travel day is 

based on a calendar day (midnight to midnight). 

Class B Travel:  Continuous travel of less than 24 hours which involves overnight absence away from 

official headquarters; travel begins at the same time as the travel period. 

Class C Travel:  Travel for short or day trips in which the traveler is not away from his/her official 

headquarters overnight.  Class C allowances (per diem or meal allowances) are NOT authorized to be 

reimbursed. 

Common Carrier:  Train, bus, commercial airline, rental cars of a state approved rental car firm, state 

aircraft, or private aircraft. 

General Work Day: Monday thru Friday (M-F) between the hours of 7:00 AM to 6:00 PM are considered 

the general work day & hours for the University of North Florida Staff.  Days excluded are Saturday, 

Sunday, University holidays and Intercession.  

Incidental Expenses:  Other reimbursable expenses related to official travel such as taxi fares, parking 

fees, tolls, communication expenses, tips, portage, etc. 

Map Mileage:  Current official highway miles as published by the Florida Department of Transportation 

(FDOT). Highway Mileage Viewer link: http://fdotewp1.dot.state.fl.us/CityToCityMileage/viewera.aspx 

Meal Allowance:  The amount authorized by Section 112.061(6)(b), F.S. for each meal allowance (Class A 

& B ONLY) during the travel period. 

➢ Breakfast: $6.00 - leave before 6 a.m. and return after 8 a.m. 

➢ Lunch: $11.00 - leave before 12 noon and return after 2 p.m. 

➢ Dinner: $19.00 - leave before 6 p.m. and return after 8 p.m. 

Mileage:  Travelers shall not be paid a mileage allowance for travel between their residence and their 

headquarters or regular work location unless the travel begins more than one hour before the general 

work hour of 7:00 AM or extends more than one hour beyond the general work hour of 6:00 PM.  In this 

case the point of origin may be the traveler’s residence provided the miles claimed for reimbursement 

do not exceed the miles actually driven. 

Mileage Rate:  A traveler is entitled to a mileage allowance at a rate of 44.5 cents per mile. 

http://fdotewp1.dot.state.fl.us/CityToCityMileage/viewera.aspx
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Most Economical Class of Transportation:  The class having the lowest fare. 

Most Economical Method of Travel:  The mode of transportation (state owned vehicle, privately owned 

vehicle, common carrier, etc.) designated by an agency head.  Consideration should be made for the 

time of the traveler, impact on the productivity of the traveler, cost of transportation, and per diem or 

subsistence required. 

Official Headquarters:  1 UNF Drive, Jacksonville, Florida 32224; the city or town nearest to the area 

where the majority of the person’s work is performed.    

Per Diem:  Daily allowance for expenses incurred while traveling on official university business. 

Per Diem Rate:  $80 Per Diem (covers meals and lodging) per 24-hour travel day; or if actual expenses 

exceed $80, the traveler may be reimbursed actual lodging cost at a single occupancy rate plus the meal 

allowance of $36 a day. 

Point of Origin:  The geographic location of the traveler’s official headquarters or the geographic 

location where travel begins, which is lesser distance from the destination.   

Purchasing Card:  a Visa credit card administered by SunTrust Bank that can be used to pay for state 

authorized travel expenses and the purchase of approved commodities and services. 

Travel Day: A period of 24 hours consisting of four quarters of six hours each. 

Travel Period: A period of time between the time of departure (leaving from home door/duty 

location) and the time of return (returning to home door/duty location).  

Vicinity (Blanket) Travel:  Local travel within a 50 mile (one-way) radius from the University of North 

Florida.  This includes travel to adjacent counties in Baker, Clay, Nassau and St. Johns.  Please verify the 

actual map mileage to the destination does not exceed 50 miles one-way at https://maps.google.com. 

 

PLANNING TRAVEL 

It is the responsibility of each traveler to plan travel arrangements in advance, where possible, to ensure 

that the travel is within budget and that the most economical and efficient methods are utilized. 

Generally, airline rates are lower when making reservations at a minimum of 14 days prior to the 

beginning of the travel period. 

Class A and B travelers are allowed a per diem rate of $80 or the actual costs of lodging plus meal 

allowances, whichever is greater.   

https://maps.google.com/
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Authorized travelers are reminded that obtaining economical single-occupancy hotel accommodations 

is a priority for in-state and out-of-state travel. Travelers should be prepared to justify situations where 

hotel costs appear excessive for the geographic areas in which the traveler is staying. The U.S. General 

Services Administration webpage https://www.gsa.gov/portal/content/104877 can be used when 

determining whether a hotel rate is excessive.  

Class C travelers, those taking trips in a single day, are paid for transportation (common carrier, 

rental car, or mileage in personal vehicle) and reimbursable incidental expenses. Currently, an 

approved traveler shall neither be reimbursed for Class C Travel on a per diem basis or receive a meal 

allowance. 

Travelers are required to travel by utilizing the most efficient route, employing the most 

economical and efficient method of transportation, and requesting standard accommodations. If a 

more expensive route, method of transportation or accommodation is selected for personal 

convenience or if personal charges are included, then reimbursement will be based on the lesser of the 

actual total business expense incurred and the amount of expense that would have been incurred 

had the traveler used the most efficient method or included no personal charges. The reimbursement 

voucher must contain a comparative cost analysis, or quote of business only expenses, differentiating 

the respective costs. 

Due to the possibility of travel cancellations, the University prefers that Non-UNF employees on official 

business pay for all of their expenses and be reimbursed upon completion of travel.  However, a 

department may use funds to pay for travel (on a University P-Card) if confident of the traveler’s 

attendance, a travel request has been approved, and it is a cost savings to the University.  

 

TRAVEL REQUEST  

The traveler must submit a travel request, prior to taking the trip that gives as much detail as possible 

and also must provide an estimate of all travel expenses.  The purpose of each trip must be clearly 

indicated. The traveler must indicate the date of each day of travel, beginning with the date of 

departure, each day away, and the date of return. The traveler must also include all personal days and 

destinations in conjunction with the official travel. The traveler must indicate the name of the city or 

town of origin and the final destination that day. Each location must be listed. Each city to be visited 

during the day’s travel in which official business will be conducted shall be listed separately, regardless 

of the frequency of travel to each city.  The travel request should be approved before any travel plans 

are made including charges paid on a University P-card.  

 

https://www.gsa.gov/portal/content/104877
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TRAVEL ADVANCE 

Travel advances are available and must be approved through the normal approval process and will 

only be issued to students (100%) or employees (80%) on foreign travel or domestic group travel. UNF 

encourages all travelers to request a state issued credit card (referred to as “purchasing card” or 

“P-card”) to minimize out-of-pocket expenses incurred in lieu of a travel advance. Travel advances 

are not provided for those employees with a purchasing card, except in emergency circumstances. 

A travel advance for employees may not exceed 80 percent of the estimated travel expenses that will 

be ultimately reimbursed to the traveler. An advance will not be authorized for less than $100 unless a 

justification has been approved by the Controller’s Office. 

Completed and approved requests for a travel advance should be submitted to the UNF Accounts 

Payable Office at least five (10) business days prior to departure. Travel advances received less than 

24 hours prior to travel could result in the travel advance not being processed timely before the 

expected departure time.  

The traveler must submit a T r a v e l  E x p e n s e  r e p o r t  within ten (10) business days of returning to 

UNF headquarters, regardless of whether a reimbursement is due.  

If the travel advance was greater than the actual amount of travel expenses, the traveler will need 

to  attach a personal check, money order, or certified check to reimburse UNF for the difference 

between the amount of t h e  travel advance and the amount of the actual travel expenses. 

A traveler shall not have more than one travel advance outstanding at any time without written 

justification of circumstances that necessitate an exception to this restriction. 

 

CONFERENCES, CONVENTIONS, AND ANNUAL MEETINGS 

A traveler must be approved, in advance, to attend a conference, convention, seminar or workshop (See 

Travel Request Section).  The traveler must include a copy of the conference, convention, seminar, 

or workshop registration and agenda. The Travel Request must provide a statement documenting the 

benefits to the state and explaining how the main purpose of the travel relates to the official 

business of the state and is directly related to the performance of duties and agency responsibilities.  

If the activity provides a direct educational or other benefit supporting the work and public purpose 

of the person attending; or the duties and responsibilities of the traveler attending such meetings are 

compatible with the objectives of the particular conference or convention, this would be an allowable 

reason once the Travel Request has been approved.  
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When claiming reimbursement for a conference or convention travel where no registration fee was 

required, the statement “no registration fee required” should appear on the Travel Expense form.   

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

included” should appear on the Travel Expense form. 

When a meal is included in a registration fee, the meal allowance must be deducted f rom the 

re imbursement  even if the traveler decides for personal reasons 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 the registration fee for a conference, convention, seminar, or workshop.  

If a traveler is claiming per diem for a day on which a meal is provided, the per diem rate for that day 

will be reduced by the meal allowance authorized. 

 

Transportation 

Travelers may use a common carrier, a state owned vehicle, a privately owned vehicle, or a rental 

vehicle for transportation. Whether the traveler chooses one or a combination of modes of 

transportation, the traveler must use the most economical travel route and the most economical and 

efficient travel method. However, travelers are not required to use their privately owned vehicle. 

The use of a privately owned vehicle is voluntary and is contingent upon such use conforming to the 

requirements above. 

Travelers using a common carrier must make sure that they abide by any state issued contract if one is 

in effect at the time of travel, unless use of the contract is not the most economical option or there is no 

common carrier on contract available at the time of travel.  If there is not a state issued contract 

covering the use of common carrier at the time of travel, the traveler must make sure that he/she 

chooses the most economical method of travel. 

If a traveler chooses a multi-destination air route for personal reasons, or chooses to drive to a long 

distance destination rather than flying, the traveler will be reimbursed only the amount that the round 

trip airfare to and from the business event would have cost.  Please provide a price comparison/quote 

that shows the charge amounts for both itineraries and submit with the travel expense report.  

 

AIRLINE CARRIER  

Travel by airline, when authorized, shall be “coach class” accommodations only (free upgrades are 

allowed). “First class” accommodations are not authorized and will result in reimbursement of 
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expenses at the lower “coach” rate. The traveler must attach the original receipt for the purchase of 

the ticket (if a state-issued purchasing card is not used to purchase the ticket) or a copy of the receipt (if 

the purchasing card is used). 

When appropriate, travelers are  encou rage to  cons ider  discounted airfares; however, many 

discount offers are either non-refundable or require payment of a penalty if exchanged or canceled. 

Penalties for exchange or cancellation of discount airfares may be reimbursed only if the cause for 

cancellation is in the best interest of the state, the cancellation is due to illness of the traveler or illness 

or death of a member of the traveler’s immediate family.  Reimbursement will not be made if the 

change is made strictly for the convenience of the traveler. A detailed justification for 

reimbursement of the exchange or cancellation penalty must be included on the traveler’s 

reimbursement form. 

The traveler must return any unused portion of an airline ticket to the University. Documentation 

verifying that the unused ticket has been submitted to the U n i v e r s i t y  must be included on the 

travel expense report. 

Charges imposed by air carriers for lost or stolen tickets because of employee negligence will not be 

reimbursed by the state. 

The purchase of airline tickets for group travel must be made on a University P-Card; a traveler’s 

personal credit card MAY NOT be used to purchase airline tickets for any type of group travel. 

Additional seat charge fees will be the responsibility of the traveler, and will not be a reimbursable 

expense.  When booking airline flights, if the website says there are no available seats, the traveler can 

still continue on without paying an upgrade charge to reserve a seat.  The seat will be assigned upon 

check-in.  

Preferred Seating, Early Bird Check-In, Meal Fees, Excessive Baggage Fees (more than 2 bags), and Wi-Fi 

Fees will not be reimbursed without an approved written justification that must be included with the 

travel reimbursement.  The above fees are just a few examples and are not limited as more fees may be 

added in the future.  Without a written justification, these fees will be viewed as a personal convenience 

to the traveler. 

A detailed itinerary and receipt are required for all airline reservations, including class of fare and ticket 

number. 

Receipts are required for all baggage fees.  The University allows up to two bags per traveler.  

When booking airline reservations that include Personal Travel Time, the traveler must provide a price 

comparison (quote) that shows the charge amounts for both itineraries. The actual itinerary (business 
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and personal) in comparison to the business only itinerary is the documentation needed to reimburse 

the traveler.  The comparison (quote) must be obtained at the same time and on the same day as the 

actual itinerary is booked.  

 

RENTAL VEHICLES  

The University of North Florida currently has a state contract with Enterprise/National.  Enterprise can 

be used for in-state and out-of-state.  Travel expenses for a rental vehicle that are not in compliance with 

the terms of the current state rental car contract will not be reimbursed unless there is an approved 

written justification included with the travel expense form.  A valid driver’s license will be required to 

rent a vehicle. 

UNF ID Number:  N43240 

Direct Enterprise Contact:  Jodi Rivera  (904) 219-7044  Jodi.l.rivera@ehi.com  

New employees who will be renting a vehicle with a University P-Card should enroll in the Enterprise 

Emerald Club by clicking on the below link before making a reservation: 

https://www.nationalcar.com/en_US/car-rental/loyalty/corporate-

Enrollment.html/keyWord=N43240.html?locale=en_US 

If making a reservation for a student, candidate, non-UNF employee, or faculty/staff member who does 

not have a University P-Card, the Enterprise Electronic Billing Agreement Form below should be filled 

out by the department before making a reservation: 

http://www.unf.edu/uploadedFiles/anf/controllers/travel/Enterprise%20Electronic%20Billing%20Agree

ment.pdf 

All reservations should be made online by clicking the following link: 

https://legacy.enterprise.com/car_rental/deeplinkmap.do?bid=002&cust=N43240 

Travelers are required to rent a “Compact” size car except when there are three or more passengers, a 

large amount of university supplies/materials to carry, or when a lower or equal price at the compact 

rate can be obtained.  A written justification MUST be included with the travel expense report.  

All rates include unlimited mileage and roadside assistance; liability coverage (CDW) and loss damage 

waiver (LDW) are included in the rates for Business Use.  DO NOT accept insurance on any domestic 

rentals as it is included in the state contract.  If the traveler approves these charges, the cost will be 

deducted from the travel reimbursement form. 

mailto:Jodi.l.rivera@ehi.com
https://www.nationalcar.com/en_US/car-rental/loyalty/corporate-Enrollment.html/keyWord=N43240.html?locale=en_US
https://www.nationalcar.com/en_US/car-rental/loyalty/corporate-Enrollment.html/keyWord=N43240.html?locale=en_US
http://www.unf.edu/uploadedFiles/anf/controllers/travel/Enterprise%20Electronic%20Billing%20Agreement.pdf
http://www.unf.edu/uploadedFiles/anf/controllers/travel/Enterprise%20Electronic%20Billing%20Agreement.pdf
https://legacy.enterprise.com/car_rental/deeplinkmap.do?bid=002&cust=N43240
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An itemized receipt is required for reimbursement.  It is the traveler’s responsibility to ensure that the 

appropriate rate under the terms of the contract and the appropriate class vehicle at that rate are 

charged. If a traveler has made an advance reservation with a state contracted vendor and the 

vendor does not have a “Compact” vehicle available at the time of the rental, the vendor should 

upgrade the rental to the next class vehicle available, but should only charge the rate for a 

“Compact” vehicle. The traveler should make sure that the upgrade is not charged when turning in the 

vehicle and receiving the final bill. 

Gas receipts are required for reimbursement.  Rental cars are required to be at least half full when 

picked up and should be returned to the agency the same way. 

Travelers must accept insurance coverage if renting from another rental car company and must also 

provide a written justification for not using Enterprise/National. 

International vehicle rentals may be reserved online through Enterprise.  The traveler will receive a 5% 

discount off the lowest published rental car rate.  Insurance is NOT included for International vehicle 

rentals.  

 

State owned vehicles 

Travelers using a state owned vehicle must abide by the agency rules regarding use of the state 

vehicle and must list the number of the state vehicle on the reimbursement. 

Privately owned vehicles 

Travelers may use their privately owned vehicle and when doing so will be reimbursed for authorized 

business travel.  Travelers using a privately owned vehicle will be reimbursed on a mile for mile basis at 

the rate authorized in Section 112.061, F.S., which is currently $.445 per mile. Miles traveled between 

the traveler’s residence and official headquarters will not be reimbursed. Miles traveled between the 

point of origination and the point of destination must be based on the most current map miles 

maintained by the Florida Department of Transportation at Click here. 

Note: Travelers must calculate out to the third decimal point and round down to the nearest cent 

when calculating the allowable amount for all mileage. Example: 15 miles multiplied by $.445 would 

equal $6.675 and the amount to be paid to the traveler would be $6.67. 

If a privately owned vehicle (POV) is the method of travel selected and the destination is more than 

100 miles round trip, employees must complete a regular Travel Authorization prior to travel. In the 

event the most economical method of travel is a rental car, employees will only be reimbursed up to 

http://www3.dot.state.fl.us/mileage/
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the cost of a rental car.  Travelers will not be reimbursed for expenditures relating to the operation, 

maintenance, and ownership of a privately owned vehicle while on authorized travel. 

If a traveler travels by an indirect route for his/her own convenience, any extra cost shall be borne by 

the traveler and reimbursement of the expenses for mileage shall be based only on such charges as 

would have been incurred by a usually traveled route. 

When two or more travelers are traveling together, mileage reimbursement will be paid only to the 

owner of the vehicle. The traveler claiming mileage must identify the names of each traveler 

carpooled in the privately owned vehicle and each of those travelers must state on their travel 

reimbursement form that another traveler provided their transportation. No traveler shall be allowed 

either mileage or transportation expense when another traveler who is entitled to mileage gratuitously 

transports that traveler. 

When travel begins at a point other than the headquarters, 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 shall not be reported as vicinity mileage. 

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 the miles claimed do not exceed the actual miles 

driven. If the traveler chooses to use this option, the traveler’s regular work hours together with the 

miles from his or her residence must be stated on the voucher. A traveler may not claim more 

mileage than was actually incurred. 

 

HOTEL OR LODGING ARRANGEMENTS 

Travelers will receive reimbursement of lodging expenses if the expenses are necessary, 

reasonable, are based on a single occupancy rate and are substantiated by paid receipts. 

Travelers should request the single occupancy government rate for hotel or motel rooms if claiming 

the actual cost of the room instead of per diem. Authorized travelers are reminded that obtaining 

economical hotel accommodations is a priority for in-state and out-of-state travel. Travelers should 

be prepared to justify situations where hotel costs appear excessive for the geographic areas in which 

the traveler is staying. In determining whether a hotel rate is excessive, consideration should be given 

to geographic area, seasonal fluctuations, and distance from the intended assignment location. A 

justification should be provided for hotel expenses that exceed $150 per night (room rate only). 

Itemized receipts for lodging expenses must show the name and address of the establishment, the 

name of the traveler, the daily rate(s) actually paid, the dates of “check-in” and “check-out”, the 
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number of persons who occupied the room, and a zero balance due. Employees will not be 

reimbursed for additional occupancy charges for non-state employees. Lodging expenses paid within 

the State of Florida with a state-issued credit card (referred to as the Purchasing Card or P-card) are 

exempt from state sales tax. The sales tax exemption number is printed on the front of the card. 

Travelers should make sure that any state sales tax is removed from the bill and not paid. 

If a traveler shares a room with one or more other travelers, the traveler paying the bill shall request 

reimbursement for the total amount and note on the reimbursement that lodging was shared by one 

or more travelers. The other travelers sharing the room will also note on their reimbursement that 

lodging was provided by another traveler. Per Diem cannot be claimed by those additional travelers 

sharing the same room. 

If a safe charge is a mandatory charge by the hotel, it will be reimbursed. This should be listed as a 

separate charge on the travel expense report and it should be stated that the “safe charge was 

mandatory.” If the safe charge is optional, it is the responsibility of the traveler to have the charge 

removed or the charge for the safe will not be reimbursed. 

If there is a mandatory hotel parking or valet parking charge, it should be included on the hotel 

receipt and should be noted on the travel expense form as a separate charge and should include a 

statement that the charge was a mandatory charge. 

 

PER DIEM AND MEAL ALLOWANCE  

A traveler may not claim per diem or reimbursement for lodging for overnight travel within 50 miles 

of his/her official headquarters or residence unless the circumstances necessitating such overnight 

travel are fully explained by the traveler and approved by the agency designee. 

Traveler should claim the greater of:  Daily Meals and Lodging OR Daily Per Diem (usually claimed for the 

last day of the trip). 

The traveler will be reimbursed for travel in the amount of $80 per diem per full day of travel for Class A 

and B travel. Travelers will be reimbursed at one-fourth of the authorized rate of per diem for each 

quarter or fraction thereof pursuant to the following chart. 
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Per Diem Clock 

 

Authorized Travelers will be reimbursed $20.00 for each quarter wherein business travel begins until 

business travel ends.  

Example: If the traveler opts to receive per diem and leaves at 8:00 a.m. on Tuesday and returns at noon 

on Thursday, the traveler will be reimbursed $60.00 for the 2nd, 3rd and 4th quarters on Tuesday, $80.00 

for all day on Wednesday, and $40.00 for the 1st and 2nd quarters on Thursday, for a reimbursable total 

of $180. 

Note: You must travel 30 minutes into a quarter or preceding the quarter to receive that quarter’s per 

diem.  The above traveler would have had to return after 12:30 p.m. in order to receive another $20 per 

diem. 

Meal Allowance: 

Breakfast - $6.00 

Lunch - $11.00 

Dinner $19.00 

4th Quarter $20 1st Quarter $20 

3rd Quarter $20 2nd Quarter $20 

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. 

8:00 p.m. 
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. 

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

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

1:00 p.m. 11:00 a.m. 
Noon 
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Meal allowances may be claimed for meals provided by a hotel, airline, or conference “reception”.  

Meal allowances may not be claimed for “Continental Breakfasts” and “Banquets” included in a 

conference registration fee paid by the University.  This applies even if the traveler decides not to eat 

the meals provided.  

 

Incidental Expenses 

Travelers must have a receipt for the following incidental expenses if they exceed $25 per 

occurrence: taxi fares, all tolls, ferry fares, parking fees, and storage. Limousine services should not 

be used unless it can be shown that it is the most economical method of travel. 

Parking or storage fees will not be reimbursed on a weekly or monthly basis for privately owned 

vehicles unless it can be established that such method results in a savings to the state. 

Charges for photocopies and communication expenses will only be reimbursed when it is required 

for official state business. Communication expenses to contact the traveler’s family or other non-

business purposes will not be reimbursed. 

Reasonable tips and gratuities may be reimbursed for actual tips paid to taxi drivers (not to exceed 

15% of the fare), actual tips paid for mandatory valet parking (not to exceed $1 per occasion), and 

actual tips paid for portage of baggage (not to exceed $1 per bag and not to exceed $5 total per 

incident); additional tips will require justification. The number of bags must be included on the 

reimbursement. Tips for meals are not reimbursable. 

Other incidental travel expenses may be reimbursed upon presentation of receipt attached to the 

reimbursement and validation that the expense was incurred for official state business. Actual 

laundry, dry cleaning, and pressing expenses will 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. Actual passport and visa fees will be reimbursed if it is required for official business. Actual 

and necessary fees for the purchase of traveler’s checks, fees charged to exchange currency, and 

the 

 

Miscellaneous  

A traveler who becomes sick or injured while away from his or her official headquarters and is 

therefore unable to perform the official business of the agency may continue to receive a meal 
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allowance during this period of illness or injury until such time as he or she is able to perform the 

official business of the agency or returns to his or her official headquarters, whichever is earlier. 

Expenses related to lost keys or keys locked in a vehicle due to employee negligence are not 

reimbursable. 

Reimbursements made for travel expenses in excess of those ordinarily authorized pursuant to s. 

112.061, F.S., and Rule 691-42, F.A.C., and such excess travel expenses were incurred to permit the safe 

travel of an individual with disabilities, those excess expenses will be paid to the extent that the 

expenses were reasonable and necessary to the safe travel of the individual.  All claims for 

reimbursement should have pre-approval for the ADA office. 

Any type of personal expenses made by the travel should be paid by the traveler’s personal means. 

Questionable expenses should be submitted with a justification to assist with auditing. 

 

FOREIGN TRAVEL 

Foreign (International) travel, as defined by the U.S. General Services Administration (GSA) is defined as 

“Non-Contiguous United States”. The Contiguous US are the 48 US states including the District of 

Columbia, which excludes Alaska, Hawaii, and all US territories.  

Travelers who request foreign travel, including Hawaii, Alaska, Canada, Guam, and Puerto Rico must 

have signature authority from the President. The President has delegated his authority to the Vice 

President of each division. Delegation below the Vice Presidential level is not authorized unless 

approved by the President by order of the President.  

Rates for foreign travel shall not begin until the date and time of arrival in the foreign country (when the 

plane lands on foreign soil) from the United States and shall terminate on the date and time of 

departure from the foreign country (when the plane leaves foreign soil) to the United States.  

When going from one foreign country to another within the same quarter, reimbursement is calculated 

based on the rate where the majority of the quarter was spent.  Receipts are required for all foreign 

lodging and clarification of the currency used.  Rates for foreign travel shall not be claimed for any 

quarter in which domestic meal allowances or per diem is claimed or expense rate is changed and 

justified by funding source. Amounts for reimbursement must be entered in U.S. dollars. If a foreign 

currency is supplied then a currency conversion must by supplied as well.  

Travel Website for Foreign Exchange Rate: https://www.oanda.com/currency/converter/ 

https://www.oanda.com/currency/converter/
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Travel Website for Foreign Per Diem Rates: http://www.state.gov/travel/ 

The exchange rate used during travel needs to be the date the expense was incurred and for hotel use 

the date of check out. Meals and lodging are reimbursed up to the maximum U.S. Department of State’s 

Per Diem Rates excluding incidentals.  Meals are calculated on a percentage of the M&IE Rate for the 

foreign country. 

Breakfast – 15%   Lunch – 25%   Dinner 40% 

 

Travel Reimbursement Form  

The traveler and/or delegate must complete the reimbursement form in Concur to receive 

reimbursement of travel related expenses. 

Travelers are not authorized Class A or Class B per diem when the work assignment is within 50 miles 

from their official headquarters or residence. Exceptions to this restriction must be pre-approved by 

the agency head or their designee. 

The traveler must submit a reimbursement within ten (10) working days after returning to their 

official headquarters, or at the completion of each 30- day travel period of continuous travel, or at the 

completion of each 30-day period of Class C travel trips. 

The traveler must complete the reimbursement with the purpose of travel, travel destination, travel 

times, and requested reimbursement of expenses as appropriate. 

The traveler will note travel expenses paid with a state issued credit card (referred to as 

“purchasing card” or “p-card”) in the proper section of the reimbursement form and will upload copies 

of the corresponding receipts. If the traveler has used the state issued purchasing card to purchase 

or pay for items that are not authorized, the traveler will note the items in the proper section on the 

reimbursement and will either deduct the amount of the item(s) from the amount due to the traveler 

or submit a personal or cashier’s check or money order to the UNF Accounts Payable Office. 

 

Student Travel  

A travel request is required for the Faculty Leader or the Staff/Student Leader (if no Faculty will be 

attending the trip). 

A travel request is required for any student who will be receiving a reimbursement from the University. 

http://www.state.gov/travel/
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If no reimbursement will be made to the students, a list of the student names and N#’s should be 

attached to the Faculty Leader or Staff/Student Leader’s Travel Request. 

Any expenses for Student travel should be paid on a University P-Card.  Student travel expenses should 

not ever be paid on a Faculty/Staff’s personal credit card.  

TLO or Study Abroad 

Along with the above information, a trip agenda and copy of the budget is required as back-up. 

Travel Advances must list a breakdown of the Faculty and Student expenses separately. 
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