
Travel and Expense Helpful Reminders 
 

➢ The State of Florida requires the most economical and efficient means of 

travel.  We do recognize that the most economical or efficient means of 

travel does not always mean the cheapest means.  We attempt to balance 

these sometimes competing views.  

 

➢ An approved Travel Request is required before any travel arrangements 

(transportation, registration fees, hotel, etc.) can be paid for either 

personally or on the p-card. 

 

➢ Travelers using their own automobiles are authorized to be reimbursed 

$0.445/mile. 

 

➢ Enterprise should be used for vehicle rentals.  Travelers may only use 

compact cars, except when there are 3 or more passengers, large amounts 

of university supplies and materials to carry, or when you can get a lower or 

equal price at the compact rate.  A justification must be included. 

 

➢ Enterprise rental vehicles must be filled back up to the amount that was in 

the car when rented.  The fuel surcharge will be the responsibility of the 

traveler, and will not be a reimbursable expense.  

 

➢ Airline Seat Charges – 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 and book the flight.  The seat will be 

assigned upon check-in.  These additional seat charge fees will be the 

responsibility of the traveler, and will not be a reimbursable expense.  

 

➢ Additional Airline fees such as Preferred Seating, Early Bird Check-In, Meal 

Fees, Excessive Baggage Fees (more than 2 bags), and Wi-Fi Fees are not 

reimbursable expenses without a written justification.  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 are viewed as a personal 

convenience to the traveler. 
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➢ 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 personal quote must be obtained at the 

same time and on the same day.  This information must be uploaded to 

the Travel Expense report in Concur. 

 

 

➢ Flight Changes/Cancellations-Any ticket fees resulting from the exchange of 

a ticket due to a personal convenience of the traveler is the responsibility of 

the traveler.  If the circumstance for which the exchange/cancellation fee is 

being charged is for the benefit of the University, a cost saving option, 

unavoidable and/or the trip is being cancelled due to a death or illness; a 

clear justification should be notated in the comments section of the TAR or 

TR. 

 

➢ Portage paid should not exceed $1 per bag and should not exceed $5 per 

incident.  Example:  An incident could be taking your bags from the car in to 

the airport.  A second incidence could be taking your bags from the car in to 

the hotel.  So if you had 3 bags with the example above, the most you could 

be reimbursed would be $6.00 ($1.00 for each bag x two incidences). 

 

➢ Travel Expense reports must be created from Approved Travel Requests.   

 

➢ Personal Travel Insurance (Medical or Life) is not a reimbursable expense.  

For student group travel or International travel, please contact the 

International Center for more information at ext. 2657. 

 

➢ Parking-The University will reimburse the most efficient and economical 

fees for parking.  Overnight hourly parking at the airport will not be 

reimbursed by the University. Valet parking at a hotel will only be 

reimbursed if that is the only option available.  Hourly parking will be 
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reimbursed while in travel status at parking garages for same day meetings, 

visits, picking up clients, etc. 

 

➢ Mode of Transportation-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 

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 back-up to the Accounts Payable 

Dept. 

 

➢ Mileage Allowance - UNF will be the point of origin for all mileage 

calculations claimed on Monday through Friday from 7:00 am - 6:00 

pm.  The traveler’s residence may be the point of origin on weekends, 

holidays, intersession, or before 7:00 am and after 6:00 pm on weekdays.   

 

o Example 1:  Traveling back from the airport on a Tuesday night and 

arrive home at 5:30; mileage will be calculated from airport to UNF.   

  

o Example 2:  Traveling back from the airport on a Tuesday night and 

arrive home at 7:00 pm; mileage will be calculated from airport to 

traveler’s residence. 

 

o Example 3:  Traveling back from the airport on a Saturday; mileage 

will be calculated from airport to traveler’s residence. 

 

 

**If you have any questions, please feel free to contact the Accounts 

Payable Dept. at 904-620-2713 and one of the AP Reps or the AP Manager 

will be happy to assist you.** 
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