[image: image1.jpg],J) Management & Budget





Guidelines for Travel Reimbursement
Prepared by Financial Services, Department of Management and Budget

Questions should be directed to Kay Baker or Uday Malavia.
These guidelines are intended to assist DMB employees, contractors and board members in completing travel expense vouchers for reimbursement of work-related travel.  If you experience difficulties with any of the links in this document, contact Kay Baker at 517-373-8806 or Uday Malavia at 517-335-1567.

Last Revised Date: October 2009
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Guidelines for Travel Reimbursement

Authority for Travel

The Standardized Travel Regulations issued jointly by DMB Travel Services, DMB Office of Financial Management and the Department of Civil Service have been established to provide an equitable means for reimbursing individuals for necessary state business travel expenses.  ​In no way should travel expense reimbursement be viewed as a source of supplemental income or profit to the individual.

Employees are expected to pay their own individual travel expenses, with the exception of airfare.  Travel advances are available.  See Cash Advances for Travel.

All out-of-state travel must be authorized by the Deputy Director on form DMB-34 prior to actual travel.

MAIN Vendor Registration

New employees or employees who have not previously submitted a travel voucher must register on MAIN at the vendor registration website www.cpexpress.state.mi.us in order to receive reimbursement.  Travelers who want to set up EFT payments for travel reimbursements or want to make changes to EFT set up (bank account changes, etc) should access this website and follow the instructions.  Any address changes or updates must also be completed by the employee on the above website.  

Use of Contracted Travel Agency

Conlin Travel is the current contracted travel agency.  The use of Conlin Travel is not required for airline reservations.  However, travelers are expected to work with Conlin Travel to identify the best travel rate for their destination and to identify a need for a refundable fare if necessary (likelihood of needing a change at the last minute, etc).  State policy Standardized Travel Regulations Section 5.2 states "All travelers should purchase the least expensive accommodations available on any one flight..."
 

Please remember that making your reservations 21 days or more in advance for air travel will help you find more affordable rates.  

 

Also, each airline has their own rules regarding non-refundable tickets.  Please be aware of these rules when canceling travel plans.  Contact Conlin Travel as soon as possible when canceling travel plans so they are aware of any unused tickets that may be available for your next trip.  

​Hotel reservations in excess of the state rate, excluding conference hotels, are to be made through Conlin Travel as provided in Standardized Travel Regulations Section 6.8.​ 

Reservations can be made through Conlin Travel at 1-877-654-2179
Conlin Travel offers an on-line reservation tool, Rearden Personal Assistant. For assistance in the on-line reservation system you can call eServices Technical Assistant at 1-888-387-3536. For additional information on this option and training, please contact Ronda Whiting at (517)-322-5110 or whitingr1@michigan.gov. 

​Timing for submission of travel vouchers

Travel vouchers should be submitted within 15 days after the conclusion of travel unless expenses total less than $25 per calendar quarter in which case the calendar quarter should be considered as the travel reporting period.

Cash Advances for Travel

Cash advances are available upon request when 70% of estimated travel expenses exceed $175.00.  DMB employees should complete DMB-34 Request for Out of State Travel Authorization and Instate and Out-of-State Travel Expense Advance form.  Travel advance forms must be submitted at least 10 days prior to departure.  Travel advances will not be processed without the employee ID number of the employee.  The DMB-34 form can be found on the Intranet, Forms page as DMB34.

Rewards or Promotional Items Received While in State Travel Status

Promotional items earned or received as a consequence of state paid travel are the property of the state.  In accordance with Administrative Circular No. 38, promotional items, such as frequent flyer miles, tickets offered because of "bumping," etc., when acquired through travel at state expense, they are the property of the state and must not be used for personal benefit.  ​Return all tickets, coupons or other promotions to the state’s travel agency for credit to the State, and notify Kay Baker, Accounts Payable Supervisor in DMB Financial Services of any promotions earned. 

Mileage

Mileage Rates

The current mileage rates can be found on the Internet, under Travel Rates and Select Cities.  Two mileage reimbursement rates are available for miles driven on personal vehicle:

Standard Mileage Rate:

Drivers who receive prior approval to use privately owned vehicles for official state government business, in lieu of available state motor vehicles, are reimbursed at the standard mileage rate. 

Premium Mileage Rate:

Drivers are eligible for premium mileage reimbursement if:
· No state vehicle is available, and no VTS motor pool is maintained at departure location, or
· An occasional daily travel assignment is less than 100 miles (round trip) and driver has not refused the use of an available motor vehicle.

Drivers who refuse assignment of an available state motor vehicle and use their privately owned vehicle are reimbursed at the standard mileage rate even when an occasional daily travel assignment is less than 100 miles.

State vehicle motor pools are maintained in Detroit, Lansing, Traverse City and Escanaba.  When travel originates from one of these locations, documentation of the request for a state vehicle and the denial (that vehicle is not available) must accompany all requests for Premium mileage reimbursement if the travel assignment exceeds 100 miles. 

The premium rate is normally used by board members, commissioners, contractors, or out-state employees, who do not have access to VTS vehicles.  

Travelers cannot receive any combination of premium and standard mileage reimbursement for the same travel day.

Claiming Miles

· Claim city-to-city (departure city to destination city OR point-to-point) miles as shown on the official State of Michigan transportation map or use the MapQuest website.  Point-to-point mileage can also be found at the Department of Transportation site at: http://mdotwas1.mdot.state.mi.us/public/distcalc/Distance.cfm.  Also, see Attachment 1 for mileage from Lansing to various Michigan cities.

· Any miles driven in excess of point-to-point should be reported as vicinity miles on a separate line.  These miles must be accompanied by an itinerary of the day or otherwise explained.

· When traveling from home to a destination (not the official work station), claim the shorter of the two distances of home to the destination OR official work station to the destination.

· Remember you cannot claim commuting (home to official work station or official work station to home) miles.

Meals

Meal Rates: Meal allowance schedule can be found on the Internet, under 
Travel and Select Cities.
Travelers are eligible to receive meal reimbursement based on the following criteria:

· When departing and arriving – Departure and arrival times determine meal eligibility.  For meal reimbursement the following schedule must be used.

Breakfast – Travel must commence PRIOR to 6:00 AM & extend beyond 8:30 AM

Lunch – Travel must commence PRIOR to 11:30 AM & extend beyond 2:00 PM

Dinner – Travel must commence PRIOR to 6:30 PM & extend beyond 8:00 PM 

Any meals claimed outside the above parameters will be questioned and/or denied.

· There are four types of meal reimbursements – In-State, Michigan Select City, Out-of-State, and Out-of-State Select cities.  Refer to the rate schedule for details.  Select cities are those cities for which a higher reimbursement rate is allowed.  A listing of current select cities can be found on the Internet, under Travel and Select Cities.
· Meal claims should be entered in the appropriate column, i.e., “With Overnight” OR “Without Overnight.”

· Meal claims NOT involving overnight trips (or day meals) are taxable.  Appropriate taxes are withheld from day meals and these amounts are included in traveler’s W-2 as “other income.”

· Effective November 1, 2008, employees will be required to submit meal receipts when requesting reimbursement for meal expenses.  The Standardized Travel Regulations have been revised to reflect this change.   The Civil Service Commission approved the changes to the Standardized Travel Regulations on September 24, 2008.

· Original Itemized, dated receipts must be attached to the travel voucher, copies will not be permitted. The receipt should be cash register generated and include the place, date, time of the purchase, and amount paid to verify the correct reimbursement amount.  Credit card statements or summary credit card slips are not acceptable in lieu of a receipt.

· The meal must be purchased within the starting and ending time of travel.  For example, items purchased at a grocery store the night before travel occurs are not reimbursable.  Only single meal items consumed during the meal period are acceptable.  Bulk quantity items such as bags of apples, loaves or bread, cases of water, etc. will not be allowed

· For full-day meals (breakfast, lunch and dinner) with an over-night stay, the meals and receipts will be considered in total (not individually) and cannot exceed the total meal reimbursement for the day.
· The actual amount paid for food, non-alcoholic drink, sales tax and tip is reimbursable up to the allowable meal rate.  If the tip amount is not printed on the receipt, a handwritten notation of the amount of the tip is acceptable.

· Meal reimbursement requests made by an employee cannot include the purchase of a meal intended for someone other than the employee.  Only the actual amount expended, up to the allowable rate, will be reimbursed.  

· The amount of reimbursement will be the amount of the actual meal expense, as noted on the receipt, or the allowed meal rate, whichever is less. 

· Any exceptions to the above will be evaluated on an individual basis. 

Non- Reimbursable Meals: 

If lodging or other travel includes a breakfast or other meal, the traveler is not entitled to reimbursement for that meal.  Please review the following for additional clarification.

· When the meal is identified as a “hot breakfast”, “deluxe” or “super” continental breakfast that could include hot entrees, wide variety of Danish, muffins, rolls, cereals, fruits, juices, etc., there will be no additional reimbursement provided.

· When a provider offers a limited selection such as a continental breakfast with a small selection of rolls, Danish, donuts, etc., coffee and perhaps juice and fruit or the meal is found to be inadequate; reimbursement can be sought with sufficient justification (i.e., receipts, explanation) for reimbursement.

· When the air travel includes a snack or there is a manager’s reception at the lodging, these will not be considered as a meal and reimbursement can be sought with receipts, if eligible for a meal reimbursement
Guest Meals/Business Meals:

Do not include the cost of meals of another state employee on a Travel Expense Voucher.  The meal cost of non‑state employees must have prior approval of the office director and comply with Standardized Travel Regulation 7.8.  An explanation of why the meeting was required over the meal hour, meal receipts, description of what was discussed, and a list of the attendees must be provided.  ​Guest meal rates are the same as those applied to state employees.  

Group Meeting Rates:

Section 6.8(b) of the Standardized Travel Regulations allows state employees to be reimbursed for actual meal expenses not exceeding the group meeting rates listed above for prearranged meetings called by a commission, department or office director.  

All prearranged meetings not held in state facilities for which there is a room charge must have the prior approval in writing of the Department Director or their designee.  A request for authorization should include an explanation for the meeting, why it is necessary to hold it over the meal hour, and a listing of those attending.  Normally, meals at staff meetings are not approved.  The approved request for authorization should accompany the travel voucher. 

Meals within Official Work Stations:
Employees should be aware that meals within their official workstation are not reimbursable unless authorized by their supervisor and they were required to attend a conference or meeting within the official workstation. Appropriate documentation must be provided to support the reimbursement. 

The Lansing metropolitan area includes City of Lansing, East Lansing, Okemos, Haslett, Williamston, Grand Ledge, Potterville, Holt, DeWitt, Martin Luther King Blvd. Facilities, Capital City Airport, State Secondary Complex and other adjacent offices and/or facilities. 

The Detroit Metropolitan area is bounded by:  Fourteen Mile on the north, Inkster Road on the west, Pennsylvania Road on the south, and the Detroit River and Lake St. Clair on the east.   The following municipalities all are within this Detroit Metropolitan official workstation.

Allen Park
Hamtramck

Berkley
Harper Woods

Beverly Hills
Hazel Park

Bingham Farms
Highland Park

Centerline
Huntington Woods

Dearborn
Lathrup Village

Dearborn Heights
Lincoln Park

Detroit
Madison Heights

Eastpointe
Melvindale

Ecorse
Oak Park

Ferndale
River Rouge

Franklin
Roseville

Fraser
Royal Oak

Grosse Pointe
St. Clair Shores

Grosse Pointe Farms
Southfield

Grosse Pointe Park
Southgate

Grosse Pointe Shores
Taylor

Grosse Pointe Woods
Warren

Wyandotte

The official workstation must be shown on an employee's travel voucher.

​Lodging​
Lodging Rates: The current reimbursement rate for hotels can be found on the Internet under Travel Rates and Select Cities.  Applicable hotel rate plus taxes may be reimbursed. The following alternatives are available:

· Hotel reservations can be made by the traveler at the "Approved Rate” as listed in the Hotel Listing Guide.  Reimbursement is actual cost with a receipt.

· Reservations in excess of the "State Rate" or the "Approved Rate" need to be made through Conlin Travel.  Reimbursement is actual cost with a receipt and a copy of your confirmation from ​Conlin Travel.

· Taxes are reimbursable in addition to lodging expense and should be included in the lodging total with an actual receipt.

· If a spouse accompanies an employee, the lodging reimbursement is limited to the single room rate or the state maximum rate whichever is less.

· Hotel reservations for conferences, conventions and meetings can be at the hotel where the conference is located even when the rate exceeds state’s “approved rate.”  Therefore, the conference rate is approved for reimbursement.

This link will connect you directly to the Hotel Listing, which is updated on a regular basis: Internet - Hotel Listing.

Miscellaneous Expenses
Airport Parking

In conjunction with air departures, and in lieu of leaving a state vehicle parked at an airport, an employee may be reimbursed at the premium mileage rate when using a personal vehicle and will be reimbursed for the parking fee.

If the employee chooses to be driven to and picked up from the airport, to avoid leaving a state vehicle or personal vehicle parked, the employee may be reimbursed the premium mileage rate for the round trip travel to and from the airport.

Incidental Costs, such as tips  

The incidental rate of $2 per day is to reimburse the traveler for expenses associated with an overnight stay (i.e. bellhops, porters, housekeeping).  The day is defined as a 24-hour period or per night lodging.  For example, you have one night’s lodging and tip the bellman or porter.  You may seek reimbursement for a maximum expense of $2.  Even though you check in on Tuesday and leave on Wednesday, you cannot claim $4 in incidental costs.

Parking and Toll Charges 

Reimbursement for toll and parking charges is allowed, including metered parking.  Receipts should be attached to the travel voucher if obtainable.

Telephone Costs 

Covered telephone costs including state-issued cellular phones should be state business related and minimized in travel status with use of a telephone credit card.  Where unavoidable, the cost of telephone calls may be reimbursed on the travel voucher under the "other expense" column with a footnote indicating telephone costs.  The cost should be supported by the detail on the lodging bill or a telephone billing and should be marked as business related.  For overnight work trips, a brief call home is authorized each night.

Expenses Not Allowable on Travel Vouchers

Alcoholic Beverages.  

Reimbursement for alcoholic beverages or bartender service is never allowed.

Political Donations, Charitable Contributions, or Gifts 

Tickets to political events, charitable fund raisers, and retirement dinners are never allowed.  The actual cost of the meal provided at the event would be allowable with prior approval of the department director.

Parking Tickets

Parking tickets received while on state business are not reimbursable and are the responsibility of the traveler. 

How to Complete Travel Voucher

Required Information.  Incomplete or illegible travel vouchers will be rejected back to the traveler. ​

· Employee name

· Business phone number

· Agency name

· Employee identification number​ must be correct and legible – employee social security numbers are not required.

· Home address ​is still required even if reimbursement is made via electronic fund transfer (EFT).

· Official work station: building and city as designated according to Section 4 of the Standardized Travel Regulations.

· Permanently assigned state vehicle number – if applicable

· Travel advance and amount – if applicable

· Nature of official business – provide detailed explanation for travel.  General statements such as “state business” are not sufficient.

· Period covered – the period travel voucher is submitted for

· Day of month – enter the travel date for example 10/15 for October 15th.  Enter travel claims in chronological order.

· Travel Description Point-to-Point – The travel description must include the city of departure, the destination city (location of the field assignment), and the city of return.  For example: Point-to-point miles = Lansing-Detroit-Lansing.  Point-to-point and vicinity miles should be listed on separate lines.  Vicinity miles in excess of 50 miles must be explained with a note.

· Departure and Return times – Use time format of “hour:minutes” and an “A” or “P” for time of day (8:00A or 6:30P)

· Personal Miles – Record miles driven on a personal vehicle.  These are the miles traveler is claiming for reimbursement.  Do not include any miles driven for personal use (for example, sight seeing or shopping trips, etc. while in travel status).  See Attachment 1 for point-to-point mileage chart.  For additional cities you may use State of Michigan official transportation map or mapquest web site.

· Lodging – enter amount for lodging.  Amounts claimed in this column must be supported by lodging receipts.

· Meals / Overnight – Include meal claims while in overnight travel status –

non-taxable meals.

· Meals / Without Overnight – Include meal claims for day trips – taxable meals.

· Other Expense Amount – Other expenses such as parking, toll, tips, phone, etc. should be supported with receipts.  If receipts are not available, it should be explained on the travel voucher with a note.

· Total amount of daily travel claims should be entered in the last column (Daily Total).

· Total amount of travel claims from the last column for the travel period should be correctly added-up and entered as the grand total.

· In case incorrect entries are discovered on the travel voucher, Accounts Payable staff corrects errors and enters the correct amount on the travel voucher as outlined in the Standardized Travel Regulations and this guide. 
· Remember that actual travel reimbursement amount received may differ from what is claimed on travel voucher due to rounding, error corrections, and/or taxes withheld on day meals.
· Index Number(s) that travel is being reimbursed against must be indicated in the Index column in the bottom left hand corner of the voucher.
Contractors and Consultants on long-term assignments, who are on the state payroll, are coded as regular state employees.

Signatures.  Both the traveler and the immediate supervisor must sign their full names.  The signature of the immediate supervisor substantiates the expenses reported as reimbursable state expenses.  For contractors and board members, the signature of the agency director substantiates for the expenses reported.  Name stamps and initials will not be accepted.

See Attachment 2 for a sample of completed travel voucher.

Additional Notes

Special Exceptions to Regulations  

Contact Ronda Whiting at 517-322-5110 or whitingr1@michigan.gov 

at DMB Travel Services to get current out-of-country travel expense rates.

Recruitment Meetings

Recruitment meetings with potential candidates are eligible for group meeting rates, provided approval has been given from the office director.  

Tax Reporting​

Reimbursement for mileage at premium rates and meal expenses, when no overnight stay occurs, are viewed by the Federal Internal Revenue Service as reportable and potentially taxable income. Accordingly, such payments, if taxable, will be totaled for the calendar year on the employee's W‑2 statement as "Other Income” and the calculated taxes will be withheld from the respective travel reimbursement.  In some specific situations, other travel reimbursement may be taxable based upon guidance from the Internal Revenue Service.  When this occurs, accounts payable staff will notify the traveler of the possible tax withholding from the travel reimbursement.​

Special Information Regarding Contractors and Board Members

When contractors and consultants are on extended assignments with the State, the Contract Manager and Acquisitions Services may negotiate reimbursement rates that cover meals and or lodging.  These rates cannot exceed those established by the Department of Civil Service for employee reimbursement.  ​

Reimbursement by Other Agencies  

Questions should be directed to DMB Financial Services.  The employee submits travel vouchers for all travel on state time, even if part or all expenses are to be reimbursed by another agency, whether state, federal, or professional organizations.  This procedure should be followed to ensure that IRS reportable travel expenses are recorded; the employee is not harmed or benefited by differences in reimbursement rates between the state and reimbursing agency,
Travel Resources
Travel links:

Travel expense Vouchers – DMB-23 has been revised for DMB employees.  Use the form that requires Employee ID.  The DMB-23 can be found on the DMB Intranet site at:

http://connect.michigan.gov/portal/site/dmb/.  (Log-in, click on Forms, look under “DMB Forms for Use by DMB Employees Only”)  

Out-of-State Travel Authorization and Advance Request – DMB-34 has been revised for DMB employees. Use the form that requires Employee ID. The DMB-34 can be found on the DMB Intranet site at: http://connect.michigan.gov/portal/site/dmb/.

(Log-in, click on Forms, look under “DMB Forms for Use by DMB Employees Only”)
DMB Travel Guidelines – Can be found on the DMB Intranet site at:

http://connect.michigan.gov/portal/site/dmb/.  (Log-in, click on Business Services, click on Travel Services, click on “Travel Guide”)

Standardized Travel Regulations are available on the Internet at:

Internet - Travel Regulations.

Current Mileage and meal reimbursement rates can be found on the DMB Internet, at:

Travel Rates and Select Cities.

MAIN Vendor Registration – Contract & Payment Express can be found on the Office of State Budget site at: www.cpexpress.state.mi.us.

Questions

For questions, contact the following employees:

Kay Baker – 517-373-8806 BakerK@Michigan.Gov.

Uday Malavia – 517-335-1567 MalaviaU@Michigan.Gov.

See Attachment 3 for frequently asked questions and answers

Attachments

Attachment 1 – Mileage from Lansing to various Michigan and out-of-state locations

Attachment 2 – Sample of Completed Travel Voucher
Attachment 3 – Frequently Asked Questions and Answers

ATTACHMENT 1

Mileage from Lansing to various Michigan and out-of-state locations

	Mileage from Lansing to:
	

	Ackerson Lake
	46

	Acme
	186

	Ada
	59

	Addison
	56

	Adrian
	73

	Afton
	202

	Akron, MI
	85

	Akron, OH
	103

	Albany NY
	642

	Albion
	40

	Alger
	121

	Algonac
	115

	Allegan
	85

	Allendale
	79

	Allen Park
	89

	Alma
	49

	Almont
	90

	Alpena
	214

	Alto
	46

	Anderson
	209

	Ann Arbor
	62

	Argentine
	51

	Arlington, VA
	594

	Armada
	101

	Ashley
	34

	Athens
	74

	Atlanta, MI
	202

	Attica
	77

	Auburn
	85

	Auburn Heights
	84

	Auburn Hills
	73

	AuGres
	125

	Augusta
	58

	Bad Axe
	134

	Bagley
	402

	Baldwin
	134

	Bancroft
	28

	Bangor
	98

	Baraga
	462

	Bark River
	382

	Barryton
	97

	Bath
	11

	Battle Creek
	50

	Bay City
	82

	Bay de Noc
	383

	Bay Port
	124

	Bay Shore
	208

	Bay View
	206

	Beal City
	76

	Bear Lake
	180

	Bear Track
	174

	Beaverton
	97

	Belding
	53

	Bellaire
	192

	Belle Isle
	97

	Belleville
	79

	Bellevue
	33

	Belmont
	71

	Benton Harbor
	123

	Benzonia
	170

	Bergland
	505

	Berkley
	75

	Berrien Center
	126

	Berrien Springs
	129

	Bessemer
	530

	Beulah
	170

	Beverly Hills  
	73

	Big Bay
	418

	Big Rapids
	107

	Bingham Farms
	71

	Birch Run
	65

	Birmingham
	76

	Bitely
	129

	Blaney Park
	195

	Blissfield
	84

	Bloomfield
	73

	Bloomfield Hills
	75

	Bloomingdale
	95

	Bolles Harbor
	104

	Boyne City
	194

	Boyne Falls
	188

	Boyne Highlands
	215

	Boyne Mountain
	188

	Bradley
	61

	Brant
	54

	Breckenridge
	54

	Brethren
	165

	Bridgeport
	71

	Brighton
	45

	Brimley
	285

	Britton
	78

	Bronson
	80

	Brooklyn
	53

	Brown City
	99

	Bryon
	32

	Buchanan
	131

	Burlington
	59

	Burr Oak
	90

	Burt Lake
	205

	Burton
	55

	Byron Center
	67

	Cadillac
	126

	Caledonia
	63

	Calumet
	504

	Camden
	783

	Camp Klett
	125

	Camp Nakomis
	485

	Canton Twp.
	81

	Capac
	89

	Capitol City Airport 
	5

	Carleton
	94

	Caro
	98

	Carp Lake
	225

	Carrollton
	72

	Carson City
	44

	Carsonville
	131

	Caseville
	131

	Casnovia
	94

	Cass City
	113

	Cassopolis
	112

	Cedar
	186

	Cedar Lake
	63

	Cedar Springs 
	78

	Cement City
	51

	Centerline
	85

	Centerville
	94

	Central Lake
	200

	Charlevoix
	206

	Charlotte
	22

	Cheboygan
	216

	Chelsea
	47

	Chesaning
	47

	Chicago
	220

	Chicago O’Hare Airport
	260

	Chief
	168

	Cincinnatti, OH
	351

	Clare
	80

	Clarenceville
	65

	Clarkston
	76

	Clarksville
	42

	Clawson
	80

	Clear Lake Camp 
	56

	Cleveland, OH
	230

	Clifford
	95

	Climax
	61

	Clinton
	66

	Clinton Twp.
	92

	Clio
	59

	Cohoctah
	48

	Coldwater
	65

	Coleman
	90

	Coloma
	112

	Colon
	80

	Columbiaville
	74

	Columbus, OH 
	252

	Colwell
	107

	Comstock
	66

	Comstock Park 
	66

	Concord
	52

	Constantine
	98

	Coopersville
	86

	Copemish
	156

	Copper Harbor 
	537

	Corruna
	34

	Covert
	126

	Croswell
	122

	Crown Pointe
	207

	Crystal
	54

	Crystal Falls 
	453

	Custer
	156

	Cutlerville
	68

	Daggett
	410

	Dansville
	21

	Davisburg
	58

	Davison
	58

	Dearborn
	84

	Dearborn Heights
	83

	Decatur
	100

	Deckerville
	138

	Deerfield
	85

	Delta College
	81

	Delton
	59

	Detour
	286

	Detroit
	85

	Detroit Metro Airport
	88

	Dewitt
	11

	Dexter
	69

	Dimondale
	9

	Dorr
	77

	Doster
	69

	Douglas
	110

	Douglas Lake
	121

	Dowagiac
	117

	Dowling
	47

	Drayton Plains 
	71

	Druden
	85

	Dryden
	86

	Dundee
	86

	Durand
	32

	Eagle
	15

	Eagle Harbor
	526

	Eagle River
	517

	East Detroit
	88

	East Jackson
	48

	East Jordan
	198

	East Lansing
	3

	East Leroy
	64

	East Rockwood
	97

	East Tawas
	147

	Eaton Rapids 
	17

	Eau Claire
	124

	Ecorse
	90

	Edmore
	71

	Edwardsburg 
	125

	Elk Rapids
	130

	Elkton
	147

	Ellsworth
	204

	Eloise
	84

	Elsie
	33

	Erie
	110

	Escanaba
	371

	Essexville
	85

	Evart
	107

	Fair Haven
	107

	Fairgrove
	97

	Fairview
	173

	Falmouth
	130

	Farmington
	65

	Farmington Hills
	76

	Farwell
	85

	Fennville
	104

	Fenton
	56

	Fenwick
	50

	Ferndale
	77

	Filer City
	176

	Flat Rock
	95

	Flint
	51

	Flushing
	51

	Fort Custer
	56

	Fowler
	28

	Fowlerville
	25

	Frankenmuth 
	71

	Frankfort
	177

	Franklin
	71

	Fraser
	95

	Freeland
	79

	Freeport
	45

	Freesoil
	178

	Fremont
	110

	Fruitpport
	95

	Galesburg
	63

	Garden
	344

	Garden City
	81

	Gaylord
	168

	Genesee
	60

	Gibraltar
	99

	Gladstone
	362

	Gladwin
	107

	Glen Arbor
	201

	Gobles
	90

	Goodells
	103

	Goodrich
	67

	Gould City
	287

	Gowen
	70

	Grand Blanc
	54

	Grand Haven 
	96

	Grand Ledge 
	11

	Grand Marais
	356

	Grand Rapids 
	66

	Grand Rapids Airport 
	70

	Grand Valley State
	77

	Grandville
	67

	Grant
	99

	Grass Lake
	48

	Grayling
	141

	Greenville
	61

	Gregory
	37

	Grosse Isle
	102

	Grosse Point
	97

	Grosse Point Farms 
	97

	Grosse Point Park
	99

	Grosse Point Shores
	96

	Grosse Point Woods
	95

	Grover Mine
	445

	Gull Lake
	63

	Gwinn
	395

	Hale
	142

	Hamilton
	98

	Hammond IN
	200

	Hamtramck
	85

	Hanover
	59

	Harbor Beach 
	152

	Harbor Springs 
	214

	Harper Woods 
	93

	Harris
	385

	Harrison
	94

	Harrisville
	178

	Harsens Island
	129

	Hart
	139

	Hartford
	102

	Hartland
	45

	Haslett
	7

	Hastings
	44

	Haven Hill
	57

	Hawthorne Center
	69

	Hazel Park
	82

	Hell
	45

	Hemlock
	53

	Hershey
	140

	Hesperia
	120

	Hidden Valley Lodge
	181

	Higgins Lake
	129

	Highland
	50

	Highland Park
	82

	Hilliards
	80

	Hillman
	198

	Hillsdale
	70

	Holland
	87

	Holly
	61

	Holt
	7

	Homer
	49

	Honor
	177

	Hooper
	60

	Hopkins
	89

	Horton
	49

	Houghton
	489

	Houghton Lake 
	120

	Houghton Point 
	132

	Howard City
	90

	Howell
	34

	Hubbard Lake 
	203

	Hudson
	66

	Hudsonville
	75

	Hunt Creek
	202

	Huntington Woods 
	79

	Ida
	94

	Imlay City
	82

	Indian River
	198

	Indianapolis IN 
	248

	Ingalls
	415

	Inkster
	81

	Interlochen
	170

	Ionia
	39

	Iron Mountain 
	423

	Iron River
	469

	Irons
	155

	Ironwood
	550

	Ishpeming
	402

	Ithaca
	39

	Jackson
	38

	Jamestown
	74

	Jenison
	70

	Johannesburg
	182

	Jones
	101

	Jonesville
	65

	Kalamazoo
	75

	Kalkaska
	163

	Kawkawlin
	90

	Keego Harbor
	71

	Keeler
	107

	Kelloggsville
	65

	Kensington Park 
	53

	Kent City
	89

	Kentwood
	65

	Kinde
	151

	Kingsley
	157

	Kingston
	105

	L'Anse
	457

	Lafayette IN
	278

	Laingsburg
	18

	Lake
	94

	Lake Chenung
	86

	Lake City
	129

	Lake Fenton
	54

	Lake Odessa
	32

	Lake Orion
	80

	Lakeview
	79

	Lakeville
	90

	Lambertville
	108

	Lamont
	78

	Lapeer
	69

	Lathrup Village 
	74

	Lawrence
	97

	Lawton
	92

	Leland
	195

	Lenawee
	79

	Lennon
	43

	Leonidas
	83

	Leroy
	135

	Leslie
	24

	Lewiston
	175

	Lexington
	130

	Lewiston
	175

	Lincoln  
	188

	Lincoln Park 
	88

	Linden
	55

	Litchfield
	57

	Livonia
	70

	Louisville KY 
	356

	Lowell
	51

	Ludington
	159

	Luzerne
	164

	Lyons
	31

	McBain
	120

	Mackinac City 
	222

	Macomb
	96

	Madison Heights
	82

	Madison WI
	354

	Mancelona
	179

	Manchester
	59

	Manistee
	171

	Manistique
	318

	Manitou Beach 
	58

	Manton
	137

	Maple City
	188

	Maple Rapids 
	31

	Marcellus
	99

	Marine City
	121

	Marion
	118

	Marlette
	103

	Marne
	70

	Marquette
	391

	Marshall
	42

	Martin
	91

	Marysville
	123

	Mason
	14

	Mattawan
	85

	Maybee
	99

	Mayville
	90

	Mecosta
	86

	Melvindale
	89

	Memphis
	99

	Mendon
	78

	Menominee
	423

	Merrill
	66

	Mesick
	149

	Metamora
	78

	Michigan Center 
	44

	Michigan State Fair Grounds
	79

	Middleton
	37

	Middleville
	56

	Midland
	86

	Milan
	78

	Milford
	59

	Millett
	6

	Millington
	82

	Mindon
	138

	Mio
	164

	Moline
	76

	Monroe
	101

	Montague
	121

	Montrose
	58

	Morenci
	81

	Morley
	93

	Morrice
	21

	MSU-Oakland
	79

	Mt. Clemens 
	95

	Mt. Morris
	57

	Mt. Pleasant
	65

	Muir
	34

	Mulliken
	18

	Munising
	248

	Munith
	34

	Muskegon
	102

	Muskegon Hts. 
	102

	Nadeau
	401

	Nankin Mills
	73

	Napoleon
	49

	Nashville
	34

	Nazareth
	72

	Negaunee
	401

	New Baltimore
	100

	New Boston
	89

	New Buffalo 
	146

	New Era
	128

	New Haven
	106

	New Hudson
	53

	New Lothrop 
	49

	New Troy
	147

	Newaygo
	98

	Newberry 
	298

	Newport
	99

	Niles
	126

	New Adams
	60

	North Branch 
	88

	Northland
	395

	Northport
	199

	Northville
	64

	Nottawa
	84

	Novi
	61

	Nunica
	88

	Oak Park
	75

	Oakland University
	79

	Oakley
	41

	Okemos
	8

	Old Mission
	189

	Olivet
	33

	Omer
	116

	Onaway
	215

	Onekema
	181

	Onondaga
	30

	Onsted
	63

	Ontonogan
	511

	Orchard Lake 
	71

	Orleans
	49

	Ortonville
	74

	Oscoda
	162

	Oshtemo
	77

	Osseo
	74

	Otisville
	72

	Otsego
	76

	Otter Lake
	75

	Ovid
	27

	Owosso
	31

	Oxford
	82

	Palo
	50

	Paradise
	293

	Parchment
	77

	Paris
	112

	Parma
	44

	Paw Paw
	88

	Peck
	115

	Pellston
	215

	Penfield
	47

	Pentwater
	147

	Perrinton
	36

	Perry
	20

	Petersburg
	91

	Petoskey
	202

	Pewamo
	34

	Pickford
	277

	Pigeon
	128

	Pincconing
	100

	Pinckney
	44

	Pine Lake
	68

	Plainwell
	77

	Pleasant Ridge 
	81

	Plymouth
	70

	Pontiac
	70

	Port Austin
	150

	Port Hope
	160

	Port Huron
	121

	Port Sanilac
	134

	Portage
	79

	Portland
	21

	Potterville
	15

	Powers
	393

	Prattville
	73

	Prescott
	130

	Prudenville
	125

	Pt. Moulee
	103

	Pullman
	100

	Quakertown
	67

	Quincy
	70

	Rapid River
	356

	Ravenna
	89

	Reading
	82

	Redford
	74

	Reed City
	119

	Reese
	82

	Remus
	85

	Richland
	69

	Richmond
	115

	River Rouge
	90

	Riverdale
	59

	Riverside
	117

	Riverview
	97

	Rives Junction 
	27

	Rochester
	80

	Rockford
	73

	Rockwood
	95

	Rogers City
	237

	Romeo
	94

	Romulus
	85

	Roosevelt Park 
	100

	Roscommon
	141

	Rose City
	144

	Rosebush
	71

	Roseville
	91

	Rothbury
	120

	Royal Oak
	78

	Rudyard
	262

	Saginaw
	72

	Saline
	76

	Samaria
	103

	Sandusky
	122

	Sandford
	93

	Saranac
	37

	Saugatuck
	98

	Sault Ste. Marie 
	278

	Schoolcraft
	91

	Scotts
	58

	Scottville
	162

	Sebewaing
	110

	Selfridge ANG Base
	98

	Shaftsburg
	14

	Shanty Creek
	190

	Shelby
	132

	Shelbyville
	89

	Shepherd
	56

	Sheridan
	55

	Shingleton
	346

	Sidney
	61

	Silver Lake
	146

	Six Lakes
	77

	South Haven 
	110

	South Lyon
	57

	Southfield
	71

	Southgate
	95

	Sparta
	76

	Spring Arbor
	45

	Spring Lake
	91

	Springport
	28

	Spruce
	193

	St. Charles
	52

	St. Clair
	128

	St. Clair Shores 
	98

	St. Ignace
	231

	St. Johns
	18

	St. Joseph
	119

	St. Louis
	47

	St. Mary's Lake
	44

	Stambaugh
	469

	Standish
	110

	Stanton
	61

	Stanwood
	97

	Sterling
	115

	Sterling Hts.
	88

	Stevensville
	125

	Stockbridge
	34

	Stone Point
	92

	Sturgis
	90

	Sunfield
	25

	Suttons Bay
	186

	Swartz Creek 
	40

	Tawas City
	145

	Taylor
	92

	Taylor Center
	85

	Tecumseh
	72

	Tekonsha
	54

	Temperance
	104

	Thompsonville 
	156

	Three Oaks
	145

	Three Rivers
	97

	Tippee Dam
	156

	Toledo OH
	116

	Topinbee
	202

	Torch Lake
	206

	Traverse City 
	176

	Trenton
	99

	Tri City Airport
	76

	Troy
	82

	Trufant
	76

	Tuscola
	86

	Tustin
	139

	Twin Lake
	114

	Twining
	124

	Tyre
	129

	Ubly
	131

	Union City
	64

	Union Lake
	68

	Union Pier
	142

	Unionville
	104

	University City
	81

	Utica
	85

	Van Dyke
	84

	Vandalia
	105

	Vanderbilt
	178

	Vandercook Lake
	43

	Vassar
	83

	Vermontville 
	26

	Vestaburg
	67

	Vicksburg
	77

	Wakefield
	526

	Walden Woods
	46

	Waldron
	75

	Walker
	71

	Walkerville
	139

	Walled Lake
	61

	Walloon Lake
	197

	Walton
	145

	Walton Heights
	263

	Warren
	85

	Washington
	91

	Washington D.C.
	574

	Washtenaw College
	68

	Waterford
	77

	Waterloo
	42

	Watervliet
	107

	Wayland
	81

	Wayne
	82

	Webberville
	20

	Weidman
	84

	West Bloomfield
	62

	West Branch
	139

	Westland
	82

	Westphalia
	24

	White Cloud
	109

	White Lake
	56

	White Pigeon
	100

	Whitehall
	118

	Whitmore Lake 
	53

	Whittemore 
	132

	Williamston
	14

	Willow Run
	77

	Wilson
	388

	Winn
	75

	Wolverine
	188

	Wood Creek Farms
	91

	Woodhaven
	97

	Woodland
	30

	Wyandotte
	97

	Wyoming
	68

	Yale
	108

	Yorkville
	60

	Ypsilanti
	72

	Zeeland
	83

	Zilwaukee
	74

	
	

	Secondary Complex to Lansing
	9

	Secondary Complex to Detroit
	100

	Secondary Complex to Grand Rapids
	24

	Secondary Complex to Flint
	60

	
	


Official Workstation boundaries:

The Detroit Metropolitan area is bounded by:  Fourteen Mile on the north, Inkster Road on the west, Pennsylvania Road on the south, and the Detroit River and Lake St. Clair on the east.

The Lansing Metropolitan area includes: City of Lansing, East Lansing, Okemos, Haslett, Williamston, Grand Ledge, Potterville, Holt, DeWitt, Martin Luther King Blvd. Facilities, Capital City Airport, State Secondary Complex, and other adjacent offices and/or facilities. 

Attachment 2

Sample of Completed Travel Voucher
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Attachment 3

Frequently asked Travel questions

1. When can I use Premium Mileage?

You can be reimbursed at the premium mileage rate, if you have requested a state vehicle and none was available or your trip was less than 100 miles.

2. What is a group lunch and when can I use this rate?

A Group Meeting is defined as: a meeting called by a Commissioner, Department Director or and Agency Head, and that which employees are required to attend as official representatives.  This can include conventions, conferences, workshops and other department functions.  

Group Meal rates would apply if the meal would fall under the above definition of a Group Meeting and the following criteria are met.

· Meetings must be prearranged and called by a Commissioner, Department or Office Director.

· Meals rates (if qualified) must not exceed the Group Meeting Rates for meal reimbursement.

· All prearranged meetings not held in state facilities must have prior approval, in writing, of the Department Administrative Officer.  The request for authorization should include an explanation for the meetings; why it is necessary to hold meeting over the meal hour; and a list of those attending the meeting.

· Approved request for authorization should be attached to travel voucher.
· Meals at staff meetings are not considered group meals and therefore are not approved.
3. What do I need receipts for?  

You must provide receipts for all lodging, parking (if not meter parking, and this should be clearly indicated on the travel voucher), meal reimbursements, bridge fares, taxi fares, toll charges, and any other miscellaneous (allowable) expenses that are on the voucher.

4. What if I get a parking ticket during travel?

If you receive a parking ticket, it is your responsibility to pay the cost.  The State does not pay or reimburse for parking tickets.

5. When do I qualify for meal reimbursement?

You can be reimbursed for meals only if you are in travel status, you are outside your official workstation and you have started and ended your travel within the guidelines in the Standardized Travel Regulations.  The departure and return times are:

Breakfast – Travel must commence PRIOR to 6:00 AM & extend beyond 8:30 AM

Lunch – Travel must commence PRIOR to 11:30 AM & extend beyond 2:00 PM

Dinner – Travel must commence PRIOR to 6:30 PM & extend beyond 8:00 PM

6. My payment was for less than I submitted for.  Why?

· There are three reasons why your voucher may be for less than what you submitted:

· You rounded your dollar amounts up; the system does not round amounts up.

· Your voucher was only for mileage and the initiator added all amounts together and entered as one total amount, when this happens the amount can vary a few cents up or down.

· You submitted a voucher for reimbursement that IRS views as potentially taxable income.
7. What is a Select City? 

A select city has been designated as a city for which a higher reimbursement for lodging and meals is allowed.  For a current list of select cities, please go to:

http://www.michigan.gov/dmb/0,1607,7-150-9141_13132---,00.html.

8. What are vicinity miles and when do I use them?

Vicinity miles are defined as those miles that exceed the actual miles (point-to-point according to map) to and from a destination.  Example: it is 85 miles to Detroit from Lansing and 85 miles return trip to Lansing for a total of 170 miles.  If the entire trip were for 180 miles, there would be 10 additional miles that should be listed as vicinity miles on separate line in a travel voucher.

9. When can I claim tips and incidental expenses and how much can I claim?

An incidental rate of $2.00 per day (maximum) is allowed to reimburse travelers for expenses associated with an overnight stay (i.e. bellhops, porters, housekeeping).  The day is defined as a 24-hour period or per night lodging.

10. Can I be reimbursed when I buy lunch for a guest?

You may be reimbursed for a non-state employee meal cost ONLY if you have the prior approval of the Department Director, it can be shown that such costs were necessary and incidental to the conduct of official business, and have met the requirements of Standardized Travel Regulation 7.8.  An explanation of why the meeting was required over the meal hour, a description of the meeting agenda, meal receipts, and the appropriate approvals must be submitted with the travel expense voucher.  The reimbursement for another state employee is not permitted; each state employee should submit a travel expense voucher for his or her individual expenses.
11.  Can I ever receive a meal reimbursement when traveling within my workstation area?

The ONLY instance where a meal reimbursement within an official workstation is permitted is when “a meal reimbursement is authorized by sponsors of a conference or an official meeting as defined in the Standardized Travel Regulations 6.8.”  This instance will require that the appropriate documentation be included with the travel expense voucher.  If you are attending such a meeting and you are released for the meal period you will not be eligible for any meal reimbursement within you official workstation.

12.  When will I be reimbursed for my travel expenses?

You will be reimbursed for your travel expenses once you have submitted an approved and appropriately filled out travel expense voucher and Accounts Payable has entered and released the voucher for a warrant to be issued.  Travel vouchers are processed within 5 days after receipt in Accounts Payable.

13.  If I can find airfare cheaper than that contracted agency or contracted fare, can I book it myself?

Airfare and service fees will need to be paid directly by the traveler and submitted for reimbursement on a travel expense voucher.  Appropriate approvals and justifications for not using the state contracted travel agency must be included with the travel expense voucher as well as the price that was given by Conlin Travel.

14.  What if the traveler is not in ADPICS vendor file?

The traveler will need to register with MAIN in order to be reimbursed for any travel expenses.  Being registered and receiving your checks through HRMN and DCDS does not automatically set you up to be able to receive reimbursement for travel vouchers.  Different systems are used.  For employee reimbursements the information must be submitted into ADPICS.  To register on-line for ADPICS, go to: www.cpexpress.state.mi.us or call 517-373-4111.

15.  Can I receive a travel advance for travel expenses?

A cash advance for travel is available upon request when 70% of estimated travel expenses exceed $175.00.  An Out of State Travel and Advance Request form must be submitted and the approved form submitted to Accounts Payable at least 10 days prior to the date of travel.   If you receive an advance for travel and the advance amount exceeds the actual expenses incurred during travel you will need to reimburse the State of Michigan for the difference.
16.  What is the workstation area for Lansing?

The Lansing Metropolitan area includes: City of Lansing, East Lansing, Okemos, Haslett, Williamston, Grand Ledge, Potterville, Holt, DeWitt, Martin Luther King Blvd. Facilities, Capital City Airport, State Secondary Complex, and other adjacent offices and/or facilities. 

17.  What is the workstation area for Detroit?

The Detroit Metropolitan area is bounded by:  Fourteen Mile on the north, Inkster Road on the west, Pennsylvania Road on the south, and the Detroit River and Lake St.Clair on the east.

18.  What is a traveler profile for?

A traveler profile assists Conlin Travel in arranging your travel.  This information is confidential and is only used by Conlin Travel in facilitating travel reservations and is only on file at their office.

19.  What are the current reimbursement rates and where can I find them?

The current reimbursement rates can be found at: 

http://www.michigan.gov/dmb/0,1607,7-150-9141_13132---,00.html.

20.  Can I be reimbursed for the taxes I am charged on my hotel bill?

The taxes charged on your hotel bill should be included in the reimbursement amount.  

21.  What is a non-reimbursable meal?

If your lodging or other travel includes breakfast or other meal, you are not entitled to reimbursement for that meal.  The following is additional clarification.

· When the meal is identified as a “hot breakfast”, “deluxe” or “super” continental breakfast that could include hot entrees, wide variety of Danish, muffins, rolls, cereals, fruits, juices, etc., there will be no additional reimbursement provided.

· When a provider offers a limited selection such as a continental breakfast with a small selection of rolls, Danish, donuts, etc., coffee and perhaps juice and fruit or the meal is found to be inadequate, reimbursement can be sought with sufficient justification (i.e., receipts, explanation) for reimbursement.

· When the air travel includes a snack or there is a manager’s reception at the lodging, these will not be considered as a meal and reimbursement can be sought with appropriate receipts.
22.  I am traveling out of state to a conference/meeting, what do I need to do?

The first thing that you will need to do is submit an Out of State Travel and

Advance Request Form.  If requesting an advance, you must submit the form to Accounts Payable at least 10 days prior to departure to ensure that you receive the advance in time.  If you are not requesting an advance, retain the approved form and attach to your travel expense voucher when travel is completed.

23.  What about airport parking?

In conjunction with air departures, and in lieu of leaving a state vehicle parked at an airport, an employee may be reimbursed at the premium mileage rate when using a personal vehicle and will be reimbursed for the parking fee. If the employee chooses to be driven to and picked up from the airport, to avoid leaving a state vehicle or personal vehicle parked, the employee may be reimbursed the premium mileage rate for the round trip travel to and from the airport.

24.  What expenses are not allowed on travel vouchers?

· Alcoholic Beverages - Reimbursement for alcoholic beverages or bartender service is never allowed.

· Political Donations, Charitable Contributions, or Gifts 

· Tickets to political events, charitable fund raisers, and retirement dinners are never allowed.  The actual cost of the meal provided at the event would be allowable with prior approval of the department director.

25.  My travel expenses aren’t very much each month; do I need to submit a 

 voucher each month?

No, you may submit your travel vouchers on a quarterly basis if your expense total is less than $25.00 per calendar quarter.  It is more cost efficient to process a voucher for at least $25.00 than to process vouchers for lesser amounts. 

26.  I approve travel vouchers for my staff, what do I need to be looking for?

As a supervisor and approver of your staff’s travel expense vouchers, you should be fully aware of the Standardized Travel Regulations and should be reviewing travel vouchers for:

· Appropriateness of travel

· Appropriateness of reimbursements

· Documentation that supports the expenses (receipts, etc.)

· That the Travel Expense Voucher is filled out completely and correctly

· Appropriate approvals are attached for travel exceptions and out of state travel.

· That the correct meals and mileage rates are used.  

· Both the traveler and the immediate supervisor must sign their full names.  The signature of the immediate supervisor indicates substantiation for the expenses reported.  Name stamps and initials will not be accepted.

27.  How do I fill out the travel expense voucher? 

You may fill out the travel expense voucher on line and then print or you can print the voucher form and fill it out in Ink.  Please make sure that you fill out the voucher correctly.  For details, refer to “How to complete a travel voucher” and Attachment 2 “Sample of Completed Travel Voucher” in this guide.

For further information on filling out a travel expense voucher see section 0420.02 Travel Expense Voucher of the Administrative Guide. 

Incorrectly filled out vouchers or vouchers with incomplete documentation can cause delays in processing and receiving reimbursement.

28.  I have an early morning meeting in Detroit; can I start my travel assignment from home? 

Yes, an employee may start and terminate travel from home.  Reimbursement for mileage will be the lower of the mileage reimbursement had the travel started or terminated at the official workstation. In no instance will an employee be reimbursed  
mileage between home and their official workstation.
29.  When do I have to start submitting receipts for meal reimbursements?

Receipts for meals are required for business travel occurring on or after November 1, 2008
30.  Can I purchase food prior to my travel to take with me and submit that receipt for meals?
No.  All receipts must have the date of the purchase and be within the dates of official travel status.  Items purchased at a grocery store the night before the travel occurs are not reimbursable. Only single meal items consumed during the meal period are acceptable, i.e., no bulk quantity items such as bags of apples, loaves of bread, sandwich meat, cases of water, etc.

31. Does the maximum published meal rate include the tip?

Yes.  The total amount paid for food and non-alcoholic beverages including tax and service tip is reimbursable up to the maximum published meal rate.

32.  My receipt does not include the cash tip I left the waitress.  How can I         claim the tip?

If the tip amount is not printed on the receipt, a handwritten notation of the amount of the tip is acceptable, as long as the tip amount is reasonable.

33.  What is an acceptable receipt?

The receipt should be an original cash register generated receipt that includes the place, date and time of the meal to verify the correct reimbursement amount in accordance with the published meal rate.

34.  Can I submit a copy of my credit card statement in lieu of a receipt?

No, Credit card statements are not acceptable.

35.  Can I make copies of all my receipts to submit with my travel voucher?

No, all receipts must be the originals.  The only exception would be if you are not in a location that has a state ID mail run, then a faxed or scanned copy of the receipt and voucher is acceptable.  The original receipt must be maintained by the employee for audit purposes. 

36.  Another employee is traveling with me and we share a pizza for dinner,  

      one of us pays the entire bill.  How do we submit for meal reimbursement? 

Meal reimbursement requests made by an employee cannot include the purchase of a meal intended for someone other than the employee.  Each employee must pay for and submit receipts for their own meal reimbursements. 
37.  What if my receipt is lost?
You will not be reimbursed; you must have a receipt for all meal reimbursements.
38.  If I provide a receipt, can I claim more than the meal rate published?
No. A receipt is required to request reimbursement of meals up to the published maximum meal rate for the area of travel, while in travel status.
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