2003/04 Guidelines for Travel Reimbursement

Prepared by Financial Services, Department of Management and Budget

Questions should be directed to Uday Malavia, Kay Baker or Dave Quigley.

These guidelines are intended to assist DIT and DMB employees, Contractors and Board Members in completing travel expense vouchers for reimbursement of work-related travel.  Knowledge of the many rules and limitations affecting travel expense reimbursement will help to avoid delays in the processing of reimbursement or to preclude the rejection of unallowable claims.
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2003/04 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 a fair and equitable means for reimbursing individuals for necessary state business travel expenses.  In no way should travel expense reimbursements be viewed as a source of supplemental income or profit to the individual.

Travel Agency

The State of Michigan currently contracts with one travel agency for air, hotel, car, and rail reservation services. Total Travel Management (TTM) provides airline and rail ticketing billing to the individual department’s Corporate Charge System. The use of TTM is available for all airline reservations, and hotel reservations in excess of the approved rate.  TTM provides the State of Michigan travel data collection and reporting for contract management purposes.   An employee may purchase airline tickets directly at a lower cost.  The employee must attach to their travel voucher or procurement card transaction detailed report the written documentation from TTM of the higher fare they offered.

Reservations can be made through Total Travel Management from 8-5:30 PM 1-888-228-8692, fax (248) 280-5113, or requests can be E-mailed to stateofmichigan@ttm.com
For emergency services after business hours, call 1-800-787-0056 using access code WP8QP.

General

Employees are expected to pay their own individual travel expenses, with the exception of airfare, and submit a Travel Expense Voucher for reimbursement. 

Vouchers should be submitted within 15 days after the conclusion of travel.  When expenses total less than $25 per calendar quarter, the calendar quarter may be considered the travel reporting period.

Promotional Items earned or received as a consequence of state paid travel are the property of the state, not the traveler.  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 is the property of the state and must not be used for personal benefit.  This should be broadly interpreted so that any benefit earned, no matter how small, accrues to the state and not to the personal benefit of the traveler.  

Return all tickets, coupons or other promotions to Total Travel Management for credit to the State, and notify DMB Financial Services of any promotions earned.

Current Mileage Rate

Mileage   The ADPICS process in Module A recognizes the standard mileage from city to city by entering respective codes.  In addition, vicinity mileage should be recognized on a separate line. 

Standard Mileage   The standard mileage reimbursement rate is 30.5¢ per mile for employees who have access to a state vehicle but choose to drive their personal vehicle.

Premium Mileage   Occasional vicinity mileage within the home workstation area totaling less than 50 miles per day is reimbursable at the premium rate with one major limitation. Employees are not eligible to receive a combination of premium and standard mileage reimbursement for the same travel day.  See Administrative Guide procedure 0410.07, page 2, for further explanation.

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

For current mileage rates link to: http://www.michigan.gov/documents/TravelRatesJan04_81607_7.pdf
 Completing the Travel Voucher

The current Travel Expense Voucher form for DMB employees may be found in various formats on the DMB Financial Services travel web site:  http://www.michigan.gov/documents/VTS-23_20932_7.pdf  The current Travel Expense Voucher form for DIT employees may be found in various formats on the DIT Management Services travel web site at: http://www.michigan.gov/documents/DIT-0023 

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

Required Information.  Complete voucher legibly, especially the following:

· Employee Name

· Business Phone

· Agency Name

· Social Security Number must be legible and correct; if not, the payment may be delayed.

· Home Address (for mailing of reimbursement check).

· Title of Position

· Official Work Station

· Departure and Return:  Indicate time in hours and minutes.  Do not use military time.

· Nature of Official Business:  State specific reasons for travel. General statements are not acceptable in most situations.

· State Owned Vehicle Number:  Indicate mode of travel used if a state owned vehicle is not used.

· Description:  Indicate specific explanation of travel for audit purposes.  General statements such as "state business" are not sufficient.

Account Coding.  Refer to your division's current chart of accounts for the correct index.  You are responsible for completing this portion of the voucher.

Contractors and Consultants on long-term assignments, who are on the state payroll, are coded as regular state employees.

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, and the employee's complete travel record is located in his or her employing department for audit purposes.

Cash Advances for Travel

Cash advances are available upon request when 75% 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.  DIT employees should complete DIT-002834 Request for Out-of-State Travel Authorization and Instate and Out-of-State Travel Expense Advance. Travel forms must be submitted at least 10 days prior to departure.  Travel advances will not be processed without the social security number of the employee.

Reimbursement for Meals and Lodging

Meal Allowance Schedule 

Meal rates and allowed time periods are shown in the following schedule.  Receipts are not required to document meal costs. See Attachment A for lists of select cities in Michigan and Out-of-State.

	Meal
	Depart on or Prior to
	Return on or After
	In-State
	Michigan Select Cities
	Out-of-

State
	Out-of-State Select Cities
	Group Meeting Rates

	Breakfast
	6:00 a.m.
	8:30 a.m.
	$  7.25
	$  8.75
	$  8.75
	$ 11.00
	$  7.25

	Lunch
	11:30 a.m.
	2:00 p.m.
	$  7.25
	$  8.75
	$  8.75
	$ 11.00
	$10.25

	Dinner
	6:30 p.m.
	8:00 p.m.
	$16.50
	$21.00
	$20.50
	$ 22.00
	$16.50


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 STR 7.8.  An explanation of why the meeting was required over the meal hour, a description of what was discussed, and an identification of the guest is required.  Guest meal rates are the same as those applied to state employees.  Again, no receipts are required.  

The agency object for guest meals/business meals is 4955 for in-state occurrences and 4995 for out-of-state occurrences.

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 must have the prior approval in writing of the Department Administrative Officer.  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.

Hotel Reservations

· The current reimbursement rate for hotels is $65 per night plus taxes. The following alternatives are available.

· Hotel reservations can be made by the traveler at the "Approved Rate".  A listing of the 2002 Preferred Hotels with the negotiated rate is found in Attachment B; it also lists blackout dates.  Reimbursement is actual cost with a receipt.

· Reservations in excess of the "State Rate" or the "Approved Rate" need to be made through the contracted travel agency, Total Travel Management, at 1-888-228-8692.  Reimbursement is actual cost with a receipt and a copy of your confirmation from TTM.

·    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 whichever is less.  

·     Hotel reservations for conferences, conventions and meetings can be at the Conference Center. The Conference rate is approved for reimbursement.

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 without receipts.

Meals Within Official Work Stations  

Employees should be aware that meals within their official workstation are not reimbursable unless are authorized by sponsors of conferences or official meetings.

 For example, the Lansing metropolitan area includes Okemos, Haslett, Williamston, Grand Ledge, Potterville, Holt, and DeWitt.  

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.  A listing of communities in the Detroit Metropolitan area is found on Attachment C.

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 housekeeper.  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.

Use code TPIS for in-state tips; or code TPOS for out-of-state tips.

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.

Additional Notes

Special Exceptions to Regulations  

Contact 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.  

IRS Ruling

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.

Personal Usage of VTS Vehicles

Personal use of a VTS vehicle is not authorized.  However, if in certain situations this occurs, call Financial Services, Accounts Payable at (517) 335-1567 for further instructions in reporting personal mileage as taxable income.

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.  However, establishing per diem reimbursement rates would limit the states costs, save time in processing payments and allow for contractors to offer creative alternative when extended stays are involved.

Coding Directions 

Contractors and consultants on long-term assignments, who are on the state payroll, are coded as regular state employees. The coding requirements for travel expenses for contractors and board members who are not classified employees are explained in the following paragraphs.

A) Contractors or board members are to use the non-reportable coding for direct vouchers.  As long as the state’s reimbursable amounts stay below the federal rates, they are non-reportable.

	Agency Object
	Commodity Code
	

	6171
	FTR-18
	Premium Mileage Rate - 1099 Non-Reportable

	6171
	FTR-18
	Instate Meals, Overnight - 1099 Non-Reportable

	6171
	FTR-18
	Out state Meals, Overnight-1099 Non-Reportable

	6171
	FTR-18
	Instate Day Trip Meals, No Overnight, 1099 Non-Reportable

	6171
	FTR-18
	Out state Day Trip Meals, No Overnight, 1099 Non-Reportable

	6171
	FTR-18
	All instate other travel related costs

	6171
	FTR-18
	Out state Other Travel for non state employees


B) The following agencies have board, commission, council or committee members.  Their respective indexes to be used on direct vouchers are shown below:





	Retirement Bureau:
	Index

	Public School Employees
	53015

	State Employees (Only 2 Receive Per Diem)
	53024

	Judges
	53026

	State Employees

(Those not Receiving Per Diem)
	53024

	State Police
	53025

	Other Boards
	

	Adult Rehabilitation Organization Set-Aside Committee
	28015

	State Building Authority
	26000

	Local Government Claims Board (DMB)
	31000


C) The following additional instructions on coding apply:

· When submitting a travel expense voucher, the signature of the agency director is required and indicates substantiation for the expenses reported.  

· Contractors cannot use the State of Michigan city pair contracted rates.

· No guest meals will be allowed for contractors or board members

· Out of state travel is limited in accordance with Accounting Letter 92‑3.  Reimbursement may not be authorized for travel, to or from board or commission meetings, beginning or terminating in another state.
Questions

Questions regarding travel regulations should be directed to Uday Malavia at (517) 335-1567 or Kay Baker at (517) 373-8806. 

Attachment A:  Select City List

	SELECT HIGH COST CITY LIST

	TRAVEL RATE REIMBURSEMENT FOR CLASSIFIED and UNCLASSIFIED EMPLOYEES

	EFFECTIVE OCTOBER 1, 2003

	
	
	
	

	MICHIGAN SELECT CITIES AND COUNTIES

	
	Cities
	
	Counties

	
	Ann Arbor
	
	All of Wayne

	 
	Charlevoix
	
	All of Oakland

	
	Gaylord
	
	

	
	Mackinac Island
	
	

	
	Petoskey
	
	

	
	Traverse City
	
	

	
	
	
	

	
	
	
	

	OUT-OF-STATE SELECT CITIES

	STATE
	SELECT CITY OR COUNTY AS DEFINED
	STATE
	SELECT CITY OR COUNTY AS DEFINED

	California
	DEATH VALLEY
	Massachusetts
	BOSTON

	California
	LOS ANGELES (Los Angeles, 
	Massachusetts
	CAMBRIDGE

	
	Orange & Ventura Counties)
	Massachusetts
	MARTHAS VINEYARD

	California
	MAMMOTH LAKES
	Massachusetts
	NANTUCKET

	California
	SAN DIEGO
	
	

	California
	SAN FRANCISCO
	Maryland
	OCEAN CITY

	California
	SAN JOSE, SUNNYVALE, PALO 
	
	

	
	ALTO
	Minnesota
	MINNEAPOLIS / ST. PAUL

	California
	YOSEMITE NATIONAL PARK
	
	

	
	
	Missouri
	ST. LOUIS

	Colorado
	ASPEN
	
	

	Colorado
	TELLURIDE
	Montana
	BIG SKY

	Colorado
	VAIL
	
	

	DC
	WASHINGTON, DC
	New Mexico
	SANTA FE

	
	(Inc. the cities of Alexandria, Falls
	
	

	
	Church, and Fairfax, and the counties of Arlington, Loudoun,
	New York
	THE BRONX, BROOKLYN, QUEENS, MANHATTAN

	
	and Fairfax in Virginia; and the
	
	

	
	counties of Montgomery and
	Ohio
	CINCINNATI

	
	Prince Georges County in
	
	

	
	Maryland)
	Pennsylvania
	PHILADELPHIA

	
	
	Pennsylvania
	PITTSBURGH

	Florida
	FT PEIRCE
	
	

	Florida
	KEY WEST
	Texas
	DALLAS

	Florida
	PALM BEACH
	
	

	
	
	Utah
	PARK CITY

	Illinois
	CHICAGO
	
	

	
	
	Virginia
	WINTERGREEN

	
	
	
	

	
	
	Washington
	SEATTLE


Attachment B:  2004 Hotel Listing

This link will directly connect you to the 2004 Hotel Listing, which is updated on a regular basis.  http://www.michigan.gov/documents/Preferre_37730_7.xls
Attachment C:  Communities in Metropolitan Detroit

In the Standardized Travel Regulations, Section 4.1 authorizes other areas to be designated by the department as one metropolitan workstation.  Consistent with this authorization the following designation is made for the Detroit Metropolitan area as one official workstation.

The Detroit Metropolitan area is one official workstation that is bounded by Fourteen Mile Road 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.


