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                                BUSINESS SERVICES PROCEDURES


Instructions – Filling out TRV Form


Travel Reimbursement Voucher (TRV) Instructions

The TRV Form should be submitted for reimbursement within ten (10) working days of return from trip. If you have any questions you may contact Mark Passmore, Travel Specialist, Accounts Payable at Passmore.Mark@spcollege.edu
___________________________________________________________________________

SECTION I. Traveler’s Information 
Items to keep in mind as you complete this section:
· TAR Number: Please put your TAR # in the box located at the top right-hand corner of the form.
· Travel Begin Date and Travel Begin Time – the beginning date and time (i.e. What time did you leave home for the airport?). 
· Travel End Date and Travel End Time – the ending date and time of your trip (i.e. What time did you arrive back home from the airport at the conclusion of your trip?). 
SECTION II. Expenses 
Please remember to attach all supporting documents and original receipts for faster processing.

· Per Diem – Input the number of Per Diem quarter days. The form will calculate the total.
· Note I: The per diem rate per day is set by Florida Statutes. The current rate is $80 per day or $20/quarter.
· Note II: You may choose either the Meal Allowances and the Actual Lodging Costs, or the Per Diem rate – but not both.

· Note III: If you did not stay overnight, you are not eligible for either.

· Lodging – Enter the total of all room charges including any taxes incurred.
· Meal Allowance, Enter Number of Meals – Indicate the number of each type of meal to be claimed. The form will calculate the total. Travel must have begun before and ended after meal time listed below:

· Breakfast $6.00 (when travel begins before 6am and extends beyond 8am)

· Lunch $11.00 (when travel begins before 12pm and extends beyond 2pm)

· Dinner $19.00 (when travel begins before 6pm and extends beyond 8pm)

Note: No meal receipts are required for this allowance. Also, there is no allowance for meals provided by the event per the program or agenda.

If you elected the Per Diem rate, you are not eligible for the Meal allowance.
· Transportation – If you used a rental car, please include the total cost of the rental car including all taxes and fees.
· Driving Mileage – Personal Car Use Only – If you used your own vehicle, please indicate the total number of miles driven. This total will calculate the dollar amount using the approved rate per mile ($0.445 effective 7/01/06).
Note: A Mileage Log is not needed for Out of District Zone Mileage, but you must submit supporting documentation showing how the mileage was determined. (E.g., submit a printout from an Internet map service showing directions from the home campus to the airport; explain any difference in accurate mileage between the map service’s estimated mileage and odometer mileage.)
· Airfare – Input the total cost of the airfare. Please note that you will deduct that same amount in the area labeled Less Travel Advances since the travel agency will have billed the College. Be sure to attach the invoice itinerary.
· Baggage Fees – Please attach receipts. An explanation must accompany any request for more than one bag.
· Miscellaneous – Please ensure you provide a detailed description of each miscellaneous charge.

· Registration Fee – Enter these fees if you personally paid a registration fee or if the College paid it for you. Please also attach the receipt. If you received a Registration Fee Advance via Check Request, you will deduct the advance in the section below marked Less Travel Advances.
Note: If your travel only involved a registration fee advance paid via check request, you must still submit a “zero” TRV and attach a receipt for the fee.

· Total Trip Cost – The total cost to the College, regardless of advances, credit purchases, etc., should be totaled here. This total should represent the sum of the Lodging and the Meal Allowances or the Per Diem; rental or personal vehicle expenses, airfare, tolls, limousines, parking, registration fees, and any other charge associated with the trip. The form will calculate the total.
· Less Any Advanced Fees – Input the applicable information as follows:
· Less Airfare – If your ticket was purchased through the College’s approved travel agency, please insert the amount of the airfare here. It will be deducted from the total cost of the trip in calculating your reimbursement.

· Less Registration Fee Advanced – If you received an advance for your registration fee, please indicate the amount here. It will be deducted from the total cost of the trip in calculating your reimbursement.
· Less Other Advance – If the College advanced any other funds for any reason, please indicate the amount here, as well as the nature of the advance in the Additional Comments box.

· Net Reimbursement Requested – This is the total amount of payment that is due to you.

If the Total Trip Cost (located on the TRV form) exceeds the amount estimated on the TAR by 10%, you will need to provide a written explanation for the difference.
· Are you receiving anything of value … in conjunction with this TRV? – Check box “Yes” or “No.” Florida Statutes apply, so be sure to complete this section by checking the appropriate box. If your answer is yes, you must contact the Office of General Counsel prior to submission of the TRV. Refer to BOT Procedure P6Hx23-2.031- II A: Solicitation and Acceptance of Gifts or Travel, which discusses this subject in detail.  Failure to answer this question may delay the processing of your TRV.  Example:  Employees shall not accept business travel paid for or reimbursed by vendors. In some circumstances, such as when an employee is a speaker at a conference or a member of a professional organization’s board and employee may accept business travel expenses paid for or reimbursed by an outside entity, other than a vendor, upon first obtaining written approval pursuant to an approved travel authorization. 

SECTION III. Budget and Approvals

· G/L Number (6 digits) – This is the general ledger account number that corresponds to the traveler’s salary code in the HR Payroll system. The Travel Account Codes are included in this document for your convenience.

· Fund (2 digits), DeptID (8 digits), Program/Site (5 digits) – This combination is called a “Cost Center.” Please provide the cost center that is funding your trip. If a department other than your own funds the travel, please have that department’s Budget Supervisor approve the TRV form.
· Project-Grant: Project (15 digits) – This refers to construction projects. Grant (10 digits) refers to restricted funds.

The traveler and the traveler’s budget supervisor must always sign and date the TRV form.

In-District Zone Mileage – Please complete a TRV Form
· A TAR number is not required for In-District Zone travel.
· Please fill in your name, Employee ID, Phone Number, Campus, and where you would like your check sent.
· Mileage Log Attached: If travel was In-District, you should have kept a Mileage Log. You must attach the log to this TRV form. Include the total number of miles in the Official Mileage box on the TRV form.

Note: Please refer to Travel Frequently Asked Questions aka Travel FAQ (Click Here) for additional information about District Zone Mileage.

The Travel Specialist reserves the right to alter your reimbursement, but in such cases will send a notice of explanation attached to your check. If you disagree with the alteration, please call Mark Passmore at the Travel Desk (3225) or Susie Carvell, Accounts Payable Supervisor (3207).
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Before submitting the TRV Form to the Travel Specialist, please make sure the form:





Has all required signatures;


Shows the actual date and hour of departure and return;


Has all supporting documentation and receipts attached;


Has an official registration receipt attached (if claiming for reimbursement or if reimbursement was advanced);


Has the original or copy of itinerary, program, agenda, or syllabus attached.








Mark Passmore, Travel Specialist

727-341-3225

Revised 11/2/11
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