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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and the system office

Employee Travel 

General
The Technical College System of Georgia System Office (TCSG) and all of the Technical Colleges shall follow the Statewide Travel Regulations issued by the Georgia State Accounting Office and the Office of Planning and Budget.  The regulations are updated periodically and may be accessed from the State Accounting Office website: 

http://sao.georgia.gov/00/article/0,2086,39779022_40804284_138863576,00.html
All travel must be approved prior to traveling. 

Procedures and Forms
An employee should complete the following forms with the appropriate documentation attached.  The forms should be approved and signed by an employee’s immediate supervisor and then submitted to the designated office to audit the forms to ensure they are in compliance with the Statewide Travel Regulations issued by the State Accounting Office.

· Travel Request Form

The Travel Request form should be completed by an employee and approved and signed by their immediate supervisor and the appropriate personnel before the employee departs for the travel destination.  It should reflect all estimated expenses (meals, mileage, lodging, registration fees, etc…) associated with an employee’s travel whether or not the payment is in the form of a reimbursement to the employee, a travel advance, or a direct payment by the TCSG or a Technical College to a third party.  An agenda should be attached to the reimbursement statement.

· Out of State Travel Request Form (Required)

The form is similar to the Travel Request Form, but it should be submitted to the appropriate personnel with the Commissioner or designee, and President’s authorization (or their designee) at least 30 calendar days prior to the departure date.  An agenda should be attached to the reimbursement statement.

· Travel Cash Advance Authorization Form (Required)

An employee requesting a cash advance should complete the Travel Cash Advance Authorization form within the specified period of time required before the employee receives a cash advance for approved travel.  When the request has been processed and the cash advance check is ready to be given to the employee, the employee signs the form documenting receipt of the authorized travel advance.  Once the employee has returned from the travel destination, they should complete a Travel Expense Statement and submit the form to the Administrative Services office so the expenses are properly recorded in the accounting system.  If the employee had more expenses than was received from the cash advance, the Administrative Services office will reimburse the employee for the amount that was underpaid.  If the employee had less expenses than was received from the cash advance, the employee should reimburse the TCSG or the Technical College (their employer) for the amount overpaid at the same time the travel expense statement is submitted.

The Statewide Travel Regulations do not require TCSG or any of the Technical Colleges to issue cash advances.  However, if cash advances are not offered to employees, TCSG and all Technical Colleges should reimburse employees for travel expenses at least semi-monthly.  The Georgia Department of Administrative Services offers the American Express Corporate Card service to TCSG and all Technical Colleges for business travel purposes, which also helps to minimize the use of cash advances. TCSG and each Technical College may choose whether or not they wish to participate in the program.

If travel expense reimbursement forms are not turned in within 30 days upon return of your trip, you will be ineligible for future travel advances.
· Local Hotel/Motel Excise Tax Exemption Form (Required)

Georgia state law provides that TCSG and all Technical Colleges are exempt from certain local hotel/motel excise tax.  The tax-exempt form notifies the hotel of the exemption status and it should be presented to the hotel at check-in.  If the hotel refuses to accept the tax-exempt form at check-in, the employee should attempt to resolve the issue with hotel management before checking out at the end of their stay.  If the matter is still unresolved, the employee should pay the tax and explain the payment of the tax as an unusual expense on their travel expense statement.

· State Sales and Use Tax Exemption Form (Optional)

Travel related payments that are paid directly to a third-party vendor (i.e. hotel) using a state issued check should be exempt from state sales tax. The vendor should be given the State of Georgia Department of Revenue Sales and Use Tax Certificate of Exemption form which has been completed by the Technical College or TCSG with the state issued check. This form exempts the transaction from all state sales and use taxes.

· Employee Travel Expense Statement (Required)

Employees requesting reimbursement for travel expenses are required to submit their claim on the Employee Travel Expense Statement.   The form should be complete and approved by the immediate supervisor.  
Agencies may also reimburse employees who incur parking and toll expenses while on official travel for the agency.  These expenses are reimbursable for travel in both state-owned and personal vehicles.  While there are no maximum limits for parking, employees are encouraged to utilize low-cost, long-term parking to minimize the cost.  

All requests for reimbursement of mileage, parking, and toll charges must be documented on the employee travel expense statement.  Receipts for these expenses are recommended. However, if receipts are not available, employees are required to include an explanation of the expense on the travel expense statement.  

Employees traveling by personal vehicles and requesting reimbursement must record the actual odometer readings on the expense statement.  Personal/commuting mileage is then excluded to determine the actual state-use miles.  Employees should claim mileage based on the most direct route from the point of departure to the destination.  Deviations from the most direct route (i.e., due to field visits, picking up passengers, etc.) should be explained on the travel expense statement.

Receipts for meals are not required. All other receipts the employee is requesting reimbursement for are required in order for reimbursement to occur.

Employees who share a state-owned or personal vehicle with another employee and do not claim reimbursement for mileage should indicate the name of the person they rode with and the dates of the trips on the travel expense statement.

Instances in which employees utilized state-owned aircraft should also be noted on the travel expense statement.
An agenda should be attached to the reimbursement statement.
Frequency of Reimbursement
TCSG and all Technical Colleges should reimburse employees for travel expenses at least semi-monthly.  However, if TCSG or any of the Technical Colleges elect to reimburse on a monthly basis, the TCSG and all Technical Colleges should have a provision to immediately reimburse any claim that exceeds $200.  Otherwise, the TCSG and all Technical Colleges should allow the employee the right to obtain a travel advance if requested by the employee.

Miscellaneous Travel Related Issues
Reimbursement for Baggage Handling Services is allowable when an expense is actually incurred.  Employees may be reimbursed for reasonable expenses associated with baggage handling services (porterage) when an expense is actually incurred in moving luggage into ro out of lodging places, common carriers, and/or airports.
If travel is related to a conference or meeting, a copy of the agenda should be attached to the travel reimbursement request. 

Meals that are included in registration fees as part of the meeting may not be reimbursed on the Travel Reimbursement form.  Because most conferences, etc., accommodate a variety of dietary needs/restrictions, employees are expected to participate in such meals.  In rare circumstances, an employee may be unable to participate in a conference meal, in such a case, the employee may request the per diem amount associated with the meal purchased in lieu of that provided.  If requesting such reimbursement, a receipt documenting the meal purchase must be attached to the travel expense statement; also, justification for the meal purchase much be indicated on the statement.

