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KDE BUSINESS-RELATED TRAVEL
OVERVIEW:
For KDE employees to successfully perform their job responsibilities, incurring business-related travel is a frequent occurrence.  KDE, as a state agency, must comply with the state travel guidelines outlined in 200 KAR 2:006 from the Finance and Administration Cabinet’s Office of the Controller.  These guidelines address such items as per diems, high-cost locations, travel times, lodging, airfare, etc. and also mandate prior approval for overnight out-of-state trips.  Additionally, these apply to all state and non-state employees regardless of the corresponding source of funds (general, federal grants, trust fund, agency receipts).
KDE’s Office of Administration and Support, Division of Budget and Financial Management oversees travel.  The Accounting and Finance Branch is responsible for ensuring all travel regulations are provided to employees timely, including any updates.  It is the responsibility of the traveler to read and comply with all KDE’s travel regulations. 

All travel authorization and reimbursement documents must be signed by the employee/traveler and that employee’s supervisor attaching all required receipts, approvals, etc.
Please direct questions to the Division of Budget and Financial Management, Accounting and Finance Branch at 502-564-2351.
IN-STATE TRAVEL - STATE EMPLOYEE 
OVERVIEW:

State employees are employees of the state, in either a merit or a non-merit (appointed) position.
PROCEDURE:

Prior Authorization
Local same-day trips or an overnight stay within Kentucky does not require a special document to be created.  However, the employee is expected to consult with his/her supervisor and obtain prior approval and ensure there are sufficient travel funds available in their budget to cover related expenditures.

Employee Reimbursement
Travel reimbursement should be requested on a Travel Voucher form. Object code E361 is used for expenses associated with in-state travel for state employees.  The Travel Voucher MUST be completed by the traveler in ink or typed with an original signature and MUST be signed by the employee’s immediate Supervisor.
A single Travel Voucher is to be submitted at the end of each month, as opposed to multiple vouchers each month, in order to assist in the efficient processing of such requests in a timely manner. Travel Vouchers may be submitted on an alternative regular schedule if an exemption has been granted by the Branch Manager of the Accounting and Finance Branch or the Director of the Division of Budget and Financial Management. A voucher may be submitted prior to the end of a month if there is no more foreseeable travel.

· Workstation - The official workstation of an employee assigned to an office shall be the street address where the office is located. All travel mileage must be calculated from the official workstation or from the employee’s residence, whichever is closest to the destination.
· Transportation - Employees traveling on state business shall use the most economical, standard transportation available and the most direct and usually traveled routes. Mileage is reimbursed in accordance with the Finance and Administration Cabinet’s policies and procedures. Mileage rates will be adjusted at the beginning of each quarter and will be posted on Finance and Administration’s Office of the Controller Travel Info.  A copy of the map quest route that was used to calculate mileage must be attached to the Travel Voucher.
· Vehicles - When available, state vehicles should always be used before personal vehicles. Travel regulations strongly encourage the use of state vehicles over their personal vehicle for any travel if possible. Any employee who operates a state vehicle shall be knowledgeable of and comply with all laws, policies, rules and regulations governing the use of such vehicles. Violators will be subject to appropriate administrative disciplinary action in addition to any legal action that may result.
· Self parking will be reimbursed providing a receipt is attached to the Travel Voucher upon return.  Valet parking will be considered an out-of-pocket expense for the employee and will not be reimbursed accordingly.  In the event that valet parking is the only parking option available, a letter of acknowledgement on the hotel’s letterhead must be attached to the Travel Voucher upon return in order to receive full reimbursement.
· Lodging - Lodging costs must be the most economical and consistent with the state’s best interest.  To be eligible for reimbursement of overnight lodging, the employee’s travel from the official workstation and/or home must exceed 40 miles. Exceptions must be requested in writing from their Associate Commissioner, in advance, and be approved by the Director of the Division of Budget and Financial Management.
· Other Lodging Criteria Include: 
· Kentucky State Parks lodging MUST be used when the business destination is within 25 miles of the park as directed by the Governor’s Office. 

· Facilities providing special government rates or commercial rates MUST be used when at Kentucky State Park is not feasible (see Finance and Administration Cabinet’s Hotel Discount Listing).

· Any deviation from a Kentucky State Park or from the Finance and Administration Cabinet’s Hotel Discount listing MUST be prior approved by the Director of the Division of Budget and Financial Management.

· An employee shall be reimbursed for the actual cost of lodging if the lodging is determined to be the most economical and the hotel or motel receipt is attached to the Travel Voucher.

· An employee shall not receive reimbursement for lodging that exceeds the cost of a single room rate.

· Lodging receipts must reflect a zero balance; express checkout cannot be used. (For example: “Will be settled to Account #----, Effective Balance $0.00” is not acceptable.) Employees should not use internet searches such as Expedia, Hotwire, etc. to book hotels as a zero balance receipt is required.  

· Miscellaneous hotel expenses such as safe rental, internet usage, etc., must be prior approved.
· If lodging is spent at the home of a friend or relative, the employee must supply the name, address and phone number to allow for verification for auditing purposes.

· If lodging is shared with another contractor/staff member, both individuals need a receipt.
· Contract for Rooms and Meals – In the event four or more state employees will be traveling in-state on official KDE business, a Department Purchase Requisition (DPR) can be submitted for prior approval to direct bill with the hotels, motel, or other establishment for sleeping rooms, meeting rooms and can include meals if needed.  Once the DPR is approved, a Contract for Rooms and Meals (Form B120-16)   MUST be completed and submitted to the Branch Manager of the Accounting and Finance Branch for further approval.  Group rates will be requested.  Any lodging and/or meal expenses that are direct billed will NOT be reimbursed to the traveler.  A list of those employees traveling that will be covered under the direct bill agreement must be included on the original DPR.
· Meals - Reimbursement for meal expenses, including gratuities, are based on travel subsistence rates not to exceed the following: breakfast - $7; lunch - $8; and dinner - $15. In High Rate Areas, as identified in FAP 120-17-03, the maximum allowance for meals is: breakfast - $8; lunch - $9; and dinner - $19. Participants may not claim meal reimbursement on their Travel Vouchers if the department provides that meal. Meal reimbursements require overnight lodging, and travel must occur as follows:

· On an overnight stay – you must leave at or before:

6:30 a.m. to be eligible for breakfast

11 a.m. to be eligible for lunch

5 p.m. to be eligible for dinner

· Returning from overnight stay – you must return at or after:

9 a.m. to be eligible for breakfast

2 p.m. to be eligible for lunch

9 p.m. to be eligible for dinner

If you have a one-day round trip that is over 40 miles one way, you can be reimbursed for dinner only if you leave before 5:00 p.m. and return after 9:00 p.m. 
· Other Expenses – Receipts are required for all other expenses over $10 and are to be 

reported on the Travel Voucher.

· Registrations – In the event registration fees are required for in-state travel for state employees, a DPR must be completed and approved before any payment can be authorized.
· Only full registration fees will be approved regardless of funding sources (federal or general funds).
· Expenses incurred for event extras such as golf outings, banquets, dinners, tours, etc. will not be paid regardless of funding sources (federal or general funds).
· When possible, early-bird registration fees should be utilized in order to conserve financial resources regardless of funding sources (federal or general funds).
· Costs shall not exceed the amount of the approved DPR.
Registrations that DO NOT INCLUDE COMPLIMENTARY FOOD/MEALS may be completed and paid utilizing the appropriate KDE Office’s ProCard only after the DPR has been approved.  A copy of the approved DPR and itemized proof of registration from the sponsoring event must be provided to the ProCard holder to be attached to the ProCard batch and submitted to the Division of Budget and Financial Management, Procurement Branch bimonthly.  If a registration fee is paid by ProCard in advance and the DPR does not receive all necessary approvals, the total amount paid must be reimbursed to the department by the traveler.
Registrations that INCLUDE COMPLIMENTARY FOOD/MEALS will be paid by KDE through the Division of Budget and Financial Management only after the DPR has been approved.  A copy of the approved DPR and the completed registration form (regardless of traditional or online registration methods) must be provided to the Division of Budget and Financial Management in order to process payment.  If a registration fee is paid by the traveler in advance and the DPR does not receive all necessary approvals, the amount paid will be considered an out-of-pocket expense for the employee.
·  Travel Reimbursement From Outside Agency (other than KDE)  -
· In the event an outside agency (state, federal, event sponsor, etc.) agrees to reimburse a KDE employee for in-state travel, upon approval from immediate supervisors, the traveler then has the choice of #1 working with the reimbursing agency to coordinate travel arrangements or #2 make all travel arrangements themselves per guidelines set by the reimbursing agency; either way KDE is not involved with any travel arrangements nor expenses thereof.  Upon return, KDE accepts no responsibility nor financial obligation for expenses incurred for any event and/or expense that is not a reimbursable expense per current department and/or state statutory guidelines (such as golf outings, valet parking, car rental, etc.).
· In the event an outside agency (state, federal, event sponsor, etc.) agrees to reimburse KDE for in-state travel, a Memorandum Regarding Agency Reimbursement MUST be included with the Travel Voucher form before reimbursement to the employee will be granted.  All KDE policies/procedures for in-state travel will be adhered to by all parties.  Reimbursement will be provided to KDE directly and not routed through the KDE employee.
If you have any questions, please contact the Division of Budget and Financial Management, Accounting and Finance Branch at 502-564-2351.

IN-STATE TRAVEL - NON-STATE EMPLOYEE 

OVERVIEW:

A “non-state employee” means an individual who is not an state employee of the state, but has been invited to assist KDE with a specific function (for example: a speaker, committee member, grant reviewer, MOA, PSC, etc.) only.

PROCEDURE:
Prior Authorization
A Department Purchase Requisition (DPR) for in-state travel only must be approved in advance of the travel expense being incurred by the requesting Division Director and submitted to the Division of Budgets and Financial Management with the appropriate attachments.  For reconcilement and audit purposes, DPR’s created for multiple travel related events MUST be submitted on individual DPRs.  Example: Advisory Council meetings scheduled for various months throughout the year should be submitted on individual DPR’s by month.  This prevents duplicate payments being made to vendors and ensures payments do not exceed the amount of the original request.  Miscellaneous hotel expenses such as safe rentals, high speed internet charges, etc. MUST be included on the DPR in order to obtain reimbursement.  In the event a DPR is submitted requesting approval for more than one traveler, a list of those non-state employees traveling MUST be included before approval will be granted.
Non-State Employee Reimbursement

Travel reimbursement should be requested on a Miscellaneous Expense Voucher. Object code E363 is used for expenses associated with in-state travel for non-state employees.  The Miscellaneous Expense Voucher MUST be completed by the traveler in ink or typed with an original signature and MUST be signed by the non-state employee’s immediate Supervisor. If the travel expenses need to be charged to more than one account, a Travel Voucher/Pre-Paid Registration Fees Multiple Cost Distribution form should be completed as well.
· Workstation - The official workstation of a non-state employee assigned to an office shall be the street address where the office is located. All travel mileage must be calculated from the official workstation or from the non-state employee’s residence, whichever is closest to the destination.
· Transportation – Non-state employees traveling on state business shall use the most economical, standard transportation available and the most direct and usually traveled routes. Mileage is reimbursed in accordance with the Finance and Administration Cabinet’s policies and procedures. Mileage rates will be adjusted at the beginning of each quarter and will be posted on Finance and Administration’s Office of the Controller Travel Info.  A copy of the map quest route that was used to calculate mileage must be attached to the Travel Voucher.
· Vehicles - In the event a non-state employee will be traveling with an state employee, an Authorization for State Employee to Carry Non-State Employee Passengers in State-Owned Vehicles can be obtained from the KY Finance and Administration Cabinet and submitted to the Division of Fleet Management for prior approval.  Any employee who operates a state vehicle shall be knowledgeable of and comply with all laws, policies, rules and regulations governing the use of such vehicles. Violators will be subject to appropriate administrative disciplinary action in addition to any legal action that may result.
· Self parking will be reimbursed providing a receipt is attached to the Miscellaneous Expense Voucher upon return.  Valet parking will be considered an out-of-pocket expense for the employee and will not be reimbursed accordingly.  In the event that valet parking is the only parking option available, a letter of acknowledgement on the hotel’s letterhead must be attached to the Miscellaneous Expense Voucher upon return in order to receive full reimbursement.
· Lodging - Lodging costs must be the most economical and consistent with the state’s best interest.  To be eligible for reimbursement of overnight lodging, the non-state employee’s travel from the official workstation and/or home must exceed 40 miles. Exceptions must be requested in writing from their Associate Commissioner, in advance, and be approved by the Director of the Division of Budget and Financial Management.

· Other Lodging Criteria Include: 
· Kentucky State Parks lodging MUST be used when the business destination is within 25 miles of the park as directed by the Governor’s Office. 

· Facilities providing special government rates or commercial rates MUST be used when at Kentucky State Park is not feasible (see Finance and Administration Cabinet’s Hotel Discount Listing).

· Any deviation from a Kentucky State Park or from the Finance and Administration Cabinet’s Hotel Discount listing MUST be prior approved by the Director of the Division of Budget and Financial Management.

· A non-state employee shall be reimbursed for the actual cost of lodging if the lodging is determined to be the most economical and the hotel or motel receipt is attached to the Miscellaneous Expense Voucher.

· A non-state employee shall not receive reimbursement for lodging that exceeds the cost of a single room rate.

· Lodging receipts must reflect a zero balance; express checkout cannot be used. (For example: “Will be settled to Account #----, Effective Balance $0.00” is not acceptable.) Non-state employees should not use internet searches such as Expedia, Hotwire, etc. to book hotels as a zero balance receipt is required.  

· Miscellaneous hotel expenses such as safe rental, internet usage, etc., must be prior approved.
· If lodging is spent at the home of a friend or relative, the employee must supply the name, address and phone number to allow for verification for auditing purposes.

· If lodging is shared with another contractor/staff member, both individuals need a receipt.

· Contract for Rooms and Meals – In the event four or more non-state employees will be traveling in-state on official KDE business, a Department Purchase Requisition (DPR) can be submitted for prior approval to direct bill with the hotels, motel, or other establishment for sleeping rooms, meeting rooms and can include meals if needed.  Once the DPR is approved, a Contract for Rooms and Meals (Form B120-16)  MUST be completed and submitted to the Branch Manager of the Accounting and Finance Branch for further approval.  Group rates will be requested.  Any lodging and/or meal expenses that are direct billed will NOT be reimbursed to the traveler.  A list of those non-state employees traveling that will be covered under the direct bill agreement must be included on the original DPR.
· Meals - Reimbursement for meal expenses, including gratuities, are based on travel subsistence rates not to exceed the following: breakfast - $7; lunch - $8; and dinner - $15. In High Rate Areas, as identified in FAP 120-17-03, the maximum allowance for meals is: breakfast - $8; lunch - $9; and dinner - $19. Participants may not claim meal reimbursement on their Miscellaneous Travel Vouchers if the department provides that meal. Meal reimbursements require overnight lodging, and travel must occur as follows:

· On an overnight stay – you must leave at or before:

6:30 a.m. to be eligible for breakfast

11 a.m. to be eligible for lunch

5 p.m. to be eligible for dinner

· Returning from overnight stay – you must return at or after:

9 a.m. to be eligible for breakfast

2 p.m. to be eligible for lunch

9 p.m. to be eligible for dinner

If you have a one-day round trip that is over 40 miles one way, you can be reimbursed for dinner only if you leave before 5:00 p.m. and return after 9:00 p.m. 

· Other Expenses – Receipts are required for all other expenses over $10 and are to be 

reported on the Miscellaneous Travel Voucher.

· Registrations – In the event registration fees are required for in-state travel for non-state employees, a DPR must be completed and approved before any payment can be authorized.
· Only full registration fees will be approved regardless of funding sources (federal or general funds).
· Expenses incurred for event extras such as golf outings, banquets, dinners, tours, etc. will not be paid regardless of funding sources (federal or general funds).
· When possible, early-bird registration fees should be utilized in order to conserve financial resources regardless of funding sources (federal or general funds).
· Costs shall not exceed the amount of the approved DPR.
Registrations that DO NOT INCLUDE COMPLIMENTARY FOOD/MEALS may be completed and paid utilizing the appropriate KDE Office’s ProCard only after the DPR has been approved.  A copy of the approved DPR and itemized proof of registration from the sponsoring event must be provided to the ProCard holder to be attached to the ProCard batch and submitted to the Division of Budget and Financial Management, Procurement Branch bimonthly.  If a registration fee is paid by ProCard in advance and the DPR does not receive all necessary approvals, the total amount paid must be reimbursed to the department by the traveler.
Registrations that INCLUDE COMPLIMENTARY FOOD/MEALS will be paid by KDE through the Division of Budget and Financial Management only after the DPR has been approved.  A copy of the approved DPR and the completed registration form (regardless of traditional or online registration methods) must be provided to the Division of Budget and Financial Management in order to process payment.  If a registration fee is paid by the traveler in advance and the DPR does not receive all necessary approvals, the amount paid will be considered an out-of-pocket expense for the non-state employee.

·  Travel Reimbursement From An Outside Agency (other than KDE)  -
· In the event an outside agency (state, federal, event sponsor, etc.) agrees to reimburse a non-state employee for in-state travel, upon approval from immediate supervisors, the traveler then has the choice of #1 working with the reimbursing agency to coordinate travel arrangements or #2 make all travel arrangements themselves per guidelines set by the reimbursing agency; either way KDE is not involved with any travel arrangements nor expenses thereof.  Upon return, KDE accepts no responsibility nor financial obligation for expenses incurred for any event and/or expense that is not a reimbursable expense per current department and/or state statutory guidelines (such as golf outings, valet parking, car rental, etc.).

· In the event an outside agency (state, federal, event sponsor, etc.) agrees to reimburse KDE for in-state travel, a Memorandum Regarding Agency Reimbursement MUST be included with the Miscellaneous Travel Voucher form before reimbursement to the non-state employee will be granted.  All KDE policies/procedures for in-state travel will be adhered to by all parties.  Reimbursement will be provided to KDE directly and not routed through the non-state employee.
If you have any questions, please contact the Division of Budget and Financial Management, Accounting and Finance Branch at 502-564-2351.

OUT OF STATE/COUNTRY TRAVEL – STATE AND NON-STATE EMPLOYEE
OVERVIEW:
Any travel outside Kentucky borders is considered out-of-state travel.  All foreign travel is considered out-of-country travel.  All policies and procedures for out-of-state/country travel apply to all state (state merit and/or non-merit) and non-state (guest speaker, MOA, PSC, etc.) employees regardless of funding source (general, federal, etc.).
PROCEDURE:

Prior Authorization

Regardless of funding source (general, federal, etc.), any state or non-state employee traveling on official KDE business outside Kentucky borders MUST obtain prior authorization by the appropriate Division Director, Associate Commissioner or Commissioner; the Director of the Division of Budget and Financial Management; the Secretary of Education; the Secretary of the Finance and Administration Cabinet; and the Governor, in the case of out-of-country travel. 

If out-of-state travel is requested for more than one person, additional justification must be provided as to why this is necessary.  The justification for any out-of-state/country travel should clearly explain why travel is necessary and that information cannot be obtained in another manner (for example; webcast, teleconference, etc.).  If multiple employees within an Office are requesting attendance to the same conference or meeting, then the e-mail should have a separate form for each employee requesting approval for such travel. For consistency, please enter into the subject line of the e-mail the following format: 

• Type in OOS for out-of-state, then the last name of each traveler separated by a slash and then the destination of the trip (example; OOSsmith/washington).
• There should be an attached authorization form for each traveler listed. 

Requests for authorization of out-of-state/country travel must be submitted by completing an Out-of-State/Country Travel Authorization form. All employees (state and non-state) must complete the Out-of-State/Country Travel Authorization form when traveling outside Kentucky.  DPRs are no longer accepted as approval for out-of-state travel nor such travel expenses.  Requests for out-of-state/country travel must be submitted to the Division of Budget and Financial Management a minimum of 20 days before the date of departure. This will allow KDE to obtain prior approval from parties outside the department and also take advantage of airline discounts and early-bird registration fees. A significant savings can be obtained by KDE by booking airline reservations more than 20 days in advance of the travel date and utilizing all available early-bird registration options.
The Out-of-State/Country Travel Authorization form is prepared by the traveler. The information on the Out-of-State/Country Travel Authorization form must be exact (for example; conference dates are 11-12 but the employee wishes to travel 9-12 using two days personal leave time; the request must indicate travel dates of 9-12 including a notation that the employee will neither request nor receive reimbursement for any expenses on 9-10.)  The form is then forwarded electronically to the employee’s immediate Supervisor or Director and Associate Commissioner for approval. The Director and Associate Commissioner will signify their approval by initialing the form electronically. The form is then forwarded electronically to the Division of Budget and Financial Management via kdeelectronicrequests@education.ky.gov for funding review and then forwarded to the Secretary of Education for consideration of approval. If the Secretary of Education approves the request, the form is then sent to the Secretary of Finance and Administration Cabinet for final approval and assignment of an authorization number (TE number). In the event the request is for out-of-country travel, the Governor also must approve the travel prior to issuance of an authorization number (TE number) for such travel.  If at any point within the approval process the request for travel is denied or questioned, the form will be returned directly to the Associate Commissioner with an explanation.
In the event an out-of-state/country request is denied, any expense incurred by the state or non-state employee before the request was reviewed will be considered an out-of-pocket expense for the employee and will not be reimbursed accordingly.
Transportation
Per 200 KAR 2:006, employees and authorized individuals traveling on official business shall use the most economical, standard transportation available and the most direct and usually traveled routes. The individual must assume responsibility for the expenses incurred by use of other transportation or routes. For example, if the individual chooses to drive a personal vehicle, reimbursement expenses for mileage cannot exceed the most economical airfare.
· State-Owned Vehicles - Travel regulations strongly encourage the use of state vehicles over their personal vehicle for any travel where airfare is not necessary. Any employee who operates a state vehicle shall be knowledgeable of and comply with all laws, policies, rules and regulations governing the use of such vehicles. Violators will be subject to appropriate administrative disciplinary action in addition to any legal action that may result.
· Personal Vehicles – In the event the use of a state-owned vehicle is not feasible, mileage reimbursement for the use of a personal vehicle will be authorized providing the expense was approved on the Out-of-State/Country Travel Request form.  Mileage reimbursement will be calculated based on the current Mileage Reimbursement Rate set by the Finance and Administration Cabinet.  Only round trip mileage will be reimbursed (for example; mileage from the employee’s home or workstation, whichever is closest to the airport, to the airport and back again will be reimbursed, even if parking at the airport is not utilized.).
· Rental Vehicles - In the event a rental vehicle is a necessary mode of transportation for any out-of-state/country travel, this expense must be itemized on the Out-of-State/Country Travel Authorization form receiving prior approval.  Additional justification for such expenses must be included on the Out-of-State/Country Travel Authorization form.  Any expense incurred for a rental vehicle during travel without prior authorization will be considered an out-of-pocket expense for the employee and will not be reimbursed accordingly.
· Airfare - Commercial airline travel shall be by coach/tourist class. Additional expenses for first-class travel will not be reimbursed by KDE.  Airline reservations must be coordinated and purchased through the Division of Budget and Financial Management, Accounting and Finance Branch. The cost of airline tickets is directly billed to KDE.  Changes made to these reservations without prior knowledge and approval from the Division of Budget and Financial Management resulting in any extra expense to the employee will not be reimbursed and if this expense is direct billed to the department, the cost will be deducted from the traveler’s total reimbursement upon return; regardless of funding sources (general, federal, etc.). The Division of Budget and Financial Management will reserve the most economical flight option available, regardless of funding source (general, federal, etc).
· In the event a large group, such as a student group, will be traveling out-of-state/country, it is requested that the Out-of-State/Country Travel Authorization form be submitted as soon as possible in order to obtain a reasonable airfare group rate.
Registration Fees
· Only full registration fees will be approved regardless of funding sources (federal or general funds).
· Expenses incurred for event extras such as golf outings, banquets, dinners, tours, etc. will not be paid regardless of funding sources (federal or general funds).
· When possible, early-bird registration fees should be utilized in order to conserve financial resources regardless of funding sources (federal or general funds).
· Costs shall not exceed the amount of the approved Out-of-State/Country Travel Authorization form.
Registrations that DO NOT INCLUDE COMPLIMENTARY FOOD/MEALS may be completed and paid utilizing the appropriate KDE Office’s ProCard only after the Out-of-State/Country Travel Authorization form has been approved.  A copy of the approved Out-of-State/Country Travel Authorization form and itemized proof of registration from the sponsoring event must be provided to the ProCard holder to be attached to the ProCard batch and submitted to the Division of Budget and Financial Management, Procurement Branch bimonthly.  If a registration fee is paid by ProCard in advance and the Out-of-State/Country Travel Authorization form does not receive all necessary approvals, the total amount paid must be reimbursed to the department by the traveler.
Registrations that INCLUDE COMPLIMENTARY FOOD/MEALS will be paid by KDE through the Division of Budgets and Financial Management only after the Out-of-State/Country Travel Authorization form has been approved.  A copy of the approved Out-of-State/Country Travel Authorization form and the completed registration form (regardless of traditional or online registration methods) must be provided to the Division of Budgets and Financial Management in order to process payment.  If a registration fee is paid by the traveler in advance and the Out-of-State/Country Travel Authorization form does not receive all necessary approvals, the amount paid will be considered an out-of-pocket expense for the employee.

Employee Reimbursement
Travel reimbursement should be requested on a Travel Voucher form. Object code E362 is used for expenses associated with all out-of-state/country travel for all state and non-state employees.  The Travel Voucher MUST be completed by the traveler in ink or typed with an original signature and MUST be signed by the employee’s immediate Supervisor.
· Workstation - The official workstation of an employee assigned to an office shall be the street address where the office is located. All travel mileage must be calculated from the official workstation or from the employee’s residence, whichever is closest to the destination.
· Lodging - Lodging costs must be the most economical and consistent with the state’s best interest.  
· Other Lodging Criteria Include: 
· Facilities providing special government rates or commercial rates will be used when feasible.
· An employee shall be reimbursed for the actual cost of lodging if the lodging is determined to be the most economical and the hotel or motel receipt is attached to the Travel Voucher.

· An employee shall not receive reimbursement for lodging that exceeds the cost of a single room rate.

· Lodging receipts must reflect a zero balance; express checkout cannot be used. (For example: “Will be settled to Account #----, Effective Balance $0.00” is not acceptable.) Employees should not use internet searches such as Expedia, Hotwire, etc. to book hotels as a zero balance receipt is required.  

· Miscellaneous hotel expenses such as safe rental, internet usage, etc., must be prior approved.
· If lodging is shared with another contractor/staff member, both individuals need a receipt.

· Parking - Self parking will be reimbursed providing a receipt is attached to the Travel Voucher upon return.  Valet parking will be considered an out-of-pocket expense for the employee and will not be reimbursed accordingly.  In the event that valet parking is the only parking option available, a letter of acknowledgement on the hotel’s letterhead must be attached to the Travel Voucher upon return in order to receive full reimbursement.

· Meals - Reimbursement for meal expenses, including gratuities, are based on travel subsistence rates not to exceed the following: breakfast - $7; lunch - $8; and dinner - $15. In High Rate Areas, as identified in FAP 120-17-03, the maximum allowance for meals is: breakfast - $8; lunch - $9; and dinner - $19. Participants may not claim meal reimbursement on their Travel Vouchers if the department provides that meal. Meal reimbursements require overnight lodging, and travel must occur as follows:

· On an overnight stay – you must leave at or before:

6:30 a.m. to be eligible for breakfast

11 a.m. to be eligible for lunch

5 p.m. to be eligible for dinner

· Returning from overnight stay – you must return at or after:

9 a.m. to be eligible for breakfast

2 p.m. to be eligible for lunch

9 p.m. to be eligible for dinner

If you have a one-day round trip that is over 40 miles one way, you can be reimbursed for dinner only if you leave before 5:00 p.m. and return after 9:00 p.m.

· Other Expenses – Receipts are required for all other expenses over $10 and are to be 

reported on the Travel Voucher (for example; shuttle fees, cab fares, etc.)

· Miscellaneous Expenses – Miscellaneous expenses are those expenses incurred while traveling on official KDE business that are essential to the nature of travel and are unplanned.  Miscellaneous expenses shall not exceed $50 without the approval of the Division of Budget and Financial Management.  Regardless of funding sources (general, federal, etc.), such expenses as purchasing flight insurance, extra baggage fees, changing flight reservations at the airport, dry cleaning, banquet fees, membership fees, and etc. are not essential to the nature of travel and will not be reimbursed to the employee upon return even when a receipt for such expenses is attached to the Travel Voucher.

· Baggage Fees – KDE will reimburse expenses for one bag for business travel up to seven days.  If travel exceeds seven days, KDE will reimburse for up to two bags checked with the airline.  In order to be reimbursed for any baggage fees, the receipt must be attached to the Travel Voucher upon return.
· Travel Receiving Reimbursement From An Outside Agency (other than KDE)  -
· In the event an outside agency (state, federal, event sponsor, etc.) agrees to reimburse a KDE employee for out-of-state/country travel, upon approval from immediate supervisors, the traveler then has the choice of #1 working with the reimbursing agency to coordinate travel arrangements or #2 make all travel arrangements themselves per guidelines set by the reimbursing agency; either way KDE is not involved with any travel arrangements nor expenses thereof.  Upon return, KDE accepts no responsibility nor financial obligation for expenses incurred for any event and/or expense that is not a reimbursable expense per current department and/or state statutory guidelines (such as golf outings, valet parking, car rental, etc.).

· State Employees Only - In the event an outside agency (state, federal, event sponsor, etc.) agrees to reimburse a KDE employee (state employees only) for out-of-state/country travel and the reimbursing agency WILL NOT provide upfront reimbursement for airfare ONLY and the expense will be a financial hardship on the employee, the employee can request KDE coordinate and purchase the necessary airfare providing the expense has received prior approval on the Out-of-State/Country Travel Authorization form and the employee provides a Memorandum Regarding Agency Reimbursement signed by the reimbursing agency stating the reimbursement for airfare expenses will be provided to KDE directly and not routed through the KDE employee.  When coordinating and purchasing airfare, all state and KDE policies and procedures regarding airfare reservations will apply.

· In the event an outside agency (state, federal, event sponsor, etc.) agrees to reimburse KDE for out-of-state/country travel, a Memorandum Regarding Agency Reimbursement MUST be included with the Travel Voucher form before reimbursement to the employee will be granted.  All KDE policies/procedures for out-of-state travel will be adhered to by all parties.  Reimbursement will be provided to KDE directly and not routed through the KDE employee.
If you have any questions, please contact the Division of Budget and Financial Management, Accounting and Finance Branch at 502-564-2351.
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