Federal Fund Travel Procedure
Purpose
This procedure outlines the appropriate use of federal and local funds (Fund 199) for travel-related expenditures in compliance with TEA requirements.
Guiding Principle
All federal fund travel expenditures must occur after the trip has taken place. The determining factor in selecting the funding source is when the vendor requires payment.

Procedures
1. Vendor Payment Timing
· If vendor requires payment before the trip:
· Charge to Fund 199 or another non-federal fund.
· Include a note on the Requisition instructing Finance to transfer the expenditure to the appropriate federal fund after the trip occurs.
· If no note is included, the expenditure will remain charged to the fund initially used on the Purchase Order.
· If vendor requires payment after the trip:
· Charge directly to the federal fund.

2. Specific Expenditure Categories
a. Meals
· All meal requisitions must be entered using Fund 199 or another non-federal fund.
· If receipts are submitted for actual meal expenses federal funds may be used.
· Include a note on the Requisition instructing Finance to transfer the expenditure to the appropriate federal fund after the trip occurs.
· Per diem or flat-rate meal reimbursements are not allowable with federal funds.



b. Hotel, Parking, Baggage, Mileage, Transportation (Uber, Lyft, etc.)
· May be charged directly to the federal fund since these costs occur during or after the trip.
· Excess hotel costs above the GSA per diem rate must be charged to Fund 199 or another non-federal fund.

c. Flights
· All flight requisitions must be entered using Fund 199 or another non-federal fund.
· Federal funds may only be used after the trip occurs.
· Include a note on the Requisition instructing Finance to transfer the expenditure to the appropriate federal fund after the trip occurs.

Compliance
· Failure to include the required requisition notes will result in the expenditure remaining with whichever fund was initially used on the Purchase Order.
· Finance will only reclassify expenditures if proper documentation and PO instructions are provided.

