TRAVEL REGULATIONS
MILEAGE

Auditors require that all travel expense forms be filled out completely.  Departure and arrival times must be included, along with the reason for the trip (the title of the class or workshop attended).  Reimbursement for transportation expenses will be .725 cents per mile for the actual mileage traveled in the performance of official duties.  For the normal workweek, the point of departure will be either the employee’s residence or headquarters, whichever is nearer to the destination point.  During weekends and holidays, employees should use the actual point of departure to calculate travel mileage.  Actual odometer readings must be reported.  However, any personal mileage must be excluded in determining the mileage for reimbursement.

LODGING

Employees traveling overnight are responsible for obtaining the most reasonable lodging rates.  Employees should make reservations in advance, utilize minimum rate accommodations, and avoid “deluxe” hotels and motels.  Obtain corporate/government rates whenever possible.  Hotel/Motel Tax Exempt Forms should be used and can be picked up at the Central Office.
Airbnb/VRBO etc. (booking sites) are not considered a commercial lodging facility and should not be used while in travel status (reason: W9 must be provided) 
MEALS

Travelers traveling within the State of Georgia are eligible for up to $50.00 of per diem to cover the cost of three (3) meals per day. Incidentals are not included in the per diem rate. The per diem rate applies to all cities in Georgia. Per Diem Allowance is set forth by the Statewide Travel Policy and will follow the “Standard” GSA per diem rates, based on approval from SAO/OPB.
Breakfast - $13.00         
    Lunch - $14.00                  Dinner - $23.00                  
 Daily Max. - $50.00


Travelers on state business who travel more than 50 miles from their Residence on a work assignment AND are away for more than twelve (12) hours, may receive the total eligible per diem allowance for that day, even when there is no overnight lodging. The per diem allowance must, however, be adjusted for any meals provided to the Traveler (if a continental breakfast, lunch, dinner, or reception is offered as part of the travel and the food/timing is sufficient to serve as a meal, the traveler must reduce the per diem by the appropriate allowance amount)
Overnight:

Travelers traveling overnight “In State” must deduct 25 percent (25%) of the total per diem rate on the first and last day of travel.
MISCELLANEOUS EXPENSE

Personal calls made while on travel status are not reimbursable.  Reimbursement is allowed for an employee for one personal phone call when it is necessary to notify someone that his/her travel schedule has changed.

Expenditures for valet services are personal cost and are not reimbursable.

Receipts are required for all expenses except meals, taxi fares, parking, bridge tolls and porters.

IRS Requirements

Policy requires that Travelers submit expenses ideally within 10 days, but no later than 45 calendar days after completion of the trip or event. IRS regulations state the traveler must adequately account to the employer and submit travel expense reimbursement requests within 60 days of the end of the trip. Such expenses, if submitted after 60 days, become taxable income to the traveler.
Full Policy can be located at: 
State Travel Policy | State Accounting Office of Georgia
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