
OSCA 

Finance and Accounting Services 


Contact N umbers 


Wade McDaniel 

T ra\'el Accountan t 


(850) 488-3723 

E-mail: illcdaniew@fl courts.o rg 


Jackie Knight 

Finance & Accounting Servi.ces ~Ianager 


(850) 488-373 

E-mail: knightj@ flcourts.org 


Charlotte J errett 

Director of Administraciye Se[l,'ices 


(850) 488-9922 


Travel vouchers are available online at: 
h ttps: / / in tranet.flcourts.org 

Office of the State Courts Administrator 
Supreme Court Building 
Finance and Accounting Services 
500 S. Duval Street 
Tallahassee, Florida 32399-1900 

Phone: 850-487-2119 
Fax: 850-414-8388 

State of Florida 

Guide for Travel 


Expenditures 


November 2010 

O ffice or the State CourtS ,\dminimal<lr 
Supreme Cuurt Building 
Fi nance and Accounting SelY;ccs 
51Kl S. Om-aJ St:r~~ t 

Talluh..s~ec, Florida 32399 1900 
Phone: (850) 48"'-21 19 
fax: (IlSII) 4 14-8388 

Per Diem and Subsistence 

Allowances 

Calculation oiler DIem and Subslstence 

Allowances 

Allowable rates for per diem are provided 

for In section 112.061 (6), F.S. All claims 

for per diem and subsistence must be 

within the limitations set forth in this sec

tion of the statutes. All travelers are al

lowed either the authorized per diem for 

each day of travel, or, if actual expenses 

exceed the allowable per diem, the 

amount allowed for meals as provided in 

Section 112.061(6) (b) F.S., plus actual 

expenses for lodging at a single occupan

cy rate. Per diem shall be calculated us

ing four six-hour periods (quarters) begin

ning at midnight for Class A or when travel 

begins for Class B travel. Travelers may 

only switch from actual to per diem while 

on Class A travel on a midnight to mid 

night basis. A traveler on class A or B 

travel who elects to be reimbursed on a 

per diem basis is allowed $20.00 for each 

quarter from the time of departure until 

the time of return . Currently, a state 

traveler shall not be reimbursed or receive 

subsistence for Class C travel in 

accordance with the Florida Legislature. 

~fTt:avel TIme....mr 

ReImbursement 

For purposes of calculating the per diem and 

subsistence allowances provided in Section 

112.061 (6), F.S., the following guidelines are 

prescribed: 

1. 	 Class A travel is continuous travel of 24 

hours or more away from official head

quarters. The travel day for Class A is 

based on a calendar day (midnight to mid

night). 

2. 	 Class B trave l is continuous travel of less 

than 24 hours which Involves overnight 

absence away from official headquarters. 

The travel day for Class B travel begins at 

the same time as the travel period. 

3 . 	 Class C travel is short or day trips In which 

the traveler is not away from his/her offl · 

clal headquarters overnight. 

Per DIem allowance is as follows 

Travel Clock QuarterfyPer Diem 

Calculations 


12:00 AM 

6:00AM6'OOPM 

12_00 PM 
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mailto:knightj@flcourts.org
http:courts.org


Subsistence Allowance is as follows: 

1. 	 Breakfast - $6.00 (When t ravel 

begins before 6 a.m. and extends 

beyond 8 a.m.) 

2. 	 Lunch - $11.00 (When travel be

gins before 12 noon and extends 

beyond 2 p.m.) 

3. 	 Dinner - $19.00 (When t ravel be

gins before 6 p.m. and extends 

beyond 8 p.m. or 

when travel oc

curs du ri ng 

nightti me hours 

due to special 

assignment.) 

Per Diem or Subsistence Allowance

MIleage Limits 

A traveler may not claim subsistence 

allowance, per diem or lodging reim

bursement for overnight travel within 

50 map miles (based on statu tory 

guidelines for calculation) of his or her 

headquarters or residence unless the 

circumstances necessitating the over

night stay are fully explained by the 

traveler and approved by the agency 

head. 
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ReImbursement of Travel ExDendltures bv 

Individuals With Disabilities 

When a reimbursement request is made for 

travel expenses in excess of t hose ordinari ly 

authorized pursuant to Section 112.061, F.S., 

and rule 691-42, F.A.C., and SUCll excess travel 

expenses were incurred to permit the safe t rav

el of an individual with disabil ities, t hose ex

cess expenses wi ll be pa id to the extent t hat 

the expenses were reasonable and necessary 

to the safe travel of the ind ividual. All claims for 

reimbursement shall be submitted in accord 

ance with the instructions in the "America ns 

with Disabilit ies Act." 

State of Florida Purchasing Card - Travel 

Traveler t ransportation costs and lodging costs 

paid by the use of the State of Florida Purchas

ing Card sha ll be an authorized direct payment 

to vendors only by t ravel agent or cardholder 

pu rsu an t t o Sect ion 

11 2.06 1(1 3). F.S. 

Such payments shall be 

cons idered adequately 

documented for t he pur

pose of Section 112.061 

(13), F.S., when recorded 

in the "Travel Performed by Common Carrier of 

State Veh icle" section of the traveler's 

"Voucher for Reimbursement of Travel Expens

es" form. 
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C8rRental 

The State of Florida has a rental car cont ract 

-- . with Avis wh ich includes 

insurance coverage for 

t he following class rates: 

B- co m p a c t, C-

intermediate, E-ful l size, 

and V-van, When a ve

hicle above a Class B car 

is rented, j ustifi cation must be provided. If a 

traveler ~ a vehicle la rger t han a Class 

B, he/she is required to pay the difference. 

Receipts for gas must be submitted with the 

travel voucher. In areas where Avis Car Rental 

is not available, a traveler may use Enterprise 

Car Rental; however, insurance must be pur

chased and justification must be provided. 

Avis Car Rental: 1-800-338-8211 
AWD#: Al 13400 

Enterprise Car Rental: www.enterprise.com 
PIN for th e Judicial Branch Plan is: ~ 
Corporate Class 10 number is: 55R3201 

Air Fare 

There is currently no state contract for ai r car

riers. A t raveler is requi red to use the most 

economical rate available. Only coach class is 

reimbursable. 

• 	 Luggage/Bag Charges-Receipts requ ired 
for reimbursement. Justification needed 
for more than 1 bag. 

• 	 Itinerary Changes- Fees incurred for 
changes must be justified. 

• 	 Travel Agent Surcharges/Expedia, etc.
Fees incurred must be justified. 
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The traveler is entit led to a mi leage allowance 


at a fixed rate of 44.5 cents per mi le effective 


Ju ly 1. 2006. Reimbursement for expendi


tures re lati ng to the operation , maintenance, 


and ownership of privately owned vehicles on 


state business is not al lowed. Travelers shall 


not be pa id a mileage allowance for travel be


tween their residence and their headquarters 


or regular work location (See AGO 082-34). If 


travel begins more than one hour before or 


one hour after the travel er's regular work 


hours, the point of origin may be the traveler's 


residence. 


Trayel Authorization Requirement ITARI 


The TAR form is required when trave ler is at


tending a confe rence or convention, or for 


other travel as outl ined in the Budget & Pay 


Admi nistration Memorandum where a TAR is 


required. 


Lost Receipts 


In the event that a receipt is lost or Unobtaina


ble, a lost receipt affidavit is required, and ca n 


be found at https:j/intranetflcou rts .org. 


Additional State Courts System 


Travel Guidelines 


See the annual Budget & Pay Admin istration 


Memorandum for internal policy guidelines. 
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