TRAVEL & EXPENSE REIMBURSEMENT BEST PRACTICES
1. PREVENT EXPENSE REPORT REJECTS BY :
a. Adding Required Budget Level Approver to Approval Flow 
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Commissioner's Office Alisha King Althea Curry

Fiscal Integrity & General Counsel Alisha King Althea Curry

Legislative Affairs & Communication Tammy Hunt Alisha King

OBA - Budget Administration Althea Curry Alisha King

Family Connection Althea Curry Tammy Hunt

OSP - Stategic Planning Alisha King Althea Curry

OIT - Information Technology Kimberly SlaughterDanielle Rainge

ORCC - Residential Child Care Tammy Hunt Stuart Egson

OIG - Inspector General Stuart Egson Tammy Hunt

OFS -  Financial Services Alisha King Althea Curry

OHRMD - Human Resources Althea Curry Alisha King

OFSS - Facilities Support Services Althea Curry Alisha King

Departmental Support Althea Curry Alisha King

EBT - Electronic Benefit Transfers Alisha King Althea Curry

OPC - Procurement & Contracts Alisha King Althea Curry

DAS - Aging Services Dana Robinson Jacqueline Whyte

DCSS -Child Support Services Ametria Baker George Dotson

DFCS - Child Care Program Elisa Culver Crystal Burge

Refugee Assistance Tammy Hunt Althea Curry


b. Attaching Required Pre-Authorized Approval on all Expense Reports
i. Exception is reports containing mileage for those who travel as a part of their normal job (ex. Case Workers)
ii. Commissioner’s approval is required on Out-of-State travel
2. BEFORE SUBMITTING EXPENSE REPORTS DON’T FORGET TO:
a. Attach Required Car Comparison Report as a Receipt, when traveler is using a personal vehicle and mileage exceeds 75 miles per day.
b. Deduct Commute Miles if you are leaving from or returning to your Home Address. The exception is for Travelers  whose work and home addresses are the same
i. A comment is required to explain why no deduction is being taken. 

c. Leave Explanation in Comments if Mileage Reimbursement is not equaled to Mileage Calculator 
d. Include Required Street Addresses for Mileage Reimbursement. 
i. If mileage calculator does not show your street address, then scan a copy of a different mileage calculator as a receipt to support your miles claimed.
e. Ensure comments explain the purpose of your trip in detail (ex. Client Name, Case #, Type of training)
3. REDUCE EXPENSES AND FEES BY:
a. Combining Trip Reservations for Air, Car, and Hotel in one reservation
b. Importing Reservation charges into Expense Reports with other charges, do not submit a separate expense report
4. OTHER REMINDERS AND TIPS:
a. When needing SAO assistance with Travel, please use the numbers below so that issues can be tracked 
i. Dial Customer Care at 404-657-3956 or 888-896-7771 (Option 3) or send e-mail to sao_travel@sao.ga.gov
b. Address and Banking Information changes with the Payroll Department will not change your Travel related payment details
i. Traveler should make changes in PeopleSoft HCM (https://route88.state.ga.us ) 
· Self Service
· Employee Expense Reimbursement

c. Travel expenses should be submitted upon completion of travel but no later than 30 calendar days after completion of the trip or event. Travel Expenses not submitted within 60 days may be reported as taxable income.

d. All Travel Expense should be submitted in Concur, including Direct Bill expenses from Enterprise and Hotels. They should be marked as company paid.
5. OTHER REMINDERS AND TIPS – PER DIEM & LODGING

a. Travelers on State business are allowed lodging expenses when their destination is located more than 50 miles from both their Primary Work Site and Residence. 
b. Employees who are provided meals during the course of travel as part of a conference fee, or when hosting or are hosted by another party while on travel status, must deduct the corresponding, applicable meal rate from their per diem reimbursement claim for each meal provided. 

i. Meal adjustments include those provided by hotels, meetings, conferences, or any other source. 

c. Travel Employees on State business who travel more than 50 miles from their Residence and Primary Work Station 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.
