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P6Hx23-5.161 TRAVEL BY COLLEGE PERSONNEL, BOARD OF TRUSTEES AND   AUTHORIZED PERSONS
I.
Authority to Incur Traveling Expenses

A. All travel must be authorized and approved in advance by the President or his designated representative, from whose funds the traveler is paid.  Section 112.061, Florida Statutes, provides that all travel requests must be accompanied by a signed statement by the traveler's supervisor stating that such travel is on official business and also stating the purpose of the travel.

All foreign travel which has been authorized shall be reported to the Board.

B. A budget supervisor is the President's designated representative for approving travel. 

II.    Travel Authorization and Voucher Forms

A. The Department of Financial & Business Services shall furnish a uniform Travel Authorization Request (TAR) form that shall be used by College personnel and authorized persons when requesting approval for the travel performance.

B. Travel Reimbursement Voucher (TRV) forms shall be used by all College personnel and authorized persons when submitting travel expense statements for approval and payment.

C. A  Foreign Travel Authorization Request (FAR) form must be issued prior to traveling. Travelers authorized for foreign travel, which is travel outside of the CONUS area (48 contiguous states and the District of Columbia), may be reimbursed at the rates in effect for the date(s) of travel to a foreign country as specified by the U. S. Department of State rates as specified in the federal publication “Standardized Regulations (Government Civilians, Foreign Areas)” or may be reimbursed pursuant to State of Florida per diem rates found in section 112.161, Florida Statutes. 

Requests for foreign travel reimbursement expenses shall be submitted on FRV forms.

III.
Travel Reimbursement Rates

A. Travelers shall be reimbursed in accordance with Section 112.061, Florida Statutes.

IV.
Travel by Student Groups

When a group of students is to travel at College expense, such as athletic teams, student government, or field trips, it is possible to receive an advance to help the students defray their traveling expenses.  The coach or faculty advisor shall make a complete accounting for the funds by completing and submitting a Travel Reimbursement Voucher (TRV) form after the travel is completed.
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