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INTRODUCTION 
 
This manual is intended to familiarize new and existing employees with current business travel 
rules and procedures for University of South Florida (USF). This document should function as a 
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I. DEFINITIONS 

Archivum Travel System – electronic system used to submit and approve requests to travel and 
to submit, approve and pay Travel Expense Reports for reporting and reimbursement. 

Common Carrier – commercial train line, bus line, or airline operating scheduled trips/flights 
or an established rental car firm.  

Complimentary – term for “payment” method when an expense is paid for, or otherwise 
provided, by an organization or entity outside the University, by virtue of the t
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fellowship, contract, grant or provide for a clear University business purpose; 5) Research study 
participants.  

Travel Coordinator – an individual, designated with department wide delegate access, able to 
submit Travel Requests, Cash Advances and Expense Reports into Archivum Travel on behalf of 
all travelers in a designated department.  Travel Coordinators may alternatively be given view-
only access which cannot submit travel transactions.  

Travel Expense – authorized travel expenses of travelers, limited to those expenses necessarily 
incurred by them in the performance of a University purpose. All Travel Expenses must be 
allowable within the scope of these directives and procedures.  

Travel Period – a period of time between the time of departure and time of return. The Travel 
Period may include reasonable time to reach the airport from home and early arrival at airport 
before actual plane departure. 

Supervisor – the traveler’s Supervisor as indicated in GEMS. Alternately, the individual the 
traveler “reports to” as indicated in GEMS.  In the Archivum Travel System workflow, all 
submissions require an electronic Supervisor approval.  

University – the University of South Florida (USF). 

Vicinity Mileage – generally
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II. OVERVIEW OF PROCESS 
 
Requests for approval to travel and travel reimbursements at USF are submitted and 
administered through the Archivum Travel System.   Once requests are submitted, they are 
routed through a workflow system for approval in compliance with University rules and 
procedures and, ultimately, reimbursement.   
 
All USF employees have access to Archivum Travel.  Because requests and approvals are 
submitted electronically, Travel Coordinators and Fiscal Approvers are required to obtain valid 
system access. 

Workflow Role  
All employee travelers have access to Archivum Travel to submit their own travel transactions.  
Those submitting transactions for others require set-up as a Travel Coordinator after completion 
of required training, by submitting the FAST Access Request form, also available on the Travel 
website.  Fiscal Approvers such as Revie001 Tc Fiees l

https://www.usf.edu/business-finance/controller/documents/ucoresfast-bmaccess-092221.docx
https://www.usf.edu/business-finance/controller/documents/ucoresfast-bmaccess-092221.docx
https://www.usf.edu/business-finance/controller/documents/travel_non_emp_profile_82321.pdf
mailto:UCO_Payroll_NRAIC@usf.edu
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A Travel Request in advance of any travel to a conference or convention is explicitly required 
per Florida Statute. 
 
For mileage-only trips (may also include mileage-related incidentals such as tolls and parking 
and/or fuel for use of a state vehicle) an electronic Travel Request is not required. Prior approval 
is still required but may be documented and filed at the department level.  Please note: pursuant 
to Florida statute, travel to a conference or convention will require a Travel Request even if 
mileage is the only expense being claimed for the trip. 
 
Should authorized Emergency Travel be required of an employee that prohibits prior entry of a 
Travel Request into Archivum, a Post-Travel Authorization (PTA) Travel Request is required 
indicating the details 

https://www.usf.edu/business-finance/controller/documents/traveltempwkfl.doc
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USF business travel must always be approved in advance.  If business travel will occur for which 
USF will not be financially responsible in any way: 

• For Domestic travel, an electronic Travel Request in the system is not required.  Prior 
approval is required, but may be documented and filed at the department level.   

• For International travel, an electronic Travel Request in the system is required for 
insurance purposes.  The electronic Travel Request should be entered into the system and 
fully approved, but then must be cancelled by the traveler’s department after the travel is 
completed, since no Expense Report will be submitted. 

 

https://www.usf.edu/world/for-global-travelers/
https://health.usf.edu/international/travel-processes
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Expense Reports for mileage-only and related incidentals may be submitted on a quarterly basis. 

Duration of Travel 
Travel from a USF employee traveler’s USF headquarters to a single location for a period of 
over thirty continuous workdays requires the approval and signature of the President of the 
University.  Before requesting a Travel Request in the system, the traveler should obtain 
approval using the Preapproval for Travel over 30 days form.  The form should ultimately be 
included with the Receipt Package.  
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III. RULES AND PROCEDURES AND GENERAL ACCOUNTING 
 
The provisions of these directives apply to all authorized University travelers, including 
employees (full and part time), students, employment candidates, consultants or independent 
contractors. 
 
All travel performed at the expense of USF must be for the benefit of the University and have a 
business purpose supporting the academic programs and support activities of the University and 
its various organizations.  All interested parties, including travelers, Travel Coordinators, Fiscal 
Approvers, Supervisors, Deans and Vice Presidents are responsible for complying with these 
procedures in their expenditure of USF funds.  
 
Departmental Approvers are responsible for review and verification of original receipts where 
such back up is required.  Electronic approval of the Expense Report in the department workflow 
attests that all images of receipts are consistent with originals retained in the department.  
 
Pursuant to Florida Statute 112.061, travelers should always choose the most practical and 
economical means and mode of travel.  

Sponsored Projects   
Certain Grants may contain provisions that further limit the amount and type of reimbursable 
travel expenditures. travelers and Project Manager (Principal Investigator) should ensure any 
proposed travel is in accordance with the project agreement before the travel begins. Project 
Managers further guarantee by their approval that all conditions of the pertinent contract have 
been met.  When the maximum amount allowable for reimbursement of travel expense under the 
sponsored project and the maximum amount allowed by USF directive are different, the lesser of 
the two shall apply.  
 
If a sponsored project stipulates payment of rates less that the University’s current allowances, 
an explanation should be entered into the comment field of the Expense Report page in the 
Travel system and a copy of the relevant grant language should be included with the Receipt 
Package.  

Travel Expenses Shared by Travelers 
With the exception of faculty or staff paying for student expenses under certain circumstances, 
travelers cannot be reimbursed for the travel expenses of fellow travelers.  All travelers are 
expected to submit individual Expense Reports.  
 
If personnel request reimbursement for expenses paid in behalf of students, a signed memo must 
be provided from each student stating that said traveler paid for his or her expenses and no other 
expenses will be claimed by the student. 
 
 
 



 
 Travel Manual / Last revised October 2023                                      13 

Required Back-up 
 If traveler is requesting reimbursement for expenses paid for student travelers: Signed statement 

from student saying expenses were paid by X and no expenses will be personally claimed.   

 

Travel Expenses Shared by Departments 
When expenses for a given trip are shared by multiple departments, only one Travel Request and 
Expense Report should be submitted.  Traveler will enter separate accounting details for expense 
types to split the trip by expense and dollar amount.  The chartfields entered on each expense line 
will determine the specific expenses that are paid by each department.  If the information is 
being entered by a Travel Coordinator rather than the traveler, representatives from the 
respective units will need to collaborate before and during submission of the Travel Request and 
Expense Report to ensure that the Travel Coordinator enters all necessary information.  

Travel Expenses Not Reimbursed by USF 
Reporting of Travel Expenses absorbed by the traveler and not being paid by USF is not 
required, although approvers may question apparent omissions to ensure all USF costs incurred 
are captured appropriately. However, it is the responsibility of the traveler and the traveler’s unit 
to verify that all expenses paid by USF are fully reported on the Expense Report.  This includes 
expenses paid by PCard (excluding DSO Reimbursement), Payment Request Form or Purchase 
Order.  
 
It is recommended that any expense that is complimentary, meaning paid or provided by a party 
other than the University or the traveler, as a result of the traveler’s relationship to or 
representation of USF, also be reported in the form of a comment in the Travel Request and/or 
the Expense Report or in memo form in the Receipt Package. 
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 Travel sponsored by Student Government.  Travel sponsored by Student Government 
funding will be reimbursed at the rates set forth in the Student Government Statutes 
related to sponsored travel.  

 Student group travel.  Meals for student group travel may be purchased and reimbursed at 
actual cost, provided that the total cost is less than the combined meal allowance for all 
participants.  

Reimbursement of a Flat Amount 
If the department head wishes to set an overall dollar limit on the  
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Required Back-up 
 A copy of the purchase order showing payment of service fees. 
 Itemized receipts must be submitted with each invoice for all invoices paid through Accounts 

Payable which include itemized travel expenses paid directly to a supplier.  

ADA Accommodation  

University employee travelers that require reasonable accommodation under the Americans with 
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IV. RULES AND PROCEDURES-GENERAL EXPENSES 

Registration  
Prepayment of registration fees for conferences, conventions, formal meetings, seminars and 
workshops is o
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The University authorizes reimbursement to the traveler for the Map Mileage between cities or 
the cost of commercial airfare, whichever is less. Mileage reimbursement for long distance trips 
is limited to the amount that would have been allowed had the most economical Common Carrier 
been used.  An exception to this rule is normally taken when the car is shared with other travelers 
resulting in a savings to the University on airfare, or when the cost of renting a vehicle in the city 
where business is conducted exceeds the mileage allowance claimed. If the traveler chooses to 
drive long distance rather than fly for personal reasons, comparable airfare quotes should be 
obtained before the travel occurs and provided as part of the Receipt Package.  The lesser of the 
two amounts will be reimbursed. 
 
Required Back-up 

 A record of miles must be accurately maintained and shown on the Expense Report. If more 
convenient, a separate log may be included with the Receipt Package showing multiple trips of 
recurrent mileage, as long as it is clear and auditable. Either the Expense Report or the log must 
show the number of miles of travel from the point of origin to the point of destination. Dates 
and times of departure and return must be shown for each point of travel. 

 Print out for Map Mileage (city to city) travel must be obtained from the Florida Department of 
Transportation mileage chart or some other source such as MapQuest, Yahoo or Google and 
included with the Receipt Package. 

 If driving long distance, advance airfare quotes for 
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equipment; business justification must be provided in Archivum Travel.  Under no circumstances 
should a luxury or premium vehicle be secured. 
 
Any additional expenses associated with a car rental, incurred for personal reasons such as 
personal accident insurance and GPS, will not be reimbursed. 
 
Travelers should have a valid business reason for retaining a rental car for an extended period of 
time.  For instance, a traveler who attends a conference for several days and stays at the hotel 
where the event is being held would not likely need to retain a car for the entire stay.   
 
The state contract with Avis Budget Group does not apply to international travel.  Vehicles 
should be rented only from legitimate licensed, insured and regulated agencies abroad. When 
renting a vehicle internationally, it is recommended that coverage for accident insurance, 
personal insurance and roadside assistance be purchased from the rental provider in that country.   
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Personal Plane 
The use of personal planes for USF business is not reimbursable due to increased liability and 
administ
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Travelers should use the most efficient and economical available parking.  Valet parking will be 
reimbursed only when hotel or event location does not offer less expensive or free self-parking. 
 
Portage will be reimbursed at $1 per bag, with a maximum of $5 per incident. (A total of $10 per 
stay for in and out.)  If official business results in additional portage (for example, a large 
amount of necessary materials or equipment must be transported) a justification must be 
provided at the time reimbursement is requested.  Receipts are not required for portage. 
 
While some expenses $25 and under do not require a receipt, please see table below for items 
requiring receipt regardless of the amount.       
 
Services 
Payments for services should generally be supported by a contract and processed by Purchase 
Order through Purchasing and Accounts Payable.  In rare circumstances travelers may be 
reimbursed for small amounts paid for services to individuals or entities conducting university 
business.  In those cases, the expenditure must be documented with a receipt identifying the 
payee, date, dollar amount, services rendered and business purpose/justification.   Due to IRS tax 
reporting requirements, payments to individuals should normally be limited to $200 and below.  
For payments made to foreign nationals for services rendered in a foreign country the appropriate 
IRS W-8 form should be obtained along with the receipt, and both included in the Receipt 
Package.   
  
 
Required Back-up 

eipt18 060 Tc 066.8479.7 19.H.
-0. Tck
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Expenses Not Allowed 
The following list, which is not all-inclusive, represents some travel expenses that are not 
reimbursable through USF Travel: 

 Alcoholic beverages 
 Cancellation charges (unless justified) 
 
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Domestic Lodging  
There are no contracted or preferred hotels for USF domestic travel. Lodging reservations should 
be made with any merchant in accordance with good purchasing procedures and Chapter 
112.061, Florida Statutes. 
 
For domestic lodging, justification in Archivum Travel is required if the nightly cost per person 
(including taxes and fees) exceeds $250.   
 
If the nightly cost per person exceeds $250 and is the conference or convention location, 
“conference hotel” may be used as justification in Archivum.  
 
The “conference hotel” is the hotel where the conference, convention, meeting or other event 
activities are being conducted.  If the event is held in one location and organizers suggest 
neighboring acc
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VI. RULES AND PROCEDURES-FOREIGN MEALS AND 
LODGING 

 
Meal Allowances and maximum Lodging rates for Foreign Travel are automatically generated 
and calculated by the Archivum Travel System based on the following federal parameters. 
Travelers, Travel Coordinators and Approvers should be familiar with these 
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FOREIGN MEALS AND LODGING ALLOWANCES  
  
__________________________________________________________________________________ 

LOCALITY 

MAXIMUM 
LODGING 
AMOUNT 
(A)     + 

M&IE 
RATE 
(B)   = 

MAXIMUM 
PER DIEM 

RATE 
(C) 

EFFECTIVE 
DATE 

__________________________________________________________________________________ 
         AFGHANISTAN _2/_19    

Kabul 2,19 0 25 25 4-1-06 
Other 0 15 15 8-1-03 

ALBANIA     
Tirana 168 75 243 5-1-06 
Other 81 25 106 4-1-92 

    ALGERIA __2/     
Algiers 2 184 97 281 10-1-06 

Other 174 81 255 1-1-06 
 
 
In the Department of State table as shown above, Column A provides the lodging rate for the 
area.  Column B is the total daily meal allowance plus an incidental allowance.  The 
incidental allowance must be deducted as described below. 
 
 
 

M&IE Rate ($)1  Breakfast  Lunch  Dinner  Incidentals  

1  $0  $0  $0  $1  

2  0  0  1  1  

3 … 0  1  1  1  

75  11  19  30  15  

The table in Appendix B to Chapter 301 provides a breakdown for each M&IE allowance 
found in the Department of State list above.   Scroll down to find the M&IE rate from Column 
B to get the breakdown for breakfast, lunch, dinner and incidentals.  The incidentals amount 
should not be claimed.  
 
Example:  The published lodging allowance for Tirana, Albania is $168.  The published daily 
M&IE rate is $75.  The daily meal allowance is $11 for breakfast, $19 for lunch and $30 for 
dinner, for a total maximum allowance of $60 for daily meals. The incidental amount of $15 
should be disregarded. 
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