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10.1

Introduction

The guidelines set forth in this section are based on provisions of the State Travel
Reimbursement Act in 74 0O.S. beginning with § 500.1 as well as federal guidelines and
other state statutes related to travel. The instructions and procedures that follow apply

to official travel of employees of state agencies and non-state employees (volunteers)
performing substantial and necessary work for the state, and appointed and elected officials
in performance of travel authorized by the STRA.

As used in this section, employee means the head of an agency, an agency official, or any
other person employed by a state agency. This definition also includes compensated and
non-compensated board and commission members and appointed and elected officials.

These procedures also apply to travel by individuals being considered for employment to
and from pre-employment interviews as determined necessary and approved by an agency.
Such non-compensated individuals are considered non-state employees (volunteers).

Statutes and procedures vary depending on whether travel is within the State of Oklahoma
or out of state and whether the travel is overnight or one day. This chapter will discuss the
requirements for each of these scenarios as well as present the procedure for submitting

a travel claim. Agencies must be familiar with the rules and procedures regarding travel
before submitting travel claims.

10.2 Official Business Travel

Employees on official travel for the state may be reimbursed for authorized and approved
travel expenses essential to the transaction of official business. Other persons who are not
state employees, such as volunteers, students, etc., who perform substantial and necessary
work or service for the state may also be reimbursed for expenses incurred during official,
authorized travel.

In addition, travel expenses incurred by persons during the course of seeking employment
with a state agency may be reimbursed provided the travel was performed at the explicit
request of the employing agency and such travel is approved by said agency. The approving
official’s signature on the associated travel voucher shall serve as verification that the travel
was authorized and performed in connection with the individual seeking employment at
the request of the agency. Current employees of the state who are seeking employment
with another state agency or a department within their own agency may be entitled to
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reimbursement of expenses under this provision at the discretion of the director of the
agency that intends to hire the employee.

10.3 Employee’s Responsibility

Employees are expected to exercise the same care in incurring expenses that a prudent
person would exercise if traveling on personal business. Excess costs, circuitous routes,
luxury accommodations and services unnecessary or unjustified in the performance of
official business are not acceptable and should be avoided as a standard practice.

Persons performing official travel as authorized by their agency are responsible for the
preparation and submission of their travel voucher, although the agency should assist in
such preparation when appropriate and/or provide training on the process. The traveler
should obtain appropriate receipts for all applicable charges and keep a personal record
of miscellaneous expenditures chargeable to the state, noting each item as the expense is
incurred.

The traveler is ultimately responsible for ensuring travel arrangements are in accordance
with statutes and regulations and any excess expenses over state limitations may be
subtracted from the reimbursement claim by OMES Transaction Processing.

10.4 Travel by Contractors

Pursuant to the Central Purchasing Act (74 0O.S. § 85.40), any travel expenses incurred

by contractors or agents of contractors providing goods or services to the state must be
included in the contract award and paid as a part of the contract payment. This restriction
applies only to agencies subject to the Central Purchasing Act.

10.5 Travel Vouchers

All vouchers for reimbursement for travel expenses must be submitted on prescribed travel
voucher forms, with expenses itemized and stated in accordance with the STRA. Vouchers
for reimbursement at rates that exceed the amounts allowed by the STRA must reference the
authority (such as grant number or state statute outside of the STRA) on the voucher form.
The agency must keep a copy of the documentation showing the specific statutory authority
for the claim on file and available for OMES review upon request.

There are two forms that serve as the voucher for travel reimbursement claims:
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e OMES Form 19 - Expenses incurred during ordinary travel performed under the general
provisions of the STRA. Most travel should be reported on this form.

e OMES Form 18 - In certain specific instances, travelers are allowed to claim
reimbursement based on an actual and necessary cost standard rather than use the
limitations of the STRA. Claims in these limited circumstances should be reported on
this form.

An agency may find it necessary to adopt its own version of the prescribed forms for its use
because of special internal needs. In such cases, a copy of the proposed form layout must
be submitted to OMES for review and prior approval to ensure all data fields are available
in the correct format. Requests may be submitted to OMESTPVouchers@omes.ok.gov. The
following subsections discuss information needed to complete the travel voucher.

10.5.1 Preparation and Submission

The traveler is responsible for preparation and submission of their travel voucher. Proper
completion of all pertinent information fields on the voucher form is essential for prompt
payment. Incorrect or partial completion of any of the required information risks rejection
of the voucher.

10.5.2 Filing Period

Payment of expenses is restricted to amounts applicable to the fiscal year in which
the travel occurred. In addition, payment shall be subject to the availability of the
amounts in the agency’s budget.

Vouchers for reimbursement of travel expenses shall not cover more than one
fiscal year (74 0.S. § 500.3). In cases where the travel period (days claimed)
extends beyond the end of the fiscal year, the travel voucher must be ended and a
subsequent voucher submitted for the remainder of the trip in the next fiscal year.
In addition, the first travel voucher must be annotated to show the travel period is
continuous and a copy submitted with the second voucher for verification of the

payment history of expenses claimed. If submitted together, a copy of the second
voucher must be included with the first voucher.

10.5.3 Official Duty Station

The official duty station is the employee’s or officer’s official work station/office. It
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10.5.4

10.5.5

is normally the city in which the employee or officer is assigned to work. Employees
or officials whose duties are normally mobile and statewide or multi-county in
nature may be deemed by the agency to have no official duty station or office;
therefore, the person’s home is their official duty station. Once the duty station has
been established, it cannot be changed unless the employee or officer is assigned to
work at a different location.

The starting and ending point of travel is the official duty station unless the
employee is leaving on the trip straight from home or another location and the
home or other location is closer to the destination than the official duty station. In
that case, the home or other location is the starting point of travel.

When filling out the travel claim, the duty station must be listed as a physical
address.

Nature of Official Business

The employee must clearly state the purpose of travel on the travel voucher. The
purpose must be concise but specific. For example, “meeting” is too vague and will
result in a rejection but “meeting with the state comptroller about special account”
provides a useful description of the purpose of travel.

Payment Assignment

All vouchers for reimbursement of travel expenses must be made payable to the
person who traveled unless the traveler authorizes assignment of payment to a
third party. For example, an employee may arrange with the lodging vendor to
accept assignment of payment (subject to the authorized lodging rate) for the
hotel room charges to avoid having to pay these charges directly. In such cases, the
employee may complete the Assignment section of the travel voucher for claiming
lodging expenses and authorize the Office of the State Treasurer to issue the
payment in the name of the lodging vendor.

If only a portion of a travel reimbursement is assigned to a third party, a separate
travel voucher is required for the assigned payment. Consequently, each voucher
must cross-reference the other.

0
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10.5.6 State Employee or Not

The voucher includes a place to indicate if the traveler is a state official or employee.
If the traveler is not a state employee or official, the agency must provide a
description of the services performed in the space provided for Nature of Official
Business and use expenditure account code 521310 - Travel Reimbursement-Non
State Employees. Such reimbursement is limited to volunteers performing approved
travel at the request of the agency. This account code is also used for non-salaried
officials. (74 0.S.§ 500.2.A)

10.5.7 Coding of Payments

All expenses claimed must be grouped and properly coded to the appropriate
expenditure account (e.g., in-state mileage 521110; out-of-state lodging 521260,
etc.) on the travel voucher. Further definitions of expenditure codes (52xxxx) are
available in Appendix 4 - Account Codes-Expenditures.

10.5.8 Indication of Points and Time of Travel

Each point of travel (including stops for lodging) with its location (address, city and
state), exact date, and the start and end time of overall travel must be shown on the
travel voucher.

Because of restrictions on the time allowed for travel reimbursement before and
after a meeting or conference, documentation showing the start time of the meeting,
conference or other purpose of travel must be attached to the travel voucher. If

the object of travel is without a formal announcement or brochure showing the
program dates, the dates must be shown on the face of the travel voucher form, such
as in the Nature of Official Business section or elsewhere on the voucher form.

10.5.9 Personal Breaks in Official Travel

If a period of official travel includes time taken for personal travel, any personal
travel time must be reflected in the dates and times and subtracted from the claim.
The personal travel time must be notated. The total number of days and hours must
reflect only the official travel status period, not to exceed the customary 24-hour
period before or 24 hours after the object of travel. Agencies should minimize the
cost to the state by closely monitoring the need for the entire 24-hour period and
associated costs including per diem and lodging.
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Travel that transcends a weekend/holiday period must be terminated/reinstituted
pursuant to the 24-hour travel rule for periods when work is not performed.
However, if a cost comparison shows a savings to the state by leaving the traveler in
travel status rather than paying for a return to the duty station over the weekend/
holiday and travel back to the event, the traveler may stay in official travel status
throughout the weekend or holiday.

10.5.10 Presentation of Expenses

The voucher can only include eligible business expenses the traveler personally
incurred. No reimbursement is allowed for expenses of other persons, except
where specifically authorized and normally made through established “actual

and necessary” travel reimbursement claims on Form 18. Paid receipts or other
evidence of payment must be provided for each expense item for which a receipt is
required as the basis of payment (e.g., lodging, registration, actual and necessary
expense items for others, single expense charges of $25 or more).

10.5.11 Exclusion of Major Category of Expense
When any of the three commonly used major categories of expenses (e.g., meals,
lodging or mode of transportation) is excluded or omitted from the travel voucher

and one or both of the others are claimed, the travel claim must include one of the
following:

» Cross-reference number to another voucher where the omitted expense item
was claimed.

e Explanation of payment of omitted expense made by another form or source.

e Statement that no reimbursement is to be claimed for omitted expense.

The notation on the travel voucher may be as simple as “no charge” in the applicable
expense column. The notation is not required when the travel claim is only for in-
state mileage or local transportation expenses.

10.5.12  Signatures

OMES Form 18 or Form 19 travel claims are attachments to OMES Form 154, Claim
Jacket Voucher Form, and must be signed by the traveler, attesting the claim is true
and correct and no frequent travel miles earned from official state transportation
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10.6

10.7

have been used for personal purposes (based on a statutory prohibition).

The requirement for a manager’s signature or an approving officer’s signature on
OMES Form 18 or Form 19 is at the option of the agency but the agency approving
officer must sign the accompanying OMES Form 154, Claim Jacket Voucher Form.

Travel Expense Voucher of Deceased Person

Payment of travel expenses of a person who has deceased may be made to the estate of the
individual.

e The travel voucher shall be in the name of the deceased person and the assignment
section completed for payment to the Estate Of (claimant’s name).

e The Assignment section and the voucher form shall be signed by the decedent’s
appointed Power of Attorney or the executor of the estate.

¢ An Vendor Request Form must be submitted to set up the estate as a payee using a new
location or using the Alternate Name field on the existing employee location in the state
vendor file.

e The estate’s payee information is used on the Payment Information Remit To field of the
voucher.

In-State vs. Out-of-State Travel

Reimbursement rates and allowances discussed in this chapter vary depending on whether
travel is considered in-state or out-of-state. For expense reimbursement purposes, in-state
travel includes travel performed within Oklahoma’s borders. The trip’s objective destination
points determine whether travel is in-state or out-of-state for expense reimbursement
purposes.

e Trips originating from outside the state with the objective of travel within the state
should be treated as in-state travel.

¢ Out-of-state travel is any trip in which the objective of travel is to destinations outside
the borders of Oklahoma.

e Travel across the state line merely to acquire lodging does not constitute out-of-state

0
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travel for expense reimbursement purposes.

e Persons based outside of Oklahoma who perform official travel outside the borders of
the state should treat their expenses as out-of-state for reimbursement purposes.

e Vouchers for reimbursement of expenses for trips that involve both in-state and out-
of-state destination points should denote the portion of travel performed in-state/
out-of-state, respectively, and be coded for application of the appropriate expense
reimbursement rates and allowances. For example:

Trip: Oklahoma City-Lawton-Wichita Falls, TX, and return to Oklahoma City.
Oklahoma City-Lawton (in-state); Lawton-Wichita Falls, TX - Oklahoma City (out-
of-state).

10.8 Distance and Duration Criteria

Certain criteria must be met before any reimbursement for travel other than mileage may
be claimed.

e There must be an absence from the traveler’s official duty station while performing
official state business.

¢ Employees or officials whose duties are normally mobile and statewide or multi-county
in nature may be deemed by the agency to have no official station or office; therefore,
the employee’s home is considered the official duty station.

¢ When determining starting and ending points of travel, the employee’s official duty
station or home (whichever is shorter) should be used. For weekend or holiday travel
the start and end point may be the employee’s home.

e Any return to the official duty station (or home) will end the travel period.
e Ifreturning to travel status, a new period will be started.

¢ When expenses related to overnight travel are claimed, the trip must be of sufficient
duration and distance to qualify as overnight absence from the person’s home and/or
official duty station. Sixty miles (one way) is considered sufficient distance. Less than
sixty miles may be approved by OMES in extenuating circumstances.

e Standard 24-Hour Travel Rule. Travel status shall not extend more than 24 hours before
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and/or more than 24 hours after the date and time of object of travel (e.g., meeting,
workshop, conference, etc.) begins and/or ends. (74 0.S.§ 500.9.E)

o When the event begins with a meal or dinner reception considered a meet and greet
activity, this could be acceptable for the timing of the 24-hour rule.

o Open registration more than 24 hours prior to the actual start of the event and
activities clearly provided primarily for the entertainment of participants, such as
sightseeing tours, athletic events, etc., are not appropriate.

o Business-related meetings prior to or after the conference may be used as starting or
ending points for the 24-hour rule. Proper documentation of the business purpose
for participating in such early (or later) activities should be provided with the travel
voucher as justification for extending the start or ending time of the 24-hour travel
period.

o Where a savings in travel costs is available through the purchase of discount airline
tickets in connection with cheaper weekend commercial airline flights or limited
available flights requiring an earlier flight, the 24-hour travel rule may be extended
to 48 hours. However, if it is just a person’s preference to leave early when later
flights are available, the early travel status exceeding the 24-hour rule is not allowed.

= The voucher must include a detailed cost comparison of additional meals,
lodging and other expenses versus the saving on airfare.

= The airfare rate used in the comparison must come from the same travel
agent/contract as where the cheaper ticket was purchased.

= Total reimbursement for meals and lodging and the cost of the airplane
ticket shall not exceed the amount of reimbursement that would have
been allowed for travel under the normal 24-hour rule plus the related
airfare cost available at that time.

e Standard 48-Hour Travel Abroad Rule. Official travel status when traveling to areas
outside contiguous United States (including Hawaii and Alaska) may start as early and
end as late as 48 hours before/after the objective of the trip. (74 0.S. § 500.9.F)

10.9 Overnight Status Required for Benefits other than Mileage
The traveler must be in overnight travel status to receive reimbursement for lodging and
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per diem, or for the agency to pay lodging expenses on the traveler’s behalf. The basic
guideline for overnight travel status is there must be an overnight lodging receipt or written
verification of an overnight stay. Approval of payment shall be based on the employee’s true
account of travel and the approving official’s verification of the employee’s need of rest and
sleep during the travel period. Limited exceptions to the overnight status requirement are as
follows:

e Pursuant to 74 0.S. § 500.2.E.4, state agencies are authorized to enter into contracts

and agreements for the payment of food and necessary lodging expenses for employees
attending an official course of instruction or training sponsored by any state agency.
Expenses may be paid directly to the contracting agency or business establishment.
The cost for food and lodging for each employee shall not exceed the total daily rate as
provided in the State Travel Reimbursement Act.

e (Certain business trips are not literally overnight, but are of substantial duration to
justify treatment as overnight to the extent of requiring the employee to get necessary
sleep and rest to meet the demands of his/her work.

o To qualify for overnight travel, employees need not be away a full 24 hours or dusk to
dawn.

o The trip must be substantially longer than an ordinary work day.

o It must be reasonable for the employee to need and to get necessary sleep and rest to
complete his/her work.

o Under this guideline, it is necessary for the employee to have been given relief time
from his/her duties in order to get the needed sleep and rest. The hotel, motel or
other stay must be documented.

o Relief time does not mean short rest stops taken for napping in the car while driving
to and from points of travel or during flights. It refers to meaningful periods of sleep
and rest.

10.10 Lodging

For an agency to pay for lodging the traveler must be in overnight status or one of the
exceptions in the above section must apply.
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10.10.1 Lodging - Type

Besides traditional public lodging facilities such as motels or hotels, other non-
conventional types of lodging may be authorized when advantageous to the state
due to the cost, location (such as remote areas) or the duration of travel. Certain
restrictions apply. Following are examples of non-conventional lodging:

e Rent of an apartment or other type dwelling.

e Charges or fees associated with the use of a motor home or recreational vehicle.

Reimbursement shall not cover accommodations ordinarily provided on a common
carrier, such as AMTRAK sleeper car, since such accommodations would be included
in the transportation cost.

Before authorizing the use of such arranged lodging accommodations, the agency
must obtain OMES approval by submitting a request explaining the travel conditions
and requirements to OMESTPVouchers@omes.ok.gov.

When non-conventional lodging is approved, the daily expense reimbursement
shall be limited to the actual cost not to exceed the STRA applicable standard daily
lodging rate authorized for the travel location. The daily lodging expense allowed
shall be computed by dividing the total lodging cost plus any necessary incidental
expenses related to renting the lodging by the number of days the accommodations
were actually used. The resulting daily average cost shall not exceed the standard
daily rate for conventional lodging for the area for reimbursement purpose. All costs
shall be evidenced by paid receipts from the landlord or vendor.

Reimbursement for the use of employee-owned RVs may include such actual
charges as parking fees, fees for connection, use and disconnection of utilities (i.e.,
gas, electric, water, sewage, etc.), bath and shower fees and toilet dumping fees.
Any expenses claimed must be documented by paid receipts and cannot exceed the
normal lodging STRA rate for the area.

10.10.2 Lodging - Rate of Reimbursement

Lodging expense reimbursement includes the actual cost for overnight sleeping
accommodations based on paid receipts and subject to limitations of the STRA.
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e The applicable lodging rate for the trip depends on the location of the event, not
the location of the lodging. The lodging reimbursement rate may be different in a
single state, depending on the city.

e Lodging amounts are based on the Government Services Administration’s
lodging reimbursement rate available on the GSA website. Follow the link for
per diem rates. Lodging rates are set forth by locale and by month in the GSA per
diem table. If travel is within the counties associated with a city as shown on the
GSA website, the rate for a specific city may be used even if the stay is outside
city limits.

e Travel to Alaska, Hawaii or any foreign country will require moving through
additional links provided on the site.

e Allowed exceptions to using the GSA rate are discussed below.

10.10.3 Designated Lodging
Designated by Host

When the sponsor of an event, conference or meeting designates one or more
motels or hotels with blocked rooms and rate reductions, the single occupancy
room rate charge as indicated on the paid lodging receipt may be reimbursed.

e Documentation of designated lodging, such as a conference brochure, must be
attached to the travel claim.

e When the travel objective is held at the place of lodging, the single occupancy
room rate may be allowed even if the reduced/blocked rooms with reduced
rates were no longer available when the travel arrangements were made.
Documentation of the reason for the higher rate must be included with the travel
claim.

e Standard military or government rates as sometimes made available by lodging
vendors are not considered special rate reductions arranged by the sponsor for
the purpose of designated lodging.

e A sponsor’s announcement recommending a list of hotels and motels for the
convenience of participants without blocking rooms or obtaining rate reductions
does not satisfy the requirements for designated lodging. In such cases,
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reimbursement of lodging expenses shall be held to the applicable GSA rate as
authorized by the STRA.

 If designated lodging is in place for the travel and the traveler opts to choose a
less expensive hotel, the traveler may be reimbursed for the single occupancy
room rate charged, as long as both the room rate and the local transportation
cost do not exceed the designated lodging rate. (74 0.S.§ 500.9.C)

 Ifa designated lodging rate for the trip is established but rooms are not available
in the designated hotel, the traveler’s reimbursement for lodging may not exceed
the designated rate.

Designated by Agency

When an agency is the sponsor or host of the object of travel, the sponsoring agency

may prearrange and designate the public lodging place for employees to stay while
attending the travel objective.

e The agency must clearly be the sponsor of the object of travel. Travel for an
individual may not be self-designated by the employee or the agency.

e The travel objective must be conducted at the place of lodging or the sponsor
must have a block of rooms reserved or a reduced rate for the event.

e Prior to the beginning of the trip, the agency must provide the employee with
its announcement or notice on OMES Form 19-1, Agency-Sponsored Designated
Lodging Notice to be submitted with the travel claim. The notice must include:

o Obiject of travel (purpose).

o

Date(s) the travel objective is being conducted or held.
o Name and location of the designated hotel.
o Single room rate charge authorized.
10.10.4 Lodging - Staying with Friends or Relatives
In instances where lodging is at no cost to the employee, such as when staying

with a relative or friend, the traveler may claim a lodging allowance of $10 for each
allowed lodging night to be added to the daily per diem rate. Local transportation
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costs to the event may be reimbursed as long as the total daily cost of transportation
and the $10 added to per diem do not exceed the daily lodging rate.

10.10.5 In State Lodging - Limited Exception to GSA

The director of OMES may authorize reimbursement for overnight lodging while in
official travel status within Oklahoma at a rate of up to 150 percent of the amount
authorized above if it is determined that no lodging was available at the GSA rate.
In order to receive reimbursement under this exception, approval must be obtained
prior to the trip. Requests for reimbursement under this paragraph should be made
on OMES Form CP 035, Request for In-State Rate Lodging Exception and emailed to
the state travel office at pcard@omes.ok.gov.

For this exception to be considered, all of the following criteria must be met:

e Travel is within the State of Oklahoma.

e Traveler must document efforts to find lodging at the listed rate and document
reasons why such lodging was not available within a reasonable distance from
the object of travel.

e Traveler’s agency director must certify no lodging at the regular rate was
available within a reasonable distance.

10.10.6  Agency Direct Purchase of Lodging

The STRA authorizes state agencies to enter into contracts or agreements with
lodging establishments for the purchase of food and lodging for employees
attending conferences, meetings, seminars, workshops or training sessions, or in
the performance of their duties. The cost of food and lodging for each attendant
employee or official at these facilities shall not exceed the standard daily rates

as provided by the STRA. Payments for direct purchase of food and lodging shall
be paid directly to the business establishment through a regular non-travel
disbursement voucher (or P-card) using expenditure code 522130 for out-of-state
and 522131 for in-state travel.

The STRA also authorizes certain, specified agencies to make direct purchase of
food, lodging and other expenses as may be necessary for employees for special
purposes. The agencies and the purpose under which direct purchase is authorized
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are explicitly named in the Act. (74 0.S.§ 500.2)

10.10.7 Companion Travel

When two or more employees travel together and share common lodging
accommodations, such as a double room, three options for reimbursement are
available:

e The hotel may provide individually billed receipts, splitting the reimbursement
between employees sharing the room. The total may not exceed the room rate.

e Each employee may provide a copy of the hotel receipt and claim one-half (or
other appropriate share) of the total.

e One employee may pay the entire lodging amount and seek reimbursement for
the total bill. The travel claim must indicate the other occupants of the room to
help substantiate their overnight travel.

For post auditing purposes, each companion travel voucher should bear cross-
reference to any and all other related travel vouchers by number, when available.

10.11 Per Diem

A daily per diem is used to cover meals and incidental expenses related to travel. The per
diem is in lieu of any reimbursement of actual costs and is the state’s method of covering
those expenditures. To receive per diem the traveler must be in overnight status.

10.11.1 Per Diem Rates

The applicable per diem for the trip depends on the location of the event (not the
location of the lodging). The per diem may be different in a single state, depending
on the city.

¢ Per diem amounts are based on the Government Services Administration’s Meals
and Incidentals reimbursement rate available on the GSA website. Follow the
link for per diem rates. Enter the location of the travel and use the applicable
rate in the last column of the table (labeled M&IE).

* GSA shows a standard rate to be used statewide as well as higher rates for
certain metropolitan areas. These areas may cover several suburbs and towns.
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If travel is within the counties associated with a metropolitan area as shown
on the GSA website, the rate for a specific area may be used even if the stay is
outside city limits.

o For example, if an employee is in overnight travel status and obtains lodging
in Edmond, Oklahoma, the higher reimbursement rate for the Oklahoma City
metropolitan area will apply (rather than the standard rate), as Edmond is
within the same county as the Oklahoma City area.

o When travel is to a suburb of a metropolitan area and the event brochure or
location on the lodging receipt does not identify the county justifying the higher
than standard rate, documentation showing the address (including county) of
the event must be attached to the travel claim. The county may be documented
through an online search of the suburb or town.

e Travel to Alaska, Hawaii or any foreign country will require moving through
additional links provided on the site.

e The per diem is intended to cover expenses for breakfast, lunch and dinner,
including tips and taxes, as well as any other personal purchases such as snacks,
refreshments, over-the-counter medicines, etc.

e The per diem as defined by GSA includes fees and tips given to porters, baggage
carriers, hotel staff and staff on ships. The only tip for which actual cost may be
included on the travel claim is for local transportation, such as taxi or UBER.

e In computing the reimbursement allowance, a day shall be a period of 24 hours.
Reimbursement may be allowed for each one-quarter day (six-hour time
period). If the final day of travel is less than 24 hours, per diem may be claimed
for each full six-hour period and may be claimed for the six-hour period in which
travel ended only if the travel in that period exceeds three hours. For example:

o If the final day of travel is 17 hours, the traveler would have two full six-hour
periods and over three hours of the next period, so the traveler may claim three-
quarters of the full daily per diem.

o If the final day of travel is 13 hours, the traveler would have two full six-hour
periods and one leftover hour. Since the last period is three hours or less, the
traveler would not receive any per diem for that hour.
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10.11.2 Per Diem When No Lodging Claimed

Pursuant to 74 0.S. § 500.9.B, when a traveler does not claim lodging because the
traveler stays with friends or relatives, the employee may add a ten-dollar ($10)
lodging per diem to the regular daily per diem rate.

If the employee used lodging arranged and paid by another source apart from the
employee, such as lodging included in registration or provided by the host of the
event, the extra per diem is not allowed. The extra $10 is paid at one-quarter day
increments exactly like the regular per diem discussed in the section above.

10.11.3 Per Diem Reduction for Meals Provided

When meals are provided through the cost of registration or otherwise through
the travel arrangements, the per diem is reduced by one-quarter for each meal
provided.

e The reduction only applies when a per diem is allowed. When meals are
provided at conferences that don’t require overnight travel, no per diem is
allowed and no adjustment is necessary.

e With agency approval, the reduction may not apply if the employee cannot
partake in the provided meal due to one of the following reasons and the reason
is documented on the travel voucher:

o Medical diet restrictions such as a doctor’s order or food allergy. Voluntary
weight loss programs are not considered a diet restriction for this purpose.

o Religious restriction such as forbidden foods or fasting periods.
o Ethical dietary restrictions (for example vegan).

o Lack of means of transportation.

o Conflicting meetings.

» Continental breakfasts (pastries, cereal, donuts, fruit, coffee, juice, milk, etc.) do
not count as a provided meal. A full hot breakfast is considered a provided meal
for the purpose of reducing the per diem.

e Hors d’oeuvres provided at a reception or other event do not count as a provided
meal.
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e Meals provided by a third party that are not covered in the registration fee,
package plan, or agency direct pay contract do not reduce the per diem.

e Snacks or refreshments provided during breaks do not reduce the per diem.

e When meals are provided in a package plan for the event paid by the agency the
per diem must be reduced by one-quarter for each meal provided. State statute
requires that in no case shall the payment of meals included in a package plan or
contract exceed the total daily rate as provided for in the STRA, whether paid for
direct by the agency, through reimbursement, or a combination of both. (74 O.S.
§ 500.8). Any amount paid for meals over the STRA rate may be subtracted from
the travel reimbursement to the employee by OMES Transaction Processing.

10.11.4 Per Diem for State Legislators

Special statutes apply in determining per diem rates for members of the State
Senate and House of Representatives. (74 0.S. § 456.B and C).

e For out of state travel, general GSA per diem rates apply.

e For in-state travel to the Capitol when the legislature is in session, the GSA per
diem rate applies for each night spent away from home. IRS limitations provide
that the legislator is only considered to be in travel status subject to per diem
when the legislator lives more than 50 miles from the Capitol.

e For in-state travel to the Capitol for committee meetings and sub-committee
meetings when the legislature is not in session, the per diem rate is $25 per day
for up to 20 days. The Speaker of the House and the President Pro Tempore of
the Senate may authorize additional days as needed.

10.12 Transportation

Transportation expenses for approved state travel include:
e Commercial common carriers.
¢ Local transit system and taxies.

e UBER and similar services.
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e Commercial rental cars.
e Mileage for use of a privately-owned motor vehicle.

¢ State-furnished or contract rental cars or airplanes.

For in-state travel, a state fleet vehicle is the default mode of transportation. For out-of-
state travel, flying is the default mode of transportation. If a traveler is using a mode of
transportation that is not the default, specific requirements apply and are discussed under
the sections pertaining to the default mode of transportation.

All travel performed for the state shall be by a direct travel route appropriate to the mode of
transportation used. When an employee for his/her own convenience travels by an indirect
route or otherwise interrupts travel by direct route, the extra expense shall be borne by the
employee. Reimbursement of authorized expenses shall be based only on such charges as
would have been incurred had the direct travel route been used. However, travel by other
than a direct travel route may be allowed when necessitated by circumstances beyond the
employee’s control such as weather, involuntary flight changes, road conditions, etc. An
explanation for such exception shall be noted on the travel voucher.

10.12.1 Airfare

Airfare may be paid directly by an agency or reimbursed to the employee, but the
same regulations apply in either case. For out-of-state travel, airfare is the default
mode of travel and any other mode of travel must be compared to the cost of coach/
economy airfare and shown to have a lower cost. Certain limited circumstances
where air travel is not feasible do not require the comparison but must be justified
by other documentation. Examples include:

e Travel is to a remote location with no airport.
e A medical condition prevents the traveler from flying.
e The traveler is delivering something that cannot be taken on an airplane.

e Extended travel requires taking a personal or state-owned automobile.

If another mode of travel is selected with no justifiable need, reimbursement for
out-of-state transportation costs shall not exceed that of state contract coach/
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economy class fare.

« Airfare paid directly by the agency is subject to the same limitations and must be
encumbered.

e Extra fees for preferred seating or upgrades are not allowed reimbursements. An
exception may be made in very limited emergency situation if coach/economy
class is not available. These must be discussed with OMES on a case-by-case
basis.

e Pursuantto (74 0.S.§ 500.15), “No travel claim shall be awarded if the filer of
the claim has benefited from the personal receipt of frequent travel miles unless
those miles are used to offset future claims against the state.” The signature on
the travel claim is certifying that no such personal benefit from frequent travel
miles has occurred.

e In cases where an airline extends first class accommodations at coach/economy
class rates or the ticket receipt fails to show the class accommodation, the travel
voucher must be annotated with information indicating the type (class) of
accommodations purchased.

e Fares paid for air transportation may be at the business class fare rate for
international travel.

e Payment shall be submitted on OMES Form 15A, Claim Jacket Voucher Form, and
expenditure account code 522110. In addition, each voucher for the payment for
direct purchase of airline ticket shall bear the following: (74 0.S. § 500.2.F)

o Airline ticket identification number.

o Name of the airline.

o Total cost of purchased ticket.

o Class of accommodation.

o Name of the employee for whom the ticket was purchased.

o Statute requires an affidavit stating that any flight purchased directly by the
agency was used by the employee. The employee’s travel reimbursement claim
may serve as this affidavit. If there is no associated travel claim, the employee
must provide the affidavit within 10 days of the completion of the trip. The
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agency must retain the affidavit with the payment documentation.

o If due to extenuating circumstances the ticket is not used, contact the State
Travel Office at pcard@omes.ok.gov for additional information.

10.12.1.1 Mandatory Statewide Contract for Airfare

Mandatory statewide contracts are in place for state air travel. The state
provides an online booking tool that incorporates the mandatory travel
agent contract and the mandatory airline contract. Using the OBT ensures
the agency is in compliance with both (74 O.S. § 85.45.k). Agencies may
purchase airfare without using the OBT only if one of the following
conditions exists:

e Services can be secured at a cost less than what is available under the
statewide contract.

o The cost of the flight chosen must be compared to the cost using the
state’s OBT provider.

o The comparison should be obtained when booking the flight. If
the agency fails to make the comparison at the time of booking, a
hypothetical comparison may be obtained from the OBT at a later date
as long as:

= The lead time from booking date to travel date is equal to the
actual trip.

= The day of the week and time of day of the departure and return
match the actual trip.

» The locations match the actual trip.

e Travel originates from a location outside the state and it would be
impractical to arrange for the air travel through the OBT.

e An emergency or time constraint does not allow for utilization of the
statewide contract.

 Airfare is part of a package arrangement made by the organization
scheduling the meeting or conference.
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Any voucher for reimbursement of an airplane ticket purchased outside of
the statewide contract must include documentation of one of the reasons
listed above.

For OBT training or questions regarding travel arrangements, contact
pcard@omes.ok.gov.

10.12.2 Travel by Automobile

When traveling within Oklahoma, state fleet vehicles are the default means of
transportation and use of personal vehicles or rental cars require a cost comparison
and are reimbursed at the lowest cost as discussed below. When driving an agency-
owned vehicle, the comparisons are not required.

When traveling out of state, the default mode of transportation is flying. In order to
receive reimbursement for mileage or a rental car for out-of-state travel, the cost
must be compared to the cost of coach/economy airfare. The airfare cost used in the
comparison must be obtained through the state airfare contract for travel under the
most economical arrangement.

Even though traveling by automobile may require additional travel time, per diem
and lodging are limited to the 24-hour rule, except in certain limited circumstances.

10.12.2.1 Trip Optimizer

When planning travel by automobile, the state standard is to use a state
fleet management vehicle or a vehicle owned by the agency. Per 74 0.S. §
85.45], executive branch agencies that wish to use a personal vehicle or

a commercial rental car under the statewide contract shall use the OMES
Fleet Management trip optimizer system to determine the optimum mode
of travel with the lowest cost. This tool compares the cost of mileage for

a personal vehicle with the cost of the state fleet vehicle and the cost of
renting a car under the statewide contract. The least costly method should
be used. Choosing another method is allowed, but the reimbursement is
limited to the lower cost as shown on the trip optimizer. Using the trip
optimizer is not required in the following situations:

e When a state fleet vehicle is the intended mode of travel.

e When the trip is less than 100 miles per day.
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e When the employee is driving a state-owned vehicle or vehicle leased
and dedicated to a specific agency.

¢ When the agency receives no appropriations and employees use
personal vehicles as a part of their regular duties.

¢ When a state employee utilizes a personally owned vehicle and seeks
reimbursement under the state mileage rate announced annually by
OMES.

When a personal vehicle is used for out-of-state travel, the allowable
reimbursement amount is the lesser of the trip optimizer results and the
coach/economy airfare quote obtained through an authorized contract
travel agent.

OMES Form 19, Travel Voucher has a section to indicate whether the trip
optimizer was used or if the travel is exempt from using the trip optimizer.
Also, a copy of the printout of the trip optimizer results page must be
included with the travel voucher when the trip optimizer is required.

10.12.2.2 Mileage Reimbursement

Notwithstanding the trip optimizer procedures, employees may use
personal vehicles and seek mileage reimbursement.

¢ The agency director must approve the use of a personal vehicle for state
travel. The signature of the approving officer designated by the agency
director on the travel voucher is considered by OMES to be the agency
director’s approval.

e OMES sets the standard mileage reimbursement rate annually. The rate
is announced in the December CAR newsletter.

¢ The travel claim should show every point of travel, excluding rest stops
that do not deviate from the primary route.

e Mileage should be based on GPS miles when possible.

e When it is not feasible to use GPS miles, actual odometer readings may
be used.

¢ Only business miles may be claimed. Side trips for personal reasons
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must be omitted from the claim.

e Mileage allowance and other associated expenses in connection with
use of a privately-owned automobile is payable to only one of two or
more employees traveling together on the same trip and in the same
conveyance, although each may have shared in the operating cost of the
vehicle.

¢ Under no circumstances should any person be authorized to drive
a privately-owned or contract leased/rented automobile and seek
reimbursement for travel between his/her home and duty station. This
is not allowed by the state or per IRS regulations (IRS Publication 463).

10.12.2.3 Rental Cars

Regulations vary for rental cars based on whether the travel is in-state or
out-of-state.

e The trip optimizer should be used when renting from a commercial
carrier.

e Per state statute for in-state travel, reimbursement for a commercial
rental car is limited to the actual cost of the rental not to exceed the
established per mile rate based on the official mileage distance between
points of travel per GPS distances or actual odometer mileage readings.

o Typically, the cost of the rental car exceeds the mileage reimbursement
cost on low mileage trips.

¢ [f driving out of state, state payment for a rental car, including gasoline
and other related costs, may not exceed the cost of coach/economy
airfare, including baggage, parking fees and transportation costs in the
vicinity of the event. This comparison must be based on documented
fares and included with the travel claim.

¢ In general, rental cars are not considered reimbursable for travel in
the vicinity of the event unless a rental car was justified as the mode
of transportation for the entire trip. However, if the cost of a rental
car plus parking is less than the cost of a taxi or available shuttle, a
rental car may be justified. Refer to the following section for additional
information.
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10.12.3 Travel in the Vicinity of the Event

Charges for business travel in and around the local area of the point(s) of travel
by normal transit conveyances, such as taxi, UBER, shuttle or subway may be
reimbursed under the following limitations:

e Charges are allowed between the airport and the hotel or location of the event
or meeting as well as to and from a meeting or conference site located separately
from the hotel or lodging facility. For any other fares, the business purpose of the
fare must be clearly documented in detail on the travel claim.

e Courtesy shuttles should be used when available.

e In general, rental cars are the most efficient means of travel in the vicinity of
the event unless a rental car was justified as the mode of transportation for the
entire trip. However, if the cost of a rental car plus parking is less than the cost of
a taxi or available shuttle, a rental car may be justified.

o Specifics of the trip may justify a rental car.

o Whenarental carisused,any personal miles mustbe tracked. Thereimbursement
will be reduced by the percentage of personal miles used.

o Use of a rental car requires agency director approval.

e Reimbursement for transportation expenses for travel between an optional
lodging location and the designated hotel, motel or other public lodging where
the object of travel is conducted shall be allowed but not to exceed the cost of the
difference between the optional lodging and the designated lodging. (74 O.S. §
500.9.C)

e When no lodging is claimed and the extra $10 added to the daily per diem rate
is claimed instead, local transportation costs may be claimed as long as the cost
of local transportation plus the extra per diem do not exceed the authorized
lodging rate for the event.

e Fares must be itemized on the travel voucher and a receipt for any charge of $25
or more must be attached to the travel voucher.

e Fares for in-state travel shall be reimbursed only upon justification of the
necessity for such service.
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e Tips for drivers of transit conveyance may be reimbursed up to 15 percent of the
fare. Per diem is intended to cover any additional tip or tips for other services.

10.12.4 Insurance on Vehicles (Rental and Personal)

Travelers and individuals responsible for travel arrangements should be aware of
the following guidelines and regulations for vehicle insurance.

e OMES Risk Management provides tort liability protection in accordance with
the GTCA for all employees of the state who are conducting state business in
another state. This protection provides commercial general liability as well as
auto liability coverage when employees are conducting state business. This only
covers liability for damage to another vehicle.

« If an employee rents or leases a vehicle to use on state business, whether in the
state or outside of the state, including travel abroad, OMES Risk Management
strongly recommends the employee purchase the vehicle physical damage
insurance offered by the car rental company. The fee for this coverage is part
of the rental cost of the vehicle and should be reimbursable as travel expense.
Failure to purchase this coverage may result in a personal liability for the
individual renting the vehicle if there is damage to that vehicle. If an employee
has any question or concern about this issue, he or she should contact OMES
Risk Management.

Note: This physical damage insurance is not necessary for vehicles rented
through the statewide rental car contract since it is already included in the
contract

e OMES Risk Management provides coverage protecting employees of the state
traveling on state business to a foreign country.

o The policy of insurance contains restrictions against travel to certain foreign
countries with which the United States has trade or economic sanctions.
Coverage restrictions may also apply to other countries as well.

o Agencies, colleges and universities must report any foreign travel to OMES Risk
Management well in advance of any such travel in order for Risk Management to
provide employees with vital information related to insurance.

o Some foreign countries require the purchase of auto liability insurance from
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locally admitted insurance providers.
o Contact OMES Risk Management for more information related to this issue.

10.12.5 Privately-Owned or Chartered Airplane

Transportation costs for travel by privately-owned or chartered airplane in lieu of
privately-owned automobile may be reimbursed in an amount which, when added
to reimbursement for meals and lodging expenses for the trip, does not exceed
automobile mileage plus meals and lodging expenses. (74 0.S. § 500.6)

Whenever a privately-owned or chartered airplane is used for out-of-state travel

in lieu of a commercial airline, reimbursement of expenses shall be limited not to
exceed the cost of a single coach/economy airplane ticket. If more than one person
traveled, reimbursement of each person’s pro rata share of the cost of the chartered
airplane shall not exceed the cost of a single coach/economy class airplane ticket.

State law prohibits the use of any aircraft owned, leased, chartered or operated by
the state in the following situations:

» Ifthe eventis in support or opposition to a political party or candidate.

 Ifthe traveler is receiving compensation related to the travel other than the
salary the person receives from the state.

e Ifthe event charges an admission fee. Some exceptions apply. Refer to 74 0.S. §
500.6A.

10.12.6 Travel Use Log - Flight Service

The OMES Form LOG, Travel Use Log - Flight Service must be completed in its
entirety for all flights using an aircraft owned, leased, chartered or operated by the
state (74 0.S.§ 500.6A). Statutes require very specific information, signatures and
reporting. Any agency using this method of transportation should be familiar with
this statute.

10.13 Registration

Registration charges in connection with attending workshops, conferences, seminars, etc.,
are travel related expenses regardless of whether the person is in travel status as defined for
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reimbursement of meals and lodging expenses. These charges may be paid directly by the
agency or may be reimbursed to the traveler.

e When seeking reimbursement for such charges, the registration must be itemized and
listed under the miscellaneous category on the travel claim. In addition, the expense
must be supported by a paid receipt or other evidence that the expense was paid.

 Invoices for registration fees paid directly by the agency must show the name and
date(s) of the conference, workshop, meeting, etc. In addition, the miscellaneous
voucher jacket should include the name(s) of the person(s) who attended, the purpose
of travel, and cross-reference number to the related travel voucher(s), if applicable and
available.

e Payment for direct purchase of registration should be encumbered through the agency’s
issued purchase order or Authorization for Purchase.

e The correct object of expenditure account code to use for direct payment of registration
fees is 522150 Registration - Agency Direct.

Any provided meals result in a reduction in the per diem payment as discussed in the Per
Diem section of this chapter.

10.13.1 Optional Activities with Separate Charges

In general, optional activities such as social or recreational activities for which there
is a charge separate from the registration fee are not allowed state expenditures.
However, the additional cost of business-related optional activities may qualify

for reimbursement or agency direct payment as a miscellaneous expense if the
expenditure is business related and essential and necessary to the purpose of travel.
For example, a networking reception on a conference agenda would be allowable
but a golf tournament would not. Proper documentation of the business purpose
must be included with the travel claim.

10.14 Miscellaneous Travel Expenses

Authorized and approved general miscellaneous travel expenses may be reimbursed based
on itemization on the travel voucher form. These expenses must be listed separately under
the miscellaneous expense category on the travel voucher.
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¢ To qualify as an allowable miscellaneous travel expense, the purchased item or service
must be clearly connected with the purpose of travel and not otherwise required to be
grouped in another category of travel expense.

¢ The claim must document a clear business reason for the expense.

e Purchases and charges of a personal nature, such as telephone calls to family or friends,
reading materials, over-the-counter medicines, non-business transportation, etc., are
included in the per diem and are not reimbursable expenses.

¢ Reimbursement of general miscellaneous travel expenses may include:

o Parking and toll fees.

o Necessary business communications (i.e., telephone, postage, fax, etc.).
o Airline baggage fees.

o Baggage handling (non-personal) for equipment and materials.

o Rent of meeting room to transact official state business.

o Fees for insurance when renting automobiles.

o Necessary laundry and cleaning services (when such expenses are approved for
travel extending seven days or longer or required in emergency situations).

o Emergency and other expenses (excluding personal) incidental to the purpose of
travel.

o Gas and oil when a government-furnished vehicle or contract rental car is approved
and authorized for travel.

* A Comdata card should be used for government vehicles and justification is
required when the card is not used.

o Commission charges for conversion of currency for travel in a foreign country.

o Passport fees, visa fees, costs of photographs for passports and visas, costs of
certificates of birth, health, and identity, and of affidavits and charges for required
inoculations, only when traveling abroad on state business.
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10.15 Expenses Incidental to Travel by Persons with a Disability

(Ref.: Americans With Disabilities Act (ADA) of 1990; Rehabilitation Act of 1973, as
amended, 29 U.S.C. 701, et seq.). Payment may be authorized for extraordinary expenses
incurred in connection with travel by persons with a disability as defined by law.

The term employee/official with disability means an employee who has a disability as
defined in and is otherwise generally covered under the Rehabilitation Act of 1973, as
amended.

For reimbursement, such expenses must be approved and authorized by the agency’s
controlling board or agency head.

The following statement must be included on the face of the travel claim and signed by
the approving authority: “REASONABLE ACCOMMODATIONS FOR EMPLOYEE/OFFICIAL
WITH DISABILITY AS APPROVED BY: (Authority).”

Expenses allowed may include:

o Transportation, lodging and subsistence expenses (as authorized by the STRA)
incurred by an attendant or family member approved and authorized to accompany
the employee when assistance of an attendant is required. A separate travel claim
must be filed by the attendant with cross-reference to the employee’s official travel
claim.

o Cost of specialized transportation for the employee to, from and/or at the point(s) of
travel.

o Cost of specialized services provided by a commercial carrier necessary to
accommodate the employee’s disability.

o Costs incurred as a direct result of the employee’s disability for baggage handling in
connection with public transportation or at lodging facilities.

o Cost of renting and/or transporting a wheelchair.

10.16 Actual and Necessary Travel Reimbursement Procedures

The STRA, various other laws, and certain grants and contracts provide for reimbursement
of the actual and necessary cost of meals and lodging in certain limited circumstances.
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In these cases, the GSA lodging rates and per diem rates may be replaced with the actual
lodging or meal cost. In certain situations, these costs may include costs related to an
individual other than the traveler. Other allowed travel costs generally follow the procedures
discussed throughout this chapter.

10.16.1 Grant Agreement Provisions for Actual and Necessary Expenses

74 0.S.§ 500.9A provides:

“..Meals, incidentals, lodging, travel and other actual and necessary expenses may
be paid if same is provided for in any contract or grant.”

Agencies that receive monies from outside sources under terms and conditions

of a contract or grant agreement entered into under state statutory authority,

may expend amounts received by the grant to pay reimbursement of related

travel expenses at the actual cost as provided in the contract or grant agreement.
However, if the contract or grant agreement simply provides the availability of
amounts without stipulation of how they are to be expended or accounted for,
reimbursement of travel expenses shall be subject to the standard provisions of the
STRA.

74 0.S.§ 500.9.F provides:

“Reimbursement for meals and lodging incurred in official travel in areas outside
of the United States to implement the objectives of contracts, grants, agreements
or gifts for which funds from these sources are furnished shall be reimbursed from
said funds at actual cost not to exceed the amount authorized for United States
Government employees in its periodical publication entitled Standard Regulations
(Government Civilians, Foreign Areas), Department of State, Washington, DC..”

Travel vouchers for payment of expenses filed under provisions of the preceding
referenced statute must bear, on the face or back of the travel voucher, the following
applicable certification notations signed by the agency’s fiscal officer or contract
and grant administrator:

<4
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“I certify this voucher complies with the provisions of 74 0.S. § 500.9.A (or 500.9.F)
and payment is authorized under terms or agreement identified as
(Number/Name of contract, grant, gift or other agreement)

(Signature of Certifying Officer)”

10.16.2 Actual and Necessary Expenses for Congressional and
Federal Meetings

74 0.S.§ 500.9.D provides:

“State officers and employees who have been required to attend hearings or
meetings of any congressional committee or subcommittee or any federal agency,
board or commission shall be reimbursed for their actual and necessary travel and
lodging expenses; however, the agency head must approve any claims in connection
with such expenses.”

The agency head must approve (sign) the travel voucher form for payment of
expenses.

10.16.3 Actual and Necessary Expenses for International Development

74 0.S.§ 2009.1 provides:

“The Governor, Lieutenant Governor and their staffs shall be reimbursed for actual
and necessary travel expenses when incurred in implementing duties relating

to international development. Employees of other state agencies designated by
the Governor shall be reimbursed for actual and necessary travel expenses as
authorized by the Governor, when incurred in implementing duties relating to
international development.”

For reimbursement purpose, vouchers for travel expenses by employees of other
state agencies performing travel under this authority must be supported by a letter
of authorization from the Governor.
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10.16.4 Actual and Necessary Expenses for Governor and Lt. Governor

74 0.S. § 500.20, states:

“The Governor of the State of Oklahoma is hereby authorized reimbursement
for all actual and necessary travel expenses incurred when on official business
of the state. Such actual and necessary expenses shall include the subsistence
and transportation expenses of the Governor’s spouse when accompanying the
Governor on official business of the state, or when attending an official function
at the request of the Governor. The provisions of this section shall also apply to
the Lieutenant Governor, the Lieutenant Governor’s spouse, and the Governor’s
personal assistant.”

10.16.5 Actual and Necessary Expenses for Specific Agencies and Purposes

74 0.S. § 500.18 lists certain agencies with exemptions from the STRA and allows
actual and necessary expenses of lodging and meals for specific purposes of travel.
Some of these exemptions have attached requirements such as obtaining three
phone bids for lodging. The requirements differ by agency. If claiming actual and
necessary expenses under one of these exemptions, review the exemption carefully

to ensure all requirements are met.

10.16.6  Actual and Necessary Travel Claim Submission

The STRA and other applicable laws that provide exceptions and/or exemptions
to the standard travel procedures on the basis of actual and necessary expenses
are very specific. Vouchers for payment of travel expenses on the basis of actual
and necessary reimbursement are generally filed on an OMES Form 18, Actual and
Necessary Travel Voucher.

e When the actual and necessary approach is used, the reference cite (such as
statute section or contract number) of the statute, grant or contract providing
the specific authority to claim the actual cost of meals and lodging must be
shown on the travel claim. An information space at the bottom of the travel form
is provided for this purpose.

e The employee must itemize all expenses for which reimbursement is claimed.
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e The Actual and Necessary Travel Voucher (OMES Form 18) is designed for
itemizing each meal claimed. If preferred, the traveler may use OMES Form
18-1, Record of Lost Receipts and Daily Record for Actual and Necessary Travel

Expense to itemize meals and other expenses and attach to Form 18. If using
Form 18-1, totals should be entered onto Form 18.

o A Form 19 may be used if the actual and necessary method is only used for
lodging. The authority for the actual and necessary reimbursement must be
cited on each line item for which this method is used.

o The travel event may be separated using a Form 18 for the actual and necessary
meals reimbursement and a Form 19 for other expenses.

o To receive actual and necessary reimbursement for meals, Form 18 must be
used.

o Iftwo claim forms are used, they must both include a cross-reference to the
other and include a copy of the related claim.

e Receipts for any actual and necessary expense claimed for the traveler or for
other individuals as authorized must be attached to the travel claim.

10.17 Cancellation of Prepaid Trip

If any payment or deposit for hotel or registration or other travel expenses have been
prepaid under an authorized reason for advance payment and the trip is cancelled by the
sponsor, reimbursement to the traveler for amounts paid may be allowed only if:

e The travel is canceled for legitimate reasons as documented by the approving authority.

e The prepaid amount is not returnable/refundable to the employee. If a portion of the

amount (e.g., 90 percent) is returned to the employee, only the remaining 10 percent of
the expense amount may be reimbursed.

Vouchers for such reimbursements shall be filed on OMES Form 15A, Claim Jacket

Voucher Form with appropriate paid receipts. In addition, the payment must be coded

with Expenditure Account 553150, Indemnities (Loss). Certifications from the agency
approving officer and from the employee documenting the employee’s loss as a result of the
cancellation must be included with the voucher.

Go to chapter table of contents
Go to main table of contents

OMES: Statewide Accounting Manual @





Chapter 10: Disbursing — Travel Related Q

10.18 Expenses Incurred Outside of Travel Period

Ordinarily, expenses incurred outside of the period of travel shall not be allowed in
connection with the stated purpose of travel. However, incidental expenses that occur before
or after the travel period that are consequential to completion of the purpose of travel may
be reimbursed as related trip expenses; e.g., passport application fees for travel abroad, film
processing charges, etc. The connection of the trip to the expense must be clearly defined on
the travel claim.

10.19 Receipts and Documentation of Travel Expenses

A receipt or other verifiable documentation is required for reimbursement of any travel
expense of $25 or more. Reimbursement of travel expenses for which a receipt is required
shall be based on evidence that the expense was paid. Evidence of payment may be
documented with:

e Areceipt or statement showing zero balance due.
¢ Areceipt showing an amount charged to the employee’s credit card.
¢ A credit card statement or credit card receipt.

e A statement from the vendor indicating the expense was paid in full.

When copies are submitted, original receipts must be made available to OMES upon request.

Required receipts include the following:

¢ Lodging - Receipts for lodging showing the number of guests charged, single room
rate charged, itemized list of all charges billed and acknowledgment or verification of
payment. A receipt without a zero balance is acceptable if the lodging receipt shows a
credit card was used to secure the payment.

¢ Miscellaneous expenses - Receipt for any miscellaneous expense item in an amount of
$25 or more, including any sales tax associated with the purchase.

¢ Registration/Tuition - The paid receipt issued by the vendor or agency sponsoring
the object of travel. The receipt must include an itemized list of all charges and
acknowledgment or verification of receipt of payment.
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e Common Carrier Passenger’s Ticket Receipt - The passenger’s ticket receipt issued
by the common carrier agent, e.g,, airline, rail, bus, etc. At a minimum, the passenger’s
ticket receipt should show the passenger’s name, number of seats/passes charged,
travel class, destination points and amount.

e Hire of Travel Conveyance - The paid receipt acknowledged by the vendor for the rent
or lease of automobile, transport truck, etc. Also, the paid receipt for purchases of fuel,
e.g., gas, oil, etc.,, and payment for other purchases used in the operation of rental or
leased automobile. Receipts for leased or rented motor vehicles should show all charges
paid and indicate miles driven.

¢ Meeting Room Rental - The paid receipt from the vendor for rent of room for business
purposes when authorized.

¢ Laundry and Cleaning - The paid receipt from the vendor for the cleaning of clothing
when authorized for extended trips of more than one week.

10.19.1 Lost or Unavailable Receipts

If a receipt or other documentation is not available for a charge of $25 or more, the
maximum that can be claimed on the Form 19 for that expense is limited to $25.

10.20 Travel Arrangement and Ticket Changes

Charges incurred for exchange of travel tickets or change in transportation schedules may
only be reimbursed or paid by the state if there is a true business or emergency reason and
the change is advantageous to the state.

e Costs associated with changes made for personal convenience or benefit of the employee
may not be reimbursed and if the agency pays directly for those costs, the employee
must reimburse the agency or subtract this cost from any expense reimbursement
related to the travel.

10.21 Sales Tax Non-Exempted for Travel

Sales of tangible personal property and services to state agencies are exempt from
Oklahoma sales tax. Sales to individuals who are employees of the state, however, are not
exempt from tax unless the sale is billed directly to the appropriate state agency or the
purchase is by means of a properly completed government purchase order.
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If an agency makes a direct payment for lodging or other travel expenses, no sales tax
should be applied for in-state travel.

If an employee is paying for lodging or other travel expenses, sales tax applies and may
be reimbursed.

Sales taxes apply when traveling out of state.

10.22 Package Plans

A package plan is one in which the agency contracts with another party, typically the host of
the event, to provide education, lodging, meals and transfers (or any combination of travel
costs) for one contract price.

74 0.S. § 500.2 authorizes the direct contracting and direct payment of meals and lodging,

but at a rate not to exceed the total daily rate provided in the STRA. In addition, Section
500.8 authorizes payment of meals, incidentals and lodging as package plans, based upon a
receipt, but also at a daily rate not to exceed the total daily rate provided in the STRA.

Package plans which include other related travel costs such as transportation and
registration costs will be accepted.

Lodging in a package plan typically meets the requirements for designated lodging.

Since the reimbursement/direct payment amount cannot exceed the STRA daily rate,
costs must be separated by type on the reimbursement form, or on the PO and voucher
if directly paid by the agency. The agency should obtain a breakdown of costs from the
sponsor if possible.

Per diem may still be due the employee depending on the number and cost of meals
provided in the package plan. Since the law restricts payment for the trip to no more
than the STRA rate, under a package plan, the per diem calculation would be the
standard STRA per diem rate less the actual cost of meals provided in the package plan.

The state may not pay meal costs over the STRA per diem rate. When the daily cost

of meals in a package plan is greater than STRA, the traveler is responsible for the
additional cost. Agencies should not pay directly for costs over the STRA rate because it
will result in the need to seek reimbursement from the traveler.

When the cost breakdown is not known, the costs should be broken down as follows:

0

Go to chapter table of contents

Go to main table of contents

OMES: Statewide Accounting Manual

&





Chapter 10: Disbursing — Travel Related Q

o Lodging at the STRA rate or designated lodging rate if applicable.
o Meals at the STRA per diem rate.

o Remainder should be allocated between other costs such as transportation and
registration.

o Attach the receipt to the voucher and provide the allocation used with a statement
that the breakout of costs was not known.

o For assistance in allocating costs within a package plan, contact omestpvouchers@
omes.ok.gov.

10.23 Travel Voucher Direct Deposit

74 0.S.§ 500.37 allows an employee enrolled in payroll direct deposit to receive travel
voucher reimbursement via direct deposit. The direct deposit of travel is now required by
legislation that reads “Payments disbursed from the State Treasury shall be conveyed solely
through an electronic payment mechanism” and would apply to all payments to employees.
(62 0.S. § 34.64)

¢ Employees who are traveling on state business for the first time must be added to the
state vendor file by the agency.

o OMES runs a daily job to compare and update the banking information from the
payroll system to the employee’s record in the vendor file.

o Ifthese steps do not happen before the travel claim is processed, the reimbursement
will be through a paper warrant.

e Voucher payment information will be forwarded to the Office of the State Treasurer
for creation of an automated clearinghouse/direct deposit (electronic funds transfer)
transaction.

e Travel vouchers paid by ACH/direct deposit (EFT) will be deposited into the employee’s
bank account the following business day after OMES has submitted the payment request
to OST.

o The employee will receive a notice of deposit via email.

e Cancellation of these transactions is not possible; therefore, if a state agency needs to
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recall an ACH travel item, the agency must prepare an OMES Form EWC and submit it to
OMES Transaction Processing. The form will be reviewed and then forwarded to the OST
for processing.

o Arecall must be initiated within five business days of the day the reimbursement is
deposited in the employee’s account.

o Issuance of a recall does not guarantee the monies will be recovered.
o ACH transactions may also be returned for various reasons, such as a closed account.

o Ineither a recall or return situation, OST will deposit any monies recovered into the
agency’s clearing account. If the state agency does not have an ACA, OST will deposit
these monies into the ACA maintained by OMES for the processing of refunded
payroll ACH/direct deposit transactions. OMES will then arrange to pay the employee
or the state agency.

e General questions concerning a travel reimbursement paid by ACH/direct deposit
should be referred to omestpvouchers@omes.ok.gov.

10.24 Special Statutory Provisions for Direct Agency Purchases

74 0.S. § 500.2 grants certain exemptions and authorizations to specific agencies for specific
purposes. Agencies paying for travel related expenses under these exemptions must cite the
exemption on the travel claim. Any expense not specifically exempted will be subject to the
procedures set forth in this manual.
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STATE TRAVEL REIMBURSEMENT
Meals Expense (Per Diem) Reimbursement Rate Table
Effective October 1, 2018

REGULAR PER DIEM RATES
(SIX SEPARATE CONUS RATES)

Note: the "+" means exceeds (i.e., over 21 hrs.) $55.00 $56.00 $61.00 $66.00 $71.00 $76.00
Recorded Travel Period by Qtr  Total by Qtr  Total by Qtr  Total by Qtr  Total by Qtr  Total by Qtr  Total
Less than 18 hrs. see note below see note below see note below see note below see note below see note below

Atleast 18 hrs. | to |21 hrs. 13.75 41.25 14.00 42.00 15.25 45,75 16.50 49.50 17.75 53.25 19.00 57.00
21 hrs. +| to |1 day, 3 hrs. 13.75 55.00 14.00 56.00 15.25 61.00 16.50 66.00 17.75 71.00 19.00 76.00
1day, 3 hrs. +| to [1day, 9 hrs. 13.75 68.75 14.00 70.00 15.25 76.25 16.50 82.50 17.75 88.75 19.00 95.00
1day, 9 hrs. +|to [1day, 15 hrs. 13.75 82.50 14.00 84.00 15.25 91.50 16.50 99.00 17.75| 106.50 19.00| 114.00
1day, 15 hrs. + | to |1 day, 21 hrs. 13.75 96.25 14.00 98.00 15.25( 106.75 16.50| 115.50 17.75| 124.25 19.00| 133.00
1 day, 21 hrs. + | to |2 days, 3 hrs. 13.75| 110.00 14.00| 112.00 15.25| 122.00 16.50| 132.00 17.75| 142.00 19.00| 152.00
2 days, 3 hrs. +| to |2 days, 9 hrs. 13.75| 123.75 14.00| 126.00 15.25| 137.25 16.50| 148.50 17.75| 159.75 19.00| 171.00
2 days, 9 hrs. +| to |2 days, 15 hrs. 13.75| 137.50 14.00( 140.00 15.25| 152.50 16.50( 165.00 17.75| 177.50 19.00( 190.00
2 days, 15 hrs. +| to |2 days, 21 hrs. 13.75| 151.25 14.00| 154.00 15.25| 167.75 16.50| 181.50 17.75| 195.25 19.00| 209.00
2 days, 21 hrs. +| to |3 days, 3 hrs. 13.75| 165.00 14.00| 168.00 15.25| 183.00 16.50| 198.00 17.75| 213.00 19.00| 228.00
3 days, 3 hrs. +| to |3 days, 9 hrs. 13.75| 178.75 14.00| 182.00 15.25| 198.25 16.50| 214.50 17.75| 230.75 19.00| 247.00
3 days, 9 hrs. +| to |3 days, 15 hrs. 13.75] 192.50 14.00| 196.00 15.25| 213.50 16.50| 231.00 17.75| 248.50 19.00| 266.00
3 days, 15 hrs. +| to |3 days, 21 hrs. 13.75| 206.25 14.00| 210.00 15.25| 228.75 16.50| 247.50 17.75] 266.25 19.00| 285.00
3 days, 21 hrs. +| to |4 days, 3 hrs. 13.75] 220.00 14.00| 224.00 15.25| 244.00 16.50| 264.00 17.75] 284.00 19.00| 304.00
4 days, 3 hrs. +| to |4 days, 9 hrs. 13.75( 233.75 14.00( 238.00 15.25( 259.25 16.50( 280.50 17.75( 301.75 19.00( 323.00
4 days, 9 hrs. +| to |4 days, 15 hrs. 13.75( 247.50 14.00( 252.00 15.25( 274.50 16.50( 297.00 17.75( 319.50 19.00( 342.00
4 days, 15 hrs. +| to |4 days, 21 hrs. 13.75( 261.25 14.00| 266.00 15.25| 289.75 16.50| 313.50 17.75| 337.25 19.00| 361.00
4 days, 21 hrs. +| to |5 days, 3 hrs. 13.75| 275.00 14.00| 280.00 15.25| 305.00 16.50| 330.00 17.75| 355.00 19.00| 380.00
5 days, 3 hrs. +| to |5 days, 9 hrs. 13.75| 288.75 14.00| 294.00 15.25| 320.25 16.50| 346.50 17.75| 372.75 19.00| 399.00
5 days, 9 hrs. +| to |5 days, 15 hrs. 13.75] 302.50 14.00| 308.00 15.25] 335.50 16.50| 363.00 17.75] 390.50 19.00| 418.00
5 days, 15 hrs. +| to |5 days, 21 hrs. 13.75] 316.25 14.00| 322.00 15.25| 350.75 16.50| 379.50 17.75| 408.25 19.00| 437.00
5 days, 21 hrs. +| to |6 days, 3 hrs. 13.75] 330.00 14.00| 336.00 15.25] 366.00 16.50| 396.00 17.75| 426.00 19.00| 456.00
6 days, 3 hrs. +| to |6 days, 9 hrs. 13.75| 343.75 14.00| 350.00 15.25| 381.25 16.50| 412.50 17.75| 443.75 19.00| 475.00
6 days, 9 hrs. +| to |6 days, 15 hrs. 13.75( 357.50 14.00( 364.00 15.25( 396.50 16.50( 429.00 17.75( 461.50 19.00( 494.00
6 days, 15 hrs. +| to |6 days, 21 hrs. 13.75( 371.25 14.00( 378.00 15.25( 411.75 16.50( 445.50 17.75| 479.25 19.00| 513.00
6 days, 21 hrs. +| to |7 days, 3 hrs. 13.75| 385.00 14.00| 392.00 15.25| 427.00 16.50| 462.00 17.75| 497.00 19.00| 532.00

Note: Only if overnight travel status with lodging occurred as required for official business.






STATE TRAVEL REIMBURSEMENT
Meals Expense (Per Diem) Reimbursement Rate Table
Effective October 1, 2018

IN LIEU OF SUBSISTENCE

(Regular Rate Plus Additinal $10.00 Per Day)
Note: the "+" means exceeds (i.e., over 21 hrs. $65.00 $66.00 $71.00 $76.00 $81.00 $86.00
Recorded Travel Period by Qtr  Total by Qtr  Total by Qtr  Total by Qtr  Total by Qtr  Total by Qtr  Total
Less than 18 hrs. see note below see note below see note below see note below see note below see note below

Atleast 18 hrs. | to |21 hrs. 16.25 48.75 16.50 49.50 17.75 53.25 19.00 57.00 20.25 60.75 21.50 64.50
21 hrs. +| to |1 day, 3 hrs. 16.25 65.00 16.50 66.00 17.75 71.00 19.00 76.00 20.25 81.00 21.50 86.00
1day, 3 hrs. +| to [1day, 9 hrs. 16.25 81.25 16.50 82.50 17.75 88.75 19.00 95.00 20.25| 101.25 21.50| 107.50
1day, 9 hrs. +|to |1day, 15 hrs. 16.25 97.50 16.50 99.00 17.75( 106.50 19.00( 114.00 20.25| 121.50 21.50| 129.00
1day, 15 hrs. +| to |1 day, 21 hrs. 16.25( 113.75 16.50( 115.50 17.75( 124.25 19.00( 133.00 20.25| 141.75 21.50| 150.50
1 day, 21 hrs. +| to |2 days, 3 hrs. 16.25( 130.00 16.50( 132.00 17.75( 142.00 19.00( 152.00 20.25| 162.00 21.50| 172.00
2 days, 3 hrs. +| to |2 days, 9 hrs. 16.25( 146.25 16.50| 148.50 17.75| 159.75 19.00| 171.00 20.25| 182.25 21.50| 193.50
2 days, 9 hrs. +| to |2 days, 15 hrs. 16.25( 162.50 16.50( 165.00 17.75( 177.50 19.00( 190.00 20.25| 202.50 21.50| 215.00
2 days, 15 hrs. +| to |2 days, 21 hrs. 16.25| 178.75 16.50| 181.50 17.75] 195.25 19.00| 209.00 20.25( 222.75 21.50( 236.50
2 days, 21 hrs. +| to |3 days, 3 hrs. 16.25| 195.00 16.50| 198.00 17.75] 213.00 19.00| 228.00 20.25( 243.00 21.50( 258.00
3 days, 3 hrs. +| to |3 days, 9 hrs. 16.25| 211.25 16.50| 214.50 17.75] 230.75 19.00| 247.00 20.25( 263.25 21.50( 279.50
3 days, 9 hrs. +| to |3 days, 15 hrs. 16.25| 227.50 16.50| 231.00 17.75| 248.50 19.00| 266.00 20.25( 283.50 21.50( 301.00
3 days, 15 hrs. +| to |3 days, 21 hrs. 16.25| 243.75 16.50| 247.50 17.75] 266.25 19.00| 285.00 20.25( 303.75 21.50( 322.50
3 days, 21 hrs. +| to |4 days, 3 hrs. 16.25| 260.00 16.50| 264.00 17.75] 284.00 19.00| 304.00 20.25( 324.00 21.50( 344.00
4 days, 3 hrs. +| to |4 days, 9 hrs. 16.25( 276.25 16.50( 280.50 17.75( 301.75 19.00( 323.00 20.25| 344.25 21.50| 365.50
4 days, 9 hrs. +| to |4 days, 15 hrs. 16.25( 292.50 16.50( 297.00 17.75( 319.50 19.00( 342.00 20.25| 364.50 21.50| 387.00
4 days, 15 hrs. +| to |4 days, 21 hrs. 16.25( 308.75 16.50| 313.50 17.75| 337.25 19.00| 361.00 20.25( 384.75 21.50( 408.50
4 days, 21 hrs. +| to |5 days, 3 hrs. 16.25| 325.00 16.50| 330.00 17.75] 355.00 19.00| 380.00 20.25( 405.00 21.50( 430.00
5 days, 3 hrs. +| to |5 days, 9 hrs. 16.25| 341.25 16.50| 346.50 17.75| 372.75 19.00| 399.00 20.25( 425.25 21.50( 451.50
5 days, 9 hrs. +| to |5 days, 15 hrs. 16.25| 357.50 16.50| 363.00 17.75] 390.50 19.00| 418.00 20.25( 445.50 21.50( 473.00
5 days, 15 hrs. +| to |5 days, 21 hrs. 16.25| 373.75 16.50| 379.50 17.75| 408.25 19.00| 437.00 20.25( 465.75 21.50( 494.50
5 days, 21 hrs. +| to |6 days, 3 hrs. 16.25| 390.00 16.50| 396.00 17.75| 426.00 19.00| 456.00 20.25( 486.00 21.50( 516.00
6 days, 3 hrs. +| to |6 days, 9 hrs. 16.25( 406.25 16.50( 412.50 17.75( 443.75 19.00( 475.00 20.25| 506.25 21.50| 537.50
6 days, 9 hrs. +| to |6 days, 15 hrs. 16.25( 422.50 16.50( 429.00 17.75| 461.50 19.00( 494.00 20.25| 526.50 21.50| 559.00
6 days, 15 hrs. +| to |6 days, 21 hrs. 16.25( 438.75 16.50( 445.50 17.75( 479.25 19.00{ 513.00 20.25( 546.75 21.50( 580.50
6 days, 21 hrs. +| to |7 days, 3 hrs. 16.25| 455.00 16.50| 462.00 17.75] 497.00 19.00| 532.00 20.25( 567.00 21.50( 602.00

Note: Only if overnight travel status with lodging occurred as required for official business.
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