Please be advised the new changes for 
Out-of –State travel listed below 

As of 10/26/2016
	Updated Missing Meal Receipt Form has been posted to AGI website please use new form immediately.



Recently added new policies:
· Traveler must be approved to leave prior to 11 am in order to be reimbursed for lunch expense.

· Only Google map will be accepted.

Limitation of time required to submit travel request
Travel without prior approval is strictly prohibited.  
New Out-of-State travel request form
New travel request form is now posted on our website.  Old form will not be accepted. 
**Per Comptroller’s Office, the name and the address on the travel reimbursement request form have to match with the name and the address on the payroll or the payment request will be rejected.  
BUSINESS PARTICIPATION

Begins & ends with the date & time of the first & last meeting (or welcome reception/closing dinner) you’re attending. A two-hour time frame is automatically added for check in/out & registration.

NOT COVERED: Listed but not limited to the following:

· Lengthy, Extended Registration times. 

· Meetings & events you’re not attending or a participant.

· Sightseeing Excursions, Golf Outings, etc. added to the beginning or ending of a conference.

METHOD OF TRAVEL: FLY or DRIVE  
Traveler should choose appropriate mode of travel based on overall aspects such as departure, destination & cost. Exceptions to this rule could include multiple employees traveling together or individual circumstances of travel.
1. Drive: 0-4 Hours

2. Drive or Fly: 4-8 Hours

3. Fly: 8+ Hours
FLYING

· If business participation begins after 5pm, Standard arrival is the same day.
· If business participation begins before 5pm, Standard arrival is the same day OR the previous day with arrival within 24 hours.

· If business participation ends before 2pm, Standard departure is the same day.

· If business participation ends after 2pm, Standard departure is the same day OR the following day departing by 2 pm.

DRIVING

· If business participation begins after 5pm (2pm for 0-4 hours), Standard arrival is the same day.

· If business participation begins before 5pm (2pm for 0-4 hours), Standard arrival is the same day OR the previous day with arrival after 5pm.

· If business participation ends before 2pm (5pm for 0-4 hours), Standard departure is the same day.

· If business participation ends after 2pm (5pm for 0-4 hours), Standard departure is the same day OR the following day departing by 8 am.
VEHICLE TRANSPORTATION
Agency Vehicle:  Preferred 1st choice if an option
Motor Pool:         Agency Director's decision. 
Personal Car:       Agency Director’s decision. 
                            Explanations: No access to Motor Pool Agency Car (River Region Area). 
                            Carpooling with other employees. 
Mileage Rate: 2016 - $0.54/mile
COMMERCIAL TRANSPORTATION  
Airline Ticket:
      Economy, Non-refundable Tickets only.

     NOT COVERED: Listed but not limited to the following: 

     * Any Upgrades/Extras or Personal Choices. 

     * First Class, Business Class, Business Select, Etc. 

     * Preferred Seats, Early Boarding, Stand By Boarding, Trip Insurance, Etc.
Airline Bags:  
     Overnight – Carry-on at NO COST

     Up to 2 nights/3 days – Carry-on + 1 checked bag $25 ($50 roundtrip)   
     Up to 6 nights/7 days – Carry-on + 2 checked bags $25/$35=$60 ($120 roundtrip)
    Tips: Skycap (if available at airport) OR Airport Shuttle: $2 - $3 per large checked bag. 

    Written on airline checked bag fee receipt per airport. 
     NOT COVERED: Listed but not limited to the following:
     * Extra fees due to exceed weight limit.
Airport Parking:

     Long-term standard parking rates only. 
     NOT COVERED: 
      * Short Term and/or Valet Parking. 
RENTAL CAR

       Original car rental agreement & payment receipt required for reimbursement.

In-town transit shuttle, taxi, metro, etc. preferred 1st choice. 
        Car Size: Economy / Compact (upgrade size allowed if employees are sharing)
        Gas receipts required for reimbursement. Explanation needed if excessive over $100.   

        NOT COVERED: Listed but not limited to the following:  
        * Rentals for usage by spouse/family/non-business entities.
        * Any Extras/Options, Insurance, GPS, Satellite Radio, Flex-fuel (pre-paid gas), etc.   

INTOWN TRANSIT - (DESTINATION CITY)
        Taxi, Shuttle, Metro, Commuter Train, etc.
Any Combination up to $150. Customary Tips 15-20%
LODGING

Conference Hotel Preferred 1st Option; Government/Conference Rate Preferred.  (may choose less expensive alternative)  
Room choice should be standard; single occupancy (any upgrades are the personal responsibility of employee)
Hotel Business Services covered: Internet, Copies, Printing, etc.  State Business Activities ONLY.
Hotel Parking:  Valet is not allowable unless hotel self-parking is not available.  Please include hotel policy stated valet parking only.   
MEALS
Meal and tip limitations are now a single per day meal cap that includes tips based on geographic location.  Customary Tips 15-20% and are included in the daily cap allowance.

· Use the Comptroller’s Office daily meal rates link at http://comptroller.alabama.gov/pages/MIE.aspx  or use the US General Services Administration published daily meal rates for each city/state found at http://www.gsa.gov/portal/category/104711. (Per Diem/M & IE Meals tab).  Please note, incidentals is exclusive from the total M&IE.

For example, the meal caps for Atlanta, GA is $51 (M&IE $56 - $5 incidentals)   
· Meal expense will not be reimbursed when close to home base. 
· Both itemized and payment meal receipt are required for each meal. 

· Grocery shopping
Generally restricted.  Please contact Julia SooHoo for shopping guidelines.
· Meals under $10
The form for meals under $10 can be used instead of a receipt.  New form is now posted on our website.

· BREAKFAST:  may claim if departing from work/home base PRIOR to 6 am.

· LUNCH:  may claim if departing from work/home base PRIOR to 11 am.

· DINNER:  may claim if departing from work/home base AFTER to 7 pm.

NOT COVERED
     * Alcohol (and tax and tip on alcohol). 
TIP SUMMARY 
· Skycap (if available at airport) OR Airport Shuttle: $2 - $3 per bag.  Written on airline checked bag fee receipt per airport. 
· Taxi, Uber, Commercial Shuttle: 15% - 20% of fare. Written on taxi/shuttle receipt.
· Hotel FREE Shuttle: $2 - $3 and/or departure. Written on hotel receipt. 
· Hotel Maid Service: $2 - $3 per night.  CANNOT CLAIM ARRIVAL DAY/1ST NIGHT.  Written on hotel receipt. 
· Hotel Parking: $2 - $3 Garage/Valet services. Written on hotel receipt. 
· Bellhop: $2 - $3.  Written on hotel receipt.
· Meals: 15-20% (excluding alcohol).  Written on food payment receipt. 
