CSRA RESA

Standard Operational Procedures
Section II

Travel

A. Out of District Form

· The Executive Director must first approve all Out-of-District travel.  

· An Out-of-District Form should be completed; all information pertinent to the event should be attached.  This should be submitted to the Executive Director.

· No plans should be made to attend conference, workshops, or meetings until the approved form has been placed in your mailbox.

· A form should be completed whether or not expenses are incurred.  A copy of the approved Out-of-District form should be attached to all travel related requisitions.  Afterwards, both forms should be placed in the Business Manager’s mailbox (See Appendix #2).

B. Registration Procedures for Conferences

· A requisition should be completed for all registrations with a copy of the registration form attached.  Requisition forms should include the cost of the conference and any additional workshop fees associated with the conference. Any meals that are an integral part of the conference should be included on the form and the cost associated with the meal.  If a meal is included with the registration fee, do not claim that meal as part of your travel reimbursement for meals when you return.

· CSRA RESA does not pay for any additional activities associated with a conference (i.e. museum tour, gala event, etc.).

C. Making Individual Hotel Reservations

· Employees should make their own hotel reservations. A requisition form should be completed listing the name of the hotel/motel and mailing address.  The description section of the requisition list the name of the meeting you are attending, the dates you require lodging, the cost per night of lodging, the reservation confirmation number, applicable state sales tax, and the total cost. 

· For reservations made via the Internet, attach a copy of the confirmation form showing the cost of lodging should be attached to the requisition.

·  For reservations made by telephone ask the reservation clerk to fax you a copy of the confirmation which includes the cost of the lodging excluding the hotel/motel occupancy tax.  Occasionally a hotel may require a tax exempt form faxed to them when quoting an accurate fee.

· The hotel confirmation cost must be attached to the requisition to avoid delay of approvals and processing by the bookkeeper.

· The agency is exempt from local Hotel/Motel tax in Georgia.

D. Group Reservations

· The Professional Learning Coordinator is the designated contact for group reservations.  If group reservations are made, PLC will provide each consultant with their confirmation number to be used at hotel check in to avoid any confusion.  Consultants may want to have on hand a hotel/motel tax-exempt form in the event you are asked to provide one for each room reservation.

E. Hotel/Motel Tax-Exempt Form

· CSRA RESA is exempt from paying hotel/motel occupancy tax.  A Hotel/Motel Tax-Exempt form should be given to the clerk at the time payment is made for your hotel expenses.

· If you forget to take a copy of the form with you while traveling, please call the office and ask that it be faxed. (See Appendix #3).

F.       Departure Time for Conferences

· All travel time to conferences, meetings, and workshops in-state (if required
and approved by the Director for overnight lodging) will not begin until 3:00 p.m. on the day prior to the scheduled sessions.  For example, if you are leaving today to go to a meeting in Savannah early tomorrow morning you would not leave the office until 3:00 p.m. this afternoon.

G. Receipts

· Receipts are required for all expenses (lodging, registration fee, airline tickets, parking, and toll fees) except meals, taxi or limousine fares, and mass transportation.  In the event a receipt is lost, a sworn notarized statement may be submitted for reimbursement.

      Receipts should be “original” and must be attached to the reimbursement 

      request.  

H. Per Diem for Meals

· Maximum meal allowance under the state regulations is not “per diem.”  Only the actual amount for meals incurred can be reimbursed.  For example, if you do not eat breakfast, you do not claim the breakfast allowances.  If lunch was provided by the conference, you do not claim expenses for lunch.

When filing your reimbursement request the state requires you to file for

the actual cost of meals.  If it is greater than the “maximum allowable amount,” the Business Manager will adjust it to the allowable reimbursement rate. (See Appendix #4).

· In State Allowable rates are as follows:

Breakfast: $6.00 - Breakfast is reimbursed for an overnight stay and for a meeting if you leave your home or the office prior to 6:30 a.m.

Lunch: $7.00 – Lunch is reimbursed for an overnight stay and for a meeting if you depart your home or office prior to 6:30 a.m. and return after 7:30 p.m. (You must be away from home or the office more than 13 hours).

Dinner: $15.00 – Dinner is reimbursed for an overnight stay and for a meeting if you have been away from the office or home for more than 13 hours and arrive home after 7:30 p.m.

I. Recording Car Mileage

· The mileage rate of reimbursement is $.445 per mile.  Employees should record job related mileage on the CSRA RESA Auto Mileage Record (Page 2, continuation page). 

J. Using the Company’s Telephone Card

· Consultants are authorized to use the agency telephone card for official business.  The agency’s 800 number (1-866-660-0062) should be used to call back to the office, if you are calling from another RESA.

