




















































































FLORIDA HOUSING FINANCE CORPORATION 
TRAVEL POLICY 

PURPOSE 

This document establishes the Florida Housing Finance Corporation's (Florida 
Housing's) policy for authorizing and obtaining reimbursement for travel expenses by 
Florida Housing employees and other authorized persons. The reimbursement rates, 
procedures, and limitations are in accordance with Section 112.061 (6) and (7), Florida 
Statutes. Any future changes to the statutory reimbursement amounts are automatically 
incorporated herein. 

DEFINITIONS 

Authorized Person - A person other than an employee as defined herein, who is 
authorized by Florida Housing to incur travel expenses in the performance of his/her 
official duties (including a member of the Board of Directors); a person who is called 
upon by Florida Housing to contribute time and services as a consultant, appointee, or 
advisor; a person who is a candidate for an executive or professional position. 

Authorizing Agent - Any individual that approves a traveler's Authorization to Incur 
Travel Expenses form or Travel Reimbursement Form. 

Common Carrier - Train, bus, and commercial airline operating scheduled flights, or 
rental cars of an established rental car firm. 

Employee - An individual filling a Florida Housing position. 

Map mileage -All non-vicinity travel. 

Meal allowance - The amount authorized for each meal during the travel period. 

Official headquarters - Unless otherwise authorized by the Executive Director in writing, 
the official headquarters for Florida Housing employees is Tallahassee, Florida; for all 
other authorized travelers, it is the geographic location on record with Florida Housing 
as the primary address of record. This geographic location shall become the basis for 
travel reimbursement computations. 

Point of origin - the geographic location of the traveler's official headquarters or the 
geographic location where travel begins, whichever is lesser distance from the 
destination. 

Privately owned vehicle - Any vehicle which is not publicly owned, regardless of 
whether title to such a vehicle is in the name of the traveler. 

Traveler - An employee or authorized person, when performing authorized travel. 
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Travel Expense - Allowable expenses while traveling; the usual, ordinary and incidental 
expenditures necessarily incurred by a traveler. 

Travel Period - The period of time between the time of departure and time of return. 

Vicinity Travel - All authorized travel that takes place within the geographic area of the 
traveler's official headquarters or the approved travel destination. 

AUTHORIZATION TO TRAVEL 

Authorization to Travel 

Prior to any travel, an Authorization to Incur Travel Expenses (AITE) form (Attachment 
A) must be completed and authorized by the immediate supervisor and 
Senior/Executive Management level supervisor of the Department from whose funds the 
traveler is paid, or his/her designee. Exceptions to the AITE requirement include the 
Executive Director, board members, Executive and Senior Managers and board liaison 
for board workshops/meetings, as well as consultants, appointees and advisors. 

Completion of the Authorization to Incur Travel Expenses Form 

Each journey or leg of a journey should be entered on a separate line. The destination 
and purpose of each trip must be specified, and should be stated in clear, concise, and 
descriptive language in order to indicate that the travel is necessary and will be 
performed on official Florida Housing business. 

The estimated cost should be shown as follows: 

a) Per Diem or Meals - Calculated as outlined in the section entitled "Reimbursement 
of Travel." 

b) Transportation Costs - Total estimated cost of common carrier, including fuel for 
rental cars. 

c) Lodging and Other Expenses - Calculated as outlined in the section entitled 
"Reimbursement of Travel." Other expenses may include telephone, parking, tolls, 
baggage fees and other miscellaneous items. 

d) Mileage - Total estimated mileage calculated as outlined in the section entitled 
"Vicinity Travel" and "Privately Owned Vehicles." 

The original approved AITE must be attached with other supporting documentation to 
the original completed Travel Reimbursement Form (TRF). 
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Vicinity Travel 

Mileage is allowed from office or home to the airport (whichever is the lesser amount). 
For travelers whose official headquarters is Tallahassee, FL, when performing 
authorized travel to the airport, a maximum of twenty-four (24) miles round trip is 
allowable. If a traveler is taken to the airport by another person and does not incur 
parking fees at the airport, a maximum of forty-eight (48) miles per trip is allowable. 

Vicinity travel shall be reimbursed at the rate per mile specified in s. 112.061 (7)( d), 
Florida Statutes. 

Vicinity travel within the city of the official headquarters may be authorized on a 
recurring basis in connection with a job assignment of the traveler. This vicinity travel 
does not require an AITE and should be reported on the TRF. 

TRANSPORTATION 

All travel will be reimbursed based on a usually traveled route, in accordance with the 
Florida Department of Transportation road map. If a person travels by an indirect route 
for his/her own convenience, any extra costs shall be borne by the traveler and 
reimbursement for expenses shall be based only on such charges as would have been 
incurred had a usually traveled route been used. 

Privately Owned Vehicles 

The use of privately owned vehicles for official travel in lieu of common carrier 
transportation may be authorized. Whenever travel is by privately owned vehicle, the 
traveler shall be entitled to a mileage allowance at the mileage rate reflected in s. 
112.061 (7)(d), Florida Statutes. 

All mileage shall be shown from point of origin to point of destination and must be 
computed on the basis of the current map of the Florida Department of Transportation 
(FDOT) or the FDOT Official Highway Mileage website. 
(http://www2.dot.state.fl.us/CityToCityMileage/viewer.html) The departure and return 
time will be the actual time of departure from and return to official headquarters. Vicinity 
mileage necessary for the conduct of official business is allowable but must be shown 
as a separate item on the TRF. 

Rental Car 

A rental car shall not be authorized for use by employees within Tallahassee without 
specific approval from Executive Director. Where a rental car is authorized, the current 
Department Of Management Services state contract for rental vehicles must be used. A 
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credit card provided by the contract rental company, an AVIS Company Travel Order or 
other authorized method will be used for payment. Where a traveler is authorized to 
rent a car and to pay for the same personally, he/she may be reimbursed subject to 
proper documentation of the expenditure and at the same rate as allowed in the state 
contract. If a Florida Housing employee uses a rental car company other than the 
contract company, such use must be authorized in advance by Senior/Executive 
Management. Reimbursement will be of actual costs incurred, subject to the limitations 
of the usually traveled route rules above. Documentation of actual costs and detailed 
justification for using a non-contract rental car agency should be attached to the 
completed TRF. 

If a rental car is not available from the state contract company, the TRF must be marked 
"Vehicle not available from state contract rental company." 

The default car category for the state contract rental company is intermediate. Rental of 
a larger car requires justification written on or attached to the TRF. In certain 
circumstances, a traveler may be authorized to use a larger car for all travel. In such 
cases, the authorization may indicate that it is ongoing and does not need to be noted 
on each TRF. 

The rental vehicle contract does not cover refueling costs. Refueling costs will be 
reimbursed by Florida Housing provided the necessary gas receipts are attached to the 
TRF. 

Florida Housing's address, and never a home address, should be used in the rental 
agreement. Florida Housing's address should be used in all spaces provided to 
expedite payment and avoid late notice being received at the traveler's home address. 

An AVIS Company Travel Order (Attachment C) may be obtained from Florida Housing 
for travelers who do not possess a credit card provided by the state contract rental 
company. An AVIS Company Travel Order will be issued by Florida Housing upon 
presentation by the traveler of a completed and approved AITE. 

The state rental car contract includes insurance coverage. Vendors assume all fire, 
accident, and collision losses. Collision damages are assumed by the vendor, and 
payment of the daily Collision Damage Waiver fee is not authorized. 

Personal use of contract rental car credit cards issued by Florida Housing is strictly 
prohibited. If for any reason a traveler does incur personal charges on his/her rental car 
credit card, it is the responsibility of the traveler to settle any personal usage charges at 
the time of the return of the rental vehicle. 
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Air Travel 

Air travel shall normally be arranged at the tourist or coach class. Common carrier first 
class rates shall be paid only in the event a statement is written on or attached to the 
TRF certifying that tourist or coach class was not available. 

When additional costs are incurred by a traveler due to airline over-booking and Florida 
Housing is requested to reimburse these costs, the traveler should consider Florida 
Housing's best interest when allowed to select a form of compensation. If no additional 
costs are incurred to Florida Housing or the traveler bears the additional cost including 
overtime and leave, then any compensation for the traveler's inconvenience shall 
accrue to the traveler. 

Transportation by common carrier when traveling on official business and paid for 
personally by the traveler shall be supported by a receipt. Reimbursements to travelers 
who fly on privately owned aircraft will be limited to the actual amount charged and paid 
for the fare for such transportation up to the cost of a similar common carrier air 
transportation flight, even though the owner or pilot of such aircraft is also entitled to 
transportation expense for the same flight. 

When using a common carrier or private aircraft, travel will be deemed to have begun 
the later of the actual time of departure from the traveler's official headquarters or two 
(2) hours prior to the aircraft's scheduled departure time. Time of return will be the later 
of actual time of return to official headquarters or one (1) hour after the aircraft's actual 
landing time. 

REIMBURSEMENT OF TRAVEL 

Travel expenses shall be reimbursable only to the extent that they were necessarily 
incurred in the performance of a public purpose authorized by law to be performed by 
Florida Housing and then only within the limitations prescribed. 

Travel for official FHFC business may be classified as follows: 

(1) Same Day Travel - Travel where the traveler is not away from official headquarters 
overnight. 

(2) Overnight Travel - Travel which involves overnight absence from official 
headquarters. The travel day for continuous travel of 24 or more hours away from 
official headquarters will be a calendar day (midnight to midnight). The travel day 
for continuous travel of less than 24 hours which involves overnight absence away 
from official headquarters will begin at the same time as the Travel Period. 
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Computations of Travel Expenses 

Same Day Travel: Traveler shall be allowed the amounts shown below in (2) for 
subsistence, subject to the schedule in Meal Allowance Reimbursement. 

Overnight Travel: Traveler shall be reimbursed one-fourth of the authorized rate of per 
diem for each quarter, or fraction thereof, of the travel day included within the Travel 
Period. 

Rates of Per Diem and Subsistence Allowance 

For purposes of reimbursement rates and methods of calculation, per diem and 
subsistence, travelers shall be allowed either of the following for each day of travel at 
the option of the traveler: 

(1) $80 per diem; or 

(2) If actual expenses exceed $80, the meal allowance amounts permitted below, plus 
actual expenses for lodging at a single-occupancy rate to be supported by a 
receipt. 

a. Breakfast .................. $6 

b. Lunch ..................... $11 

c. Dinner .................... $19 

Meal Allowance Reimbursement 

Meal allowance reimbursements shall be based on the following schedule: 

(a) Breakfast - When travel begins before 6:00 a.m. and extends past 8:00 a.m. 

(b) Lunch - When travel begins before noon and extends past 2:00 p.m. 

(c) Dinner - When travel begins before 6:00 p.m. and extends past 8:00 p.m. 

(d) No allowance will be made for meals when travel is confined to the city or town of 
the official headquarters or immediate vicinity; except assignments of official 
business outside the traveler's regular place of employment if travel expenses are 
approved. 
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Complimentary Travel 

When a traveler's travel-related expenses are provided by another person or entity, the 
traveler shall indicate such on the TRF and shall not be reimbursed for such travel 
related expenses. For example, if an employee obtains a ride with another person, the 
employee will not be entitled to mileage for that trip. 

Emergency Situations on Traveler's Personal Time 

When an Authorized Person who is on personal time is required to travel and incurs 
travel expenses due to a Florida Housing related emergency situation, the expenses 
incurred from the traveler's "actual point of origin" to his/her point of destination may be 
reimbursed even when the point of destination is the traveler's official headquarters. 
This does not include travel expenses from a traveler's home to his/her regular place of 
employment. The traveler may be reimbursed travel expenses incurred if it is 
necessary, for personal reasons, for him/her to return to his/her actual place of origin 
rather than staying at or returning to his/her official headquarters, he/she shall only be 
reimbursed the excess of necessary travel expenses over what he/she would have 
incurred for personal convenience. In making this request for reimbursement, the 
traveler shall include an explanation of the emergency situation as well as a detail of the 
costs he/she would have incurred by returning to or staying at the official headquarters 
and net those costs against the actual costs of returning. 

Reimbursement Requests 

Travel Reimbursement Forms (TRFs) (Attachment B) should be completed by the 
traveler or section travel coordinator. All TRFs must be submitted within seven days of 
the end of the travel period. Instructions for completing the specific sections of the form 
are included with the form on the tab labeled "Instructions and Hints". If the travel is for 
a conference or training, a copy of the course agenda, if available, must be attached to 
the TRF. The TRF should be approved by the Senior/Executive Management level 
supervisor to whom the traveler reports, or, in the absence of the Senior/Executive 
Management level supervisor, the Executive Director or designee. 

Board member travel reimbursement requests should be submitted to the Board Liaison 
using the Board of Directors Travel Information Form (Attachment D) as soon as 
possible after the end of the travel period. The package should include the signed form, 
receipts and other supporting documentation as needed. 

Florida Housing Finance Corporation 
Travel Policy 7 Adopted 1/1/1998 

Last Modified 4/1 /2013 



FLORIDA HOUSING FINANCE CORPORATION 
TRAVEL POLICY 

Travel Advances 

A travel advance may be obtained prior to departure if needed. The amount of the 
advance should not exceed 80% of the amount shown on the AITE for cash expenses, 
including but not limited to per diem, airline or other fares and lodging and other 
expenses. Expenses to be paid using Florida Housing credit card will not be considered 
in calculating the travel advance amount. Payment of travel advances will be made to 
the traveler via ACH at least two days prior to the travel departure date. 

USE OF FLORIDA HOUSING CREDIT CARDS 

Florida Housing credit cards shall be issued to authorized frequent travelers. All 
expenses charged to Florida Housing issued credit cards must be in the performance of 
official FHFC business. If for any reason a traveler does incur personal charges on 
his/her Florida Housing credit card, it is the responsibility of the traveler to settle any 
personal usage charges at the time of the submission of the TRF. 

Florida Housing credit cards shall be used by authorized employees for travel-related 
expenses that include airfare, food, lodging, and other miscellaneous expenses. 

Employees must obtain receipts for all expenses incurred on Florida Housing credit 
cards. Receipts for charges must be attached and included on the TRF. This will 
reduce the "NET AMOUNT DUE." 

Upon receipt of Florida Housing credit card, each employee is required to sign an 
acknowledgement form that contains additional guidance on the use of Florida Housing 
issued credit cards. 

MISCELLANEOUS 

All refundable unused airline tickets or any portion of unused tickets should be returned 
to the issuing airline for credit. The reason for the unused ticket must be noted on the 
front of the TRF expenses. 

All unused non-refundable airline tickets or any portion of unused non-refundable tickets 
should be kept by the traveler or the section travel coordinator for use on the next 
possible trip. These tickets should be reported on the TRF for the original trip. Any 
unused ticket should be delivered to Finance if the traveler named on the ticket leaves 
Florida Housing. 

Florida Housing will reimburse travelers for lodging and meals for non-work days if the 
savings in airfare achieved by staying at the destination for non-work days exceeds the 
amount of the lodging and subsistence reimbursed. The savings must be documented, 
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approved in advance of the travel period and attached to the TRF. For example, if an 
employee returns on Sunday and the resulting airfare is reduced due to the Saturday 
overnight stay, Florida Housing will pay for lodging and meals for Saturday and Sunday 
up to the amount of the savings on airfare. 

Individual taxi fares that exceed fifteen dollars ($15.00) must be supported by a receipt. 

Parking and storage fees greater than five dollars ($5.00) must be supported by receipt, 
but are not allowed on a weekly or monthly basis for privately owned automobiles 
unless the savings to Florida Housing can be justified. If self-service parking is used 
and a receipt or secondary evidence is not available, appropriate notation should be 
made on the TRF. Airport parking will be reimbursed at the long-term rate, except for 
same day travel. 

Tolls in excess of five dollars ($5.00) per instance must be supported by a receipt. 

Baggage fees must be supported by a receipt. 

The following incidental expenses may be reimbursed: 

(a) Actual tips paid to taxi drivers not to exceed 15% of the fare and reflected 
separately from the taxi fare itself. Receipt is required. 

(b) Actual amounts paid for mandatory valet parking service, within reason, which 
were incurred in the performance of official business. Receipt is required. 

(c) Tips. Reasonable tips may be reimbursed, up to $1 for valet parking; up to $2 per 
night for housekeeping; up to $1 per bag for bag handling, with a $5 maximum. 

( d) Laundry and pressing service charges necessarily incurred to complete the 
traveler's official business. Receipt is required. 

(e) Actual passport and visa fees required for official travel. Receipt is required. 

(f) Actual costs of maps necessary for conducting official business. Receipt is 
required. 

(g) Actual cost of personal telephone calls not to exceed $5.00 per travel day. Receipt 
is required. 

(h) Business related fax charges, FedEx, postage and hotel handling fees for sending 
business materials during travel. Receipt is required. 

(i) Charges for use of hotel health club I workout facilities. 
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It shall be the responsibility of each authorizing agent to enforce every provision of the 
travel policies outlined herein, and as they, from time to time, may be amended. 
Whoever shall receive an allowance or reimbursement by means of a false claim shall 
be civilly liable in the amount of the overpayment for the reimbursement of the public 
fund from which the claim was paid. In addition, any employee making a false claim for 
reimbursement of travel expense shall be subject to disciplinary action, including but not 
limited to reprimand, probation, suspension, or termination. 

Executive Director Signature/Date: 

Effective Date: --~,__~_,t_/_r_5 __ 
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ATTACHMENT A 

Authorization to Incur Travel Expense (AITE) Form 

Located on Florida Housing's Intranet at the following link: 

https://inhouse.floridahousing.org/C3/Travel%20and%20Related%20Policies/Travel%20 

Policy%20Document%20Library/ Attachment%20A %20-

%20Authorization%20to%201ncur%20Travel%20Expenses%20Form%20(AITE).xls 
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ATTACHMENT B 

Travel Reimbursement Form (TRF) 

Located on Florida Housing's Intranet at the following link: 

https://inhouse.floridahousing.org/C3/Travel%20and%20Related%20Policies/Travel%20 
Policy%20Document%20Library/Attachment%20B%20-
%20Travel%20Reimbursement%20Form%20(TRF).xls 
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ATTACHMENT C 

AVIS Company Travel Order 

Copy of AVIS Company Travel Order located on Florida Housing's Intranet at the 
following link: 

https://inhouse.floridahousing.org/C3/Travel%20and%20Related%20Policies/Travel%20 
Policy%20Document%20Librarv/ Attachment%20C%20-

%20A VIS%20Company%20Travel%200rder.pdf 
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ATTACHMENT D 

Board Member Travel Information Form 

Located on Florida Housing's Intranet at the following link: 

https://inhouse.floridahousing.org/C3/Travel%20and%20Related%20Policies/Travel%20 
Policy%20Document%20Library/Attachment%20D%20-

%20Board%20Member%20Travel%201nformation%20Form.doc 
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