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Travel Policy & Procedure 

The Authority to incur travel expenses on behalf of Florida 

International University is governed by:  

ÁThe FIU Travel & Expense Policy  

ÁSection 112.061 of Florida Statutes  



Travel Policy & Procedure 

Please read the following Universityõs policy and procedure 

manuals prior to traveling:  

Travel Manual:  
http://finance.fiu.edu/controller/Docs/Travel_and_Other_Expenses_Manual.pdf  

Travel Policy:  
http://policies.fiu.edu/record_profile.php?id=548  

UPK Online Training Guide:  
http://panthersoft.fiu.edu/Financials/UPK/controllers.htm  
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Travel Per Diem Domestic Meal Allowance 

 Meals are only $36 per day for òdomestic traveló 

Domestic Meal Rate Table (Continental and Non -Continental U.S.)  

The meal allowances are reimbursed based on the following criteria:  

 

 

 

 

 

Note  - that the meal allowance should not be claimed when the meals are provided by 

the host location (i.e. seminar that provides lunch to participants).  

 

Meals Rate 

Travel 

Begins 

prior to:  

Extends 

beyond:  

Breakfast  $        6.00  6:00 a.m.  8:00 a.m.  

Lunch  $      11.00  Noon 2:00 p.m.  

Dinner  $      19.00  6:00 p.m.  8:00 p.m.  

Total Rate per day:   $      36.00  



Á Each day is broken into 4 Quarters 

Á Travelers may receive $20 for each quarter in which they travel  

ÁMaximum of $80 daily based on quarters traveled  

Á No meals or lodging allowed if claiming per diem  

ÁMust involve an overnight stay  

12 Midnight  

     6 PM  6 AM  

12 Noon 

Travel Domestic Flat Per Diem Allowance 



Travel Per Diem 

ÁGeneral Services Administration(GSA) Per Diem Rates for the Continental U.S.:  

http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentId=17943&contenttype=GSA_BASIC  

* Rates are set by fiscal year, effective October 1st  

Á Alaska, Hawaii, U.S. Territories and Possessions (Department of Defense):  

http://www.defensetravel.dod.mil/perdiem/perdiemrates.html  

Á Foreign Per Diem (Department of State):  

http://aoprals.state.gov/content.asp?content_id=184&menu_id=81  
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Travel & Expense Terms 

Travel Authorization (TA): The formal document to secure approval to 

travel on behalf of the University. The TA is submitted prior to travel on 

official University business. Please allow sufficient time to secure 

appropriate approvals.  TAõs are treated as an Encumbrance in the 

General Ledger. 

Cash Advance (CA): Cash Advances cannot exceed 80% of the total out 

of pocket expenses as computed on the TA.  CAõs are treated as an 

Accounts Receivable in the General Ledger. 

Expense Report (ER):  The document used to reimburse travelers for 

expenses incurred while on travel and to record expenses to ledgers.  

ERõs are payments to the Employee. 



Travel & Expense Terms 

Per Diem:  A subsistence allowance that a traveler is authorized 

to receive when traveling on official University business.  

Vicinity Travel:  One-way travel within 50 miles from the 

travelerõs official headquarters. 

Foreign Travel: Travel outside the United States.  

Official Headquarters:  The University campus where the 

employeeõs office is located.  



Travel & Expense Terms 
Proxy  ð is when an employee has the access to create Travel 

Authorizations, Cash Advances and Expense Reports for another 

employee. 

In order to add or become a Proxy do one of the following:  

üThe TRAVELER wanting to make another their Proxy: 

ÁNavigate in PantherSoft to Employee Self Service >Travel & Expense 

Center > Profiles and Preferences > Delegate Entry  Authority > 

click the ô+õ symbol ð enter the Panther Id of the person you wish to 

give the delegation ð tab to insure this is the correct person ð click 

the yellow Save button ð click the OK button  

ÁGo to UPK training guide to practice and learn to perform action 

stated above 

üPerson wanting to become a Proxy for another:  

Á In the case of an emergency, an e-mail request to 

controller@fiu.edu  with the travelerõs PID and the proxyõs PID 



Travel & Expense Workflow Chart 
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Travel Authorization  

A few reminders before filling out a TA:  

ÁFIU is a budget conscious organization 

ÁAll Departmental Travel Card charges should be placed in the 

comment fields ONLY to prevent a double encumbrance  

ÁAirfare, Train, or bus maybe paid for using the Departmental Travel 

Card or the travelerõs personal credit card 

ÁCoach/economy class is allowed for airfare only, unless approved by 

the CFO for a specific reason, such as medical necessity 

ÁTravelers should rent compact cars or the most economical class 

available. With prior supervisory approval in writing, the following 

exceptions are available:  
Å Rental of a larger size car when shared with other travelers  

Å When circumstances would necessitate a larger size car, such as physical 

or medical condition or  

Å When the nature of the travel is such that it would damage the vehicle 

because of the terrain  
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Travel Authorization  

Florida 



Travel Authorization  

The Description field should be 
explanatory and give everyone 
an immediate sense of what or 
why document was created. 
Examples: 
Á 1737204 ς Golden Panther 
Á FIU01 ς 4400010999 
Á Golden Panther Convention 

@ Shark Valley 
Á Recruiting trip 
Á City, State 



Travel Authorization  The comment box is used to 
give greater detail of the 
ǘǊŀǾŜƭΣ ŀƴŘ ƛǘΩǎ ǇǳǊǇƻǎŜ ŀƴŘ 
the benefit to the University. 
Additionally in this area you 
will enter all estimated/actual 
Departmental Travel Card 
charges made for this trip 
including the total for the TA. 

Billing Type is always 
άCL¦ 9ȄǇŜƴǎŜέΦ 

[ƛǎǘ ǘƘŜ ŜǎǘƛƳŀǘŜŘ άhǳǘ ƻŦ 
tƻŎƪŜǘέ ŜȄǇŜƴǎŜǎ for traveler 
as actual Expense Types.  

Higher Education User Group conf 

2012.  Departmental Travel card 

paid for Hotel $600, Conference 

$950, Airfare $700 =  $2500. 



Travel Authorization  

The Accounting 
Defaults is the 
ŜƳǇƭƻȅŜŜΩǎ ŘŜŦŀǳƭǘ 
department.  It may or 
may not be the desired 
place where you wish to 
charge this travel.   



Travel Authorization  



Chartfield Combination Look -up Results 
Activity Nbr  Project  Foundation 

*These are the Chartfield combinations that a SpeedType field will produce depending on the 

Activity Nbr/Project ID that you search for.  These are the ONLY numbers that PeopleSoft will 

take for a given Activity Nbr/Project.  

For all Projects, please 

note that the Site field 

will be only one digit.  

These 

fields are 

optional 

fields.  


