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Travel Checklist  

 

Purpose: This checklist is intended to familiarize new and existing employees 
with current business travel rules and procedures at the University of 
South Florida (USF). This document should function as a reference 
guide as travel expense reports are created and submitted. 

Notes: Following the checklist will result in faster and accurate 
reimbursements.  For detailed requirements, please refer to USF 
Travel Manual. 

 

 

 
�… As always, in accordance with Florida Statute 112.061 travel should be the most efficient 

and economical means of travel, considering time of the traveler, impact on the 
productivity of the traveler, cost of transportation, and per diem or subsistence required. 

�… Travel on University business must be authorized in advance. Travel Request (TR) must 
be submitted and fully approved before traveling.  
 

�… If the Travel Request was not fully approved or was not submitted, then a Post Travel 
Authorization Travel Request (PTA TR) must be completed. 
 

�… For mileage only trips (may also include mileage-related incidentals such as tolls and 
parking) a Travel Request is not required, unless it is for a conference. 

�… Any planned change to the scope of an approved trip, such as adding travel days or 
destinations, which incur additional cost, is a scope change and requires authorization by 
canceling the original TR and submission and approval of a new TR.  If a traveler 
changes the scope of a trip after travel start date, incurring additional cost, submittal of a 
Post Travel Authorization Travel Request (PTA TR) and a separate Expense Report is 
required for the incremental expenses. 
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Travel Checklist  

�… Each Traveler should submit a separate Expense Report.  
 

�… Expense Reports with related travel or shared expenses should be cross-referenced.  
 

�… Documents included in Receipt Package should match the order of the expenses listed on 
Expense Report. 
 

�… Expense types should accurately reflect the nature of the expense. 
 

�… For business trips with multiple destinations, all destinations must be entered. The 
exception is for vicinity mileage only expense types. 
 

�… A business justification should be included in the Receipt Package for expenses out of 
policy claimed on the report. 
 

�… The approved Americans with Disabilities Act (ADA) reasonable Accommodation 
Request Number (ARN) must be included in the Receipt Package, for any disability-
related exception to the requirements of the university Travel Manual for university 
employees. 

�… For any disability-related exception for non-employee travelers, include a signed 
statement from the department head certifying the traveler has requested a reasonable 
accommodation, the individual has been determined to be a qualified individual with a 
disability and the request is a reasonable accommodation pursuant to ADA for that 
individual. The respective university department is responsible to maintain all records 
related to an individual’s disability, to keep them confidential, to only make available to 
authorized persons, and to provide a reference number on all correspondence, which is 

https://www.usf.edu/business-finance/controller/documents/travelcashadvanceexcessfunds.docx
https://www.usf.edu/business-finance/controller/documents/travelcashadvanceexcessfunds.docx
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 Foreign: 
 

�… Maximum allowable foreign lodging rates are determined by the U.S. Department of 
State, Foreign Per Diem Rates, Maximum Lodging Rate, for the particular city or region.  
The link to the U.S. Department of State web site is available on the USF Travel web site 
or at:   https://aoprals.state.gov/web920/per_diem.asp . 

 
�… If unique circumstances require that the nightly hotel rate exceed the published U.S. 

Department of State rate, the justification is required to be selected when entering in 
Archivum Travel.    
 

4 Airfare  

 
�… Must have receipt and itinerary. 

 
�… Itinerary must show Traveler’s name, amount paid, departure and arrival times, 

destination, and fare class. 
 

�… If airfare exceeds $500 for domestic flights and $1,250 for international flights, the 
justification is required to be selected when entering the expense in Archivum Travel and 
documented airfare comparisons are required to

https://aoprals.state.gov/web920/per_diem.asp
https://www.usf.edu/business-finance/controller/documents/airline-class-guide.pdf
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   10 Meals (Domestic and Foreign) 

 
�… Trip must include an overnight stay for Traveler to claim meals.   

 
�… Check start and end dates, and times of trips to make sure the correct meal allowance is 

claimed.  
 

�… Make sure all meals provided at a conference are 
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Travel Checklist  

�… The scope of the travel and details should be provided in the comment section of the 
Expense Report. An overview/description can also be included in the Receipt Package. 
 

�… A roster should be provided listing each participant. 
 

�… If meal allowance was distributed the roster should include the travelers’ signatures to 
confirm receipt and to acknowledge they will not seek further reimbursement from USF. 

 
�… A matrix should be included showing a breakdown of all the expenses of each traveler. 


