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FUNCTIONS AND RESPONSIBILITIES
GENERAL
DISBURSEMENT AUDIT

The Statewide Accounts Payable Division of the Comptroller General’s Office audits all payments
made to the State Treasurer.

Disbursements are agencies requests for payments for the operation of each agency. These
payments include rent, telephone, travel and etc.

The Comptroller General’s Payables Division certifies the authenticity of and legality of all
payments. After ensuring that all payments are in compliance with the General Assembly statues
and Budget and Control Rules and Regulations, clearing documents are issued to the Treasurer’s
Office for payment.
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FUNCTIONS AND RESPONSIBILITIES
GENERAL
PAYROLL

Payroll documents are processed semi-monthly for approximately 50,000 employees in 80
agencies, boards, commissions and committees. There are two types of payrolls -- Regular and
General Assembly. All employees, other than members of the General Assembly, are paid on the
Regular Payroll.

Agencies maintain payroll records indicating the amounts to be paid each employee, including
dependents, marital status and other factors affecting the employee's check. All payroll deduc-
tions -- Federal and State income tax, FICA, State retirement contributions, parking fees, credit
unions, charities and deferred compensation and U.S. Savings Bonds -- are computer-controlled
and disbursed by this division, which also prepares reports that must accompany these
deductions.

Statewide Payroll/Accounts Payable Division prepares and distributes Federal W-2 and 1099 tax
files to the appropriate State and Federal officials.
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DISBURSEMENT REGULATIONS
AUTHORITY
GENERAL

Section 11-3-185 of the Code of Laws of South Carolina 1976 states:

"The expenditure of money appropriated by the General Assembly is by warrant requisitions
directed to the Comptroller General. Upon receipt of the requisition, accompanied by invoices or
other satisfactory evidence of the propriety of the payment, and itemized according to standard
budget classifications, the Comptroller General shall issue a warrant on the State Treasurer to the
payee designated in the requisition. Requisitions for warrants may not be processed for any
amounts less than one dollar. Upon approval and designation by the State Budget and Control
Board, state institutions may requisition funds in favor of their own treasurer, itemized only to the
extent of the purpose of the appropriation as expressed in the Act or joint resolution appropriating
the funds, and may deposit these funds in the name of the institution in the bank or banking
institutions designated by the State Treasurer, and disburse these funds by check in order to meet
the purposes of the appropriation. Strict account must be kept of all these expenditures
according to standard budget classifications. Money may be drawn only when actually owing
and due. The Comptroller General shall establish rules and regulations for the uniform
reimbursement, remittance and transfers of funds to the General Fund of the State as required by
law."

The General Appropriations Act states:

"It is the intent of the General Assembly that the State of South Carolina issue financial
statements in conformance with Generally Accepted Accounting Principles (GAAP). To this end,
the Comptroller General is directed, as the State Accounting Officer, to maintain an Enterprise
Information System for State Government (SCEIS) that will result in proper authorization and
control of agency expenditures, including payroll transactions, and in the preparation and
issuance of the official financial reports for the State of South Carolina. Under the oversight of
the General Assembly, the Comptroller General is given full power and authority to issue
accounting policy directives to State agencies in order to comply with GAAP. The Comptroller
General is also given full authority to conduct surveys, acquire consulting services, and implement
new procedures required to implement fully changes required by GAAP.”
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DISBURSEMENT REGULATIONS

PER DIEM
MULTIPLE - SEE BELOW

Per Diem - Leqgislators

Legislators are not eligible to draw Per Diem for committee meetings on days when the
General Assembly is in session.

“Members of the House of Representatives shall not be reimbursed for per diem or travel in
connection with any function held outside of the regular session of the General Assembly
unless prior approval has been received from the Speaker of the House.”

“Per diem reimbursement for members of the General Assembly shall be at the rate provided
by law.”

"No per diem may be paid to any person from more than one source for any calendar day."

Per Diem - Election Workers

"Managers and clerks of state and county elections shall receive a per diem of $60.00; but
managers shall not be paid for more than two days for any election and clerks for not more
than three days for any election. The Commission may adjust the per diem of $60.00 for the
managers and clerks of the statewide election to a higher level only to the extent that the
appropriation for the statewide election is sufficient to bear the added cost of increasing the
per diem and the cost of the statewide election. Up to three additional managers per county
may be appointed to assist county registration boards with the absentee/fail safe voting
process prior to, on Election Day, and immediately following statewide elections. Managers
assisting the registration board in the absentee/fail safe process may receive a per diem of
$60.00 per day for not more than a total of fifteen days regardless of whether one, two, or
three additional managers are used."

Per Diem - Boards, Commissions and Committees

"The per diem allowance of all boards, commissions and committees shall be at the rate of
Thirty-five Dollars ($35.00) per day."

Per Diem - State Employees

"No full-time officer or employee of the State shall draw any per diem allowance for service
on such boards, commissions or committees."

Circuit Judges are State employees and are not eligible for per diem.
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DISBURSEMENT REGULATIONS

PER DIEM
MULTIPLE - SEE BELOW

Per Diem - Special Judges

The special judge shall be allowed for his services per diem of one hundred ($100.00) dollars and his
necessary expenses and the same per diem for not exceeding five days for the preparation of his
decrees.

No subsistence reimbursement shall be allowed to a Justice of the Supreme Court or Judge of the
Court of Appeals while traveling in the county of his official residence. When traveling on official
business of said court within fifty miles outside the county of his official residence, a Supreme Court
Justice and a Judge of the Court of Appeals shall be allowed subsistence expenses in the amount of
$35 per day plus such mileage allowance for travel as is provided for other employees of the State.
When traveling on official business of said court fifty or more miles outside the county of his official
residence, each Justice and Judge of the Court of Appeals shall be allowed subsistence expenses in
the amount as provided in this act for members of the General Assembly plus such mileage allowance
for travel as is provided for other employees of the State. The Chief Justice, or such other person as
the Chief Justice designates, while attending the Conference of Chief Justices and one member of the
Supreme Court while attending the National Convention of Appellate Court Judges and three Circuit
Judges while attending the National Convention of State Trial Judges shall be allowed actual
subsistence and travel expenses.

Upon approval of the Chief Justice, Supreme Court Justices, Judges of the Court of Appeals, Circuit
Judges, and Family Court Judges shall be reimbursed for actual expenses incurred for all other official
business requiring out-of-state expenses at the state rate.

Per Diem - Board of State Canvassers

"$100.00 additional compensation per day may be paid to each member of the Board of State
Canvassers up to a total of fifteen days (15) that may be required for hearings held by the
members of the Board of State Canvassers."
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DISBURSEMENT REGULATIONS
SUBSISTENCE
MULTIPLE - SEE BELOW

General

Travel and subsistence expenses, whether paid from state appropriated, federal, local or other funds,
shall be allowed in accordance with the following provisions:

Unless otherwise provided in this section, all employees of the State of South Carolina or any agency
thereof including employees and members of the governing bodies of each technical college while
traveling on the business of the State shall, upon presentation of a paid receipt, be allowed
reimbursement for actual expenses incurred for lodging, not to exceed the current maximum lodging
rates, excluding taxes, established by the U.S. General Services Administration. The lodging
reimbursement for employees of a school district must also conform to these rates when that
employee’s travel reimbursement is paid by state funds that are transferred to the school district.
Agencies may contract with lodging facilities to pay on behalf of an employee. Failure to maintain
proper control of direct payments for lodging may result in the revocation of the agency’s authority by
the Comptroller General or the State Auditor. The employee shall also be reimbursed for the actual
expenses incurred in the obtaining of meals except that such costs shall not exceed $25 per day within
the State of South Carolina. For travel outside of South Carolina the maximum daily reimbursement for
meals shall not exceed $32. Agencies may contract with food or dining facilities to pay for meals on
behalf of employees in accordance with rules and regulations established by the Budget and Control
Board. It shall be the responsibility of the agency head to monitor the charges for lodging which might
be claimed by his employees in order to determine that such charges are following maximum lodging
rates as established by the U.S. General Services Administration. Any exceptions must have the
written approval of the agency head, taking into consideration location, purpose of travel or other
extenuating circumstances. The provisions of this item shall not apply to Section 42-3-40 of the 1976
Code, and when pertaining to institutions of higher learning, for travel paid with funds other than
General Funds.

Foreign Travel

That employees of the State, when traveling outside the United States, Canada, and Puerto Rico upon
promotional business for the State of South Carolina shall be entitled to actual expenses for both food
and lodging. When claiming reimbursement for actual expenses of meals and lodging, receipts
are required. If receipts are not provided, only the maximum daily rate for meals as
established by the federal government for travel in foreign areas can be claimed.

Travel advances may be made for 80% of the actual expenses for food and lodging for
foreign travel.

Constitutional Officers

A. "The Governor, Lieutenant Governor, Secretary of State, Comptroller General, Attorney
General, State Treasurer, Adjutant General, Superintendent of Education and the
Commissioner of Agriculture shall be reimbursed actual expenses for subsistence."

B. "Notwithstanding any other provision of law, the spouses of the Governor and the
Lieutenant Governor of the State are authorized to receive reimbursement of actual
expenses when accompanying the Governor or Lieutenant Governor on official state
business.”
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DISBURSEMENT REGULATIONS

SUBSISTENCE
MULTIPLE - SEE BELOW

Legislators and Lieutenant Governor

A. Except for legislative days which, by Senate or House action, are designated for consideration only
of local and uncontested matters, members of the General Assembly, including the Lieutenant
Governor, shall be paid fifty ($50.00) dollars subsistence expenses for each legislative day.
Provided, such subsistence allowance shall be paid for each calendar day occurring within the
same legislative day to members of that body in session on each calendar day.

B. Non-legislative members of committees appointed pursuant to Acts and Resolutions of the General
Assembly whose membership consists solely of members of the General Assembly or members of
the General Assembly and other personnel who are not employees of the State of South Carolina
shall be allowed subsistence expenses of $35 per day while traveling on official business, unless
otherwise designated by law. Members of such committees may opt to receive actual expenses
incurred for lodging and actual expenses incurred in the obtaining of meals in lieu of the allowable
subsistence expense

"All documents for the payment of the expenses and/or compensation of committees of the
General Assembly shall be prepared by the Clerks of the two Houses."

Leqgislative Standing Committees (Interim)

"Standing Committees of the Senate and House of Representatives are authorized to
continue work during the interim; however, House members must receive advanced approval
by the Speaker of the House or Standing Committee Chairman and Senate members must
receive advanced approval by the President Pro Tempore of the Senate or Standing
Committee Chairman to meet. If such advanced approval is not received, the members of
the General Assembly shall not be paid the per diem authorized in this provision. When
certified by the Speaker of the House, President Pro Tempore of the Senate, or Standing
Committee Chairman, the members serving on such committees shall receive a subsistence
as provided in item "4A." above, mileage at the rate provided for by law, and the regular per
diem established in this Act for members of boards, commissions, and committees while
attending scheduled meetings. Members may elect to receive actual expenses incurred for
lodging and meals in lieu of the allowable subsistence expense. The funds for allowances
specified in this proviso shall be paid to the members of the Senate or House of
Representatives from the Approved Accounts of the respective body except as otherwise may
be provided."

Leqgislative Joint Study Committees (Interim)

"Joint Study Committees created pursuant to Acts and Resolutions of the General Assembly
are authorized to continue work during the interim to secure such information and complete
such investigations as may be assigned to the respective Committees; however, House
"members must receive advanced approval by the Speaker of the House or Standing
Committee Chairman and Senate members must receive advanced approval by the President
Pro Tempore of the Senate or Standing Committee Chairman to meet. If such advanced
approval is not received, the House and Senate members of the Joint Study Committee shall
not be paid the per diem authorized in this provision. When certified by the Speaker of the
House, President Pro Tempore of the Senate, or Standing Committee Chairman, the
members appointed to such Committees shall receive a subsistence as provided in item "4A."
above, mileage at the rate provided for by law and the regular per diem established in this
Act for members of boards, commissions, and committees while attending scheduled
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DISBURSEMENT REGULATIONS
SUBSISTENCE
MULTIPLE - SEE BELOW

Legislative Joint Study Committees (Interim) (Cont'd)

meetings. Members may elect to receive actual expenses incurred for lodging and meals in
lieu of the allowable subsistence expense. The allowances specified in this proviso shall be
paid from funds appropriated to the respective Committees for such purposes, or from
Approved Accounts of the respective body of the General Assembly if no funds have been
appropriated to such a Committee for these purposes.”

Legislators Compensation from Committees

Members of the General Assembly may not receive subsistence from more than one
committee for meetings held on the same day.

Non-Legislative Members of Committees

"Non-legislative members of committees appointed pursuant to Acts and Resolutions of the
General Assembly whose membership consists solely of members of the General Assembly
or members of the General Assembly and other personnel who are not employees of the
State of South Carolina shall be allowed subsistence expenses of $35.00 per day while
traveling on official business, unless otherwise designated by law. Members of such
committees may opt to receive actual expenses incurred for lodging and actual expenses
incurred in the obtaining of meals in lieu of the allowable subsistence expense."

State Grand Jury

Jurors of the state grand jury shall receive daily subsistence expense equal to the maximum
allowable by regulation of the Internal Revenue Code for the Columbia area when summoned
or serving and be paid the same per diem and mileage as are members of state boards,
commissions, and committees. (See Section 14-7-1660 of the 1976 Code of Laws.)

Boards, Commissions and Committees

Members of the State Boards, Commissions or Committees whose duties are not full-time
and who are paid on a per diem basis, shall be allowed reimbursement for actual expenses
incurred at the rates provided in this section for meals, lodging and mileage while away from
their places of residence on official business of the State. One person accompanying a
handicapped member of a State Board, Commission, or Committee on official business of the
State shall be allowed the same reimbursement for actual expenses incurred at the rates
provided for meals, lodging and mileage in the current Appropriation Act.
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DISBURSEMENT REGULATIONS
SUBSISTENCE
MULTIPLE - SEE BELOW

11. Supreme Court Justice and Court of Appeals Judges

No subsistence reimbursement shall be allowed to a Justice of the Supreme Court or Judge
of the Court of Appeals while traveling in the county of his official residence. When traveling
on official business of said court within 50 miles outside the county of his official residence,
a Supreme Court Justice and a Judge of the Court of Appeals shall be allowed subsistence
expenses in the amount of $35.00 per day plus such mileage allowance for travel as is
provided for other employees of the State. When traveling on official business of said Court
50 or more miles outside the county of his official residence, each Justice and Judge of the
Court of Appeals shall be allowed subsistence expenses in the amount as provided for
members of the General Assembly plus such mileage allowance for travel as is provided for
other employees of the State. The Chief Justice or such other person as the Chief Justice
designates, while attending the Conference of Chief Justices and one member of the
Supreme Court while attending the National Convention of Appellate Court Judges, and
three Circuit Judges while attending the National Convention of State Trial Judges shall be
allowed actual subsistence and travel expenses. Upon approval of the Chief Justice,
Supreme Court Justices, Judges of the Court of Appeals, Circuit Judges, and Family Court
Judges shall be reimbursed for actual expenses incurred for all other official business
requiring out-of-state expenses at the rate provided this section.

12. Circuit Court Judge, Family Court Judge and Administrative Law Judges

No subsistence reimbursements are allowed to a Circuit Judge, a Family Court Judge, or an
Administrative Law Judge while holding court within the county in which he resides. While
holding court or on other official business outside the county, within fifty (50) miles of his
residence, a Circuit Court Judge, a Family Court Judge, or an Administrative Law Judge is
entitled to a subsistence allowance in the amount of $35.00 per day. While holding court or
on other official business at a location fifty (50) miles or more from his residence, a Circuit
Court, Family Court or Administrative Law Judge is entitled to a subsistence allowance in the
amount as provided in this Act for members of the General Assembly.

Any retired Justice, Circuit Court Judge, Family Court Judge or Master-in-Equity appointed by
the Supreme Court to serve as a Special Circuit Judge, Family Court Judge, Appeals Court
Judge or Acting Associate Justice shall serve without pay but shall receive the same
allowance for subsistence, expenses and mileage as provided for Circuit Court Judges.

Upon approval of the Chief Justice, Supreme Court Justices, Judges of the Court of Appeals,
Circuit Judges, and Family Court Judges shall be reimbursed for actual expenses incurred
for all other official business.

Administrative law judges in the performance of their duties are also entitled to that per diem,
mileage, and subsistence as is authorized by law for circuit court judges.
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DISBURSEMENT REGULATIONS
SUBSISTENCE
MULTIPLE - SEE BELOW

Solicitors
Solicitors to be full-time state employees; compensation; secretary.

The solicitors of this state shall be full-time employees of the State of South Carolina, provided,
however, that any solicitor serving in office on July 1, 1976, whose term of office expires in the year
1979 shall not be required to be full time as provided by this section until the expiration of his term in
1979. Each solicitor shall receive an annual salary and a monthly expense allowance as is provided by
the General Assembly.

When a solicitor is required to serve out of his circuit, he shall also receive such subsistence and
mileage as is authorized by law for circuit judges while holding court without the county in which they
reside. Each solicitor shall have one full-time secretary who shall receive such annual salary as may
be provided by the General Assembly.

Circuit and Family Court Reporters

Any retired Justice, Circuit Court Judge or Family Court Judge or Master-in-Equity appointed by the
Supreme Court to serve as a Special Circuit Judge, Family Court Judge, Appeals Court Judge, or
Acting Associate Justice shall serve without pay but shall receive the same allowance for subsistence,
expenses, and mileage as provided in the current appropriation act for Circuit Court Judges.

Department of Employment Workforce

The members of the Department of Employment Workforce may be reimbursed at the regular
mileage rate of one round trip each week from their respective homes to Columbia. No
subsistence reimbursement shall be allowed to a member of the Department of Employment
Workforce while traveling in the county of his official residence. When traveling on official
business of the Commission within 50 miles outside the county of his official residence, a
member of the Department of Employment Workforce shall be allowed subsistence expenses
in the amount of $35 per day. When traveling on official business of the Commission 50 or
more miles outside the county of his official residence, each member shall be allowed a
subsistence allowance as provided for members of the General Assembly. When out-of-
state, the Department of Employment Workforce may claim the established amount of per
diem, as stated in the General Appropriation Act or actual expenses as deemed reasonable
by the Comptroller General.

Workers Compensation Commission & Department of Workforce

The members of the Workers Compensation Commission may be reimbursed at the regular
mileage rate of one round trip each week from their respective homes to Columbia. No
subsistence reimbursement shall be allowed to a member of the Workers Compensation
Commission while traveling in the county of his official residence. When traveling on official
business of the Commission within 50 miles outside the county of his official residence, a
member of the Workers Compensation Commission shall be allowed subsistence expenses
in the amount of $35 per day. When traveling on official business of the Commission 50 or
more miles outside the county of his official residence, each member shall be allowed a
subsistence allowance as provided for members of the General Assembly. When out-of-
state, Workers' Compensation Commissioners may claim the established amount of per
diem, as stated in the General Appropriation Act or actual expenses as deemed reasonable
by the Comptroller General.
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DISBURSEMENT REGULATIONS
SUBSISTENCE
MULTIPLE - SEE BELOW

Workers Compensation Commission & Department of Workforce (Cont’'d)

The members of the Appellate Panel of the Department of Employment and Workforce may be
reimbursed at the regular mileage rate when the member is on official business fifty miles or more
outside of Columbia. The members of the Appellate Panel of the Department of Employment and
Workforce shall be allowed subsistence allowance in the amount as provided in this act for members
of the General Assembly when the member is on official business fifty miles or more outside of
Columbia.

Insurance Examiners

Notwithstanding the limitations in this act as to amounts payable or reimbursable for lodging, meals,
and travel, the Department of Insurance is authorized to reimburse department examiners in
accordance with guidelines established by the National Association of Insurance Commissioners only
when the State is reimbursed by an insurance company for the travel and subsistence expenses of
Insurance Department examiners pursuant to Section 38-13-10 of the 1976 Code.

Migrant Farm Worker's Commission

AN ACT TO AMEND THE CODE OF LAWS OF SOUTH CAROLINA, 1976, BY REPEALING
CHAPTER 43, TITLE 46 RELATING TO THE MIGRANT FARM WORKERS COMMISSION, ITS
MEMBERS, POWERS, AND DUTIES.

Be it enacted by the General Assembly of the State of South Carolina:
Migrant Farm Workers Commission repealed

SECTION 1. Chapter 43, Title 46 of the 1976 Code is repealed.

Time effective

SECTION 2. This act takes effect upon the approval of the Governor.
Ratified the 5th day of June, 2012.

Approved the 7th day of June, 2012.

Dual Employment

Salary payment schedule; maximum salaries; dual compensation; reports; exception.

(A) Except as otherwise provided by law, appropriations for compensation of state employees must
be paid in twice-monthly installments to the person holding the position. To provide a regular and
permanent schedule for payment of employees, the payroll period begins on June 2 of the prior fiscal
year with the first pay period ending on June 16 of the prior fiscal year. The payroll period continues
thereafter on a twice-monthly schedule as established by the State Budget and Control Board. This
schedule must continue from one fiscal year to another without interruption, on a twice-monthly basis.
The State Budget and Control Board may approve changes to this schedule where circumstances are
considered justifiable.
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DISBURSEMENT REGULATIONS
SUBSISTENCE
MULTIPLE - SEE BELOW

Dual Employment (Cont’d)

(B) The appropriated salaries for specified positions means the maximum compensation for the
position, except as specifically provided in other provisions of the annual general appropriations act or
other provisions of law, and if the head of a department is able to secure the services for a particular
position or work at a lower rate than the salary specified in the annual general appropriations act, the
agency head is authorized to pay a lower salary.

(C) An employee of a state department or institution must not be paid any compensation from any
other department of the state government except as approved under the provisions of Regulation
19-702.09 of the South Carolina Code of Regulations, and an employee of a department or institution
must not be paid travel expenses by any other department or institution without approval of the agency
by which he is regularly employed.

(D) The Comptroller General, after June thirtieth of each year, shall report to the Senate Finance
Committee and the House Ways and Means Committee the names of all employees receiving dual
compensation and the amounts received. The report shall list information under the primary employing
agency, and in the format which lists employees under the requesting or secondary agency.

(E) The provisions of Regulation 19-707.02 of the South Carolina Code of Regulations and Section
8-13-750 do not apply to employees hired for one hundred twenty days or fewer.

HISTORY: 2002 Act No. 356, Section 1, Pt XI.H, eff July 1, 2002.
Agency head dually employed by another state agency; timely payment.

(A) An agency head may not be dually employed by another state agency or institution of higher
education without prior approval by the Agency Head Salary Commission and the State Budget and
Control Board.

(B) An employee who is approved for dual employment must be paid in a timely manner. The
secondary agency must make payment of funds approved for and earned under dual employment
within forty-five days of the beginning of the employment.

Travel expenses incurred by a state employee while working on official State business in a
Budget and Control Board approved dual employment status may be paid travel expenses in
accordance with travel regulations by the secondary agency if prior written approval is
secured from the employee's Home Agency.

Volunteers

Transportation mileage reimbursement may be furnished those volunteers who use their personal
vehicles to perform departmental tasks; provided, however, that mileage shall not be furnished to the
volunteers for driving to and from their volunteer work. A meal allowance may also be furnished to
such volunteers making departmental trips at departmental request if the trip necessarily extends over
an established meal period. Guidelines for state employees must be followed.

Consultants
Travel expenses may be paid to individuals or companies that are doing business with the

State. Reimbursements for travel are allowed in accordance with regulations established for
State employees.
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SUBSISTENCE
MULTIPLE - SEE BELOW

22. Travel Advances

The Appropriations Act provides authority for advance travel payments as follows:

“That a State agency may advance travel and subsistence expense monies to employees of
that agency for the financing of ordinary and necessary travel required in the conducting of
the business of the agency. The Budget and Control Board is directed to develop and
publish rules and regulations pertaining to the advancing of travel expenses and no State
agency shall make such advances except under the rules and regulations as published.

Provided, all advances for travel and subsistence monies shall be repaid to the agency
within thirty (30) days after the end of the trip or by close of fiscal year for payable
documents, whichever comes first."

Budget and Control Board Policy regarding travel advances:

(1) No travel advance shall be made to an employee for travel within the State of South
Carolina without specific approval of the State Budget and Control Board.

(2) No travel advance shall be made for more than 80% of the estimated amount of the
total travel expense, excluding airline transportation.

(3) No advance shall be made in instances where 80% of the estimated travel expense
does not exceed $250.00.

(4) The agency, department or institution making advances shall keep such records of
advances made in accordance with rules prescribed by the Comptroller General. If any
agency fails to keep proper records, the privilege to make travel advances shall be
withdrawn.

(5) Request for travel advances must be submitted to the Comptroller General's Office not
later than seven (7) business days prior to the beginning of the trip for which the
advance is requested.

The primary purpose for providing cash advances to employees who are traveling on official
business of a State agency is to reduce the amount of personal funds required to finance
official travel, thereby relieving the financial burden of the traveler.

The Request for Official Travel Cash Advance must be completed with all information
required and approved by the Agency Director and scanned and attached to travel request
sent on a ztravel or through the travel management module. When the employee returns from
the trip for which the travel advance was made, a document must be completed for recording
the actual travel expense in the proper expenditure codes and reimbursing the travel advance
If the Travel Advance exceeds the actual travel expenses, the excess amount of the Travel
Advance must be deposited with the State Treasurer on the bank deposit. SCEIS will need to
be contacted if completed on a ztravel document for a journal entry to be made.
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23. General Rules

A.

Reqistration Fees: If a registration fee includes a meal, charge the State allowance for
the meal to travel and the difference to registration fees. Meals which are optional or
stated separately from the registration fee may not be prepaid by the agency. An
employee may be reimbursed for optional meals with the approval of the agency head. In
this case, the full amount of the meals will be charged to meals under the travel codes.

. Meals: Payments to vendors for meals provided at statewide, regional or district

meetings should include a description of the purpose of the meeting and the participants,
the names of all State employees attending, and a statement that no further claim for
subsistence will be made by the participants. If any employees are not eligible for meal
reimbursements under the travel regulations, a statement signed by the agency head
requiring their attendance must be attached. Meetings of boards, commissions, or
committees whose reimbursement is established by law are not considered statewide
meetings. Providing meals and refreshments for staff meetings is prohibited.

Time of Arrival and Departure: When reimbursements for meals are claimed, the time of
arrival and departure, the starting point and the destination must be shown. If this
information is not on the travel document, the document will be returned to the agency.

. Porterage and Gratuities: Gratuities are not an allowable reimbursement for state

employees. When paid as a part of a billing for a banquet, luncheon, etc., gratuities will
be allowed.

Porterage, in general, is not an allowable reimbursement for state employees. It may be
reimbursed when an employee flies to a major city out-of-state where there usually is no
option concerning baggage handling. Porterage may also be reimbursed when an
employee has heavy, excess equipment needed to conduct official state business.

Telephone Calls: Telephone calls made for official business of the State are
reimbursable. Personal telephone calls generally are not reimbursable; however, an
employee, traveling overnight on state government business, may be reimbursed for a
brief call to his or her residence (averaging not more than one call per day). A fixed
charge by a hotel for telephone service may be charged as part of lodging.

Receipts: When a State employee, member of the General Assembly, board, commission
or committee member is in an overnight travel status, original receipts for hotel or motel
accommodations must be attached to the document before payment will be authorized.
Receipts for parking and all other expenses incurred should also be attached.

Receipts for meals and taxis are not required by the Comptroller General's Office.
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G. Most Economical Mode of Travel: The current Appropriations Act states that an employee
while traveling on the business of the State is required to use the most economical mode
of transportation.

When traveling by air, the Appropriations Act states: "State agencies and employees
shall select air carriers based on cost and time criteria, not on whether frequent flyer
premiums are given. State agencies should ensure that employees earning frequent flyer
premiums while traveling on State business use them to reduce the cost of subsequent
business travel whenever possible."

No State funds may be used to purchase first class airline tickets.

When an employee elects to drive his/her car for his/her own convenience when air fare is
more economical, the employee is entitled to the following reimbursement:

(1) Mileage equal to the amount of coach or tourist airplane fare. When submitting this
information on the travel document, the actual number of miles driven will be listed
on the document in the "No Miles" column. The amount of coach class air fare will
be entered on the document in the transaction amount column.

(2) Vicinity mileage incurred on official business in lieu of using a taxi.

(3) Storage fees for automobile equal to that which would have been incurred if the
automobile had been stored at the airport. Enter in Miscellaneous Section of the
Travel Support Document.

(4) Subsistence which would begin on the date when airplane connections would have
required departure and end on the date when airline connections would have
returned the employee to his original departure point. Any period of time which
exceeds these guidelines will be at the employee's expense and no reimbursement
for subsistence will be paid.

H. Attendance at Statewide, Regional, or District Meetings: Employees required by their
agency head, as a part of their official duties, to attend statewide, regional, or district
meetings within the area in which the employee is headquartered, may receive
reimbursement for the cost of meals at such meetings. If the cost of the meal exceeds
the state allowance, receipts must be provided in order to receive reimbursement. At
least 75% of those attending the meeting must be employees of other agencies or outside
organizations. Meetings of boards, commissions, and committees are not considered
statewide, regional or district meetings.

I. Payments to Vendors for Airline Tickets: Payments to travel agencies or airlines for
airline tickets can be made.

The name, employee number, number of trips, and cost of ticket for each traveler must be
entered in the appropriate space.
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23. General Rules (Cont'd)

J.

Payments to Car Rental Agencies and Others: It is also possible to capture detailed in-
formation on individuals who have used agency credit cards to rent cars for official State
business. To make payments to car rental agencies, submit a document to our office with
the car rental agency as payee.
Payments to Motels for Rooms: Agencies may contract with lodging facilities to pay on
behalf of an employee (room charge and applicable taxes only). Failure to maintain
proper control of direct payments for lodging may result in the revocation of the
agency's authority by the Comptroller General or the State Auditor.

Payments to Vendors for Statewide Meetings: Agencies may contract with vendors to
provide meals served at statewide, regional or district meetings. At least 75% of those
attending the meeting must be employees of other agencies or outside organizations.
Agency meetings that do not meet the preceding requirement are not considered
statewide, regional or district meetings. If an agency makes payment for meals on
behalf of an employee of another agency, the home agency will be notified of the
transaction by the agency making the payment. A list of all participants and their place
of employment, if other than a state agency, must be attached to the document in
addition to an invoice from the vendor. Meetings of boards, commissions and
committees are not considered statewide, regional or district meetings.

Travel Expenses When Accompanied by Dependent: A provision in the travel
regulations states “If a dependent accompanies an employee on an authorized
business trip, only those expenses which may be directly attributed to the employee
may be reimbursed.” The reimbursement of lodging expenses to a state employee
when accompanied by a dependent on an official business trip would be the amount of
the single room rate. However, some agency directors have made their internal agency
requirements more restrictive as dictated by agency requirements and this is permitted
by the Budget and Control Board.

In-State Air Travel: Documents are occasionally submitted requesting reimbursement
for in-state travel in a private airplane. The use of private aircraft will be
reimbursed at the regular mileage rate for the official Highway Department mileage as
indicated on a current State Highway map.

Board, Committee and Commission Members: Board, Commission and Committee
members are considered State employees for the purposes of filing for travel
reimbursement.

Week-End Travel: If an employee spends Saturday and Sunday in a location where he
is working instead of returning to headquarters, reimbursement will be paid equal to the
cost of travel and subsistence for his return to headquarters. Extenuating
circumstances should be discussed with the Director, Statewide Payroll/Accounts
Payable Division of the Comptroller General's Office.
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Q. Job Interviews: Reimbursement of travel expenses to persons interviewing for state

employment, whether paid from State-appropriated, federal, or other funds, is allowed
in accordance with the following provisions:

1. Travel expenses, within the lim