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                                       CHAPTER 10 

 TRAVEL  
 

SCOPE 

  This chapter describes the various regulations and processes related to travel by state 
employees.  Multiple links are provided for access to further detail of these regulations and 
processes. 
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10.1  STATUTORY AUTHORITY 

 

10.1.1   Authority to Promulgate and Enforce 

 
 IC 4-13-1-4, Duties and functions (of Department of Administration), states in 
paragraph 7 that the Department shall: “Promulgate and enforce rules relative to the travel of 
officers and employees of all state agencies when engaged in the performance of state 
business. These rules may allow reimbursement for travel expenses by any of the following 
methods: 

(A) Per diem 
(B) For expenses necessarily and actually incurred 
(C)  Any combination of the methods in clauses (A) and (B) 

 The rules must require the approval of the travel by the commissioner and the head 
of the officer's or employee's department prior to payment.” 
 

IC 4-12-1-13(e),  Review by budget agency, states:  “The budget agency shall review 
and approve the policy and procedures governing travel prepared by the department of 
administration under IC 4-13-1, before the travel policies and procedures are distributed.”
 Currently approved state travel rules are recorded in Financial Management Circular 
2014-01, with effective date of July 1, 2004.  This Circular is included in its entirety in section 
10.4.5 of this chapter. 

 

10.1.2  Approval of Vehicle Purchases 

  
  IC 4-13-1-4, Duties and functions (of Department of Administration), states in 
paragraph 6 that the Department shall: “Control and supervise the acquisition, operation, 
maintenance, and replacement of state owned vehicles by all state agencies. The department 
may establish and operate, in the interest of economy and efficiency, a motor vehicle pool, and 
may finance the pool by a rotary fund.  The budget agency shall determine the amount to be 
deposited in the rotary fund.” 
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10.2 INTERNAL CONTROLS 

 

 Each state agency should establish controls to ensure that all payments and 
reimbursements for travel expenses are legitimate, accurate and in compliance with State travel 
rules and regulations.  Travel reimbursements should not be made for travel of a personal nature.  
All claims for reimbursement should be approved by an authorized person.   

 If Travel and Expense in ENCOMPASS is utilized by the agency, the Travel Approver 
should always be someone other than the T & E User. 

 If “Travel Cards” are used, items of a personal nature should not be charged on these 
cards. 

10.3 ACCOUNTING THEORY AND PROCESSES 

 

10.3.1   Accrual Accounting 

 
 As reimbursements for travel are posted in the ENCOMPASS financial accounting 
system, they become liabilities and expenses of the State.  Upon payment, the liability account is 
reduced.  State employees are coded for immediate payment once the liability is posted and 
approved. 

10.4 BUSINESS PROCESSES  

 

10.4.1  Forms 

  
 The following State approved forms are required as documentation of employee 
travel expenses.  Electronic copies of forms with SF numbers are available 
at http://www.in.gov/icpr/webfile/formsdiv/index.html.  The State Employee Log In is 
necessary to access most forms.  Use the same log in information that you use for HR and 
financial systems. 
.  Links to other forms and additional sources for forms are included in this section. 
 

• Travel Voucher, SF 980 – to request reimbursement for travel expenses, whether in state 
or out of state.  Instructions on completing the form are noted on the ‘Instructions’ tab in 
the Excel file.   
 
Travel Advance, SF 49630 – to request travel advance.  To access form through Public 
Records, go to: http://www.in.gov/icpr/webfile/formsdiv/index.html.  

•  
• Authorization for Out of State Travel, SF 823 – to request permission for out of state 

travel.  This form and instructions for completion are available 
at http://www.in.gov/idoa/2459.htm.  To access form through Public Records, go 
to: http://www.in.gov/icpr/webfile/formsdiv/index.html. 

http://www.in.gov/icpr/webfile/formsdiv/index.html
http://www.in.gov/icpr/webfile/formsdiv/index.html
http://www.in.gov/idoa/2459.htm
http://www.in.gov/icpr/webfile/formsdiv/index.html
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• Travel Request Form – to assist Travel Agency in booking reservations, available 

at http://www.in.gov/idoa/2459.htm. 
 

• Certification for Missing Receipt, SF 42275 – to certify that expenses were incurred, but 
receipt is missing, available at http://www.in.gov/idoa/2459.htm.  To access form through 
Public Records, go to: http://www.in.gov/icpr/webfile/formsdiv/index.html. 
 

• P-Card/Travel Card Program Missing Receipt Record, SF 53879 – to certify to missing 
receipt for expenses charged to P Card or Travel Card.  To access form, go 
to http://www.in.gov/idoa/2453.htm. 
 

• Vehicle Use Agreement, SF 34193 – to request use of motor vehicle from IDOA Fleet 
Management.  To access form through Public Records, go 
to: http://www.in.gov/icpr/webfile/formsdiv/index.html.    Form also available on page 18 
at http://www.in.gov/idoa/files/State_of_Indiana_Vehicle_Fleet_Management_Policy.pdf 
 

• Justification of Take Home Vehicle Assignment, SF 53846 – to justify take-home vehicle 
for state employee.  To access form through Public Records, go 
to: http://www.in.gov/icpr/webfile/formsdiv/index.html.   Form also available on page 18 
at http://www.in.gov/idoa/files/State_of_Indiana_Vehicle_Fleet_Management_Policy.pdf 
 

• Report of Vehicle Mileage and Costs, SF 13696 – to record details of use of state-owned 
motor vehicle.  To access form through Public Records, go 
to: http://www.in.gov/icpr/webfile/formsdiv/index.html.   Form also available on page 18 
at http://www.in.gov/idoa/files/State_of_Indiana_Vehicle_Fleet_Management_Policy.pdf 
 

• Employee Statement of Employer Provided Vehicle Use, SF 49631 (annual lease value 
method) or SF 49632 (daily commuting and cents per mile method) to document 
agreement in lieu of mileage reimbursement. To access form through Public Records, go 
to: http://www.in.gov/icpr/webfile/formsdiv/index.html.   To access these forms and related 
regulations, access pages 16 and 17 of the Vehicle Fleet Management Policy 
at http://www.in.gov/idoa/files/State_of_Indiana_Vehicle_Fleet_Management_Policy.pdf 
 
 

10.4.2   Processes Related to Travel Voucher  

10.4.2.1    Documentation 
  
  A travel voucher must be completed and filed in order to obtain reimbursement for 
authorized travel expenses.  Original receipts must be attached to support claims for lodging, 
airfare, parking and tolls, and other miscellaneous travel expenses.  Receipts are not required for 
claims of personal vehicle mileage or for per diem (subsistence/meal) allowances.  Whenever 
possible, with the exception of out of state travel, all claims for travel for a particular biweekly or 
monthly period should be filed on the same voucher.  Also, the current travel voucher allows for 
only one fund for payment on a single voucher. 

http://www.in.gov/idoa/2459.htm
http://www.in.gov/idoa/2459.htm
http://www.in.gov/icpr/webfile/formsdiv/index.html
http://www.in.gov/idoa/2453.htm
http://www.in.gov/icpr/webfile/formsdiv/index.html
http://www.in.gov/idoa/files/State_of_Indiana_Vehicle_Fleet_Management_Policy.pdf
http://www.in.gov/icpr/webfile/formsdiv/index.html
http://www.in.gov/idoa/files/State_of_Indiana_Vehicle_Fleet_Management_Policy.pdf
http://www.in.gov/icpr/webfile/formsdiv/index.html
http://www.in.gov/idoa/files/State_of_Indiana_Vehicle_Fleet_Management_Policy.pdf
http://www.in.gov/icpr/webfile/formsdiv/index.html
http://www.in.gov/idoa/files/State_of_Indiana_Vehicle_Fleet_Management_Policy.pdf
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  If the Travel and Expense module in ENCOMPASS is utilized, a travel voucher can be 
created to attach original receipts as required.  If receipts are not required, no printout is 
necessary. 

10.4.2.2    Authorization 
 
  It is the sole responsibility of the agency to pre-audit all travel vouchers to assure that the 
travel was authorized and reasonable, and complies with the travel rules, including, but not 
limited to those listed below: 

• In-state lodging does not exceed the current maximum reimbursement rate stipulated by 
the Indiana Department of Administration (IDOA). 

• Meal allowances or per diem agrees with times listed for travel status.  Provisions for 
non-employee Board Members differ from those of employees. 

• Prior approval of IDOA is documented for all claims for weekend or holiday stays and out-
of-state travel. 

• The agency’s written determination is attached to support a claim for an overnight stay 
fifty miles or less from the home (or station). 

• Out-of-State travel claims are limited to amounts and types of expenses approved in 
advance. 

•  Travel vouchers should be signed and dated by the employee and signed as verification 
of authenticity by the administrative head of the agency or other authorized personnel.  
The accuracy of the claim should be verified. 

  

10.4.2.3   System Requirements 
  
  The current travel voucher, effective September 2009, includes detail requirements 
necessary for input into the ENCOMPASS financial accounting system.  For those already 
implementing the Travel and Expense module of ENCOMPASS, these fields are available on the 
system and, upon completion, a paper copy similar to the Excel version may be printed if desired. 

10.4.3   Out of State Travel  

 

10.4.3.1   Authorization  
  
  Written authorization is required before an employee begins official out-of-state travel, 
whether or not travel expenses are paid by the state.  Authorization requirements are specified in 
the travel rules (see 10.4.6) 
. 
  IT IS OF UTMOST IMPORTANCE THAT THE “AUTHORIZATION FOR OUT-OF-STATE 
TRAVEL” FORM IS PROCESSED WELL IN ADVANCE OF THE INTENDED TRAVEL.  Agency 
officials must submit the form to the Department of Administration a minimum of 30 days prior to 
the trip. Employees should not begin travel until the IDOA approval is received by the agency.  
Employees traveling without prior approval could forfeit reimbursement for their expenses. 
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  Certain agencies obtain annual authority for incidental cases of crossing state lines or 
partial day out-of-state travel, which does not require an overnight stay. Copies of the approval 
letter for the specified travel purpose must then be attached to applicable travel claims. 
 
  

10.4.3.2   Travel Management Office – Travel Agency 
 

The Travel Management Office performs the following functions: 
 

• Assists state employees with business travel arrangements 
• Enforces state travel rules and regulations 
• Works to minimize state business travel costs 

 
  The Travel Management Office also drafts and implements policies dealing with state 
employee business travel.  All out-of-state business travel by state employees, board and 
commission members, persons under contract with the state, and all others seeking state travel 
reimbursement must be reviewed and approved by the Travel Management Office.   
 
  The approved travel agency (Travel Leaders Indianapolis) contracted for arrangement of 
official state travel is the sole source for all airline travel, whether the destination is in-state or out-
of-state.  By use of a new software process, Trip Manager, you can also locate the most 
reasonable rates and reserve rooms, rental cars, or conference centers.  This may be used only 
by current state employees conducting state business with travel approved by the Travel 
Management Office.  If a state employee is accompanied by a non-state employee while traveling 
on state business, the travel agent may make reservations to accommodate both parties with 
written approval from the agency head.  Extended-state reservations may also be made for a 
current state employee. 
   

 Further information about travel policies can be found at http://www.in.gov/idoa/2459.htm 
 

10.4.3.3   Claims for Reimbursement 
 
  The approved Authorization for Out-of-State Travel form must accompany all vouchers 
for state payments related to the trip. 
 
  Travel vouchers for out-of-state travel must be prepared, pre-audited and processed in 
the same manner as in-state travel claims.  Attach the approved Authorization for Out-of-State 
Travel form to the travel voucher with the required receipts.  All claims for a particular out-of-state 
trip should be filed at the same time. Identify the travel expenses as payable from state or federal 
funds. The expenses may be allocated between the state and federal objects as appropriate.  
Out-of-state travel accounts, as included in the drop down box on the travel voucher or in the 
Travel and Expense module in ENCOMPASS are as follows: 
 
Account  Description 

595510 Out-of St Travel – Mileage 
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595520 Out-of St Travel - Per Diem & Meal 
595530 Out-of St Travel – Lodging 
595540 Out-of St Travel – Airfare 
595550 Out-of St Travel - Ground Transportation 
595560 Out-of St Travel - Motor Pool 
595570 Out-of St Travel – Parking & Toll 
595575 Out-of St Travel – Marine 
595592 Out-of St Travel – Internet Access 
595580 Out-of St Travel - Board Member  - for non employee board members 
595590 Out-of St Travel – Special &Senior Judge 

 
  If reimbursements are requested through ENCOMPASS Travel and Expense and agency 
prepaid (or to be paid) expenses are included, those expenses must be noted as such using the 
appropriate drop down selection. 
 

10.4.4  Use of State Owned/Rental Vehicles 

  

  State owned vehicles are to be used for official business whenever available and 
practical in order to incur the lowest possible travel cost.  A Vehicle Fleet Management Policy is 
maintained by the IDOA Fleet Management section; the purpose of this policy is to establish a 
uniform state policy for the procurement, assignment, operation and reporting of state owned, 
leased, or rented vehicles,  and applies to the assignment, operation and reporting of all state 
owned, leased, or rented vehicles by all agencies. 
 
  The Vehicle Fleet Management Policy is available 
at:  http://www.in.gov/idoa/files/State_of_Indiana_Vehicle_Fleet_Management_Policy.pdf 
 
  The State of Indiana has entered into an agreement with Enterprise Rent-a-Car 
(Enterprise Daily Vehicle Leasing: QPA 10667) which is also available for certain vehicle rentals. 
  
  Details of this agreement and use of rental vehicles are available 
at http://www.in.gov/idoa/2457.htm. 
 
  A Wright Express card is used to purchase fuel for state owned vehicles when used for 
state business.  Federal and state taxes are removed from billings from the use of this card. 
 
  Necessary forms for vehicle use are described and referenced in 10.4.1 of this chapter. 
 

10.4.5   Other Travel Processes 

  

 Other travel processes include cash advances, leave of absence, travel cards, and direct 
payments made on behalf of a state employee. 

 

10.4.5.1    Cash Advances for Travel 

http://www.in.gov/idoa/files/State_of_Indiana_Vehicle_Fleet_Management_Policy.pdf
http://www.in.gov/idoa/2457.htm
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 With the appointing authority approval, cash advances can be issued from the agency’s 
SDO account to a state employee traveling on state business for one hundred percent (100%) of 
the estimated eligible expenses.  Eligible expenses include bus or train tickets, hotel base rate 
plus applicable taxes, and registrations.  Cash advances are not to be issued for subsistence or 
other expenses. 

An employee receiving an advance must sign a form acknowledging the amount received 
and agree to reimburse the agency the full amount of the cash advance upon receipt of his/her 
travel reimbursement through the Auditor’s office. (A standard travel advance form is referenced 
in section 10.4.1.)  Employees must submit travel vouchers timely after completion of the trip. 

Agencies giving cash advances must have procedures for employees to request the 
advance, obtain supervisory or management approval of the advance, and ensure advances are 
reimbursed timely.  Agencies must have a record of all cash advances.  This record must include 
the date advance was made, to whom, the dollar amount, and when the advance was 
reimbursed. 

 

10.4.5.2    Leave of Absence 
  

 A “leave of absence” taken while in travel status -- such as weekends, holidays, vacation, 
or personal leave -- must be shown on the travel voucher.  Neither subsistence nor lodging 
expenses may be claimed when the employee is using vacation or personal leave.  Weekends or 
holidays are only reimbursed if prior approval was granted by the Department of Administration, 
resulting in a savings for the state. 

 The cost of an automobile rented for the combination business/personal trip should be 
allocated properly.  List the calculation on the travel voucher, and enter only the amount claimed 
as state business use for reimbursement. 

 

10.4.5.3    Travel  Cards 
 

 Travel cards are issued through the Department of Administration-- See State Form 
54699.  Agencies must receive authorization for category “9” on the SDO account prior to using 
travel cards.  The agency should pre-audit all travel vouchers to ensure the travel was authorized 
and verify expenses to determine compliance with state travel rules.   

 

10.4.5.4    Direct Payments 
 

 When direct payments of travel expenses are made, the payment voucher must list the 
names and titles of those for whom the expenses are being paid.  Each individual’s travel voucher 
should then be cross referenced to the direct pay document by noting the description of payment 
and the ENCOMPASS Voucher ID.  For example, registration fee paid by AP20012 – in the 
payment voucher, reference the name and title of the traveling employee; on the travel voucher, 
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include AP20012 in the from/to section, add in the amount in the non-mileage line amount and 
then deduct the same amount on the next line.  If several travel vouchers are submitted in a 
control group for payment, the AP Voucher ID may be entered on the title page of each packet 
only and one copy of the direct payment attached to each packet. 

  If reimbursements are requested through ENCOMPASS Travel and Expense and agency 
prepaid (or to be paid) expenses are included, those expenses must be noted as such using the 
appropriate drop down selection. 

SF 823, Authorization for Out-of-State Travel, must be submitted with each claim for such 
travel expenses whether paid direct or reimbursed. 

If airline tickets are paid directly by the agency, the agency must still require the traveler 
to submit the passenger itinerary.  It should be attached to the original voucher sent to the 
Auditor’s Office, if available at the time.  If the tickets are paid for prior to the trip dates, the 
itinerary should be filed with the paid invoice in the agency files. 

Note:  It is strictly prohibited for personal travel companion tickets to be placed on state accounts. 
  



10 
 

10.4.6  Official Travel Policy – effective  July 1, 2014 
Note: Financial Management Circulars are available at http://www.in.gov/sba/2512.htm. 
 

http://www.in.gov/sba/2512.htm
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