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Subject TRAVEL
OUT-OF-STATE REIMBURSEMENT FOR TICKETS

1. All state Departments covered by the statewide travel agency contracts may purchase airline
tickets through a travel agency under contract. Departments shall develop internal policies so
that departments purchase or direct their employees to purchase tickets from the source
determined by the department to be the best value.

2. Reimbursement of the ticket cost may be requested PRIOR to the trip occurring. The itinerary
and the receipt (when a receipt is available from the vendor) must be submitted with the
Temporary Out-of-State Travel Advance (TA). Upon submitting the final claim relating to the
trip, a copy of the invoice/itinerary must be attached to that Travel Payment. This claim must
be referenced to the claim in which the airfare was paid.

3. Aclaim for reimbursement of a ticket when no travel advance was issued must have the itinerary
and the receipt (when a receipt is available from the vendor) attached.

4. When other modes of transportation are used, such as train travel, similar procedures must be
followed.




