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City of Melbourne
Travel Policy

PURPOSE: To incorporate the terms
and conditions for travel by City
employees and authorized persons
as defined in the City Code, as well
as establishing uniform maximum
rates and limitations applicable to all
Travelers.



Two Types of Travel Forms



For business 
mileage only

Class C



For all other 
travel 

requests

Class A



Timothy Thibert

Must be employee’s legal 
name as found in Munis

Utilities Operations
61100536‐555000

Employee’s 
Department/Division

Org and Object of account to be charged

Fort Pierce, Florida 2017 Spring State Short School

3/17/20173/13/2017
7:30 a.m. 4:00 p.m.

Dates/times of travel must be 
indicated in order to request 
meal reimbursements

540000 – Mileage reimbursement not   
related to training.
555000 – All training related expenses, 
including registration, airfare, hotel and 
meals.



100 mi $53.50

4 100 $400P
5 44 CK $163

$500P

$400

$163

$500

$1,116.50

$1,063

Must complete Check Request to 
advance funds to the employee –
AFTER APPROVAL!
‐ Only available for advance 
amounts over $100

$1,063

These numbers must match! 

Breakfast: Before 6 a.m. 
and extends beyond 8 a.m.
Lunch: Before Noon and 
extends beyond 2 p.m.
Dinner: Before 6 p.m. and 
beyond 8 p.m.

Must attach 
MAPQUEST route 
showing mileage – Do 
not estimate mileage!

Room Sharing:
Same Org/Obj ‐ List the full amount of 
the room on one employee’s form and 
note on the other’s that the room was 
shared with “employee name”.
Different Org/Obj – Split the cost of the 
room between the two employees. 



2/21/17

2/22/17

2/20/17

Signatures:



Required Backup Documentation:

• Mapquest showing mileage amount
• Itinerary/travel synopsis (registration 
fee amount, meals included, etc.)

• Hotel rate estimate



City Manager approval is 
required for all travel:

• Exceeding $1,000
• Non-educational events, receptions, 
or professional organization meetings 
which require overnight travel

• Out of state
• Outside of the United States
• Department Directors



City Manager approval is 
not required for educational 

(training) travel that is 
overnight and under $1,000.



Do not process any P-Card 
transactions until travel form 
has received ALL approvals!



Completed Travel Form
Pre-Travel



2/20/17

2/21/17

2/22/17



After employee returns 
from travel, complete 

post-travel information.



100 mi $53.50

4 100 $400P
5 44 CK $163

$500P

$400

$163

$500

$1,116.50$1,063

$53.50

$400
$163
$5

$500

$1,121.50
$1,063.00

$58.50

This is the amount that will be 
reimbursed to the employee

$1,063

These numbers should match!



3/21/17

2/22/17

2/20/17 3/20/17

2/21/17

3/22/17

Signatures:



Required Backup Documentation:
• Mapquest showing mileage amount –

Do not estimate mileage! 
• Toll receipts or Sunpass/Epass report with 

tolls highlighted
• Hotel receipt showing payment – not 

reservation confirmation.
• No sales tax charged for in state travel.
• No receipts for meals, unless on P-Card.
• Receipt for payment of registration fee.



Please attach receipts in the same 
order as listed on the travel form.

Rule of thumb: Finance needs to see 
how each item was paid for. If you paid 
for it, you must attach a receipt.  



For multi-day travel you 
must complete a travel 

expense voucher/ 
worksheet



Timothy Thibert

Must be employee’s legal 
name as found in Munis

2017 Spring State Short School (Fort Pierce, FL)

3/13/17 Personal 
Vehicle 50 $26.75 $100 $11 $19 $2.50 $500

Personal Vehicle to Fort Pierce, One night hotel stay, 
Lunch, Dinner, tolls and Training Registration Fee

$11 $19$83/14/17 $100
One night hotel stay, breakfast, lunch and 
dinner

$11 $19$83/15/17 $100
One night hotel stay, breakfast, lunch and 
dinner

$11 $19$83/16/17 $100 One night hotel stay, breakfast, lunch and 
dinner

100 miles

$53.50 $400
$32 $55 $76

$163

$11$83/17/17
Personal 
Vehicle 50 $26.75

Personal Vehicle return to Melbourne, 
Breakfast and Lunch, tolls$2.50

$5 500

3/20/17



Any questions?


