Travel Reimbursement and Economical Travel Policy

 Purpose:
The purpose of this policy is to ensure that all Business Enterprise Program (BEP) licensees comply with state travel requirements and that state funds are used in a responsible and economical manner.

 Scope:
This policy applies to all BEP licensees who travel on official business for which reimbursement from the State Licensing Agency (SLA) is requested or provided.

 Policy Statement:
All licensees traveling on state-reimbursed business shall travel in the most economical manner available while still meeting the business needs of the trip.

When using a common carrier or transportation service—including airlines, trains, buses, Uber, Lyft, taxis, or other rideshare services—the traveler must select the most economical reasonable option available.

The State Licensing Agency is required to comply with Florida Statute 112.061 and the Department of Financial Services Reference Guide for State Expenditures. All licensees seeking reimbursement must comply with these same requirements.

 Travel Requirements:
1. Travel arrangements must be planned to minimize cost while allowing the traveler to conduct official business effectively.
2. Economy or coach-class fares must be used unless otherwise authorized under applicable state rules.
3.  Rideshare and ground transportation expenses must be reasonable, necessary, and cost-effective.
4. All travel expenses must comply with applicable state laws, rules, and guidance.
5. Travelers are responsible for understanding and following state travel requirements prior to incurring expenses.

 Receipts and Documentation:
All travel reimbursement requests must be supported by required receipts and documentation, in accordance with state travel rules.

Receipts must clearly show the date, amount paid, and type of expense. Electronic receipts are acceptable and include emailed or app-based receipts from airlines, hotels, Uber, Lyft, taxis, or other transportation providers.

Electronic receipts are recognized as valid documentation and support accessibility for licensees who use screen readers or other assistive technology.

Failure to provide required receipts or documentation may result in denial of reimbursement for the undocumented expenses.

 Reimbursement:
Failure to comply with state travel requirements, including the requirement to travel in the most economical manner, may result in denial of reimbursement for all or part of the travel expenses.

 References:
* Florida Statute 112.061
* Department of Financial Services, Reference Guide for State Expenditures


