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THIS CHECKLIST IS NOT REQUIRED FOR REIMBURSEMENT
Supervisors who authorize reimbursement of travel for South Carolina Department of Administration (Admin) employees are responsible for ensuring that the travel is in compliance with state law, regulations and Admin policy, and that travel expenses were incurred with the same care that a prudent person would exercise in traveling on personal business.

Supervisors may want to answer the following questions as a means of checking particular travel against the most frequently encountered rules and guidelines.  Until all applicable questions can be answered “yes,” a supervisor must not approve a travel or payment request.  This checklist is for the supervisor’s and his or her organization’s use. It is not required for the Administrative Services – Finance to process payment.  A supervisor’s signature on travel payment documents is sufficient attestation that the travel is in compliance with applicable rules and guidelines.   

	Statement
	Answer: Yes, No, or                      Not Applicable

	Out-of-State and Conference Travel

	1.
	If travel is out-of-state, was it approved by the chief of staff? 

Make sure to include Conference/Training request along with Travel Support document.
	 FORMDROPDOWN 


	2.
	Is the amount requested as reimbursement for “out-of-state” lodging: (a) equal to or less than the applicable rate set by the U. S. General Services Administration (GSA), or (b) approved in writing by Admin’s executive director?
	 FORMDROPDOWN 


	Transportation

	1.
	Was the mode of travel used the most economical alternative? (see note below)
	 FORMDROPDOWN 


	2.
	Is mileage claimed for the most direct route practicable?
	 FORMDROPDOWN 


	3.
	Is the mileage rate used to calculate reimbursement in compliance with rates published by the Office of the Comptroller General or with the Appropriations Act and subsequent proviso for the time of travel?
	 FORMDROPDOWN 


	Lodging

	1.
	Is the amount requested for lodging expenses attributable only to the employee?
	 FORMDROPDOWN 


	2.
	Is the amount requested as reimbursement for lodging: (a) equal to or less than the applicable rate set by the U. S. General Services Administration (GSA), or (b) approved in writing by Admin’s executive director?
	 FORMDROPDOWN 



NOTE:  If an employee travels often by privately owned vehicle (POV) as a part of his or her job, a written analysis must be maintained documenting that use of the POV at the rate applicable during the time of travel is more economical than renting a vehicle. 
	Traveler’s Name
	Signature, Supervisor Authorized to Approve Travel Reimbursement

	     
	

	Dates of Trip
	Print:  Supervisor’s Name


	     
	     

	Destination and Purpose of Trip
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