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73A-1.001 Purpose and Scope.

These rules establish the policies and procedures governing actual travel and entertainment expenses for the Office of Film and Entertainment, of the Department of Economic Opportunity.

Rulemaking Authority 288.1253(2) FS. Law Implemented 288.1253 FS. History–New 2-21-02, Formerly 27M-1.001.

73A-1.002 General Policy.

(1) Employees and non-employees traveling on official business are expected to exercise the same care in incurring official expenses that any prudent person exercises when traveling on personal business.

(2) It is the responsibility of the traveler to be familiar with these rules and be knowledgeable of the reimbursement expenses.

(3) It is the general policy of the Department to reimburse employee’s travel and entertainment expenses on a reasonable and actual basis, subject to any limitations provided for in this rule.

Rulemaking Authority 288.1253(2) FS. Law Implemented 288.1253 FS. History–New 2-21-02, Formerly 27M-1.002.

73A-1.003 Definitions.

(1) Agency Head. Agency head means the Executive Director of the Department for the purpose of chapter 73A-1, F.A.C.

(2) Authorized Person. Authorized person is defined as:

(a) A person other than a public Officer or employee as defined herein, whether elected or commissioned or not, who is authorized by the agency head to incur travel expenses in the performance of official duties.

(b) A person who is called upon by an agency to contribute time and services as consultant or adviser.

(c) A person who is a candidate for an executive or professional position.

(3) Business Client. Any person, other than a state official or state employee, who receives the services of, or is the subject of solicitation by, representatives of the Office of Film and Entertainment in connection with the performance of its statutory duties, including purchasers or prospective purchasers of Florida products; persons or representatives of firms considering or being solicited for investment in the state; persons or representatives of firms considering or being solicited for location, relocation, and expansion of a business within the state; and industry representatives, national or international government officials or location scouts, production agents, investors, and other persons connected with the film and entertainment industry.

(4) Common Carrier. Common carrier includes train, bus, commercial airline operating scheduled flights, or rental vehicle firm.

(5) Designee. Designee means the Commissioner of Film and Entertainment or an Office of Film and Entertainment employee who has been given written authorization by the Executive Director of the Department to sign Form RG-OFC2 (Office of Film and Entertainment, Authorization to Incur Travel Expense) approving travel, Form RG-OFC3 (Office of Film and Entertainment, Voucher for Reimbursement of Travel Expenses), Form RG-OFC4 (Office of Film and Entertainment, Reimbursement for Expenses Other Than Travel) and Form RG-OFC1 (Office of Film and Entertainment, Application for Advance on Travel Expense). The foregoing forms are effective as of January 2001 and are incorporated by reference herein. Copies may be obtained by writing to Office of Film and Entertainment, The Capitol, Suite 2001, Tallahassee, Florida 32399-0001.

(6) Entertainment Expenses. The actual, necessary, and reasonable costs of providing hospitality for business clients or guests, which costs are defined and prescribed as hereinafter set forth.

(7) Fiscal Office. For the purposes of chapter 73A-1, F.A.C., fiscal Office refers to the Financial Management Office of the Department of Economic Opportunity.

(8) Foreign Travel. Travel outside the 50 United States and its possessions.

(9) Guest. A person, other than a state official or state employee, authorized by the agency head or his/her designee to receive the hospitality of the Office of Film and Entertainment in connection with the performance of its statutory duties. This term shall include a spouse of a state Officer or employee when it is necessary in order to perform statutory duties of the Office of Film and Entertainment while with or traveling to or from meeting with other guests or business clients pursuant to appropriate approval granted in accordance with these rules.

(10) Office. Office means the Office of Film and Entertainment for the purpose of chapter 73A-1, F.A.C.

(11) Official Headquarters. The official headquarters of a person located in the field shall be the city or town nearest to the area where the majority of his/her work is performed, or such other city, town or area as is designated by the agency head and Commissioner of Film and Entertainment, provided that in all cases such designation must be in the best interests of the Office of Film and Entertainment and not for the convenience of the person.

(12) Public Officer or Employee. The Governor, the Lieutenant Governor, security staff of the Governor or Lieutenant Governor, the Commissioner of Film and Entertainment, or staff of the Office of Film and Entertainment, i.e., an individual who is filling a regular full-time authorized position or an OPS position in the Office of Film and Entertainment.

(13) Transportation Expense. The cost incurred by the traveler in getting from point of origin to destination and return, via common carrier, charter vehicle, privately owned vehicle, or state‑owned aircraft.

(14) Travel Day. The travel day shall be a calendar day (midnight to midnight) consisting of four quarters of six hours each.

(15) Travel Expenses. The actual, necessary, and reasonable costs of transportation, meals, lodging, and incidental expenses normally incurred by a traveler, which costs are defined and prescribed as hereinafter set forth.

(16) Travel Period. The travel period is the period of time between the time of departure on official business and time of return from official business.

Rulemaking Authority 288.1253(2) FS. Law Implemented 288.1253 FS. History–New 2-21-02, Formerly 27M-1.003.

73A-1.004 Planning and Approving Travel.

(1) Travel Authorization. The agency head may delegate the authority to approve travel to a designee with such restrictions as deemed necessary. The delegation of authority cannot be re-delegated by a designee.

(2) Request for Travel Authorization. Each Office Officer and employee shall complete Form RG-OFC2 and have it approved and signed by the agency head or his/her appropriate designee for all proposed travel.

Rulemaking Authority 288.1253(2) FS. Law Implemented 288.1253 FS. History–New 2-21-02, Formerly 27M-1.004.

73A-1.005 Special Conditions of Travel.

(1) Travel by Officer and Public Officer, and Employee or Public Employee other than the Office. The agency head or his/her appropriate designee may authorize travel by public Officers or employees, as defined in section 112.061(2)(c) and (d), F.S., serving temporarily on behalf of the Office when such travel expenses will be paid by the Office in excess of rates set forth in section 112.061, F.S. This will not preclude such public Officers or employees from providing reimbursement to the Office to the extent allowable under rates set forth in section 112.061, F.S.

(2) Travel of Authorized Persons. The agency head or his/her designee may approve travel by authorized persons who are called upon to contribute time and services as consultants or advisers when such travel is on behalf of the Office. In such instances, complete explanation and justification must be shown on or attached to Form RG-OFC3. Travel expenses for authorized persons shall adhere to the same rates and guidelines as those for state Officers and employees except that the letters NSE (non-state employee) will be used along with an identifying file number on Form RG-OFC3. In instances when such information is specifically exempted from disclosure by law, each invoice and/or voucher shall contain the letters NSE (non-state employee) on Form RG-OFC3 along with a statement of confidentiality and be properly referenced to the file (by number or otherwise) where the authorized persons information is available, as required by section 288.075, F.S.

(3) Travel of Business Clients or Guests. Travel expenses incurred by the Office on behalf of a business client or authorized guest shall be paid directly to third party vendors when possible. When this is not possible, reimbursement will be to the person incurring the expense (either business client, guest, or accompanying the Office employee, if applicable) provided substantiating receipts are submitted with the appropriate reimbursement vouchers. However, when state Officers, employees, or authorized persons are only accompanying a spouse of such Officer, employee, or authorized person, then the rates prescribed in subsection 73A-1.006(2), F.A.C., shall apply to such Officer, employee, authorized person, spouse, or any combination thereof. The identity of business clients or guests shall be disclosed on all vouchers authorizing disbursement of public funds pursuant to these rules, except when such information is specifically exempted from disclosure by law. If this exemption applies, each invoice and/or voucher shall contain a statement of confidentiality and be properly referenced to the file (by number or otherwise) where the client and/or guest information is available.

(4) Travel for Employment Interviews. Upon prior written approval of the agency head or his/her designee, candidates for executive or professional positions with the Office will be allowed travel and transportation expenses.

Rulemaking Authority 288.1253(2) FS. Law Implemented 288.1253 FS. History–New 2-21-02, Formerly 27M-1.005.

73A-1.006 Rates of Payment.

(1)(a) Lodging. The traveler will be reimbursed for the cost of a single occupancy hotel room, receipt required for travel, which requires overnight absence from official headquarters. The traveler is to be reimbursed in accordance with the guidelines established in section 112.061, F.S., and Section V, paragraphs (F) and (G), Department of Economic Opportunity Travel Manual incorporated by reference herein. Copies of the manual may be obtained by writing to Office of Film and Entertainment, The Capitol, Suite 2001, Tallahassee, Florida 32399-0001.

(b) In the event that no hotel rooms are available under the rate guidelines in the Executive Office of the Governor travel guidelines for a particular city, the traveler will be reimbursed for the actual cost of a single occupancy hotel room at a rate not to exceed $100 per night unless justified by the traveler in writing. A receipt is required for travel requiring an overnight absence from official headquarters.

(2) Actual Meal Expense.

(a) The traveler will be reimbursed for meal expense at the rate set forth below:

	
	Domestic
	Departure/Return

	Meals
	Travel
	Before/After

	Breakfast
	$3.00
	6:00 a.m. – 8:00 a.m.

	Lunch
	$6.00
	12:00 p.m. – 2:00 p.m.

	Dinner
	$12.00
	6:00 p.m. – 8:00 p.m.


(b) The authorized meal amounts may be reduced in writing by the Film Commissioner due to budgetary restraints, inflationary pressures, or personnel abuse.

(c) The amounts set forth above in paragraph (a), will be aggregated for each day’s travel. The times for departure and return are merely determinative of the meals allowed for portions of travel of less than one calendar day. All reimbursement for meals shall be substantiated by paid receipts, which identify the restaurant. If no receipt can be produced, reasons shall be specified in writing to accompany Form RG-OFC3. Waiter tips in excess of twenty percent (20%) will not be reimbursed, unless a larger amount is automatically included as part of the bill.

(d) Expenditure Amounts. Limitations on expenditure amounts set forth above are applicable only to state Officers and state employees when not accompanied by a business client or authorized guest. In addition, any meal expenditure to be reimbursed while with a business client or guest, received complimentary or paid for by state funds in some other manner (through registration or banquet) may not be included in arriving at the day’s aggregate limitations.

(3) Subsistence Allowance. The traveler may elect to receive a Subsistence Allowance, in accordance with the following:

(a) In lieu of the above actual meal expense, the traveler may elect to receive a subsistence allowance as provided in section 112.061(6), F.S. However, the request for reimbursement shall be made in accordance with applicable provisions of chapter 69I-42, F.A.C. No one shall be reimbursed for any meal included in a registration fee paid for by the State or when paid for by the State in some other manner. Example: An employee claiming reimbursement for a meal for which they are already requesting reimbursement on Form RG-OFC4.

(b) Expenditure Amounts. Limitations on expenditure amounts set forth in paragraph (2)(a) of this rule, and section 112.061(6), F.S., are applicable only to state Officers and state employees when not accompanied by a business client or authorized guest. A traveler may exceed the rates provided in paragraph (2)(a) of this rule, and section 112.061(6), F.S., when the state employee pays for his/her meal and that of the business client or guest. In addition, any meal expenditure to be reimbursed while with a business client or guest or paid for by state funds in some other manner (i.e., through registration or banquet), may not be included in arriving at the day’s aggregate limitations.

(c) The traveler must make the election on the travel authorization, subject to approval of the agency head, or his/her designee, as to which method of meal reimbursement they elect. Once the election is made, the traveler cannot elect the alternate method, nor can they alternate the methods of reimbursement for the duration of the trip.

(4) Reimbursement for Foreign Travel.

(a) Authorized travelers traveling in a foreign country shall be reimbursed on a per diem basis as directed by section 112.061(3)(e), F.S.

(b) In the event that the traveler spends over the incidental expense allowance for a particular city or country, the traveler may claim reimbursement for incidental expenses in accordance with subsections 73A-1.008(1)-(9), F.A.C., and deduct the incidental expense allowances permitted.

(c) Rates for foreign travel shall not begin until the date and time of arrival in the foreign country from the United States and shall terminate on the date and time of departure from the foreign country to the United States. In the event the traveler travels within the United States prior to arriving in a foreign country, the traveler shall use the reimbursement guidelines as defined in rule 73A-1.006, F.A.C.

(d) If a hotel room is included in a registration fee paid to attend a function, or otherwise paid for by the state, the traveler shall not claim reimbursement for the expense of the room.

(e) If a meal is included in a registration fee paid to attend a function in a foreign country, or otherwise paid for by the state, the allowance for that meal shall be deducted from the per diem rate for that particular calendar day.

(5) Authorized travelers, including consultants and persons who have been authorized to travel for the Office, in foreign countries are subject to the same provisions of this regulation.

Rulemaking Authority 288.1253(2) FS. Law Implemented 288.1253 FS. History–New 2-21-02, Formerly 27M-1.006.

73A-1.007 Transportation.

(1) Route of Travel. All travel must be by a usually traveled route. When a person travels by an indirect route for his/her own convenience, any extra costs shall be borne by the traveler and reimbursement for expenses shall be based only on such charges as would have been incurred had a usually traveled route been used.

(2) Method of Travel.

(a) General Requirements. The agency head or his/her designee shall designate the most efficient and economical method of travel (state-owned aircraft, privately-owned vehicle, or common carrier). The following conditions shall be considered:

1. The nature of business;

2. The most efficient and economical means of travel (Considering time of the traveler, cost of transportation, and other travel expenses required); and,
3. The number of persons making the trip and the amount of equipment or material to be transported.

(b) Commercial Air Travel.

1. Commercial air travel will be by the most economical class (tourist or coach class). Travel by first class is at the discretion of the agency head, or his/her designee, when no other economical class is available, in accordance with Comptroller’s Memorandum Number 02 for Fiscal Year 1999-2000, incorporated by reference herein and a copy of which may be obtained by writing to Office of Film and Entertainment, The Capitol, Suite 2001, Tallahassee, Florida 32399-0001. If travel is by first class, the traveler must submit with Form RG-OFC3 a letter from the agency head verifying approval of first class travel and describing the circumstances of said travel. First class air travel is authorized for employees, guests, or authorized persons when actually traveling with business clients. The name of the business client or the project number must be provided in a statement on the travel voucher.

2. All unused portions of airline tickets will be attached to the appropriate Form RG-OFC3, which will be forwarded to the fiscal Office.

3. Group charges may be made, provided each traveler has his/her own ticket.

4. All ticket receipts will be forwarded to the fiscal Office and attached to the appropriate Form RG-OFC3.

5. In all travel involving air travel charged to the Office, Form RG-OFC3 shall be submitted no later than one week (7 days) after travel is performed, regardless of whether or not reimbursement is due to traveler.

6. An employee using state credit cards to purchase airline tickets, rental vehicles, or any other form of transportation for solely personal business, paid directly by the Office, will be subject to disciplinary action. The Office has the authority to issue state credit cards to full-time employees.

7. An employee traveling on official state business, and wishing to alter travel plans for personal business or pleasure, must pay any additional cost of transportation directly to the commercial carrier at the time of purchase, and will not charge such additional transportation to the Office.

(c) State-owned Aircraft. When state-owned aircraft are used, the agency will be billed in accordance with the prevailing rates established by the Department of Management Services.

(d) Car Rental.

1. State contractor for rental vehicles. State contractor vehicles will be rented when available. Use of rental vehicles provided by other companies may be used if one of the following circumstances exists:

a. No state contract rental vehicles are available; or

b. The net rate, including primary insurance coverage, payment of the collision damage waiver, and the cost of fuel, of other rental vehicles is less than the state contractor contract rate.

2. An explanation for the use of other rental vehicles other than state contractor rental vehicles must appear in writing on Form RG-OFC3 that relates to the corresponding trip.

3. Compact class B vehicles shall be rented except when the number of passengers and materials transported make use of a compact class vehicle impractical or the conditions under which the vehicle is rented dictate the use of a more practical vehicle, i.e., transporting business clients or state officials. If other than a compact class B vehicle is used, an explanation must be placed on Form RG-OFC3 justifying usage of the larger vehicle.

4. In instances where vehicles are rented and charged to the Office, regardless of whether reimbursement is due the traveler, a Form RG-OFC3 will be completed and processed through regular channels to the fiscal Office no later than one week (7 days) after travel is performed.

5. Rental vehicles should be used only when the anticipated cost of using a taxi will exceed the cost of the rental vehicle.

6. State employees are not authorized to secure personal accident insurance offered by the vendor at state expense, but may secure the coverage by personally making payment at the time of rental.

(e) Private Vehicle. The use of privately‑owned vehicles for official travel in lieu of common carriers will be authorized if more economical. When travel is performed by privately owned vehicle, the traveler shall be entitled to a mileage allowance equal to that provided for in section 112.061(7), F.S.

1. All mileage shall be shown from point of origin to point of destination and when possible shall be computed on the basis of the official state road map published by the Department of Transportation. In addition, time of departure and time of return must be shown on Form RG-OFC3.

2. When an individual is in travel status, vicinity mileage necessary for conduct of official business is allowable, but must be shown as a separate item on the expense voucher. Mileage is allowed from Office or home (whichever is less) to the airport when performing authorized travel. Within the Capitol center in Tallahassee, sixteen (16) miles round trip is allowable. Field Office managers in areas outside Tallahassee are responsible for establishing the Office/home to airport distances, if applicable, and advising the Fiscal Office of these distances.

3. Vicinity mileage to conduct official business in the local area of the employee’s official headquarters will be reimbursed in an amount equal to the rate provided for in section 112.061(7), F.S., when authorized by the agency head or his/her designee. Request for reimbursement for such vicinity mileage must be submitted with a separately executed Form RG-OFC2 and expense voucher Form RG-OFC3.

(f) Chartered Vehicle. The agency head or his/her designee when necessary, or where it is of fiscal advantage to the Office, will authorize transportation by chartered vehicle when traveling on official business. Limousines will only be authorized when transporting the Governor, Lieutenant Governor, or a business client.

(g) Complimentary Travel.

1. No traveler shall be allowed either mileage or transportation expense when gratuitously transported by another person or when transported by another traveler who is entitled to mileage or transportation expense. However, the traveler should still show how and with whom he/she traveled.

2. A traveler on a private aircraft shall be reimbursed the actual amount charged and paid for the traveler’s fare for such transportation up to the cost of a commercial airline ticket for the same flight, even though the owner or pilot of such aircraft is also entitled to transportation expense for the same flight.

Rulemaking Authority 288.1253(2) FS. Law Implemented 288.1253 FS. History–New 2-21-02, Formerly 27M-1.007.

73A-1.008 Incidental Expenses.

The following supporting information shall be required and maintained at the agency with Form RG-OFC3 when the traveler is claiming reimbursement for incidental travel expenses to include those authorized by section 112.061(8)(a), F.S.:

(1) Taxis and Airport Limousines. Receipts are required on a per fare basis for all fares in excess of $25. Tips paid to taxi drivers should not exceed 15% of the fare. In countries where a language barrier may exist, reimbursement may be made without receipts provided that the traveler attaches an additional certification to the travel voucher that the expense was actually incurred.

(2) Receipts for storage, parking fees, or tolls in excess of $25. Such fees shall not be allowed on a weekly or monthly basis for privately owned automobiles unless it can be established that such method results in savings to the state.

(3) State Business Communication Expenses. Telephone/Telegraph/Fax/Telex/Cellular/Satellite and Internet charges. When traveling, such charges shall be charged to a corporate, personal, or telephone credit card, when possible. A statement claiming the communications were for official state business shall be provided on voucher. Non-business expenses are not reimbursable.

(4) General Business Expenses. These include the use of computers, printers, copy machines, and scanners.

(5) Registration Fees. Registration fees for a convention or conference to which the traveler is authorized to attend are allowed.

(6) Passport and Visa Fees. Actual cost to obtain passports and visas required for official travel will be reimbursed upon presentation of receipts.

(7) Laundry and Pressing. When travel extends past seven (7) days, the traveler will be reimbursed for the actual laundry, dry cleaning, and pressing if such expenses are necessarily incurred to complete the remaining official business portion of the trip. The traveler shall submit, with Form RG-OFC3 a receipt and a statement of justification that the expenses are necessarily incurred.

(8) Tips and Portage. Upon certification by the traveler that the expenses claimed were actually, necessarily, and reasonably incurred, reimbursement will be made when transporting state materials or when accompanying a business client or guest. This does not apply to tips paid pursuant to subsection 73A-1.006(2), F.A.C. Mandatory valet parking charges are reimbursable when not with a business client, up to $1.00 per occasion, incurred in the performance of public business.

(9) Other incidental travel expenses. Other incidental travel expenses will be reimbursed upon certification by the traveler that the expenses claimed were actually, necessarily, and reasonably incurred as set forth in subsections 3A-42.010(3), (4), and (5), F.A.C.

Rulemaking Authority 288.1253(2) FS. Law Implemented 288.1253 FS. History–New 2-21-02, Formerly 27M-1.008.

73A-1.009 Advance Travel.

(1) The following guidelines must be followed when travel advancements are required:

(a) The travel advance may not exceed more than eighty percent (80%) of the estimated cost of meals, lodging, mileage, and incidental expenses that will ultimately be reimbursed to the traveler. However, estimated costs for common carrier and rental car charges that will be billed directly to the State (i.e., credit card charges, flite‑cheks, one‑time travel orders, or tickets charged through travel agencies) shall not be included in the travel advance calculation.

(b) The traveler requesting a travel advance shall complete Form RG-OFC1. This form shall be properly executed, scheduled for payment, and received by the fiscal Office in ample time to process the form and receive a state warrant from the State Comptroller prior to departure. Travel advances shall not be requested earlier than ten (10) business days before the travel period begins without written justification of circumstances that necessitate an exception to this restriction. Travel advances will not be issued for less than $100.00. A travel advance cannot be issued if a previous advance is still outstanding.

(c) When the travel period has ended, the traveler shall submit within one week (7 days) Form RG-OFC3 showing the actual travel performed. The agency shall then process the completed Form RG-OFC3 in the following manner:

1. Funds Due Traveler. If a traveler is entitled to additional funds for a travel period, the agency shall be required to deduct on the face of Form RG-OFC3 any travel advance made for the travel period and include the Comptroller’s voucher number, date, and warrant number relating to the payment. In addition, a copy of Form RG-OFC1 which requested the travel advance shall be attached to Form RG-OFC3 as documentation.

2. Funds Due to the State. If a traveler was advanced funds in excess of the travel expenses allowed for a particular travel period, the traveler shall include a check for the amount of the difference, including as documentation the executed Form RG-OFC3 with Form RG-OFC1 attached.

(2) Travel advances made pursuant to this section will be limited to full‑time employees and OPS employees.

Rulemaking Authority 288.1253(2) FS. Law Implemented 288.1253 FS. History–New 2-21-02, Formerly 27M-1.009.

73A-1.010 Special Provisions for Educational Conferences and Conventions.

In addition to the requirements for regular travel, the following information and provisions apply to conference and convention travel:

(1) Benefits Accrued. A statement of the benefits accruing to the State of Florida by virtue of such travel will be included on Form RG-OFC2 and Form RG-OFC3.

(2) Justification. Justification for the particular employee to attend the conference or convention will be included on the Form RG-OFC2 in the statement of benefits accruing to the state.

(3) Agenda. A copy of the program or agenda for the conference or convention will be attached to Form RG-OFC2. If the program or agenda is not available prior to the travel, it will be attached to the Form RG-OFC3 at the time the voucher is submitted for reimbursement. If an agenda was not printed for the event, a certification must appear on the travel voucher, stating, “an agenda was not printed for this event.”

(4) Purpose of Conference. Before conference or convention travel will be approved, it must meet each of the following criteria:

(a) The main purpose of the convention or conference is in connection with the official business of the Office and is directly related to the statutory duties and responsibilities of the Office.

(b) The conference or convention will provide a direct educational benefit supporting the official duties of the employee.

(c) The duties of the employee seeking to attend such meeting are compatible with the objectives of the particular conference or convention.

Rulemaking Authority 288.1253(2) FS. Law Implemented 288.1253 FS. History–New 2-21-02, Formerly 27M-1.010.

73A-1.011 Entertainment Expenses.

(1) Entertainment expenses are allowable for promotional items and services required to provide hospitality for business clients and authorized guests as set forth below:

(a) Hospitality in the form of tangible items, i.e., tie tacks, medallions, non-consumable objects, will be purchased by the Office in accordance with applicable purchasing requirements of the Executive Office of the Governor and made available for distribution in accordance with administrative directives.

(b) Hospitality in the form of recreational activities should be acquired through normal purchasing procedures when possible. When this is not possible, reimbursement will be made to the Office employee requesting reimbursement provided that the claim for reimbursement accompanied by receipt is submitted on Form RG-OFC4, incorporated by reference herein.

(c) Hospitality in the form of consumable items should also be acquired through normal purchasing procedures when possible. When this is not possible, reimbursement will be made to the Office employee requesting reimbursement in the manner set forth in paragraph (b), above.

(2) Entertainment expenses of state Officers, state employees, and authorized persons are allowable only when in the presence of or physically accompanying a business client or authorized guest. Additionally, no state Officer or state employee may receive hospitality in the form of tangible items as enumerated in paragraph (a), above, unless that Officer or employee pays for the item. Any state Officer or state employee receiving gifts from an authorized guest, business client, or other private non‑family source is expected to comply with applicable requirements of section 112.061, F.S., relating to public disclosure.

Rulemaking Authority 288.1253(2) FS. Law Implemented 288.1253 FS. History–New 2-21-02, Formerly 27M-1.011.

73A-1.012 Operational and Promotional Advances.

Advances of this nature will only be made upon a showing by the employee that items to be paid for cannot be charged to the Office by normal purchasing procedures. Any settlement of promotional or operational advancements must be made within fifteen (15) days after the expenditure is incurred, or if the advancement is made in connection with travel, within one week (7 days) after completion of the travel.

Rulemaking Authority 288.1253(2) FS. Law Implemented 288.1253 FS. History–New 2-21-02, Formerly 27M-1.012.

73A-1.013 Complimentary Goods and Services.

The Office, its employees, and representatives may accept and use complimentary travel, accommodations, meeting space, meals, equipment, transportation, and any other goods or services necessary for or beneficial to the performance of the Office’s duties and purposes, so long as such acceptance or use is not in conflict with section 112.061, F.S. All goods or services accepted by the Office or its employees shall be accompanied by receipts, vouchers, or proof of the actual value of the complimentary assistance that shall include an attached statement that the complimentary assistance was actually incurred as necessary in the performance of official duties of the Office. The Office shall maintain record of same along with all other Office records.

Rulemaking Authority 288.1253(2) FS. Law Implemented 288.1253 FS. History–New 2-21-02, Formerly 27M-1.013.

73A-1.014 Receipts.

While receipts are required for most reimbursement pursuant to these rules, it is recognized that circumstances may arise, i.e., language barriers, loss of receipts, or unavailability of same, which require some alternate procedure for documentation of reimbursable expenses. In those isolated situations, documentation stating reason for non-existence or loss, along with the date the debt was incurred, amount of receipt, issuer, and reason for incurring receipt must be completed by the traveler and included on Form RG-OFC3. Should additional details or information be required by The Executive Office of the Governor administrative personnel or officials of the State Comptroller’s Office, the additional information is to likewise be presented on Form RG-OFC3, and labeled “amended” by the traveler. The provisions of this section will not normally apply to reimbursement for hotel accommodations.
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73A-1.015 Exemption from State Contract Rates.

In the event that an employee or Officer of the Office receives a quote for travel expenses less than what the traveler would pay using the State of Florida contract rates, the Office is exempted from using the contract rates and the traveler will be reimbursed for the lower rates. This exemption applies to hotel accommodations, airfare, or rental vehicles. Explanation of the lower rates shall be provided by the traveler on Form RG-OFC2 and Form RG-OFC3.

Rulemaking Authority 288.1253(2) FS. Law Implemented 288.1253 FS. History–New 2-21-02, Formerly 27M-1.015.
