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SECTI ON ONE:  AI R TRAVEL 
 
1 .1   Book ing.  Airfare m ust  be reserved via the commonwealth’s online booking 

tool.  Those who do not  have access to the online booking tool m ust  book 
their  flights with the cont racted t ravel agency or have an agency assigned 
t ravel arranger m ake arrangem ents for them . The online booking tool can be 
accessed at  www.t ravel.state.pa.us. 

 
  I nternat ional flights that  include m ore than one count ry visited m ay be 

reserved through the cont racted t ravel agency. 
 

Com m onwealth t ravelers who are not  em ployed by the com m onwealth m ust  
follow the sam e procedures as em ployees if their t ravel is paid for by the 
com m onwealth.  Comm onwealth t ravelers that  do not  have an assigned SAP 
ident ificat ion num ber are not  perm it ted to arrange their  own t ravel.  Travel 
arrangem ents m ust  be m ade by an agency assigned t ravel arranger or 
designated com m onwealth em ployee.   

 
  Com m onwealth t ravelers are expected to book the lowest  pr iced coach class 

air fare for dom est ic and internat ional flights.  Business and first  class t ickets 
are not  reim bursable.  I t  is not  perm issible to confirm  a higher fare for 
upgrade eligibilit y or personal reasons.  Upgrades at  the com m onwealth’s 
expense are not  perm it ted.  A com plim entary upgrade m ust  be noted on the 
Travel Expense Report  (TER) . 

 
  Com m onwealth t ravelers who are com bining personal t ravel with official 

com m onwealth business m ay only do so when the personal port ion does not  
add any cost  to the com m onwealth.  Travel arrangem ents m ust  be m ade to 
accom m odate the business dut ies of the com m onwealth t raveler and not  
personal preference.  St r ict ly personal t ravel cannot  be confirm ed using the 
commonwealth’s online booking tool.  
 

1 .2   Low est  Logica l Air fare.  Com m onwealth t ravelers on official com m onwealth 
business must  book the lowest  pr iced coach air fare that  m eets their  approved 
it inerary and com m onwealth t ravel policy.  They are expected to use their  
best  judgment  to save on air fare cost .  

 
  Lower cost  flights m ust  be chosen within two hours before or after the 

preferred flight  t im e when the alternat ive flight  saves $200.00 or m ore 
roundt r ip. 

 
  Connect ing flights m ust  be chosen over nonstop flights when the connect ion 

does not  add m ore than two hours to t ravel t im e and the connect ion saves 
$200.00 or m ore.  Comm onwealth t ravelers are not  required to take a lower 
fare if a change of air line at  the connect ion point  is required.  

 
  Dom est ic flights over $800.00 roundt r ip will be reviewed by COTO prior to the 

t icket  issuance.  Alternat ive opt ions m ay be offered or supervisor approval 
m ay be required.  

 
  Lower cost  fares, as out lined above, that  are declined m ust  be just ified and 

im perat ive to the job funct ions of the com m onwealth t raveler.  
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1 .3   Alternat ive Airports.  Commonwealth t ravelers shall view alternate airports 

for addit ional savings opportunit ies.  Alternat ive airports within 90 m iles of 
the home airport  should be considered if the savings is $200.00 or more.  
When there is a savings of $300.00 or m ore, the alternat ive airport  m ust  be 
used. 

 
  The commonwealth t raveler will be reimbursed for m ileage when using a 

personal vehicle, or car rental and gasoline (whichever is less cost ly) , and 
parking, if necessary. 

 
  I n select  areas, Park-and-Fly (hotel and parking in one rate)  packages have 

been negot iated and m ay be ut ilized when select ing an alternat ive airport  and 
a flight  departure prior to 8: 00 am. 

 
1 .4   Form  of Paym ent .  All flights m ust  be charged to agency air line cards, refer 

to Sect ion 6.1, Agency Air line Card.  The use of personal credit  cards is not  
perm it ted.  

 
1 .5   Cancella t ions.  When a t r ip is cancelled after the t icket  has been issued;  the 

reservat ion must  be cancelled via the online booking tool or cont racted t ravel 
agency.  Ticketed reservat ions must  be cancelled at  least  one hour pr ior to 
the scheduled flight . 

 
  I f the t icket  is refundable, the cont racted t ravel agency must  be not ified and a 

refund requested. 
 
  I t  is the com m onwealth t raveler ’s responsibilit y to closely exam ine the 

cancellat ion/ exchange rules and fees before purchasing. 
 
1 .6   Exchanges.  Credits for cancelled t ickets should be used as soon as possible.  

Most  air lines require t ickets to be exchanged and used one (1)  year from  
original purchase.  Any fees and/ or addit ional collect ions m ust  be charged to 
the agency air line card.  Unused t ickets that  are not  used prior to their  
expirat ion lose their value. 

 
  I t  is the com m onwealth t raveler ’s responsibilit y to use air line credits pr ior to 

expirat ion.  Credits shall be used for their next  t r ip if the air line serves the 
dest inat ion. 

 
1 .7   I nternat ional.  I nternat ional t ravel must  be approved by the Governor’s 

Office prior to confirm ing air flights.  The required form  is available on the 
t ravel website.  (For addit ional informat ion and agency procedure, contact  
your agency head.)  An approval number will be assigned which m ust  be 
supplied at  the t ime of booking. 
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 SECTI ON TW O:  GROUND TRAVEL 
 
2 .1   Tem porary Fleet  Vehicles.  An em ployee who needs to t ravel for 

com m onwealth business or iginat ing in Harr isburg (providing that  the 
em ployee does not  have a perm anent ly assigned vehicle or an agency pool 
vehicle is not  available)  m ust  use a tem porary fleet  vehicle when available.  
The Departm ent  of General Services (DGS) , Bureau of Vehicle Managem ent , 
m anages a fleet  of vehicles for tem porary use by comm onwealth agencies.  
Refer to Managem ent  Direct ive 615.1, Tem porary Assignm ent  of 
Com m onwealth Autom ot ive Fleet  Vehicles.  
 
Tem porary fleet  vehicles include Voyager fuel cards and EZPass t ransponder. 
Fuel and turnpike fees are included in the daily rate.  Tem porary fleet  vehicles 
m ust  be refueled using the Voyager card.  Reservat ions for tem porary fleet  
vehicles m ust  be m ade elect ronically via the DGS website at  
ht tp: / / www.dgsweb.state.pa.us/ Ext raNetPortal/ apps.aspx. 

 
 
2 .2   Car  Renta l.  I f a tem porary fleet  vehicle is not  available, com m onwealth 

em ployees m ust  choose the least  expensive opt ion between a rental vehicle 
or m ileage reim bursem ent  for use of their  personal vehicle.  The 
com m onwealth has arrangem ents with preferred com m ercial rental car 
suppliers, that  will provide rental vehicles to comm onwealth em ployees.  Car 
rentals m ust  be used when it  is determ ined that :   1)  a tem porary fleet  vehicle 
is not  available and 2)  rent ing a car is the least  expensive form  of 
t ransportat ion.  A worksheet  and car rental rates are available at  
www.t ravel.state.pa.us to help com m onwealth t ravelers determ ine the least  
expensive m eans of ground t ransportat ion.  An em ployee who does not  
choose the least  expensive opt ion m ay not  be reim bursed or fully reim bursed. 

 
  Car rentals m ust  be reserved through the online booking tool and the 

preferred vendor.  Com m onwealth t ravelers, who do not  have access to the 
online booking tool, m ust  reserve with the cont racted t ravel agency or have 
an agency assigned t ravel arranger m ake arrangem ents for them  by using the 
online booking tool or call the cont racted t ravel agency.  Com m onwealth 
t ravelers that  do not  have an assigned SAP ident ificat ion num ber are not  
perm it ted to arrange their  own t ravel.  Travel arrangem ents m ust  be m ade by 
an agency assigned t ravel arranger or designated com m onwealth em ployee.   

 
  Com m onwealth t ravelers who are 21 years or older and have a valid dr iver ’s 

license m ay operate vehicles under the agreem ent .  For 15 passenger vans 
the m inim um  age is 25. 

 
  Approved rental car sizes are econom y, compact , or interm ediate (m idsize) ,  

including hybrids.  Other vehicle types require business need just ificat ion.  
Upgrades to other vehicle types are perm it ted so long as there is no 
addit ional cost  to the com m onwealth.  

 
  Vehicle rental rates do not  include fuel and t ravelers m ust  decline opt ional 

fuel offer ings.  The com m onwealth t raveler m ust  refuel the rental vehicle 
pr ior to returning it  to the rental car supplier with an equal am ount  of fuel as 
when it  was picked up.  

Manual 230.1 Am ended  Page 3 of 20 

15-1093, v
iewed 10/20/15

Appeal: 15-1093      Doc: 65            Filed: 10/21/2015      Pg: 6 of 23

http://www.portal.state.pa.us/portal/server.pt/gateway/PTARGS_0_2_785_711_0_43/http;/pubcontent.state.pa.us/publishedcontent/publish/global/files/management_directives/supplies___services/615_1.pdf
http://www.portal.state.pa.us/portal/server.pt/gateway/PTARGS_0_2_785_711_0_43/http;/pubcontent.state.pa.us/publishedcontent/publish/global/files/management_directives/supplies___services/615_1.pdf
http://www.dgsweb.state.pa.us/ExtraNetPortal/apps.aspx
http://www.travel.state.pa.us/portal/server.pt/community/travel_operations/3983


 
  Collision damage waiver insurance and liabilit y insurance are included in the 

com m onwealth rates.  Com m onwealth t ravelers, at  their  opt ion, m ay 
purchase personal accident  and personal effects insurance coverage;  
however, the commonwealth will not  reimburse these expenses.   

 
  The rental receipt  and car rental cont ract  m ust  be included with 

reim bursem ent  subm ission of receipts. 
 
2 .3   Personal Autom obile .  A com m onwealth em ployee is only authorized to use 

his or her personally-owned vehicle, when:  1)  it  is the least  expensive opt ion 
(See Sect ion 2.2, above.)  and no tem porary fleet  vehicles are available OR 2)  
the supervisor determ ines in writ ing that  use of the least  expensive opt ion is 
clear ly not  efficient .  Employees are to secure supervisory authorizat ion for 
use of a personally-owned vehicle in advance of such use.  When an 
em ployee is authorized to use a personally-owned vehicle, the em ployee will 
be reim bursed at  the higher Privately Owned Vehicle Reim bursem ent  Rate 
established by the U.S. General Services Adm inist rat ion (GSA)  in effect  on the 
date(s)  of t ravel.  The current  rate is listed at  BCPO website.  When the GSA 
rate changes, the comm onwealth reim bursem ent  rate changes with the sam e 
effect ive date. 

 
I f an em ployee chooses to use his or her personally-owned vehicle but  is not  
authorized to do so, the em ployee shall only be reim bursed at  a rate equal to 
the lowest  U.S. Governm ent ’s General Services Adm inist rat ion Privately 
Owned Vehicle Mileage Reimbursem ent  Rate as found in the Federal Travel  
Regulat ion Bullet in.  

 
Mileage t raveled by com m onwealth t ravelers between their residence and 
headquarters is considered com m ut ing m iles.  Com m ut ing costs are not  
reim bursable.  Com m onwealth t ravelers who are required to t ravel from  their 
residence to a temporary worksite will be reimbursed either from  their  
residence or their  office headquarters, whichever distance is shorter.   

 
2 .4   Shut t les and Public Transporta t ion.  When t raveling by air  or t rain, 

com m onwealth t ravelers should use shut t le services or public t ransportat ion 
when such opt ions are available and less expensive than other m eans of 
ground t ransportat ion.  

 
2 .5   Tra in.  Coach class is the only approved service when t raveling by dom est ic 

Am trak t rain.  Am trak is encouraged when t raveling to/ from  Harr isburg, 
Philadelphia, New York City and Washington DC and a cost  savings is realized.  
Other cit ies served by Amtrak should be considered when there is a savings. 

 
  Am trak t ickets m ust  be reserved direct ly through Am trak at  www.amtrak.com  

or telephone and paid for with a corporate t ravel card or personal card.  
Am trak passes are available for frequent  t r ips. 

 
  I nternat ional rail passes and point - to-point  t ickets must  be reserved through 

the cont racted t ravel agency pr ior to departure.  
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SECTI ON THREE:  LODGI NG   
 
 
3 .1   Lodging Expense.  Com m onwealth t ravelers should expect  services and 

accom m odat ions that  are safe and com fortable, not  lavish or ext ravagant . 
 
  Com m onwealth t ravelers on official com m onwealth business are allowed 

lodging expenses when their  dest inat ion is located m ore than 50 m iles from  
both their  headquarters and residence.  Writ ten pre-approval from  an agency 
head or designated deputy m ust  be obtained when lodging is required within 
this 50 m ile radius.  The approval m ust  be subm it ted with the com monwealth 
t raveler ’s receipts when request ing reim bursem ent .  

 
  Lodging expenses are reimbursed at  actual cost  within prescribed lim its.  

Detailed receipts from  the lodging property are required.  
 
  Upgraded accom m odat ions that  are an addit ional charge are not  allowed. A 

com plim entary upgrade m ust  be noted on the TER.  
 
3 .2   Book ing.  Lodging arrangem ents m ust  be m ade through the com m onwealth’s 

online booking tool.  I ndividuals who do not  have access to the online booking 
tool m ust  book their  lodging with the cont racted t ravel agency or have an 
agency assigned t ravel arranger m ake arrangem ents for them  by using the 
online booking tool or call the cont racted t ravel agency.  Com m onwealth 
t ravelers that  do not  have an assigned SAP ident ificat ion num ber are not  
perm it ted to arrange their  own t ravel.  Travel arrangem ents m ust  be m ade by 
an agency assigned t ravel arranger or designated com m onwealth employee.   

 
  When available, com m onwealth t ravelers m ust  choose a com m onwealth 

preferred property.  Choosing a non-preferred property requires a business 
related just ificat ion.  I f a preferred property is not  available, then a state 
governm ent , unspecified governm ent  rate or lower m ust  be confirm ed at  the 
t im e of reservat ion.  The m axim um  allowable lodging rate for that  dest inat ion 
m ust  be adhered to. 

 
  Com m onwealth t ravelers are not  required to stay in tourist  class propert ies to 

obtain a lower rate. 
 
3 .3   Max im um  Allow able Lodging Rate.  The com m onwealth’s m axim um  per 

night  lodging rates follow GSA m axim um  allowable lodging rates excluding 
taxes.  Com m onwealth t ravelers will only be reimbursed for actual expenses 
incurred, within the m axim um  allowable rate. 

 
  I nternat ional m axim um  per night  lodging rates can be found on the U.S. 

State Departm ent  website at  ht tp: / / aoprals.state.gov. 
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  I n instances where obtained lodging is not  within the m axim um  GSA lodging 
rate, specific business just ificat ion is required.  I f an audit  determ ines that  the 
lodging could have been obtained within the m axim um allowable rate, the 
com m onwealth t raveler m ay be responsible for the addit ional cost .   
Just ificat ion for booking m ust  be im perat ive to the com m onwealth t raveler ’s 
official com m onwealth business and m ust  be given at  the t im e of booking and 
m ust  be subm it ted with reimbursem ent  requests.  

 
3 .4   Tax Exem pt ion.  (42 Pa C.S.A. 8522)   The com m onwealth is not  subject  to 

hotel occupancy or sales taxes im posed by local or county governm ents.  The 
com m onwealth is subject  to state hotel occupancy tax only, (72 P.S. 7210) .   
Commonwealth t ravelers will be reimbursed for this 6% . 

 
  Com m onwealth t ravelers m ust  present  the com pleted REV1220 form  for tax 

exempt ion to the hotel upon check- in.  This form  is available at  the online 
booking tool and at  www.t ravel.state.pa.us. 

 
  These tax provisions apply only to lodging in Pennsylvania.  Lodging outside 

Pennsylvania is not  tax exem pt  and all taxes are reim bursable. 
 
3 .5   Form  of Paym ent .  All lodging m ust  be guaranteed with a credit  card at  the 

t im e of booking to hold the reservat ion.  Com m onwealth t ravelers who do not  
have a credit  card and qualify to use the agency lodging card for paym ent  
m ust  m ake reservat ions through the cont racted t ravel agency following 
procedures out lined at  www.t ravel.state.pa.us;  refer to Sect ion 6.2, Agency 
Lodging Card. 

 
  Lodging paym ent  is m ade at  the t im e of check- in.  Corporate t ravel cards 

m ust  be used for paym ent  when the com m onwealth t raveler possesses one.  
I f the com m onwealth t raveler does not  have a corporate t ravel card, other 
acceptable form s of paym ent  are the agency lodging card, personal credit  
card, or cash.  

 
3 .6   Cancella t ion.  Com monwealth t ravelers should avoid nonrefundable rates.  I t  

is the com m onwealth t raveler or agency assigned t ravel arranger’s 
responsibilit y to understand the cancellat ion rules of the room confirmed.  
Nonrefundable rates cannot  be changed or cancelled;  therefore, the 
com m onwealth t raveler is accept ing the r isk of a non- reimbursable 
cancellat ion fee. 

 
  Com m onwealth t ravelers m ust  cancel lodging arrangem ents according to the 

property’s cancellat ion policy.  No-show charges and penalt ies will not  be 
reim bursed when the com m onwealth t raveler does not  cancel reservat ions 
within the allot ted t im e. 

 
  I n the case of an em ergency, when all efforts have been taken, and a fee is 

st ill charged, an except ion m ust  be requested from  BCPO to have the fee 
reim bursed. 
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3 .7   Conference Lodging.  Conferences are not  always confirm ed at  the lowest  
rate or a governm ent  rate.  The com m onwealth t raveler is required to 
at tem pt  to find lower cost  lodging when the conference rate is higher than the 
maximum allowed lodging rate.  That  effort  shall consist  of at tempt ing to 
obtain a lower rate at  the sam e property or obtaining a lower rate at  an 
alternat ive property within close proxim ity.  Booking requirem ents ( refer to 
Sect ion 3.2, Booking)  m ust  be adhered to.   When required to book with a 
hotel direct ly, and the rate is in an acceptable range, the commonwealth 
t raveler m ay book through the conference or hotel direct ly. 

 
  When the conference does not  have an official hotel, the com monwealth 

t raveler is required to obtain a property within reasonable proxim ity to the 
conference at  or below the m axim um  allowed rate, using preferred propert ies 
when possible.  Addit ional t ransportat ion cost , if not  staying at  the conference 
headquarters, should be considered in the evaluat ion.  

 
  When it  is required by the conference for an at tendee to stay at  a part icular 

property and/ or confirm  the accom m odat ions through the organizat ion, the 
com m onwealth t raveler m ust  include docum entat ion of this requirem ent  
(such as the regist rat ion inst ruct ion sheet )  with the receipt  subm ission when 
request ing reim bursem ent . 

 
  When an agency is host ing a conference, the agency assigned t ravel arranger 

m ust  at tem pt  to use a preferred hotel if it  m eets their  conference and 
room ing needs by contact ing the hotel’s sales departm ent .  I f a non-preferred 
hotel is ut ilized, refer to Sect ion 3.3, Maximum Allowable Lodging Rate.  
I nform at ion about  procedures for booking a group is available on 
www.t ravel.state.pa.us. 

 
3 .8   Extended Stay.  Com m onwealth t ravelers who are required to work away 

from  their  residence or pr im ary worksite for 60 days or m ore m ay enter into 
an extended stay lodging agreem ent .  Requests m ust  be approved in advance 
and subm it ted through BCPO for approval.  (For addit ional inform at ion and 
agency procedure, contact  your agency head.)   Failure to obtain approval 
pr ior to entering into a lodging agreement  will result  in the employee being 
liable for any costs.  

 
  Detailed just if icat ion comparing regular t ravel reimbursement  and alternat ive 

lodging costs m ust  be provided.  The com monwealth’s preferred extended 
stay propert ies and rates m ust  be included in the com parison where available.  

 
  Reimbursem ent  will be lim ited to lodging, necessary ut ilit ies (cable and phone 

are excluded) , and m ileage or t ransportat ion costs for a biweekly roundt r ip 
between the worksite and the com m onwealth t raveler ’s perm anent  residence 
or headquarters.  Subsistence expenses are not  allowed.  Mileage is not  paid 
between lodging and tem porary worksite. 
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SECTI ON FOUR:  SUBSI STENCE 
 
 
4 .1   Genera l.  Allowances for subsistence are not  flat  rates and only am ounts 

actually expended m ay be claim ed.  Reim bursem ent  is subject  to the 
lim itat ions set  forth in this sect ion. 

 
  Subsistence is not  allowed for com m onwealth t ravelers who have been 

granted extended stay lodging agreem ents. 
 
  Reimbursem ent  for alcoholic beverages is prohibited. 
 
4 .2   Reim bursem ent  Am ounts.  Em ployees who are not  in t ravel status should 

refer to their  collect ive bargaining agreem ents/ m emoranda of understanding 
for guidelines with regard to when and at  what  rates subsistence 
reim bursem ent  m ay be available.  Com m onwealth t ravelers who are not  
represented by a union m ay be reim bursed for a m eal up to $8.00 if they are 
50 m iles or m ore from  their residence and headquarters;  and work more than 
two hours past  their  regular shift .   Com m onwealth t ravelers who are less than 
50 m iles away m ay be reim bursed for a m eal up to $8.00 if they are required 
to work two hours past  their  regular shift  and are given less than two hours 
not ice of the requirem ent .  

 
  Com m onwealth t ravelers in overnight  t ravel status on official com m onwealth 

business m ay be reim bursed for m eals, including tax and t ips;  the m axim um  
reimbursem ent  is not  to exceed m axim um  GSA overnight  subsistence 
allowance in a 24 hour period.  The 24 hour period begins upon departure 
from  hom e or headquarters, whichever is applicable, on official t ravel status.  
Detailed informat ion is available at  www.t ravel.state.pa.us or 
ht tp: / / www.gsa.gov.    

 
  When the overnight  t ravel encom passes a port ion that  is less than 24 hours, 

the subsistence reimbursem ent  is lim ited up to 12.5%  of the m axim um  daily 
reim bursem ent  rate per full three hour period. 

 
  Com m onwealth t ravelers who are provided m eals during the course of their  

t ravel m ust  deduct  a corresponding m eal rate from  the m axim um  daily m eal 
reim bursem ent  rate of their  subsistence reimbursement  claim  for each m eal 
provided:  22%  breakfast ;  22%  lunch;  56%  dinner or the corresponding 
equivalent  in a high-cost  area. 

 
  Meals include those provided by hotels, m eet ings, conferences or any other 

source.  Meals classif ied as cont inental breakfast  do not  need to be deducted.  
When a meal is provided in the cost  of the hotel room  and the com monwealth 
t raveler opts to eat  elsewhere, reimbursem ent  for that  m eal will be m ade 
within the prescribed m axim um  daily m eal reim bursement  rate. 

 
 
 
 
 
 

Manual 230.1 Am ended  Page 8 of 20 

15-1093, v
iewed 10/20/15

Appeal: 15-1093      Doc: 65            Filed: 10/21/2015      Pg: 11 of 23

http://www.travel.state.pa.us/
http://www.gsa.gov/


 
 
4 .3   H igh Cost  Area.  I ncreased subsistence allowances are available in locat ions 

designated as high-cost  areas.  Subsistence allowances for these areas follow 
the GSA Meals and I ncidental Expenses table.  I nformat ion is available at  
www.t ravel.state.pa.us or www.gsa.gov.  The com m onwealth will only 
reim burse the m eal port ion of these allowances and will not  reimburse the 
incidental am ounts as defined by the GSA.  I ncidental am ounts are defined on 
the GSA website.    Reim bursem ents for high cost  areas, follow the sam e 
guidelines in Sect ion 4.2, Reimbursement  Amounts. 

 
4 .4   Meet ings.  Luncheon or dinner m eet ings sponsored by the comm onwealth 

will be paid under cont ract ;  therefore, no claim s for such expenses m ay be 
presented on the TER.  

 
  Com m onwealth t ravelers on official com m onwealth business at tending 

luncheon or dinner m eet ings, not  sponsored by the com m onwealth, are 
ent it led to receive reim bursem ent  for actual costs incurred with com plete 
just if icat ion for incurred expenses that  m ust  be included with the subm ission 
of the TER.  Just ificat ion includes m atching receipts, approved expense 
verificat ion m ethods, and when required, explanat ions in the corresponding 
com m ents sect ion in the TER, provided that :  

 
o The luncheon or dinner m eet ing is planned in advance and includes 

persons not  em ployed by the comm onwealth. 
 
o The m eal is an integral part  of the m eet ing. 

 
o The m eal is served at  the sam e establishm ent  that  hosts the meet ing.  

 
o The purpose of the m eet ing is to discuss business and the nature of 

the business is stated on the TER. 
 
4 .5   Subsistence Expense I ncurred on Behalf  of Others.  Agency heads are 

authorized to incur reasonable expenses on behalf of others.  Agency heads 
are also authorized to incur reasonable subsistence expenses on behalf of 
others and to approve reasonable subsistence expenses incurred by their  
deput ies on behalf of others when the expenses are incurred as part  of a 
business meet ing under the following circum stances:   

 
o The purpose of the meet ing is to discuss official com m onwealth 

business. 
 

o The m eet ing includes either persons not  em ployed by the 
com m onwealth or em ployees of other com m onwealth agencies whose 
at tendance is relat ive to the official com m onwealth business being 
conducted. 

 
o The m eal is an integral part  of the m eet ing. 
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  Com m onwealth t ravelers covered by this sect ion, such as employees required 
to t ransfer pat ients or pr isoners, are at  t im es required to spend m oney in the 
course of their official dut ies to sat isfy expenses incurred on behalf of others. 

 
  Agency heads are responsible for subm it t ing to BCPO, a list  of em ployees 

eligible to incur expenses on behalf of others under this sect ion.  
 
  Complete just ificat ion for incurr ing expenses must  be included on the TER.  

Just ificat ion shall include:   
 

o A list  of nam es, posit ions, and agencies of individuals for whom the 
expenses were incurred. 

 
o An explanat ion of the circum stances requir ing expenses to be incurred 

on behalf of others.  I tem ized receipts for the expenses incurred are 
required. 

 
  Agency heads m ust  request  approval for addit ional agency personnel to incur 

expenses on behalf of others by subm it t ing to BCPO a request  containing full 
just ificat ion for the except ion.  
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SECTI ON FI VE:  TRAVEL CREDI TS 
 
5 .1   Ethics.  The Governor’s Code of Conduct ,  4 PA Code 7.151,  and the Public 

Official and Em ployee Ethics Act ,  65 Pa.C.S.A. §1101 et  seq., prohibit  the 
acceptance, retent ion, or use of personal t ravel/ products/ services by 
com m onwealth t ravelers and appointed officials of promot ions and offers 
including;  but  not  lim ited to, frequent  flyer credits, discount  car rentals, hotel 
promot ions, award cert if icates, bonus flights, reduced fare coupons, denied 
boarding com pensat ion, cash, m erchandise, or gifts obtained in the course of 
official com m onwealth business.  

 
5 .2   Frequent  Flyer  Guest  Program s.  Commonwealth t ravelers on official 

com m onwealth business m ay open and m aintain frequent  flyer/ guest  
accounts with air lines, hotels, car rental companies, t rain service and other 
t ravel suppliers.  Any credits, promot ions, cert if icates, or other considerat ions 
earned in these program s m ust  be used for official commonwealth t ravel. 

 
  Com m onwealth t ravelers m ay not  select  a t ravel supplier based on the 

benefits of the frequent  t raveler program .  
 
5 .3   Credit  Card.  Commonwealth t ravelers m ay not  use a personal credit  card in 

place of the com m onwealth corporate t ravel card or agency air line card in 
order to gain benefits from  their credit  card com pany. 

 
5 .4   Other  Com pensat ion.  Commonwealth t ravelers on official com monwealth 

business who receive vouchers for denied boarding must  use those vouchers 
for future com m onwealth t ravel.  I f the voucher is t ransferable, the voucher 
can be used by another com monwealth t raveler of the agency who is 
t raveling on official com m onwealth business. 

 
  Com m onwealth t ravelers on com m onwealth business who receive 

com pensat ion for any custom er-service- related issue m ust  use that  
com pensat ion in the course of conduct ing official com m onwealth business. 
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SECTI ON SI X:  PAYMENT 
 
6 .1   Agency Air line Card.  Each agency has an assigned purchasing card for 

air line charges.  
 
  All air  t ransportat ion is billed to the agency air line card autom at ically when 

reserved via the online booking tool or the cont racted t ravel agency.  
Com m onwealth t ravelers are not  perm it ted to use their  corporate t ravel card 
or personal card for air  flights.  

 
  BCPO reconciles m onthly air line card billings to the air line usage report .  

Agencies review m onthly billings and report  discrepancies to the Office of the 
Budget , Office of Com ptroller Operat ions, Bureau of Com m onwealth 
Account ing;  which works with agencies to resolve discrepancies. 

 
  Paym ents to the agency air line card issuer will be m ade cent rally from  the 

purchasing fund. 
 
  Agencies reim burse the purchasing fund via cost  allocat ion in SAP at  the end 

of each billing cycle.  Agencies m ust  ensure fund availabilit y for the cost  
allocat ion process. 

 
6 .2   Agency Lodging Card.  Each agency has an assigned purchasing card for 

overnight  lodging and tax charges.  Monthly charges are paid through the 
purchasing fund and cost -allocated back to the agency.  Physical cards are in 
the possession of COTO, who is the secondary cardholder.  The use of the 
agency lodging card for paym ent  to the hotels m ust  be authorized by COTO.  
I nst ruct ions for request ing the use of the agency lodging card are available on 
www.t ravel.state.pa.us.  

 
  Each agency m ust  designate a staff m em ber to be the pr im ary cardholder.  

The responsibilit ies of this person include the oversight  and reconciliat ion of 
charges to the card.  The agency is responsible for disput ing any unauthorized 
charges with the lodging vendor.  Charges on the m onthly statem ent  should 
be supported by the reservat ion confirm at ions and/ or reports from  the 
cont racted t ravel agency. 

 
  The agency lodging card can be used only for lodging costs and applicable 

taxes. I ncidental expenditures rem ain the responsibilit y of the commonwealth 
t raveler.  A com m onwealth t raveler who chooses not  to use the agency 
lodging card m ay use a personal card for paym ent . 

 
  The agency lodging card can be used for paym ent  of lodging for 

com m onwealth t ravelers on official com m onwealth business by:  
 
o Groups of ten or m ore overnight  room s at  the sam e hotel during the 

sam e t im e;   
 

 

o An em ployee who does not  have a corporate t ravel card and is 
t raveling to a one t im e event ;  
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o An em ployee who t ravels less than four t im es in a one-year period and 
does not  have a corporate t ravel card;  

 
o An employee await ing the issuance of a corporate t ravel card;  

 
o Com m onwealth t ravelers not  em ployed by the commonwealth, such 

as;  board mem bers, or com m issioners, or witnesses.  
 
  All costs charged to the agency lodging card will default  to General Ledger 

account  “6311010, Travel – Lodging” .  The agency must  provide to the Office 
of the Budget , Office of Comptroller Operat ions, Bureau of Financial 
Managem ent  default  coding to be used, such as cost  center, SAP fund, 
internal order number, or Work Breakdown St ructure (WBS)  element . 

 
  COTO approves or declines the use of the agency lodging card, and not ifies 

the agency.  Upon approval, COTO will not ify the hotel and advise the agency 
that  the paym ent  is confirm ed.  

 
  COTO will provide commonwealth t raveler nam es and other pert inent  

inform at ion to BCPO.  BCPO will m atch the inform at ion against  the TER to 
ensure compliance with applicable policies. 

 
6 .3   Corporate Travel Card.  Part icipat ion in the corporate t ravel card program is 

mandatory for employees expected to be in overnight  t ravel status four or 
m ore t im es each year.  I t  is st rongly recommended that  any employee eligible 
to receive a corporate t ravel card should do so if they expect  to t ravel on any 
official com m onwealth business.  The card issuer will issue corporate t ravel 
cards. 

 
  Employees can use their cards only while in t ravel status and only for 

authorized business purposes. 
 
  Corporate cards will be suspended or canceled for m isuse or nonpayment :  
 

o Employees who use the corporate t ravel card for personal purposes. 
 

o Employees whose uncontested corporate t ravel card charges become 
61 days past  due. 

 
o At  91 days past  due delinquent  charges and late fees of m anagem ent  

employees will be subject  to recovery procedures. BCPO will withhold 
the maxim um amount  allowable from the em ployee’s paycheck each 
pay period, up to the total am ount .  BCPO will forward am ounts 
withheld to the card issuer unt il the debt  is paid in full.   

 
  Employees whose cards have been cancelled are not  eligible to ut ilize any 

other com m onwealth paym ent  m ethod.  Such employees may also be subject  
to disciplinary act ion.  The bank will not  reinstate canceled cards.  Late fees 
are not  reimbursable.  

 
  Agency heads will establish procedures to ensure compliance with policy and 

appoint  agency coordinators. 
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  The Office of the Budget , Office of Comptroller Operat ions, Chief Account ing 
Officer will appoint  a program adm inist rator. 

 
  Supervisors will:  
 

o Within five work days of receipt  of not ificat ion of an employee who is 
91 days delinquent , advise em ployee by memorandum the corporate 
card account  is 91 days past  due and schedule in-person or telephone 
meet ing to review. 

 
o Quest ion employee regarding whether debt  is uncontested, whether 

employee has received commonwealth reimbursements to which 
employee is ent it led, and what  arrangem ents employee has m ade with 
card issuer for payment  of the debt .  Depending upon the em ployee’s 
answer, proceed as follows:  

 
     -  I f debt  is uncontested, employee has received eligible t ravel 

expense reimbursements, and employee has neither paid 
charges nor m ade arrangem ents with card issuer for paym ent , 
issue writ ten reprim and and provide copy to agency 
coordinator.   

 
     -  I nform  management  employee that  outstanding charge 

amounts due will be recovered from management  employee’s 
paycheck. 

 
     -  I f debt  is contested, contact  card issuer to ascertain status of 

adjustment  due. 
 
     -  I f arrangements for payment  have been m ade with card issuer, 

contact  card issuer to confirm  that  arrangements are 
sat isfactory. 

 
     -  I f eligible reimbursem ents have not  been received, contact  

BCPO, Travel and Payroll Account ing Services Division, Travel 
Audit  Sect ion, to ascertain status of outstanding TER requests 
and if they were t imely filed. 

 
  Agency Hum an Resources Office will:  
 

o Recover cards from  term inated employees, and forward to agency 
coordinators. 

 
o I mpose discipline in accordance with policy. 

 
o Begin recovery of uncontested delinquent  balances from  m anagem ent  

employees. 
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  Agency Coordinators will:  
 

o Ensure employees are aware of the card availability and understand 
the program . 

 
o Dist r ibute and process applicat ions and informat ion. 

 
o Review applicat ions for completeness and accuracy. 

 
o Cosign and mail applicat ions. 

 
o Update and dist r ibute cardholder lists to all agency bureaus and 

hum an resources offices. 
 

o Monitor reports of personal use by employees. 
 
     -  Contact  employee using appropriate let ter.  
 
     -  On third infract ion, recover the corporate t ravel card, and 

inform  issuer that  employee’s card pr ivileges have been 
canceled. 

 
     -  I nform  BCPO, Travel and Payroll Account ing Services Division, 

Travel Audit  Sect ion, employee is not  eligible for t ravel 
advances. 

 
     -  Not ify BCPO, employee’s Bureau Director, COTO, and the 

employee that  the employee is no longer eligible for any other 
commonwealth payment  method. 

 
o Monitor delinquent  accounts.  I nform cardholder and supervisor of 

delinquent  status and policy on cancellat ion of corporate t ravel card:  
 
     -  Accounts 61 days past  due -  Confirm  that  em ployee has 

subm it ted TER and has been reimbursed for eligible expenses. 
 

̇ Advise employee that  paym ent  for uncontested 
charges must  be made at  once. 

 
̇ Advise em ployee that  card privileges will be 

suspended or term inated for non-payment  of 
uncontested charges.  

 
̇ Advise em ployee that  disciplinary act ion may 

result  unless arrangements are made to pay the 
am ount  due. 

 
̇ Confirm  contact  with em ployee by com plet ing 

and sending appropriate let ter to em ployee, 
employee’s supervisor, and agency hum an 
resources office (keep a copy in coordinator’s 
file) .  
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      -  Accounts 91 days past  due – Send appropriate let ter to inform  
the employee’s supervisor of the delinquency, including the 
am ount  delinquent , with copy to agency hum an resources 
office. I nform  the supervisor that  the delinquent  card has been 
canceled and that  the supervisor should contact  the employee. 

 
  Cardholders will:  
 

o Complete applicat ion for the corporate t ravel card and forward to 
agency coordinator. 

 
o Safeguard corporate t ravel card. 

 
o Follow corporate t ravel card policy and abide by terms and condit ions. 

 
o Pay uncontested billings when due in full (prior to the beginning of the 

next  billing cycle) . 
 
  Office of the Budget , Office of Com ptroller Operat ions, Bureau of Financial 

Management  will:  
 

o Act  as program adm inist rator. 
 

o Approve designee(s)  as agency coordinator(s) . 
 

o Coordinate t raining as required. 
 

o Develop, in conjunct ion with the Office of Adm inist rat ion;  the Office of 
the Budget , Office of Comptroller Operat ions, Chief Account ing Officer;  
and agency coordinators, guidelines for act ions on delinquent  
accounts. 

 
o Prepare m onthly delinquency reports for dist r ibut ion to agency 

coordinators. 
 

o Monitor act ions taken by agencies on delinquent  accounts and report  
to the Office of the Budget , Office of Comptroller Operat ions, Chief 
Account ing Officer when agency act ions fail to produce acceptable 
results. 

 
o Assess and report  on program  effect iveness. 

 
  Office of the Budget , Office of Comptroller Operat ions, Bureau of 

Commonwealth Payroll Operat ions will:  
 

o Develop and implement  procedures to support  responsibilit ies. 
 

o Reimburse employees in accordance with policy. 
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o Upon receipt  of not ificat ion from agency hum an resources office, 
withhold am ounts as necessary from  m anagem ent  em ployees, and 
forward paym ents to the card issuer.  I nform  employee and 
employee’s supervisor of appropriate dates and am ounts to be 
withheld. 

 
Sam ple let ters referenced in the above sect ion are available at  BCPO website. 

 
6 .4   Cash Advance.  Employees are expected to provide sufficient  funds to defray 

current  expenses.  Cash advance is to be considered only after all other 
avenues of paym ent  are explored and exhausted.  Cash advance will not  be 
issued to a em ployee with a corporate t ravel card. 

 
  Cash advance m ay be m ade from  advancem ent  account  to individual 

em ployee in act ive pay status.  Approval is requested through SAP to BCPO 
and m ust  be subm it ted a m inim um  of ten business days prior to t ravel.  
Just ificat ion must  include a breakdown of all costs. 

 
  Advance will not  be made for less than $500.00.  Cash advance will not  be 

granted for subsistence only.  Upon approval by BCPO, the cash advance will 
be provided no more than five business days before the t ravel date.  No more 
than two advances are allowed per calendar year. 

 
  Em ployee m ust  return the advance or subm it  a TER within 30 days after the 

end date of t ravel.  Failure to do so will be reported to the agency and the 
employee will be subject  to disciplinary act ion.  Open advances that  are 180 
days after the date of t ravel will be deducted from  the employee’s pay.  Upon 
term inat ion, open advances will be deducted from  the employee’s final pay.  
I f recovery cannot  be made at  that  t im e, with the approval of the agency 
legal office, outstanding advances will be deducted from  ret irem ent  benefits. 

 
  Receipts are required for all expenses paid for with the advance.  A personal 

check or money order made payable to the Commonwealth of Pennsylvania 
for amounts advanced in excess of actual expense must  be submit ted to 
BCPO.  
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SECTI ON SEVEN:  REI MBURSEMENT  
 
7 .1   Genera l.  Com m onwealth t ravelers are expected to exercise good 

stewardship of funds when t raveling on official com m onwealth business.  
Commonwealth t ravelers on official comm onwealth business will receive 
reim bursem ent  of actual expenses incurred in the perform ance of their  dut ies 
within prescribed m axim um s. Com plete just ificat ion for t ravel expenses m ust  
be included with the subm ission of the TER.  Just ificat ion includes m atching 
receipts, approved expense verificat ion m ethods, and when required, 
explanat ions in the corresponding com m ents sect ion in the TER.  Any 
expenditure disallowed by BCPO is the responsibility of the em ployee. 

 
  For assistance with TERs contact  t ravel audit  help desk at  800-824-0626 or 

co- t ravelaudits@state.pa.us. 
 
7 .2   Reim bursem ent  Cla im .  All com m onwealth t ravelers who t ravel on official 

com m onwealth business m ust  subm it  for reim bursem ent  of expense in SAP a 
TER that  includes just if icat ion.  The TER is routed for agency approval and 
subm it ted to BCPO. Reimbursem ent  is authorized once all required t ravel 
just if icat ions are subm it ted to BCPO.  Com m onwealth t ravelers who do not  
have an SAP I D m ust  subm it  a paper TER to BCPO with complete just if icat ion.  
Com m onwealth t ravelers with an SAP I D are required to subm it  a TER with 
complete just if icat ion when subm it t ing a TER for approval.  

 
  Com m onwealth t ravelers are responsible for ensuring that  expenses claim ed 

in the TER are proper, accurate, and incurred in official com m onwealth 
business.  A com m onwealth t raveler who knowingly presents a false or 
fraudulent  claim  m ay be subject  to penalt ies under cr im inal statutes. 

 
  Supervisors m ust  review and approve TERs subm it ted by com monwealth 

t ravelers to ensure the necessity, propriety, and accuracy of the t ravel 
expense.  Supervisors must  review all just if icat ion for TERs. Failure to 
exercise care in the review and approval of t ravel expenses m ay result  in 
disciplinary act ion.  

 
  Subm ission of a TER m ust  occur within 60 business days of the date of t ravel.  

Reimbursem ents paid m ore than 60 business days past  the last  date of t ravel 
are generally considered taxable incom e by the I RS, and m ay be reported as 
such. Travel expenses are reim bursed by the commonwealth within 15 
business days of BCPO receiving an approved TER with all applicable 
at tachm ents and receipts. 

 
7 .3   Third Par ty Reim bursem ent .  Com m onwealth t ravelers m ust  indicate on 

the TER that  a third party reim bursement  is expected.  All com m onwealth 
t ravelers that  are reim bursed by non-state funds must  have the vendor rem it  
paym ent  to BCPO. Checks received are not  to be cashed but  m ust  be 
endorsed payable to the Com m onwealth of Pennsylvania and subm it ted to 
BCPO im m ediately.  
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  Com m onwealth t ravelers m ust  include a copy of the invoice being sent  to the 
vendor or som e official form  of docum entat ion showing the reim bursem ent  
agreem ent  along with their  receipts.  BCPO will audit  for the receipt  of the 
reim bursem ent  due. 

 
7 .4   Just if ica t ion.  Just ificat ion includes matching receipts, approved expense 

verificat ion m ethods, and/ or when required, explanat ions in the 
corresponding com m ents sect ion in the TER.  For comm onwealth t ravelers 
whose TER is processed through SAP or an agency assigned t ravel arranger, 
just if icat ion must  be in elect ronic format .      

   
  All expenses in which a receipt  is normally received must  include the following 

inform at ion on the receipt :  
 

o Nam e and address of the vendor 
 

o Date of service 
 

o Descript ion of service 
 

o Am ount  paid for each individual item  
 
  Credit  card slips and statem ents are not  acceptable in lieu of receipts. 
 
 Expense verificat ion m ethod includes BCPO-3302, Declarat ion of Missing 

Receipt , which m ay be used for:  
 

o Vending m achine subsistence, parking m eter, or unm anned toll booth 
expense, when a receipt  is not  provided.  A complete explanat ion is 
required. 

 
o Situat ions when it  is im possible to secure a required receipt .  These 

instances should be rare and will require the com m onwealth t raveler to 
first  contact  the vendor to obtain a receipt .   A com plete explanat ion of 
the situat ion and follow up efforts is required on the BCPO-3302, 
Declarat ion of Missing Receipt . 

 
Addit ional inform at ion is required on the TER in these situat ions:  

 
o When driving on comm onwealth business, com m onwealth t ravelers 

m ust  enter daily start ing and ending locat ions or a locat ion specific 
enough for an auditor to validate the distance t raveled. 

 
  When claim ing m iscellaneous expenses, com m onwealth t ravelers m ust  

provide an explanat ion of the item . 
 
  When request ing reim bursem ent  for out -service- t raining t ravel, agency 

approval m ust  be included with com plete just if icat ion when submit t ing to 
BCPO.  

 
7 .5   Audits.  Travel and subsistence expenses are subject  to audit  by BCPO, who 

m ay ask for addit ional docum entat ion to com plete the claim . 
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  Travel arrangem ents that  are not  compliant  with commonwealth t ravel policy 
will be subject  to review and audit .   Just ificat ions for expense will be reviewed 
and m ay be subject  to clar ificat ion. 

 
  The audit  will include reviewing the propriety of the expenses incurred.  For 

pat terns of unusual claim s, agencies and/ or BCPO m ay require addit ional 
approvals or docum entat ion for future claim s. 

 
7 .6   Miscellaneous Expense. 
 
  Baggage:  
 

o Baggage handling and gratuit ies are lim ited to reimbursem ent  of $1.50 
per piece. 

 
o Fees for baggage check with air lines will be reimbursed at  the actual 

expense and are lim ited to the first  checked bag.  Any addit ional 
baggage is condit ional on a t raveler ’s job funct ion and less expensive 
alternat ive avenues of t ransportat ion (such as sending the supplies 
ahead via shipping) .  A receipt  and explanat ion is required with the 
TER. 

 
 I nternat ional Travel:  With proper docum entat ion, just if icat ion, and approval 

the commonwealth will reimburse:  
 

o Com m ission for currency conversion or t raveler checks when deem ed 
necessary. 

 
o Services of guides, interpreters, packers, or dr ivers when deem ed 

necessary. 
 

o Fees for the issuance of passport  or visa, inoculat ions, and affidavits 
when required for business internat ional t ravel.  

 
o Other opt ional air line fees are not  reimbursable, including advance 

seat  reservat ion fees, internet , snacks, and any other fees im posed by 
the air line that  are not  essent ial to air  t ravel.  
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