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Travel Policy 

Policy Statement 
 

“Travel costs are the expenses for transportation, lodging, subsistence, and related items incurred by employees 
who are in travel status on official business of the non-Federal entity. Such costs may be charged on an actual cost 
basis, on a per diem or mileage basis in lieu of actual costs incurred, or on a combination of the two, provided the 
method used is applied to an entire trip and not to selected days of the trip”  

Uniform Guidance, Section 200.474 

 
It is the policy of Florida Institute of Technology to reimburse employees for allowable and properly documented 
expenses incurred when authorized to travel on official university business. Terms of any grant or contract 
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�x The portion of rental car, hotel or other travel expense unrelated to university business; 

�x Excessive tips (greater than 20%); 

�x Expenses not directly related to, or necessary for, the performance of the travel assignment; 

�x Laundry expenses for trips less than 5 days; 

�x Gasoline costs for personal automobile; 
 

�x 
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