Sample Driving Expense

Please Enter Your Confirmation Code First

Enter your Pre-Approval Confirmation Code below. Your code was emailed to you when you completed the OOS Travel Pre-Approval online form process.
The code is also located on your printed copy of the pre-approval form.

I

v Check My Travel Status

i Upload or View Your Travel Packet

B View or Print Your Pre-Approval Form

B View or Print Your Detail Information

B Submit Your Travel Expense Form

B View or Print Your Travel Expense Form




Step 1: Travel Information

We found the following information for the Confirmation Code you entered. If you have retumned from your trip and wish to complete your Statement of Official Out of State
Travel Expense Report, verify your information and dick to go to the next step.

.

g VERIFY: Name & Address a rs as submitted on pre-approval according to eMap. If it is NOT the same as in eMap pleasa contact your travel designee for

instructions to comect. Reimbursements from the Comptroller’s Office require the information to match the vendor file and if not it may result in delayed
reimbursement.

Confirmation Code: kHX6kfem

Department/Agency: Governor's Office

Division:

Name of Traveler (as in eMAP): John Q Test

Home Address of Traveler (as in eMAP): 600 Dexter Avenue, Montgomery, AL 36104
Official Station or Base: Montgomery, AL

Purpose of Travel: 00S Travel Training

Start of Travel: 5/1/2016

If Name and Address are correct (as in eMAP) continue to Next Step =

Step 2: Travel Expenses

[Beluw are your trip details. This information comes from your Out of State Travel Pre-Approval submission and is displayed for reference. ]
Pre-Approved Travel Details

Day Date From To Time Agency Vehicle Car Miles

sun 5/1/2016 Montgomery, AL Atlanta, GA 1:37 PM 164

Mon 5/2/2016
Tue 5/3/2016
Wed 5/4/2016 Atlanta, GA Montgomery, AL 8:23 PM 164

328 total miles

Departing and Returning Time Adjustments?

[ If your actual departure time or return time was different than what you entered on your pre-Approval, enter the actual times below. ]

Actual Departing time on Sun, 5/1/2016: EI:

Actual Returning time on Wed, 5/4/2016: :

Save Changes &t Continue to Next Step >




Date Bfast ($16.00) Lunch $17.00) Daily Total Lodging
5/1/2016 || $64.00
5/2/2016 $64.00
5/3/2016 $64.00
5/4/2016 $64.00
Save Changes 8 Continue to Next Step >
Pre-approved
Conference Fee: $100.00
Airport Parking: $0.00 0.00
Metered Parking:  $0.00
State Services: $0.00
Toll Roads: $0.00

F

Save Changes & Continue to Next Step

Finalize & Print




STATE OF ALABAMA
Statement of Offical Qut of State Travel

Governor's Office

Department/agency ‘Code Number

John Q Test (Employee)
Mame of Traveler

600 Dexter Avenue, Montgomery AL 36104
Address of Traveler (including street, city, state and zip code)

Division:

Funds

v, AL

Offical Station or Base

00S Travel Training

Purpose of Travel

The mileage and expense i in this exp
authorized and has been checked for compliance.

APPROVED

account has been previoushy

Departmental

| Hearby Certify That the Within Account in the Amount 50.00 is correct, due,

and unpaid.

Signature of Payee

RECAPITULATION OF EXPENSES

Travel Expenses Amount Emergency and Necessary Expenses Incurred in Connection with Travel Amount
Commercial Transportation {incl rental cargas) 0400-02 $0.00 Total other expenses such as postage, fax, baggage handiing, tolls,
Mileage, private car 0400-01 $0.00 conference registration, efc. 50.00
Meals and lodging 0400-03 50.00

SUBTOTAL TRAVEL EXPENSES 50.00 [PRAND IRIRAL TRAVEL EXPENSES $0.00

ITEMIZATION STATEMENT OF NECESSARY TRAVELING EXPENSES INCURRED FOR FERIOD

05/01/20M6 TO 05/04/2016 (4 Days)
Points of Travel . SUBSISTENCE Total Total Meals Mecessary Expe_anse &
Day Date From To Hour of | Private Car | G Bfast | Lunch | Dinner | Meals | Lodging | &Lodging | CONference Registration
mmiddiyy City/State City/State Depart! Miles/Fare Fare
Return Description Amount
Detail Amount
Sun 05/01/2018 |Montgomery, AL Atlanta, GA 01:37 PM 0 50.00 50.00 50.00 50.00 ———— 30 00| Conf Fee —
Mon 05/02/2018 Atlanta, GA 50.00 £0.00) 50.00 50.00 _— 20.00 | peter §0.00
Tue | 05/03/2016 Atlanta, GA s0.00]  s000] s000 s000]  —— $0.00]roi Road 50.00
Wed | 05/04/2016 |Atlanta, GA Monigomery, AL 08:23 PM 0 5000 S000] S000 s0.00] —— $0.00]5zie services 50.00
0 so.ocl so.ool 50 nnl so.ool 50 nu| $0.00 $0.00
Pre-Approved: kHX6kfem  04/07/2016 01:46 PM
STATE OF ALABAMA
Statement of Offical Out of State Travel
Governor's Office
Departmenti/Agency Code Mumber Division: Funds
John @ Test (Employee) v, AL
Mame of Traveler Offical Station or Base
600 Dexter Avenue, Montgomery AL 36104 00S Travel Training
Address of Traveler (including street, city, state and zip code) Purpose of Travel
The mileage and expense indicated in this expense account has been previously | Hearby Certify That the Within Account in the Amount $0.00 is correct, due, and unpaid.
authorized and has been checked for compliance.
APPROVED:
Departmental Signature of Payee
RECAPITULATION OF EXPENSES
Travel Expenses Amount Emergency and Mecessary Expenses Incurred in Connection with Travel Amount
Commercial Transpertation (incl rental carfgas) 0400-02 $0.00 Total other expenses such as postage, fax, baggage handiing, tolls,
Mileage, private car 0400-01 $0.00 conference registration, efc. $0.00
Meals and lodging 0400-03 50.00
SUBTOTAL TRAVEL EXPEMSES £0.00 GRAND TOTAL TRAVEL EXPENSES 50,00
ITEMIZATION STATEMENT OF NECESSARY TRAVELING EXPENSES INCURRED FOR PERIOD 05/01/2016 TO  05/042016 (4 Days)
Points of Travel . SUBSISTENCE Total Total Meals Mecessary Expgnse 8.
Day Date From To Haur of Prl_vale Car |C: Bfast Lunch Dinner Meals Lodging & Lodging Conference Registration
mmiddfyy City/State City/State Depart/ Miles/Fare Fare
Return Description Amount -
Detail Amount
Sun 05/01/2016 |Mentgomery, AL Atlanta, GA 01:37 PM a 50.00 50.00 $0.00 30.00 e 80.00|Conf Fee -
Mon 05/02/20186 Atlanta, GA $0.00 20.00 $0.00 50.00 —— 5000 preter $0.00
Tue | 05032016 atlanta, GA 5000  s0.00] s0.00 50.00[ X E— 50,00
Wed 05/04/2016 |Atlanta, GA Montgomery, AL 08:23 PM 0 $0.00 S0.00 %0.00 50.00 — | 50.00 State Services $0.00)
0 50 nnl 50 nul 50 nnl 50 uul su.ou| 50.00 $0.00

Pre-Approved: kHX6kfem  04/07/2016 01:46 PM
Final: kHX6kfem  4/8/2016 12:05:02 PM




Information About Travel

Manual Forms

* FRMS-5 Pre-Approval Request (Excel) Last Updated: 1/1/2016
» FRMS-5 Pre-Approval Request (Excel) Last Updated: 1/1/2015 (Oct-Dec)

* FRMS-6A Expense Report (Excel) New: 1/1/2016 (Mileage .54)

= FRMS-6A Expense Report (Excel) Previous: 1/1/2015 (Oct-Dec) (Mileage .575)
Meal Rates

= State of AL Shortcut for GSA/CONUS rates used for meal caps listed by state/city
= GSA Per Diem Rates (Remove $5 incidentals for state meal caps)

» GSA Meals and Incidental Expenses (M&IE) Breakdown

Memos & Information

= Matrix Instructions & Guidelines 2013 (Updates Coming FY15)

State Law

= Code of AL 36-7-21
= Code of AL 36-7-22
= Attorney General Opinion 1986-326




