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1.
Legislative Authority

O.C.G.A. 45-7-25 and 45-7-26 authorizes the payment of travel advances to employees of all State agencies and charges the Director of the Office of Planning and Budget (OPB) with the following responsibilities.

"The Director of the Office of Planning and Budget shall develop the necessary rules, regulations, and procedures to govern the advance of State funds to employees prior to travel in the conduct of official State business, and to provide for proper accounting of the State funds advanced to such employees on a timely basis following such employees return from travel status."


Accordingly, regulations have been developed which cover the payment and accounting for travel advances as well as related matters.  In general, each agency is authorized to set specific policies, establish procedures and use forms within the regulations listed below.

2.
Travel Advances
The purpose of travel advances is to minimize the financial burden on employees while traveling on behalf of the State.  This objective can be accomplished either by the issuance of corporate charge cards or by cash advances to the employees.


2.1     Definitions – Continuous Travel Status

Employees are required to be away from his/her Residence and Primary Work Station for four or more days per week.
2.2     Corporate Charge Cards
Corporate charge cards are available for issuance to eligible employees upon approval by the employee's agency head or his designee, and the company issuing the corporate charge card.  The benefits of using corporate charge cards include the following:

a.
Reduces the employee's and the agency's cash flow by reducing or eliminating the need for cash advances;

b.   Reduces the frequency of reimbursements for travel expenses;

c.
Requires no annual membership fee or finance charges if paid within the terms of the agreement;

d.   Provides emergency cash to the employee;

e.
Eliminates the need for the agency to direct pay airline tickets, travel agencies and car rental companies;

f.
Provides guarantee for hotel room and other services requiring a deposit; and

g.
Provides to the agency various financial reports summarized by individual employee and agency total;

Because the corporate charge card is issued directly to the employee, there is no liability to the State or the agency, even if the employee defaults.

2.3     Cash Advances
Since corporate charge cards are now available to employees, State agencies should minimize the use of cash advances.  Agencies should consider issuing cash advances for travel to employees only under the following conditions:

a.
For justifiable reason(s), the employee has not received a charge card;

b.
For employees who are not normally in travel status making a one time trip; or

c.
For special exceptions approved by the agency head.

2,4     Authority to Advance Cash For Travel
The head of each agency, or his designee, is authorized to advance State funds to employees for travel purposes in the conduct of State business.  Travel advances are limited and available only to an employee whose current annual salary is $50,000 or less.  The travel purposes for which funds may be advanced include anticipated subsistence as well as mileage and other transportation costs which are allowable as reimbursable travel expenses under guidelines issued by the State Accounting Office and OPB.  Travel advances are not required by State law or by these regulations, but are left to the discretion of each agency head.

3.
Approval of Cash Advances For Travel

The Statewide Travel Guidelines promulgated by the State Accounting Office and OPB include the following requirements on the authorization for the travel:


"Employees required to travel in the performance of official duties and entitled to reimbursement for expenses incurred should receive authorization from their agency head or other designated official prior to performing the travel.  Each agency should establish a written policy designating persons/positions who may authorize and approve travel.  Blanket routine travel authorization may be granted.  Lists of signatures of approving officials should be made available to fiscal office personnel responsible for issuing reimbursement travel checks.  All out-of-state travel should be specifically authorized in writing by the agency head or his designee prior to each trip..."


In addition to the travel authorization required by the State Accounting Office for purposes of receiving reimbursement of the associated travel expenses, specific authorization for each cash advance shall be given by the agency head or his designee.  The written authorization for the payment of the cash advance shall be on the same form on which the employee acknowledges receipt of the payment.  The attached Travel Advance Authorization form shall be used for this purpose.

4.
Amount of Cash Advance

The amount of a cash advance shall be determined by policies to be set by each agency according to the nature and probable duration of the travel.  The amount shall be related to the estimated cost of travel required on the travel authorization form but shall be held to a minimum and allowed only when an advance is warranted in the judgment of the agency head.

5.
Accountability for Funds Advanced

Each employee who receives a cash advance shall acknowledge the receipt of the funds in writing.  This acknowledgement shall be dated and shall be present on the Travel Advance Authorization form.  All employees are fully responsible for funds advanced to them and shall account for those funds in the manner specified by the Statewide Travel Guidelines promulgated by the State Accounting Office and OPB.  The liability of the employee extends to travel advance funds which are lost or stolen.  Neither State Law nor these regulations, however, in any way relieve the agency head from the responsibility of accounting for all funds expended for travel purposes.

6.
Recovery of Cash Advances Made for Specific Trips

Cash advances for specific trips shall be recovered under four circumstances, each of which is discussed separately as follows:


a.
When the actual travel expenditures reported on the travel voucher exceed the amount of the cash advance, the employee shall be reimbursed for the amount of the excess;


b.
When the actual travel expenditures reported on the travel voucher are less than the amount of the cash advance, the employee shall reimburse the agency for the difference.  This reimbursement shall be made at the same time that the travel voucher is submitted;


c.
In the event of cancellation or indefinite postponement of authorized travel, any cash advances which were made shall be refunded immediately;


d.
Should any employee granted a cash advance fail to file a travel voucher or reimbursement as provided by these regulations, State Law provides that the agency head shall file a certification of the amount of the advance with the Office of Planning and Budget.  This amount shall then become a lien against any and all funds due the employee from the State or the Employees' Retirement System of Georgia or the Teachers' Retirement System of Georgia.  It shall be the agency's responsibility to recover the amount of any cash advances for which no accounting has been made, either from funds owed the employee by the agency or by notifying the appropriate retirement system of the amount due.  In the latter case, the retirement system must remit all funds due the employee, up to the amount specified, within 30 days of notification.  If the cash advance is not recoverable from the employee or from funds held by the State on behalf of the employee, the agency head shall be responsible for seeing that the amount of the advance is repaid to the State; and


e.
Each agency head shall take steps to provide for a checkout procedure within his agency to ensure that terminating employees do not have outstanding cash advances or charge cards.

7. Recovery of Cash Advances for Continuous Travel


In cases where an employee is in a continuous travel status and has been given a blanket routine travel authorization, the full recovery of any cash advance is not required until the employee is removed from continuous travel status.  Both the employee and his agency head shall be responsible for insuring that the cash advance does not exceed the expected travel expenses for one pay period.  Travel expenses incurred during each pay period shall be reported on a travel voucher submitted at the end of the period.  Any reimbursement of funds to the employee must not increase the outstanding cash advance above the authorized amount.

8.
Accounting for Cash Advances

Outstanding funds advanced for travel shall be accounted for as "accounts receivables" on departmental balance sheets.  Either account code – 125003 (accounts receivable – travel advances – continuous), or account 125004 (accounts receivable – travel advances – one trip) should be used, as appropriate.  A subsidiary ledger account shall be maintained for each employee who receives a cash advance.  These subsidiary accounts shall be periodically adjusted for all travel vouchers and reimbursements.

9.
Effective Date

These revised rules, regulations and procedures shall become effective on December 1, 1989, and may be updated and revised from time to time as necessary for the effective administration of the State Law authorizing travel advances.


This policy was reviewed and revised by the Office of Planning and Budget September 2006.


This policy was reviewed and revised by the Office of Planning and Budget February 2013.  An eligibility criterion for receiving a travel advance was added to the policy.
Reviewed and/or Revised:  February 20, 2013

    Page 1
Reviewed and/or Revised:  February 20, 2013                            
                       Page 5

