P-Card Meal Allowance

On-Line Training %



Training Instructions

o This training will go over the
highlights of using a Pcard for meal
purchases.

o There will be 4 questions within the
presentation.

If you answer them correctly, you will
advance to the next slide.

If you answer incorrectly, you will be
taken to the previous slide for review.



As part of the travel request process, the employee will fill in an

authorized meal allowance on the Travel Expenditure Statement.

Rev_ 10701107 For Accounts Pagable Use Only:

SE-01-34 Dloci#t:
DUVAL COUNTY PUBLIC SCHOOLS
TRAVEL EXPENDITURE STATEMENT

AUTHORIZATION TO TRAVEL: Date:
Mame [Print]: Title:
Destination [Print City and State] -
Purpose ! Benefit to DCSE:

Date[s] From: Through
Mode of Travel:
Comp - rode with: Authorized Meal Allowance: APPROYED BY:
AF Use Only: PFPR: Awis: Print Mame:
PPH: Air: Phone &
Complete post travel]:
Travel Performed Aurto Mileage Lodgi and Incid al Expenditures
Dlate From Point of Origin to Destinatio Hour of Return Meals Claimed Amount Type

Submit upon completion of travel or no later than the 10th of the next month to: Mi GRAND TOTAL
Building 3001, ?2nd Floor & % 0485 § Mi.
ATTN: Accounts Payahle Department TOTALS $ $ [$ $

1 hereby certify or affirm that this travel claim is true and correct in every material matter, that the expenditures were actually incurred by the undersigned as necessary
travel expenditures in the performance of my official duties: and that same conforms in every respect with the requirements of Chapter 106, Part 7, of the

Municipal Code of the City of Jacksonville andfor Duval County School Board.

THE FOLLOWING I5 TO BE COMFPLETED FOR EACH REQUEST:

Emplogee? Yes [ Jor No [ ] Consultant? Yes [ Jor No | ]

MNew Emplogee ¥Yendor? Yes [ JorNo [ ] If Mo, change of address? Yes | ) or No [ n

*ersonnel Number:

Mame: Payee's Signature

Work Location:

Home Address:

City: Title Date

State: Zip Code: Phone #




By signing and authorizing the travel, the Supervisor is also

approving the meal allowance for the travel.
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DUWAL COUNTY PUBLIC SCHOOLS
TRAVEL EXPENDITURE STATEMENT
AUTHORIZATION TO TRAVEL: Dare: 6/8/2007

Mame [Print): J@hn Smith Tirle: Analyst

Destination [(Print City and State) : Orlande, Florida

Purpose ! Benefit to DCSB: Conference on Best Practices for mid-large school districts

Date[s] From: 6/10/2007 Through: 6/13/2007
Mode of Travel: ﬂ'_'lf
Comp - rode with: Authorized Meal Allowance: $122.00  approveDp BY: zaﬁn fDae
AP Use Only: PPR: Auvis: Print Name: JOhn Doe

PPH: Air: Phone # 348-T100
REQUEST FOR REIMBURSEMENT OF OUT OF COUNTY TRAYEL EXPENDITURES AS FOLLOWS [Complete post travel):
Travel Performed Auto Mileage Lodging and Incidental Expenditures
Date From Point of Origin to Destination Hour of Departure Hour of Return Meals Claimed Amount Type

06/10/07 |DCPS to Las VWegas, NV 1:00 p.m. T:00 p.m.
Submit upon completion of travel or no later than the 10th of the next month to: GRAND TOTAL
Building 3001, 2nd Floor @ % 0485 § Mi.
ATTH: Accounts Payable Department TOTALS $0.00

1 hereby certify or affirm that this rravel claim is true and correct in every material matter, that the expenditures were actually incurred by the undersigned as necessary travel
expenditures in the performance of my official duties: and that same conforms in every respect with the requirements of Chapter 106, Part 7, of

the Municipal Code of the City of Jacksonville andfor Duval County School Board.

THE FOLLOWING IS TO BE COMPLETED FOR EACH REQUEST:

Emplogee? Yes [ xx JorMNo[__ ] Consultant? Yes [____ Jor No [ xx ] y(ygun) M

Mew Emplogee ¥endor? Yes [ Jor Mo [ XX ) If Mo, change of address? Yes[___ JorMNo [ XX
‘ersonnel Number 374548484
Mame: John Smith Payee's Signature
work Location: 1701 Prudential Blvd
Home Address: 123 Main Street Analyst 6/8/2007
City: Jacksonville Title Date
State: FL Zip Code: 32207 Phone # 347 -T100




Meal Allowance Calculator

o The Meal Allowance shall be calculated
at the authorized rate of per diem.
Allowance for meals shall be based upon
the following schedule of allowed costs:

s 1
N
é} Breakfast - $10 when travel begins before 6
a.m. and extends beyond 8 a.m.
Lunch - $14 when travel begins before 12

noon and extends beyond 2 p.m.

Dinner - $26 when travel begins before 6 p.m.
and extends beyond 8 p.m.



Meal Allowance Calculator

o If a meal is being served, that meal
cannot be included in the meal allowance
calculation. Example: If lunch is being
provided, $14 cannot be included in the
calculation.

o If a continental breakfast is served, that
breakfast can be included in the
calculation.

o If a provided meal is not eaten for
medical reasons, that meal can be
included in the calculation. However, it
must be noted that the meal was not
eaten for medical reasons.




Question #1

o Are all meals included in the meal
allowance calculation?




P-Card Meal Calculation Scenario:

Going to DOE Conference in Orlando.

Dates of conference are June 11 - 13
(Monday - Wednesday)

Driving to conference, leave on
Sunday, June 10 at 1:00 pm

Leave Conf on June 13, arrive home
at 7:00 pm

Breakfast | Lunch | Dinner

6/10/2007, leave at 1:00p

6/11 {lunch included in conf)

6/12 (lunch included in conf)

6/13 arrive home 7:00p
Subtotals




P-Card Meal Calculation Scenario

o Going to DOE Conference in Orlando. &E?T'?ﬁfgilg when travel e

beyond 8 a.m.
o Dates of conference are June 11

- 13 (Monday - Wednesday) Lunch - $14 when travel begins
before 12 noon and extends
o Driving to conference, leave on beyond 2 p.m.

Sunday, June 10 at 1:00 pm

Dinner - $26 when travel begins

before 6 p.m. and extends
o Leave conference on June 13, beyond 8 p.m.

arrive home at 7:00 pm.

Breakfast Lunch Dinner
6/10/2007, leave at 1:00p 0 0 26
6/11 (lunch included in conf) 10 0 26
6/12 (lunch included in conf) 10 0 26
6/13 arrive home 7:00p 10 14 0
Subtotals 30 14 78
Total Meal Allowance: $122




While traveling....

o The employee must be at or less than
the approved meal allowance. The
approved amount can be spent at any
time during the trip. You do not have to
stay within the per diem guidelines.
However, you must stay within the
amount allowed for the travel period.




Question #2

o Can a person have a meal over the
daily allowance amount?




Upon Return....

o A copy of the Travel Expenditure
Statement must be submitted
along with detailed receipts with

that month’s procurement card
statement.




Going over the Meal Allowance

o If the traveler exceeds the meal
allowance, reimbursement must be
submitted with the procurement
card statement. Reimbursement
must be made by a check or

<
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Question #3

o If the meal allowance amount is
exceeded, what form of payment
can be made to reimburse the
district?

Check or Money Order made out to
DCPS

Cash




No Reimbursement

o Employees will not be reimbursed
the difference if the actual meal
expenditures are less than the

meal allowance. )))
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Question #4

o A traveler had an approved Meal
Allowance of $122. Their meals
came to $110. Is the Traveler
reimbursed the $12 difference?




No Alcohol

o Alcoholic beverages cannot be
purchased when using the district’s
procurement card.

i

-



Use Good Judgement

o Do not use the procurement card
to purchase meals from
establishments that are not
appropriate establishments to
expend public funds.
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Questions...

o If you have any questions please
contact 390-2343

or ﬁ

o Send an email to

pcardadmin@dreamsbeginhere.org
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mailto:pcardadmin@dreamsbeginhere.org

