69I-23.005 Reimbursement of Revolving Funds.

(1) Vouchers requesting reimbursement must include invoices, sales receipts or other supporting documentation and in the case of a payment by check, provide a copy of the checks or a check register including the date, number, amount and payee of each check, or provide the check number, amount and date on the invoice. Reimbursement requests shall be sent to the:

Bureau of Auditing

Department of Financial Services

200 East Gaines Street

Tallahassee, Florida 32399-0355

(2) Reimbursements to revolving funds for travel expenses will only be made if:

(a) The agency has written approval to make travel payments from the revolving fund;

(b) The travel reimbursement request is audited by the agency’s fiscal or accounting office for compliance with section 112.061, F.S.;

(c) The voucher schedule submitted to the Department of Financial Services must be scheduled in the same manner as common carrier payments (pay and charge) with the original documentation. Form DFS-AA-15, Voucher for Reimbursement of Travel Expenses, and unless exempted in writing by the Department, a duplicate or photocopy of the revolving fund check upon which payment was originally made or copy of check register must be attached;

(d) The travel was by an employee filling an authorized established position, an OPS employee or a member of an advisory council, board, commission or statewide grand jury and the revolving fund approval authorizes payments to such member; and

(e) Each agency shall use Form DFS-AA-25, Application for Advance on Travel Expenses, for authorization and payment of travel advances from a revolving fund. The Department will not process any revolving fund reimbursement for travel advances. If an agency grants a revolving fund travel advance, then the agency must pay the final reimbursement from the revolving fund. Reimbursements to the revolving fund shall be requested after settlement of the actual travel reimbursement. The voucher schedule submitted to the Department for reimbursement to the revolving fund must be scheduled in the same manner as common carrier payments (pay and charge) with the original documentation, Form DFS-AA-15, Voucher for Reimbursement of Travel Expenses, Form DFS-AA-25, Application for Advance of Travel Expenses, duplicate or photocopies of the revolving fund checks for both the travel advance and duplicate or photocopies of the revolving fund checks or photocopies of the check register for final travel payment, and photocopies of deposit forms and personal checks for refunds of overpayments of travel advances, if any.
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