


CAP Travel Policies and Procedures

The purpose of this document is to provide travel policies and procedures to obtain approval and reimbursement by the Texas Department of State Health Services (DSHS) for authorized expenditures for travel to conduct CAP business.

DSHS will reimburse travelers for all reasonable business expenses incurred provided the travel is approved by the appropriate supervisor. Travelers should practice moderation in all expenditures for travel, keeping in mind the mission and budgetary constraints of the agency.
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Traveler must submit a Travel Request (TR) (see attachment) 10 business days prior to a scheduled meeting. Reimbursement requests must be submitted within 5 business days of your return from travel and/or trip.

Below is a table that describes the standard allowable expenses for CAP travel that will be used for the TR and reimbursement. Any exceptions requested must be approved by DSHS prior to the TR being approved.

Standard Allowable Expenses for CAP Meeting Travel
	Travel
	Distance
	Options

	Point of departure to point of arrival
	0-100 miles
	Personal vehicle/mileage
Rental vehicle
Gas
No meals
No lodging

	Point of departure to point of arrival
	100-300 miles
	Option 1: Airline/Round trip
Airport/mileage
Transportation/rental/taxi 
No meals 
Option 2: Rental vehicle/gas
One night lodging
1 ½  days meals (see chart below)

	Point of departure to point of arrival
	300 or more miles
	Option 1: Airline/Round Trip
Transportation/parking
Rental/taxi/shuttle
One night lodging
Meals (see chart below)
Option 2: 
Rental car/gas
Two nights lodging
Meals (see chart below)





	Meal
	Allowance

	          Breakfast
	$  8.00

	          Lunch
	$12.00

	          Dinner
	$16.00



Breakfast: 12:00am-7:59am
Lunch:      8:00am-7:59 pm
Dinner:     8:00pm-11:59pm
(Departure and Return time per Travel)


DART Card Usage: Please sign and return via email or fax, the copy of the completed travel request form enclosed with the DART Card issued/mailed to you.

Submit all receipts for which you are requesting reimbursement.  

Travelers using the DSHS Advance for Rapid Travel (DART Card) for travel may not use the card for meals unless it is an overnight trip. Note: meals are not reimbursed for one-day only travel, regardless of leave and return times. Meals purchased on DART card in your headquarters city/residence will not be reimbursed. Travelers will be reimbursed for travel-related meals based on the per diem rate table (up to $36 per day). If the traveler uses the DART Card for meals, actual receipts are required and the actual amounts posted will be used to reimburse up to the amount allowed in the table:

DART cards can be used to purchase gasoline, parking, toll fees, hotel and meals for overnight trips. DART cards are to be used for traveler allowable expenses only.

Travelers will be responsible for making their own hotel reservations based on the allowable General Services Administration (GSA) maximum lodging rates ($108) with a copy of the lodging reservation confirmation to Dolly. For reimbursement: traveler submits itemized lodging receipt that shows the daily rate, taxes and a zero balance.

Travel requests for Air travel and car rentals are direct billed to DSHS. Personal mileage is allowed for use of personal vehicle, mileage to and from rental agency to pick up rental vehicle; mileage to/from airport at the state rate of .565¢
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