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PUBLIC TRANSPORTATION DIVISION 
ADMINISTRATIVE COSTS – TRAVEL 

FOR 
 SOLVE BEST PRACTICES 

CONFERENCE 
 

 

 
 
APPLICATION GUIDELINES 
 
Agencies must submit an application to PTN no less than April 3, 2012.  PTN will reimburse 
agencies only for those expenses that have been pre-approved on the enclosed application. 
 
1. Separate applications must be submitted for each individual employee attending the event.  If 

employees are carpooling or sharing a room, submit the requested shared expenses on one 
application only and reference the shared expenses on the other applications.   

2. Travel and meal expenses will be paid for event that is considered out of town and includes 
overnight lodging.   

3. Meals will not be paid unless overnight lodging is necessary. 
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REIMBURSEMENT GUIDELINES 
 
1. Reimbursements will be based upon Texas State Comptroller guidelines for travel expenses 

(see https://fmx.cpa.state.tx.us/fm/travel/travelrates.php).  Payments for actual travel expenses 
may not exceed the limits reimbursable under applicable law.   

2. Reimbursement requests must be received by PTN within 45 calendar days of the last day of 
the event or event related travel.  Requests received after 45 days will be denied. 

3. Legible copies of all receipts must be attached to the reimbursement request and sent to PTN 
by fax, regular mail or electronically.  Meal receipts are not required, but must be kept on file at 
the agency. 

4. Payments will be made to the agency, not to individual employees. 
5. All records related to this event, including receipts, must be kept on file at the agency for a 

period of three years after final reimbursement from PTN. 
6. No travel advance payments will be made.  Reimbursement will be made after travel is 

completed. To be eligible for reimbursement, a cost must be incurred.  
7. Agencies will be paid from TxDOT within 30 days of submitting the completed reimbursement 

request and appropriate documentation to PTN. 
8. Applications and reimbursement request forms cannot be signed by the individual attending the 

event; they must be approved by an authorized agency representative. 
9. Reimbursement requests that do not meet the established criteria will not be approved and 

payment will not be made to the agency.   
10. Transit agency acceptance of a reimbursement under this event prohibits any additional 

reimbursement under other federal programs such as 5304. 
 
ELIGIBLE EXPENSES 
Lodging Hotel room fees up to the maximum travel reimbursement rate allowed by the Texas 

State Comptroller per night for the geographic training location (see 
http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentId=17943&contentType=GS
A_BASIC). Note: Austin tax is $16.20 for a $108/night room. 

Per diem / 
Meals 

Reimbursement for actual meals and incidental expenses for the Solve Conference is 
limited to $53.25 per day.  TxDOT will not reimburse for meals furnished by the 
conference. Receipts are not required but must be kept on file at the transit agency. 

Travel • If traveling by air, reimbursement of air fare at advanced purchase rates. 
• If traveling by personal car, mileage reimbursement will be limited to the travel miles 

calculated under MapQuest and current rates obtained from the Texas State 
Comptroller. 

• If traveling by agency vehicle, no gas or mileage reimbursement is allowed under 
this program. 

Taxi / Shuttle Those traveling by air must use the free shuttle provided by the Hilton for 
transportation to and from the airport. 

Car rental Determined on a case-by-case basis; prior approval from PTN is required. 
Parking  Reimbursement of parking fees at airport.  Complimentary parking is available at the 

Hilton.  Use of valet services is not an eligible expense except as an ADA 
accommodation.  

Note:  All reimbursement requests are limited to the rates set by the State Comptroller’s office or the 
transit agency’s guidelines, whichever is less.  Copies of receipts for all eligible expenses are 
required with the exception of meal receipts. The division reimburses on the lower of the 
estimated or claimed cost of each type of travel expense: estimate costs carefully. 
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NON ELIGIBLE EXPENSES 
Full fare / non-advanced purchase air fare Alcohol 
Hotel in-room movies Entertainment expenses 
Any excessive or questionable expenses Tips or gratuity 
Extra days of travel or lodging not directly related 
to the training 

Phone calls 

Mileage expenses are not paid to passengers of 
cars or to drivers of official company cars  

 

Overtime compensation  

 
SEQUENCE OF EVENTS 
# Event Responsible Party 
1. Completes an application. Agency 
2. Authorized transit representative approves and signs 

application.   Faxes, mails or electronically sends 
application to Event Coordinator no later than 10 days 
before the event.  

Agency 

3. Management approves or disapproves application  PTN 
4. Event Coordinator emails notification of approval or 

disapproval to agency. 
PTN 

5. Attends event.    Individual employee 
6. Completes reimbursement forms.  Ensures copies of all 

receipts are attached and forwards to PTN Coordinator by 
mail or fax within 45 days of last day of travel or training.  

Agency 

7. Review reimbursement request and recommend approval 
or disapproval.   Incomplete or inaccurate requests are 
returned for completion or revision.  Forwards request to 
appropriate management level for approval or disapproval 
and e-mails approval to transit agency. 

PTN  

8. Forwards payment request to TxDOT Finance within ten 
days after receipt of acceptable request. 

PTN  

9. Processes payment to transit agency. TxDOT Finance 
10. Receives reimbursement within 30 days of submitting an 

acceptable reimbursement request. 
Agency 

11. Reimburses employee for expenses. Agency 
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PUBLIC TRANSPORTATION DIVISION 
ADMINISTRATIVE COSTS – TRAVEL 

FOR SOLVE BEST PRACTICES CONFERENCE 
APPLICATION 

 
Employee / Agency Information Date: 
Agency Employee Name  Employee Title or Position 

 
 

 
 

Agency  
 

Agency Address and City 
 

Agency Contact & Phone Number 
 

E-mail Address 
 

 Type of Agency 
   5311           5310             5307          Other    

Course Information 

Name of Event:  Solve Best Practices Conference 

 

Training Date(s):  April 17 -18, 2012 

 

Event Location:  Hilton Airport, 9515 Hotel Dr.  
                               Austin, TX 

Estimated Costs 
A B C D 

Eligible Expense 
Number of Days 
or Miles (No 
Fractions) 

Maximum Eligible 
Expense (per Day, 
Night or Mile) 

Total 
Column B X Column C 

Lodging: Room Rate     

Lodging: Taxes    

Meals / Incidental Expenses    

Mileage (Roundtrip)    

Air Fare    

Taxi/Shuttle    

Car Rental    

Parking/Tolls    

TOTAL    

 
 

Documentation of Approval by Signature Date 
Agency Manager Approval  

TxDOT Approval  

 
Mail, fax, or send in .PDF format to  
 
TxDOT Public Transportation Division 
125 E. 11th Street   Austin, TX 78701-2483 
Fax:  512/374-5244 
Contact:  ptn_training@dot.state.tx.us 
 

PTN Tracking Number: 
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PUBLIC TRANSPORTATION DIVISION 
ADMINISTRATIVE COSTS – TRAVEL 

FOR SOLVE BEST PRACTICES CONFERENCE 
REIMBURSEMENT REQUEST 

 
Employee / Agency Information Date: 
Agency Employee Name  
 

Employee Title or Position 
 
 

Agency  
 

Agency Address and City 

Agency Training Contact  & Phone Number 
 

E-mail Address 

Vendor/Payee Identification No. - 14 digits (Required) 
 

Type of Agency 
 
   5311           5310             5307     Other     

Course Information 

Name of Event:   Solve Best Practices Conference 

 

Event Date(s):  April 17 -18, 2012 Event Location:  Hilton Airport, 9515 Hotel Dr.  
                               Austin, TX 

Travel Expenses 
A B C D 

Eligible Expense 
(Receipts Required Except Meals) 

Total Expense 
Pre-Approved 
on Application 

Actual Expense 
Incurred 

Approved for 
Reimbursement 
(PTN use only) 

Lodging: Room Rate    

Lodging: Taxes    

Meals / Incidental Expenses    

Mileage (Roundtrip)    

Air Fare    

Taxi/Shuttle    

Car Rental    

Parking/Tolls    

TOTAL    

    

Documentation of Approval by Signature Date 
Agency Manager Approval:  

I certify that verification/audit has been conducted, the services rendered or goods received, 
and the invoice correctly corresponds with the authority under which services were made.  
The invoice is true and unpaid. 
 
TxDOT Approval: 

 

 
Mail, fax, or send in .PDF format to  
 
TxDOT Public Transportation Division 
125 E. 11th Street   Austin, TX 78701-2483 
Fax:  512/374-5244 
Contact:  ptn_training@dot.state.tx.us 
 

PTN Tracking Number: 

PTN Charge Number: 

 


