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Rei mbur sabl e expenses associated with rental autonobil es include:

Texas and ot her state sal es taxes,
Gasol i ne,
Par ki ng fees,

Tol | charges,
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l[imted to the state business days (see B2-220.0).

when use involves travel only wthin designated headquarters.
B. Advance Approval for Enployee to Use a Rental Autonobile

departnmental approving authorities.

DATE | SSUE REVI SI ON PAGE
ADMINISTRATIVE SURECT TRAVEL
POLICIES AND PROCEDURES MANUAL
SUB- TCPI C
TRANSPORTATI ON ALLOMNCE, Cont i nued
A Recei pts Are Required
If the rental car receipt is not available, proof of transportation will be

accepted as outlined in the section for unavailable airline tickets (see B2-

Repair parts and | abor plus towi ng charges to repair state vehicles.

If an enpl oyee rents a car and conbi nes personal travel with state business, the
cost of the rental car nust be prorated on a daily basis and rei nbursenent is

Normal ly taxi fares are |ess expensive than costs associated with a rental car
if travel conditions involve a single person not going an excessive distance.

Recei pts are not required for travel by taxi and city bus. However,
list of each claimshow ng destination and cost of travel is required.

an item zed

Rei mbur sement for rental autonobiles and associ ated expenses is not allowable

Approval should be reflected on the Travel Authorization formby the appropriate




