
 
UF Travel Guide for PharmT Employees & Trainees 

 

Quick Step Overview: 
1. Get Pre-Approval 
2. Book Travel Using UFGO 

 
3. Receipt Requirements & Per-Diem Rates 
4. Reconcile Expenses & Get Reimbursed 

 

Step 1: Get Pre-Approval  
Before booking anything, you must receive travel pre-
approval from your supervisor & the University.  

• Submit a Travel Request Form at for overnight 
travel, trips longer than 24 hours, and any trip 
partially or fully paid by a third party.  

Step 2: Book Your Travel  
Once your Travel Request is approved, book all airfare, lodging, & rental cars using UF GO. 

Airfare  
Choose the most economical main cabin airfare. Upgrades above main 
cabin are allowed if total travel time (take-off to landing) exceeds 9 hours (1 cabin 
upgrade to premium economy) or if more than 16 hours (2 cabin upgrades to 
business class). First class and reward travel are not reimbursable.  

• Cost Comparison:  If you include personal travel to the beginning or end of your 
UF travel a cost comparison is required. This should be pulled from UF GO for 
the business travel dates at the time of booking, to compare costs for each.  

Lodging  
Must be booked through UF GO, unless you have a conference negotiated rate. Use 
UF tax exempt certificate (when applicable) by paying with a UF payment method 
and providing the certificate to the merchant.  

Rental Car  
Book with AVIS/Budget (preferred), Enterprise/National, or Hertz through UF GO. 
Rental vehicles should be compact or economy, unless a business need exists for a 
larger vehicle. Do not accept optional insurance coverages or fuel service options 
upon pick-up, as these are included in the contracted rate.  

• Students must get a letter from the admin office to avoid issues upon pick up.  

For international travel with University-owned property (such as a laptop), you are required 
to submit a Foreign Travel Authorization at https://myassets.fa.ufl.edu/4/my-property/fta 

https://pharmacology.med.ufl.edu/travel-request-form/
https://www.concursolutions.com/
https://www.concursolutions.com/
https://www.fa.ufl.edu/wp-content/uploads/2019/06/Consumers-Certificate-of-Exemption-Sales-Tax-Exemption-Certificate.pdf.%C2%A0
https://www.concursolutions.com/
https://myassets.fa.ufl.edu/4/my-property/fta


Step 3: During Your Trip  
Receipt Requirements: Save receipts for airfare, lodging, rental cars, and any additional 
expenses. Valid receipts must include date, vendor name, itemized list of purchase, & total. 

Meals: Meals are reimbursed using UF meal limits or per diem rules. Domestic 
travel rates are noted below. International meal per diems  differ based on city and 
country. Meals included with a conference or paid by another source will not be 
reimbursed.  

• Breakfast $6 (for travel starting before 6 am and extending beyond 8 am) 
• Lunch $11 (for travel starting before 12 noon and extending beyond 2 pm) 
• Dinner $19 (for travel starting before 6 pm and extending beyond 8 pm)  

Ground Transportation & Parking: Taxi/Uber tips must not exceed 20% 
before tax and travel must be business-related (to and from 
airport/hotel/conference venues). One ride-share trip for a meal is allowed per 
day. Long-distance train travel must be booked in main cabin class only.  

Step 4: Reconcile & Get Reimbursed  
After returning from your trip, you must submit your 
Expense Report in UF GO within 15 days of your return. 
Include all expenses for the trip, even those paid directly 
by the University. Upload all required receipts and 
provide clear business justifications. Reimbursements 
are issued after the Expense Report is approved. 

Helpful Reminders & Need Additional Help?  

 Helpful Reminders  

• Personal expenses are never reimbursable  
• Keep documentation for any cost comparisons or special circumstances  
• Contact departmental administration if you need assistance before booking 
• Failure to submit a cost comparison may lead potential reimbursement 

adjustments or repayments to the University needed.  

Need Additional Help?  
Email Us: uf-pharmacology@ufl.edu 
Stop by the Office: ARB: R5-234 

https://www.concursolutions.com/
mailto:uf-pharmacology@ufl.edu
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