Mark Melhoff, CGFM, CPRS, CPO — Acting State Controller
Heather Kent - Acting Deputy Controller
Geneva Cordova — Audit Bureau Chief

Cindy Olguin — Audit Supervisor

Participants will be muted throughout the presentation.
Questions can be asked using the Q&A option at the bottom

D FA Travel 10 1 of the screen. The chat box will not be monitored. When the
July 2025 class ends, a survey should open. Please provide feedback.

New Mexico
Department of Finance
and Administration
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Geneva Cordova -
Auditor Bureau Chief

505-479-2073

Vacant - Accountant &
Auditor

505-372-9865

DFA Audit Bureau

Cindy Olguin -
Accountant & Auditor
Supervisor

505-479-2080

Josie Barela -
Accountant & Auditor

505-479-2076

Jessica Robinson
Accountant & Auditor
505-470-9068

Anne Killoy — Lead

~ Accountant & Auditor

505-216-8659

Billie Neese -

- Accountant & Auditor

505-479-2077

Dalas Perraglio -
- Accountant & Auditor

505-479-2082

Cynthia Lerma -
Accountant & Auditor

505-479-2084

Jennifer Archuleta —
Lead Accountant &
Auditor

505-538-5568
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Financial Control Division




Article 8 Per
Diem and

Mileage

Travel Principles and Policies

The purpose of this document is to provide guidance on how state
employees and public officers seek reimbursement for travel expenses

incurred while on state business.

(& ARTICLE 8
Per Diem and Mileage

EJ 10-8-1. Short title.

Sections 10-8-1 through 10-8-8 NMSA 1978 may be cited as the "Per Diem and Mileage Act”.

Policies & Procedures FIN 5.8
FIN 5.8 Travel Reimbursement for Per Diem, Actual Expenses, and Mileage

A. MAP Standard
To ensure legal compliance, disbursements for travel must be made in accordance with state laws and

travel regulations.

TITLE2 PUBLIC FINANCE

CHAPTER 42 TRAVEL AND PER DIEM

PART2 REGULATIONS GOVERNING THE PER DIEM AND MILEAGE ACT
24221 ISSUING AGENCY: Department of Finance and Administration

[2.4221NMAC - N, 07/01/03]

State Travel is governed by:
10-8-1, NMSA 1978
2.42.2 NMAC updated
MAPs Fin 5.8 and 5.9

The Travel Principles and Policies [listed on the DFA website]



ISSUED BY THE DEPARTMENT OF FINANCE & EW MEXI
ADMINISTRATION EFFECTIVE JULY 1, 2025 L= EFL LB FasEs
- ITEMIZED SCHEDULE
BUSINESS VOUCHER
AGENCY NAME OF TRAVEL EXPENSES o e
Vehicle License Plate
SUPPLIER NAME PREPAID
POST OF DUTY VOUCHER l:l
Vehicle Model & Year
SUPPLIER ID
- - FINAL
Board/Comrmission Attendance (select one]: |N ot a Board Member -~ Vehicle Type RESIDENCE VOUCHER I:I
Lengeh of Board/Commission Missting (select ons): [Not Applicable = [None -]
DATE TIME: AM OR PM NATURE OF EXPENSE 'ODOMETER READINGS TER AMOUNTS IN BLUE COLUMN)
MEMIZED COSTS BY DAY DEPARTURE | ARRNMAL ENTER DESTINATION AND NATURE OF OFFICIAL BUSINESS START AND FINISH :4? gf MILEAGE PER DIEM OTHER TOTALS

Itemized o
Schedule o

0.00
0.00
0.00
T l 0.00

rave 00
0.00

Expenses 000

STE" :
0.00
0.00

PER DIEM BASED ON [GHEGK ONE) ToTALS DDO 000 000 000 000

Cver $350 lodging Approval:(per night)

ACTUAL —1 ADUANCE AMOUNT @
BO%

APPROVED RATES l:l Agency Head Signature ADJUSTED UUO D_OO 000 O_OO

REIMEURSEMENT

Check here if this claim is in compliance with the non-routine reassignment DO SOLEMNLY SWEAR THAT THE ABOVE CLAIM FOR REIMBURSEMENT IS ACCURATE AND TRUE IN ALL RESPECTS AND COMPLIES WITH THE DFA
provisions of the DFA regulations goveming the Per Diem and Mileage Act. REGULATIONS GOVERNING THE PER DIEM AND MILEAGE ACT AND THAT NG OTHER EXPENSES WILL BE REQUESTED FOR THIS INDIVIDUAL TRAVEL.
PAYEE SIGN HERE DATE




Types of Travel

Reimbursement

The two types of Travel Reimbursements are Per Diem
(approved rates) or Actuals.

Actuals: Employees must have prior approval from their
agency head or designee to request actual
reimbursements.

ltemized receipts must accompany all lodging
expenses. Meals are paid at a flat rate per overnight
period (no receipts).

In the event lodging costs exceed S350 per night,
additional approval is required from the agency
head.

Per Diem (approved rates): Per Diem can be requested
regardless of expenditure if the employee is on approved
travel.

Receipts are not required for per diem
reimbursements. Receipts would be required for
“other” costs not associated with per diem.
Transportation, etc.

Special area is Santa Fe County.




Per Diem Rates

State of New Mexico Per Diem Rates
As Published by DFA on May 1, 2025. FY26 rates are effective July 1, 2025.

In-State 85.00 151.00 155.00 157.00 166.00 180.00
In-State - County of Santa Fe (Special Area) 135.00 194.00 202.00 210.00 231.00 249.00
Out-of-State 115.00 151.00 155.00 157.00 166.00 180.00
International Travel (in US Dollars) - - - - 290.00 298.00

International Travel must be approved by oversight governing body

In-State 30.00 55.00 59.00 59.00 59.00 70.00
Out-of-State 45.00 55.00 59.00 59.00 59.00 70.00
International Travel (in US Dollars) - - - - 103.00 104.00

Note: Meal rates in FY26 are a flat allotment per overnight period when traveling on actuals.

Note 2: Overnight lodging is limited to 5350 per night when using actuals. Amounts that exceed this limit must be preapproved by the Agency Head or Chairperson of the
Governing Board.

Note 3: International travel must be approved by the oversight governing body.

less than 2 hours - - - - i} -

2 hours but less than 6 12.00 18.00 20.00 20.00 20.00 25.00
6 hours but less than 12 20.00 40.00 42.00 42.00 42.00 50.00
12 hours but less then 24 30.00 55.00 59.00 59.00 59.00 70.00

The Travel & Per Diem Act allows for actual reimbursement when per diem rates are insufficient.




Per Diem — approved rates

oo e e ] 1
M u St b e O u ts i d e t h e 5 O_ m i I e Acencyname | Department of Finance & .tf\dminis’craalion_'wf“':g55 34100 | suesr

F— Mark Melhoff 134506 p— Santa Fe, NM

radius for per diem. — 0000012345 i

2024 Ford Ranger

PREPAID
VOUCHER D

Board{Commission Atiendarce (selectonel: [Nt a Board Member + Vehicle Type RESIDENCE R 10 Ra n Cho , N M Vo
Lengih of Boar/Commission Meeting seletoncl: [Not Applicable - [State Vehicle |
DATE TIME: AM OR FM MNATURE OF EXPENSE 'ODOMETER READINGS AMOUNTS (ENTER AMOUNTS IN BLUE COLUMN)
MEMIZED COSTS BY DAY DEPARTURE ARRIVAL ENTER DESTINATION AND NATURE OF OFFICIAL BUSINESS START AND FINISH :DL.E)SF MILEAGE PER DIEM OTHER TOTALS
Traveled to Silver City, NM 0.00
To teach a travel class 0.00

Per Diem is all inclusive. 0.00

0.00
7/1/2025 9 AM Per Diem Night 1 180.00 180.00

0.00
7/2/2025 Per Diem Night 2 180.00 180.00

0.00
Oth er costs req u | re rece | pts 7/3/2025 1PM|  Return from Travel (4 Hours) 25 00 2500

0.00
0.00
0.00
0.00

. . 5o 0.00
Destination and nature of Official 0.00
Business must be clear, and no P p—

v 0105000 ot oms [0.00 0.00 385.00 0.00 | [385.00
acronyms should be used. e e 000 [38500 | 000 B85.00

L Mark Melhol!
Check here if this claim is in compliance with the non-routine reassignment DO SOLEMNLY SWEAR THAT THE ABOVE CLAIM FOR REIMBURSEMENT IS ACCURATE AND TRUE IN ALL RESPECTS AND COMPLIES WITH THE DFA
i ofthe DFA i ing the Per Diem and Mileage Act. REGULATIONS GOVERNING THE PER DIEM AND MILEAGE ACT AND THAT NO OTHER EXPENSES WILL BE REQUESTED FOR THIS INDIVIDUAL TRAVEL
PAYEE SIGN HERE

DATE

e 7115/2025




Per Diem — Actual Receipts

i

B

P

Must have itemized receipts for lodging.

Meals are a flat rate of $70 per overnight period (no
receipts). Tips for meals are no longer allowed.

If the nightly lodging rate exceeds $350, the agency head
must sign the “ISTE” before payment can be made.

Actuals cannot be claimed for the last day of travel.

Travel should be done using the most economical manner.

1SSUED BY THE DEPARTMENT OF FINANCE &
ADMIMISTRATION EFFECTIVE JULY 1, 2025

STATE OF NEW MEXICO

AGENCY NAME

Department of Finance & Administration

ITEMIZED SCHEDULE
OF TRAVEL EXPENSES

pacE® 1

o[ 34100

VOUGHER
NUMBER

SUPPLIER NAME

Mark Melhoff

Vehicke License Plate

123456G

POST OF DUTY

SUPPLIER ID

0000012345

Vehicle Model & Vear

Santa Fe, NM

PREPAID
VOUCHER E‘

2024 Ford Ranger

Board/Commission Attendance (select one]:

[Not a Board Member -]

Vehicle Type RESIDENCE

Lengih of Board Cammisson Mectng (seectone). [Not Applicable:

| [State Vehicie -]

Rio Rancho, NM

FINAL
VOUCHER

DATE TIME: AN OF B

HATURE OF EXPENSE

ODOMETER READINGS

AMOUNTS (ENTER AMGUNTS IN BLUE COLUMN)

TEMIZED GOSTS BY DAY DEPARTURE | ARRIVAL

ENTER DESTINATION AND NATURE OF OFFICIAL BUSINESS

START AND FINISH

WO OF
MILES

miLEAGE

PER DIEM

oTHER

ToTALS

7/1/2025 9 AM
7/2/2025

7/3/2025 1PM

Traveled to Silver City, NM
To teach a travel class

Hotel Night 1
Meals
Hotel Night 2
Meals
Return from Travel (4 Hours)

149.00
70.00
149.00
70.00
25.00

0.00
0.00
0.00
0.00
149.00
70.00
149.00
70.00
25.00
0.00
0.00
0.00
0.00
0.00
0.00

acTunL

APPROVED RATES

Over $350 lodging Approval:{per night)

TOTALS

0.00

0.00

463.00

0.00

463.00

ADVANCE AMOUNT @
B0%

Agency Head Signature

ADJUSTED
REMBURSEMENT

0.00

463.00

0.00

463.00

-routine reassignment

Check here if this diaim is in compliance with the non e
provisions of the DFA regulations goveming the Per Diem and Mileage Act

Mark Methott

PAYEE SIGH HERE

DO SGLEMNLY SWEAR THAT THE ABOVE GLAIM FOR REIMBURSEMENT IS AGCURATE AND TRUE IN ALL RESPECTS AND
REGULATIONS GOVERNIG THE PER DIEM AND MILEAGE ACT AND THAT NO OTHER EXPENSES WILL BE REQUESTED FOR THIS INDIVIDUAL TRAVEL.

e

DATE

COMPLIES WITH THE DFA

7/15/2025




Per Diem — Real life-Actual Receipts example

SIATD BY T DEPARTHENT OF PRANCE b

AT T TRA TR DFRDCTAAD s w 1, 3854

<[ 10f1] |
=| 69000 =5 R

4 | s rosroeoury || Albuquerque, NM
I i — -

e | mesoece Albuquerque, NM

DO TEE B A
o} —

DEFARTLRG | ARG IR DLETIMATION &80 HATURE OF CFTCLAL BUSSEST START KAl Fovgin i i, A

Q7/08/2025 T30 AM lraveled to Las CrLlE_!f_:‘,j.,“:'\!_r:n..'1":.él_éﬂe"ld | I 0.00 |
Supervised Release Hearings 0.00

Meals 70.00 70.00
07/09/2025 510 PM Retumed from Travel - 9.67 Hours 50.00 50.00

Lodging paid for by PO TN . 0.00
Employee not claiming mileage. _ 0.00

ows 1000 [ 000] (12000 [0.00] [120.00

| P 000  [12000 [0.00] [120.00

q\l
LR
|
&
[ 4




Per Diem — Real life-Actual Receipts example — cont.

ISSUED B THE DEPARTMENT

EFFECTIVE JULY 1, 3838

STATE OF NEW MEXICO
ITEMIZED SCHEDULE

1001

e - Bl i
ACENCY MAME Education Trust Baard OF TRAVEL EXPENSES e ] 44900 J _
_ . Wahathe Liarie Plate . _
s I rsrcecars I - . =% ]
Vet Moo L e
SUFFLERID s | I————
BoarCarmmason Amerelance | st ore| a1 o B e - Wihicle Type RESDENCE _ Truchas, NM
Lenges of Board'Cormerissaon Meeteg (ssleni one art Aot s - e Vit -
paTE TIE- AN O P RATURE OF EXPENSE OCOMETER READGS AMCUNTS [ERTER AMOUNTS N BLUE COLUMN)
MEMIZED COSTS 8Y DAY DERARTURE ARSIV ENTES DESTNATION AND RATURE OF OFFICIAL BUSINESS START AND FNESH MO OF NILES MILEAGE PER DEM OTnER ToTALS
THIA025 dpm Travel to ABQ for RR Chamber Event (DOT Map Mileage) EG.00 Ts2 | arTs2
Hobed actuals 166.50 | 166.50
Meal Aatment 70.00 | T0.00
TH2025 ABQ Economic Forum Presentation I | -
2pm Retum o SF from ABD (DOT Map Mieage) 55,00 ars | arsz
PR D BASED 08 15 HECK Rt — 112,00 7504 236,50 31154
il SIS0 ledgineg Approndal (2 night
AT ADVANCE AMOUNT 3 R
"%
rrEReER [:l Agency Head Signature I 75.04 236,50 . 3154
BB CE M ENT

x Chack busre i Shis claire is in compliancs with B HON-roUBng: USSR et
provisaons of T DFA regruiations goverming the Per Dam and Misage Aot

[Fravabers )

Matale Comdova

PAYEE 3834 HERE

0 SOLEMNLY SWEAR THAT THE ABOVE CLAN FOR AEMMBURSEMENT I5 ACCURATE AMD T
REGUILATIONS GOVERNNG

ACT AND THAT HO OTHER EXFEN:

AL RESESETS AND DOMSL
WL BE REQUESTED FOR THS

DATE

WITH THE DFA
DRNIOUAL TRAVEL




Same Day Travel — Approved rates only

e STATE oF NEW MExiCO meer |1
Re i m b u rS e m e nt Ca n b e re q u e Ste d AGENCY NAME Department of Finance & Administration| WTRAVE. M| 34100 ‘L%i'ﬁ'§.?|
. . SUPPLIER NAME Mark Melhoﬁ w;;;;gzgm POST OF DUTY Santa Fe, NM v?j:sg! I:I
for same day travel if the trip 0000012345 | aum e _
BoardiCommission Atiendance (sslectonel:  [Not @ Board Member - Vehicle Type RESIDENCE RIO RanChO, NM u;ﬂﬁﬁgn
extends beyond a normal work. o o Nofobe | | oo ]
DATE TIME: AM CR PM NATURE OF EXPENSE 'ODOMETER READINGS AMOUNTES [ENTER AMOUNTS IN BLUE COLUMMN)
Traveled to Raton, NM 0.00
Transporting patients for care/return 0.00

0.00

Actual receipts cannot be claimed 0.00

7/1/2025 7 AM|9 PMSame Day Travel (5 excess hours) 25.00 25.00
for same day travel. =

7/12/2025 7 AM|9 PM| Same Day Travel (5 excess hours) 25.00 25.00
0.00
0.00

To qualify for reimbursement, the 000

traveler must be gone at least 11 0.00

0.00

hours in total. 0.00

0.00
s oms 10.00 0.00 50.00 0.00 | |50.00

Over $350 lodging Approval:{per night)

DFA will accept multiple same day R — — s ool oog] 6o

EEEEEEEEEEEE

isions of the DFA fions g ing the Per Diem and Mileage Act. REGULATIONS GOVERNING THE PER DIEM AND MILEAGE ACT AND THAT NO OTHER EXPENSES WILL BE REQUESTED FOR THIS INDIVIDUAL TRAVEL. .

o )
travel requests on one “ISTE" if the : oo
|z| Check here if this claim is in i with the uti i DO SOLEMMLY SWEAR THAT THE ABOVE CLAIM FOR REIMBURSEMENT IS ACCURATE AND TRUE IN ALL RESPECTS AND COMPLIES WITH THE DFA

form is legible and clean.




Accounting Policies and Procedures

Document

DFA Travel Rates FY24 - FY25
Mileage Rate Calendar-2025

NM Travel Policy and Procedure FY24

Regulations Governing the Per Diem and Mileage Act

Open File

Open File

Open File

Open File

Section 2.42.2.11 Mileage-Private Conveyance

Elactrenic mileage calculator - Google Maps https://www.google.com/maps

Executive Agencies

2025 — [100% of IRS Mileage previous year)

January 1, 2022 through December 31, 2022

January 1, 2023 through December 31, 2023

lanuary 1, 2024 through January 15, 2024

January 16, 2024 through December 31, 2024
New Rule on Rate [100% of IRS Mileage previous year]

anuary 1, 2025 through December 31, 2025

Legislative Agencies [Employees)

January 1, 2022 through December 31, 2022

January 1, 2023 through December 31, 2023

January 1, 2024 through January 15, 2024

January 16, 2024 through December 31, 2024
New Rule on Rate [100% of IRS Mileage previous year]

anuary 1, 2025 through December 31, 2025

Judicial District Attorneys' Agencies

January 1, 2022 through June 30, 2022

July 1, 2022 through December 31, 2022

January 1, 2023 through December 31, 2023

January 1, 2024 through December 31, 2024

January 1, 2025 through Decamber 34, 2025

Judicial State Agencies

*Mileage Rate for the Judicial Branch was approved by NM Supreme Court Order No. 22-8500-030 dated July 11, 2022

**Mileage Rate for the Judicial Branch was app

January 1, 2022 through June 30, 2022

by MM Sup

rt Order No. 5-1-AD-2024-00001 dated January 4, 2024 to December 31, 2024

.45

July 1, 2022 through December 31, 2022

*0.50f

January 1, 2023 through December 31, 2023

*.50|

January 1, 2024 through December 31, 2024

*40.52]

January 1, 2025 through Decamber 34, 2025

0.67]

Teri

oE!

Mileage Rate is the IRS Standard Mileage Rate, Current Year

January 1, 2022 through June 30, 2022

D585

luly 1, 2022 through December 31, 2022

*0.625|

January 1, 2023 through December 31, 2023

DLBS55|

January 1, 2024 through December 31, 2024

0LETO|

0.70

anuary 1, 2025 through 31, 2025

Mileage
Reimbursements

DFA approved Electronic mileage
Calculator is Google Maps
http://www.google.com/maps for travel
taken place on or after January 16, 2024

Mileage Chart from the Department of
Transportation can be found at
www.dot.state.nm.us

Actual odometer readings

http://www.nmdfa.state.nm.us/Memos

and Notices.aspx

Mileage rate is now 100% of the IRS rate
from previous year.


http://www.google.com/maps
http://www.dot.state.nm.us/
http://www.nmdfa.state.nm.us/Memos_and_Notices.aspx
http://www.nmdfa.state.nm.us/Memos_and_Notices.aspx

DOT Chart

https://www.dot.nm.gov/travel-information/maps/

Garrison .............5-12 Holman ................B-8 La Plata ................A-2 Lincoln ........cccoceaH=8  Lowing ..ccoooeviacicnd=10

307| 200| 330] 250| 394 | 57 | 166 248| 157 | 183|380/ 238| 163| 92 | 272| 196/ 201| 422| 105| 304| 282| 250| 311| 350| 315| 192|363| 79 | 111|273|257| 185| 206| 222| 173| 236
98 | 209 159 232 126 296 39 96 109 96 113 284 198 191 126 201 117 130 324 84 206 214 179 240 280 227 120 264|118 234 202 171|113 108 136, 103 138
AUTION: Mileages shown are approximate. For determining an exact mileage between a specific starting and ending destination, please consult an online mapping or routing website.
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Brimhall Nizhoni..C-1 Espuela ............... Greenfield ..........H-10 Jones City ..........J-12 Las Trampas .......B-7 Vg f)," 0y. |
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ruzville (. .0 Fairacers Guadaiupn_e ......... E-10 Kgrmit G[- op 9{0 3531328| 147|335 434| 68 | 346 344 87 | 335! 200 |
rystal ... = 1 FR Guadalupita ......... B-8 Kingston .. }, ’ ’) |
mba o Farmington ..........A-2 Gutierrezville ........F-3 Kirtland ... ( Obb 6‘ 507|227 411] 397 | 403|110 451| 161|210 416 178| 387 |
ubero Faywood Hot Springs -3 Guy _................ A-12  Knowles .. ( as S 102 467 | 2231321 357|407 | 267 | 411| 152} 145} 376| 139] 325 |
s e e :2;2?;?15&' e e L g L. rac 61 |127| 406/ 160|288 206 347|243 351| 91 | 84 | 316 78 | 264}
aa Fierro ... ... Halfway ... 111 ( O[-a. 993 es 39214531492 19 | 334|314 128|316/ 415] 70 | 327|325] 77 | 3161878 |
uyamungue ........C-6 Flora Vista .. Hanover ......... -2 Os sbo Lo 256 278|339/401| 273| 309 58 | 295| 440|390 205|239 188 178| 223| 68 |
anl Floyd ... Hatch ...................1-4 { 03 4’6 iy 343|295 196 257|265 309| 90 | 348 170 150| 164 253|105} 154 | 218| 120 222 !
IO s SRR Heyien el oL, (0 ‘7)0 401 118 374 301|300 428| 300] 366 60 413|550 447 | 323|296 | 247 | 297 | 279|186 |
ehaven .. Eomrest et e Haynor Ranch ... |-4 » ,f] f)e S |
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Sy STATE OF NEW MEXICO e |1
= ITEMIZED SCHEDULE
. . . AGENCYNAME | Department of Finance & Administration OF TRAVEL EXPENSES e 34100 | Senees
Mileage ca n be reimbursed any time an B— Mark Melhoff e R Santa Fe, NM e
employee drives a personal vehicle while 0000012345 2024 Ford Ranger :
. . . BoardiCommission Attendance (select one: |NotaBoard Member - Vehicle Type RESIDENCE RIO RanChO, NM vtfl%ﬁ&n
on approved official business. State vt s e bt ot Appicabie | | [PorsonlVeice <]
Veh iCIeS Shou Id be d riven if possi ble. In ITEMIZED COSTS BY DAY DEPARTURE ARRIVAL ENTER DESTINATION AND NATURE OF OFFICIAL BUSINESS START AND FINISH :?Lgsr MILEAGE PER DIEM OTHER TOTALS
q 5 ) . Traveled to Raton, NM 0.00
the event a state vehicle isn t available, ransporting patients for care/refurn 000
the use of a personal vehicle must be 0.00
3 0.00
approved -
a roved in advance by the sl 7/1/2025 7 AM|9 PM[Same Day Travel (5 excess hours) 25.00 25.00
Mileage Round Trip to Raton, NM 348.00 233.16 233.16
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
The unauthorized use of a personal — R——— e em) 23318 12500 1000 26816
vehlple for business travel could lead to S p— e 578 500l ooo| baaie
unintended consequences up to and — — .. e
including non_reimbursement. |Z|" isions of the DFA ions g ing the Per Diem and Mileage Act. =~ | |REGULATIONS GOVERNING THE PER DIEM AND MILEAGE ACT AND THAT NG OTHER EXPENSES WILL BE REQUESTED FCR THIS INDIVIDUAL TRAVEL.
PAYEE SIGN HERE sie=—= DATE Tf1 5'!2025




lleage — Google Maps
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lleage-only Reimbursement

ISSUED BY THE DEPARTMENT OF FINANCE & ADMINISTRATION PAGE S
EFFECTIVE JULY 1. 2021 1
acencYnaMe | Department of Finance & Administration | 34100 | e

— Mark Melhoff “23crH Santa Fe, NM z=e 0

‘Wehicle Model & Year

SUPPLERID 0000012345 Ford Ranger 2024 .
BosriComimaan Atenins (e o). [NoL 2 Board Merbar < Vet Type Rio Rancho, NM e
Length of BoardiCommission Mesting (selectons): [Not Applicable - [Personal Vehice -]
DATE TIME: AM OR PM NATURE OF EXPENSE ODOMETER READINGS AMOUNTS (ENTER AMOUNTS IN BLUE COLUMN})

TEMIZED COSTS BY DAY DEPARTURE | ARRIVAL ENTER DESTINATION AND NATURE OF OFFICIAL BUSINESS START AND FINISH PER DIEM OTHER TOTALS

Daily Trips to DFA 0.00
Runner Picking up checks 0.00
0.00

1/5/2025 9:30A| Drove to DFA and back (1.5 * 2) . . 2.01
0.00

1/6/2025 9:30A| Drove to DFA and back (1.5 * 2) . . 2.01

0.00

Per diem based on box .
Irauile mak e dhades] o 1/7/2025 9:30A| Drove to DFA and back (1.5 * 2) . . ﬁg:}

mileage only request. This
only applies to travel that 0.00
includes per diem. 0.00

0.00
0.00
0.00
0.00

PER DIEM BASED ON (CHECK ONE) TOTALS 3 603 000 000 603

] Over $215 lodging Approval

(per night) ADVANCE AMOUNT @
0%

DFA will accept multiple
mileage requests on one
“ISTE” if no overnight
travel is included.

ACTUAL

— L~ 6.03 0.00 0.00| |6.03

REMBURSEMENT

I Meark Meihol

of the DFA i ing the Per Diem and Mieage REGULATIGNS GOVERNING THE PER DIEM AND MILEAGE ACT AND THAT NO OTHER EXPENSES WILL BE REQUESTED FOR THIS INDIVIDUAL TRAVEL

mcmmﬁm claim is in Z with the utin i DO SOLEMMNLY SWEAR THAT THE ABOVE CLAIM FOR REIMEURSEMENT IS ACCURATE AND TRUE IN ALL RESPECTS AND COMPLIES WITH THE DFA

R . 1/8/2025

PAYEE SIGN HERE DATE




Tips/Receipts/Other

* Tips are capped at 20% per
transaction. Tips are no longer
allowed for meals.

* All “other” type expenses
require an itemized receipt.

888888888888

Auth: BNLPKZ

To: Edison, NJ
BBBBBBBB

TTTTTTTT
CCCCCCCCCCCC

0w

Todls, Swcharges. ard Fees




Tips and other costs

Tips and other costs that are incurred during a
trip should be reported in the other column on
the “ISTE".
Other costs include:
Transportation (Uber, taxi, Lyft, etc.)
Airfare
Registration
Baggage fees
Parking fees
Any other related costs.
Requests for other reimbursements should not

be on an “ISTE” form if not incurred during the
course travel.

ISSUED BY THE DEPARTMENT OF FINANCE &
ADMINISTRATION EFFECTIVE JULY 1, 2025

PAGE# 1
scencrname | Department of Finance & Administration| e 34100 | e

—— Mark Melhoff 234566 | resroram Santa Fe, NM s N
surrLER o 0000012345 2024 Ford Ranger
BoardiCommisson Atiendance (et sk [Not & Board Member - | Vicke Type RESIDENCE Rio Rancho, NM aUHER
Length of Bosrd/Commission Mesting sectons). [Not Applicable -] |  [Personal Vehicle -]
pye= EvEpp— NATURE o ExPENSE [r——— TAMOUNTS (ENTER AMOUNTS I BLUE COLW)
Traveled to Raton, NM 0.00
Transporting patients for care/return 0.00
0.00
0.00
7/1/2025 7 AM Per Diem Night 1 180.00 180.00
Mileage Round Trip to Raton, NM 348.00 233.16 233.16
Qvernight Parking Fee 15.00 15.00
0.00
7/2/2025 2 PM Return from Travel (7 Hours) 50.00 | 50.00
0.00
0.00
0.00
0.00
0.00
0.00
TR NG s 5350 g Appront e gt Totals (34800 233.16 230.00 15.00( [478.16
i, m— e
APPROVED RATES Agency Head Signature e 233.16 230.00 15.00| [478.16
@ Srotsam ot e DFA e e e et e o Wisoge R GULATIONS GOVERNING THE PER DIEM AND ILEAGE ACT AND THAT NO GTHER EXPENSES WILL 52 REGUESTED FOR THIS NONIDUAL TRAVEL
N g . 7115/2025
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Prepaid Travel

The policies and procedures of the travel and per diem act, as
well as MAPs, apply to prepaid travel.

Employees can receive 80% of the estimated cost of the trip
prior to traveling if allowed by agency policy. The advance
request cannot be submitted to DFA any earlier then 2 weeks
prior to the departure date but must be received by DFA at
least 3 days before the departure date.

The employee and agency are responsible for submitting a
recoup travel voucher within a timely manner once the travel
is complete.

Prepaid voucher must be reconciled before creating the
Recoup voucher.

Recoup vouchers must be processed even if the employee is
not owed any money. The fund code must be the same on
the advance and recoup voucher.

21



Board Member/Commissioner Travel

e

New rates (one meeting per day): Agency must report the attendance type
and length of meeting on ISTE

In-person meeting lasting 4 hours or more = $95

In-person meeting lasting less than 4 hours = $45
Virtual meeting of any length = $45

Zoom, Microsoft Teams, Google, Phone call, etc.

|
Board/Commission Attendance (select one): |Phy5ica| Attendance

Length of Board/Commission Meeting (select one): |Not Applicable

issi - . . |Not Applicable
Board/Commission Attendance (select one): Not a Board Member DATE TIME: A4 Hours or Longer
Not a Board Member Less than 4 hours
Physical Attendance - z .
DATE TIME: AVirtual Attendance

Length of Board/Commission Meeting (select one): ITEMIZED COSTS BY DAY DEPARTURE

22



e T
BO a rd assNcYNavE | Department of Fmance&Admm.stranun_“f.’E“ 34100 | s
- - surrLER e Mark Melhoff yin sosrorourr Santa Fe, NM e
Member/Commissioner A T T _
Soard Commssion Atierdance selec one): \lpmsica\ .e\manaancei|I ‘ Veide Type . RESIDENCE Rio Rancho, NM voUGER
Length of Board/Commission Meeting isslectane) 4 Hours or Lol - Personal Vehicle -
Tra Ve | DATE TIME: AM OR PM nge’ NATURE OF EXPENSE 'ODOMETER READINGS AMOUNTS (ENTER AMOUNTS IN BLUE COLUMN)
Board Meeting in Santa Fe, NM - 0.00
They can elect: Veterinary Board 0.00
0.00
Rate per meeting (once per day) 0.00
. . 7.10.2024 |9 AM|1:30 PM Board Meeting 4.5 Hours 95.00 95.00
Approved per diem daily rates Attended in Person 0.00
. No mileage requested 0.00
Actual reimbursements 0.00
0.00
Maps requires evidence of attendance ggg
to be attached to the “ISTE” when 0.00
submitted in SHARE. This could be a ggg
roll call sheet, meeting of the minutes, 0.00
memo, etc. . z ! S MT::.;,, 0.00 0.00 95.00 0.00 | |95.00
oS Agency Heaa Signature e 0.00 95.00 0.00 | |95.00
- [ = e 7/15/2024
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Other

Requirements

Travelers should never approve their own travel in SHARE, even if they are
the only agency approver. When a 15t and 2"d |evel approver is not
available, the agency should send a helpdesk ticket request to have the
voucher routed to the Controller’s Office for approval.

State funds should never be used to reimburse employees for personal
preferences. The list of preferences varies by traveler, but a few examples
include:

Upgrading to first-class flights.
Upgrading lodging to a more expensive room/suite.
Paying for an Uber while also paying for a rental car.

The Travel & Per Diem Act covers direct reimbursements to employee for
expenses related to their business travel. This does not extend to others
and employees will not be reimbursed for expenses they pay for someone
else.

24



Requirement
for travel
past 14

business days

MAPs Fin 5.8 (D) (2)
requires travel forms to be
submitted to DFA no later
than 14 business days after
the trip ends. Memo
justification should
reference the specific
traveler and travel dates.
Please do not use blanket
language.

If an agency misses this
deadline, a memo from the
CFO explaining why it
happened and how it will
be prevented in the future
must be attached to the
voucher in SHARE.

TO:

MEMORANDUM

FROM:

DATE: 12.19.2022

RE: Itemized Schedule Submitted Over 30 Days Late

seruee |

STATE OF NEW MEXICO
LE LUJAN GRISHAM, GOVERN

MICHEL! R

The Itemized Schedule of Travel Expenses (ISTE) is

itted to

Please accept thic justification explaining the delayed submission of the above Itemized Schedule.

|
I - pproved out of state travel. The original itemized schedule was created
chortly after return, but vendor had become inactive, and a new W-9 needed to be proceszed. Once W-
9 was entered into SHARFE and vendor became active again the ISTE was entered into SHARE.

Thank vou for your consideration of my request.

25



Helpful Notes

Employees must have all internal approvals prior to traveling. The employee must decide to request actuals or per
diem rates before the travel begins. These cannot be combined in the same travel or changed once the travel begins.

The travel period begins at the time of departure and ends at the time of arrival. The “ISTE” form can only be used for
one overnight trip at a time.

Employees that exceed $1,500 in travel reimbursements must have approval from the agency head to continue
traveling and receiving payment, 10-8-5 (H) NMSA 1978.

If an agency pays for lodging with the p-card, employees must use actual reimbursements for meals (flat allotment).

It is best practice to purchase rental car insurance and refundable airfare when available if the cost is reasonable.

When something out of the ordinary occurs during a trip, the employee and agency should include an explanation on
the “ISTE” or attached to the voucher in memo form.
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