
DFA Travel 101
July 2025

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 
of the screen.  The chat box will not be monitored.  When the 
class ends, a survey should open.  Please provide feedback.
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DFA Website
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DFA Audit Bureau
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Geneva Cordova - 
Auditor Bureau Chief

505-479-2073

Cindy Olguin - 
Accountant & Auditor 

Supervisor
505-479-2080

Anne Killoy – Lead 
Accountant & Auditor

505-216-8659

Cynthia Lerma - 
Accountant & Auditor

505-479-2084

Vacant - Accountant & 
Auditor

505-372-9865

Josie Barela - 
Accountant & Auditor

505-479-2076

Billie Neese - 
Accountant & Auditor

505-479-2077

Jennifer Archuleta – 
Lead Accountant & 

Auditor
505-538-5568

Jessica Robinson
 Accountant & Auditor 

505-470-9068

Dalas Perraglio - 
Accountant & Auditor

505-479-2082



Manual of Model 
Accounting 

Practices
“MAPs”
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Article 8 Per 
Diem and 

Mileage
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]
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Itemized 
Schedule of 

Travel 
Expenses 

“ISTE”



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.

Itemized receipts must accompany all lodging 
expenses.  Meals are paid at a flat rate per overnight 
period (no receipts).
In the event lodging costs exceed $350 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.
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Per Diem Rates
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Per Diem – approved rates

Must be outside the 50-mile 
radius for per diem.

Per Diem is all inclusive.

Other costs require receipts.

Destination and nature of Official 
Business must be clear, and no 
acronyms should be used.
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Per Diem – Actual Receipts

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.
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Per Diem – Real life-Actual Receipts example
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Per Diem – Real life-Actual Receipts example – cont.
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Same Day Travel – Approved rates only

Reimbursement can be requested 
for same day travel if the trip 
extends beyond a normal work. 

Actual receipts cannot be claimed 
for same day travel.

To qualify for reimbursement, the 
traveler must be gone at least 11 
hours in total.

DFA will accept multiple same day 
travel requests on one “ISTE” if the 
form is legible and clean.  
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Mileage 
Reimbursements
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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/
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Mileage

The unauthorized use of a personal 
vehicle for business travel could lead to 

unintended consequences up to and 
including non-reimbursement.

Mileage can be reimbursed any time an 
employee drives a personal vehicle while 

on approved official business. State 
vehicles should be driven if possible.  In 
the event a state vehicle isn’t available, 
the use of a personal vehicle must be 
approved in advance by the agency.
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Mileage – Google Maps 17



Mileage-only Reimbursement

DFA will accept multiple 
mileage requests on one 

“ISTE” if no overnight 
travel is included.

Per diem based on box 
should not be checked for 
mileage only request.  This 
only applies to travel that 

includes per diem.
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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.
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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.
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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.
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Board Member/Commissioner Travel
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New rates (one meeting per day):

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.

Agency must report the attendance type 
and length of meeting on ISTE



Board 
Member/Commissioner 
Travel
They can elect:

Rate per meeting (once per day)
Approved per diem daily rates
Actual reimbursements

Maps requires evidence of attendance 
to be attached to the “ISTE” when 
submitted in SHARE.  This could be a 
roll call sheet, meeting of the minutes, 
memo, etc.
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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 1st and 2nd level 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.
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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.
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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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