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STETSON UNIVERSITY 
COLLEGE OF ARTS AND SCIENCES 

Guidelines for Faculty Professional Development Funding (FPDF) 
Purchasing and Reimbursement 

(rev. June 2026) 
 
Purchasing and Reimbursement 
 
If you are awarded FPDF funding, please request and use Purchase Requisition(s) to pay for 
major expenses in advance, when possible, to benefit from Stetson’s corporate tax-free status.  

• Please submit your completed Purchase Requisition(s) to the Dean’s Office via email, once 
your request has been approved.  

• Open purchase orders will not be approved for use in conjunction with Faculty 
Professional Development Funds.  

• Faculty members who opt to pay for approved expenses ‘out-of-pocket’ or with a personal 
credit card will not receive reimbursement until all travel as been completed and 
appropriate documentation has been submitted.  

 
If you are awarded funding, to request reimbursement for approved expenses, please have your 
departmental administrative specialist submit a reimbursement form and all receipts to the CAS 
Dean’s office. The CAS Dean’s Office will reimburse your out-of-pocket meals at the approved 
per diem rates, and you need not submit receipts for these meals. Please note: Do not add the 
Fund, Org, Account, and Program (FOAP) at the bottom of the travel reimbursement form. The 
CAS Dean’s office will add the correct FOAP for processing. 
 

• Your request for reimbursement must be submitted within ten business days of your return 
or of your usage of funds. Failure to submit the required documents or failure to submit 
the required documents within ten business days may result in forfeiture of funds. 

 
If you use your personal vehicle for transportation, you will need to calculate the mileage using a 
map app (save the information as a pdf file to include with your request). Stetson’s travel 
reimbursement form will include the reimbursement amount per mile as an automatic calculation. 
Information on how to research approved per diem rates can be found on the next few pages.  
 
If your request for funding is denied or is approved for only partial funding or if your actual 
expenses exceed the amount you are awarded, please retain your original itemized receipts for 
those items which are not covered by your funding award (i.e., for any legitimate expenses you 
covered personally). If you submit an original receipt to receive partial funding, please keep a 
copy of it. Toward the end of the fiscal year, if funds remain in the Faculty Professional 
Development budget, the Dean’s Office will issue a call for supplemental funding opportunities 
and you will need this documentation to request reimbursement. 
 
Please see both Stetson’s travel policies and procedures and the CAS Guidelines for FPDF for 
more information. 
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How to Look Up Per Diem Rates 
 
For U.S. Travel: 
 
Go to the GSA website at https://www.gsa.gov/travel/plan-book/per-diem-rates. Scroll down OR 
Click on the “Per diem lookup” (in the upper right of screen). Enter the state and city OR Zip code 
of your destination and select the Federal Fiscal year for your travel and click “find rates.” 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
OR  
 
 
 

 

 

 

 

 

 

 

 

As an example, if you entered “Atlanta, Georgia” as your city and state, your results will look 
like the page below. Look for the meals and incidental expenses (M&IE Total) column. 

 

https://www.gsa.gov/travel/plan-book/per-diem-rates


3 
 

 
 
 
 
 
 
 
 
 
 
 
 
Using the example of Atlanta above, the per diem rate for meals and incidental expenses is 
$86 (see red box). Because Stetson does not pay incidental expenses (“IE”), you must subtract 
those expenses from your meal per diem request. Hence, for Atlanta, the allowable 
reimbursable meal per diem total is $81. Note that the amounts allowed for the first and last 
days of travel (see red oval) are also included and reflect IE.  You will need to recalculate 75% 
of the total of breakfast, lunch, and dinner (e.g., $22 + $23 + $36 = $81*75% = $60.75 for 
Atlanta, and these are the amounts you should request when seeking funding for first and last 
day of travel. 
 
Save the page (as a PDF) that is comparable to the one for your location and submit it with 
both your funding and reimbursement requests. 
 
 
For Travel Outside the U.S. 
 
Visit the U.S. Department of State website at https://allowances.state.gov/web920/per_diem.asp.  
The page should look similar to the one below. Enter the country of your destination. 
 
 

 

 

 

 

 

 

 

 

 

https://allowances.state.gov/web920/per_diem.asp
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Using the example of Stockholm, Sweden, according to the red box on the table below for 
meals and incidental expenses (“M & IE Rate”), the rate is $155. 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
Save this page (as a pdf) and submit it with both your funding and reimbursement requests.  
 
Next, to determine meal per diem rates, click on “per diem” from the left menu bar, then click on 
“Appendix B.” 
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Once you select Appendix B, the page displays a chart with rates from $1 to $265. Scroll until you 
find the amount for your destination. Subtract the amount for “Incidentals” from the “M & IE 
Rate” total to get the allowable meal per diem total, which, in this example case, is $124 ($155 
minus $31 for Incidentals = $124 allowable meal per diem total).  
 
Use the per meal rates to estimate your meal costs in your requests for funding and 
reimbursement. 
 

 
 

 
 
Save this page (as a pdf) and submit it with your funding and reimbursement requests. You 
only need to include the page with your information, not the whole list. 
 


