
REIMBURSEMENT INFORMATION 
 
Reimbursement of attendees for the 2023 Gang Cases: From the Crime 
Scene to the Courtroom is based on the availability of state funds for 
that purpose. For District Attorney Personnel, reimbursements come out 
of the approved travel budget for the Judicial Circuit. 
 
Reimbursement for Solicitor-General staff and employees of other 
agencies are not eligible for reimbursement by PAC. 
 

The following reimbursement rates apply (At this time, no meals will be provided at the 
conference. We will let you know if anything changes. If the hotel provides meals the per 
diem must be adjusted.): 
$13.00 - Breakfast 
$14.00 - Lunch 
$23.00 - Dinner 
$98.00 - Lodging (per night) + $5 Hotel Fee 
New Update for meals! Travelers traveling overnight must deduct 25% of the total per diem 
rate on the first and last day of travel. For additional information and examples, please 
review the Statewide Travel Policy.  

Travelers on State business who travel more than 50 miles from their home AND are away 
for more than 12 hours may receive the total eligible per diem allowance for that day, even 
when there is no overnight lodging.  
 
Mileage Reimbursement Rates: (Applies to State Paid Employees Only): 
$0.22/per mile - personal vehicle (if state vehicle is available)  
$0.655/per mile - personal vehicle (if county/state vehicle is not available) 
 
State-paid personnel are eligible for the above reimbursements. County-paid personnel are 
not eligible for mileage reimbursement. 
 
PAC will reimburse eligible participants a maximum of four nights of lodging if the 
participant's home is more than 50 miles away from Brasstown Valley Resort. This includes 
being reimbursed lodging costs for the night before the conference. Participants claiming 
four nights lodging will need to document the distance traveled on the reimbursement 
request (State Paid employees will enter distanced traveled into Concur and Non-State Paid 
Employees will add documentation of distance traveled on the reimbursement packet. 
Participants whose home is located within a 50-mile radius of Brasstown are not eligible to 
be reimbursed for lodging. THERE WILL BE NO EXCEPTION TO THIS RULE. 
 
PAC will reimburse up to $98 per night (+ $5 hotel fee). All lodging claims must be 
documented with detailed receipts and must be from a business that offers lodging to the 
general public, such as a hotel, motel or public rental, such as Air BnB or VRBO (not a 
private residence). Receipts must show proof of payment and credit card signature copies 
without detailed information (itemizations) are not acceptable. 

PAC Reimbursement Process: 
PAC and the State Accounting Office require that all reimbursements be made by ACH. 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsao.georgia.gov%2Ftravel%2Fstate-travel-policy&data=05%7C01%7Credwards%40pacga.org%7Cab15f8dec0aa40f0be5808da24824831%7C853373d2bea74c2d92b0fdc723a9c4b2%7C0%7C0%7C637862439229595692%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=khEAkVbpa9ZhDQvTyWnXUVYKKxwTR5gFCJP7h%2FGyaC0%3D&reserved=0


Please review our policy on ACH reimbursements and directions for getting set up for ACH 
payments here: https://pacga.org/about-pacga/departments/fiscal-services/pac-
reimbursement-process/.  

County-Paid Employees must use the PAC Reimbursement Form to submit 
reimbursement requests and submit all forms and supporting documentation to 
fiscal@pacga.org. 

• W9 Form & Vendor Management Form: County-paid personnel who do not 
currently receive ACH reimbursements from PAC MUST complete the Vendor 
Management form (VMF) including banking information along with the W9. A voided 
check or bank verification letter must also be submitted. To continue receiving 
reimbursements from PAC, ACH must be established. Please note that the State 
Accounting Office’s (SAO) processing time for ACH set up can take 6-8 weeks. 
Therefore, it is highly encouraged that you submit your W9, VMF, AND a voided 
check or bank letter (direct deposit forms are not admissible) at least 6 weeks in 
advance of the training event you plan to attend. If ACH has not been set up in 
advance, your first reimbursement could be delayed and may be paid by check. 

• Link to the VMF and Steps to complete the VMF 
• W9 

State-Paid & SPCR Employees must use Concur to submit reimbursement requests: 
TEAMWORKS Travel & Expense (CONCUR). 

• To use Concur, a Vendor ID must be established, and ACH must be established in 
Employee Self-Service (Teamworks) for Employee Reimbursement (NOT the same as 
payroll). See PAC’s Set-Up Guide for instructions. 

 
Reimbursement Guide 

 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpacga.org%2Fabout-pacga%2Fdepartments%2Ffiscal-services%2Fpac-reimbursement-process%2F&data=04%7C01%7Ckbruce%40pacga.org%7C81e4aa58ece14f64e54b08d9df49cccd%7C853373d2bea74c2d92b0fdc723a9c4b2%7C0%7C0%7C637786330315503859%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=9Zbdc97Xyckd50IhKQ5qXmrQSObq8dEduc0tXhKVCVs%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpacga.org%2Fabout-pacga%2Fdepartments%2Ffiscal-services%2Fpac-reimbursement-process%2F&data=04%7C01%7Ckbruce%40pacga.org%7C81e4aa58ece14f64e54b08d9df49cccd%7C853373d2bea74c2d92b0fdc723a9c4b2%7C0%7C0%7C637786330315503859%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=9Zbdc97Xyckd50IhKQ5qXmrQSObq8dEduc0tXhKVCVs%3D&reserved=0
https://pacga.org/wp-content/uploads/2019/02/Travel-Reimbursement-Form-2019.pdf
mailto:fiscal@pacga.org
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpacga.glueup.com%2Ftrack%2Frd%3Ftype%3Dcampaign%26lid%3D5%26tracking_id%3D%255btrackingId%255d%26redirect_url%3Dhttps%253A%252F%252Fsao.georgia.gov%252Fdocument%252Fform%252Fvendor-management-form-4-2022v2kjpdf%252Fdownload%26ts%3D1680791312%26ps%3DbFVhYjBERUNJbHFmMTh2V3NEbXNXaU5zbmUwdStXVERQSWpETmt2RitSZ0lGS1lNYjJQRXhxMWd0cm54TnY1UTVycHc0RXBvVlhQSklaTEhMb25EVUFaRnpsdDVtd1JSVTlYTHFFSU84cmg2a3ExQzUwVHhNdVpuT0ZEQkt4S3htV0xMRktkc05YODRwZzlTYmJORXNRPT0%3D&data=05%7C01%7Credwards%40pacga.org%7C8809286f1f6b4a18827c08db530d393d%7C853373d2bea74c2d92b0fdc723a9c4b2%7C0%7C0%7C638195089891245217%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=UsSP6QGIWvZSmIu%2FPgRF9P%2B5cyTpSvIPtTz66k7xJSs%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpacga.glueup.com%2Ftrack%2Frd%3Ftype%3Dcampaign%26lid%3D6%26tracking_id%3D%255btrackingId%255d%26redirect_url%3Dhttps%253A%252F%252Fpacga.org%252Fabout-pacga%252Fdepartments%252Ffiscal-services%252Fcounty-paid-expense-reimbursement-vendor-ach-set-up%252F%26ts%3D1680791312%26ps%3DT0NOUjFXQlMxaEhBNnV0Wkd4Q2Y2LzloUGhCWlBWbm5WZUI1Z0h6RnAwZTcxQklvRDgyMURzN3Rmd1lyMEo3WVVMZjJ4V0Z0QnBLYlZjVVMxMXpvbG9mYnIzV0pFNW9jbEZZR0RlL1VKS1ZhSHNSaVArYmxkU1dLeFFXRDRFeDBObXZsMFdKSStQd2RERXZ3VnZyekNpZzhqQVJCNHp5OCt6aHZzaFpBRzI4PQ%3D%3D&data=05%7C01%7Credwards%40pacga.org%7C8809286f1f6b4a18827c08db530d393d%7C853373d2bea74c2d92b0fdc723a9c4b2%7C0%7C0%7C638195089891245217%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=KPbGMsgGsjUauWDTdZAikjHVbDjqsZMYrdWMjvw3Zy4%3D&reserved=0
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.concursolutions.com/
https://pacga.org/wp-content/uploads/2022/10/ESS_Vendor_ID_Set_Up_Reactivation_Banking.pdf
https://pacga.org/about-pacga/departments/fiscal-services/pac-reimbursement-process/

