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USFR Compliance Questionnaire findings for 

travel reimbursements exceeding the 

maximum amount established by the Arizona 

Department of Administration are fairly 

common. Here are some tips on how to 

handle some of the common travel 

reimbursements situations that result in 

findings. 

Are employees reimbursed for airport 

parking costs?  

For Phoenix and Tucson airports, employees are reimbursed the lesser of the actual base parking 

rate incurred or the established base parking rate. 

For Phoenix airports the current reimbursement limit for base parking is $6.50 per day and, for 

Tucson, it is $5.00 per day. 

For all other airports, while there are no established rate limits, employees are expected to 

choose economic parking options including off-premises parking with shuttle service whenever 

available. 

In addition to the base parking rates, employees are reimbursed for any imposed taxes and non-

optional fees. 

Employees are not reimbursed for any reservation fees and any upcharges for covered or inside 

parking. 

Receipts with details are required for reimbursement. 

The State of Arizona Accounting Manual lists out specific parking lots that offer rates that 

comply with the reimbursement limits. To get these rates, employees need to obtain a Spot Club 

Card. The card can be obtained two ways: 

• Prior to travel, at the following link: https://www.theparkingspot.com/spot-club/sign-

up?gCode=Stat1898 

• When leaving, showing the parking lot cashier their official State picture ID badge 

https://gao.az.gov/state-arizona-accounting-manual-saam
https://www.theparkingspot.com/spot-club/sign-up?gCode=Stat1898
https://www.theparkingspot.com/spot-club/sign-up?gCode=Stat1898


Are employees reimbursed for food delivery charges or for rideshare services to travel to 

get to the restaurant?   

Meal reimbursement rates include the cost of any delivery fees, tips, taxes, and travel to get the 

meal. 

If an employee’s daily meal and incidental reimbursement limit is $64 and the employee pays 

$10 including any tips for a ride share service to and from the restaurant, or for delivery services, 

the employee has $54 remaining for meals and incidental expenses. 

Are employees reimbursed the tip amount when using rideshare services? 

If an employee tips the driver, the reimbursed amount for the tip is limited to 15% of the 

rideshare fare. In addition to the 15% cap, they are reimbursed for $1 per bag if the driver helps 

with their bags. 

For example, an employee’s Lyft fare is $50 and employee tips $10. The employee can be 

reimbursed $50 for the fare and $7.50 for the tip. If the driver helped the employee with one bag, 

they are reimbursed $50 for the fare and $8.50 for the tip. 

Additional information can be found in the following State of Arizona Accounting Manual 

sections: 

• Meals and Incidentals – Topic 50 Travel Section 25 

• Incidentals and other Travel-related Expenses – Topic 50 Travel Section 26 

• Maximum Mileage, Lodging, Meal, Parking and Incidental Expense Reimbursement 

Rates – Topic 50 Travel Section 95 

Final Tips 

It is important to communicate with employees where they can find travel guidelines. 

Employees responsible for reviewing claims should be familiar with the guidelines, and any 

changes to employee reimbursement claims should be accompanied by the relevant guidelines. 

 

The content of this article is for general information purposes only and does not constitute 

advice. Heinfeld, Meech & Co., P.C. tries to provide content that is true and accurate as of the 

date of writing; however, we give no assurance or warranty regarding the accuracy, timeliness, 

or applicability of any of the contents. 

 

https://gao.az.gov/state-arizona-accounting-manual-saam
https://gao.az.gov/sites/default/files/2022-05/5025%2520Meals%2520and%2520Incidentals%2520200615_0.pdf
https://gao.az.gov/sites/default/files/2022-05/5026%2520Incidentals%2520vs.%2520Other%2520Reimbursable%2520Travel%2520Expenses%2520161205.pdf
https://gao.az.gov/sites/default/files/2025-01/5095%20Reimbursement%20Rates%20250127.pdf

