
TRAVEL GUIDELINES
AUTHORIZATION:  All travel must be authorized in advance by a travel meeting authorization (MA) before payments can be made. Points of travel and the authorized travel period are indicated in the travel meeting authorization and deviations from these points of travel and period authorized must have prior approval from the Executive Director or his/her designee or be explained.  Expense reports should be submitted within 60 days from the date of the meeting and must be signed by traveler.

MEANS OF TRAVEL:  Travel may be performed by common carrier (air, bus, etc.), privately owned vehicle (POV), or other means. Cost comparisons will be made between POV versus common carrier. Travel expenses cannot exceed the cost of common carrier.

ALLOWABLE EXPENSES: The following describes travel costs that can be claimed on the Travel Expense Report and provides instructions on making proper claim for reimbursement.  Expenses deemed by the Executive Director as non-essential will be disallowed.

A. 
AIR FARES: Origin, intermediate, and final destinations of travel should be shown, along with month, dates, and times of departure and arrival.  Airfares should be booked through the Council approved government travel management center (TMC) to the extent practicable and no less than 14 days from date of departure. Failure to utilize the TMC will result in reimbursement not to exceed the government fare, if available.  If a government fare is not available, reimbursement is limited to the coach class fare as quoted by the TMC.  Non-refundable tickets should be selected unless a refundable ticket does not exceed the cost of a non-refundable ticket by more than $200.  First-class fare will be paid only in unusual circumstances and must have prior approval. An airline ticket receipt is required.  Failure to cancel reservations without justification may require the traveler to pay for assessed penalties and/or cancellation fees.

B.



PRIVATELY OWNED VEHICLES: Mileage will be paid at the prevailing rate for the number of miles shown and as verified with the standard highway mileage guide (HMG). Allowable mileage may not exceed those shown in the HMG. a standard highway mileage guidesoftware program by more than the following percentages: 50% up to 25 miles; 40% for above 25 up to 50 miles; 30% for above 50 up to 100 miles; 20% for above 100 up to 200 miles; and 10% for above 200 miles. Excess mileage will be disallowed unless special circumstances exist.  Portions of the mileage claimed which were for personal reasons are not allowable, including to and from restaurants unless meals are not available at the temporary duty location. A cost comparison will be made for additional lodging and meals.  The government airfare will be used in conducting the cost comparison.  Travelers should contact the Council’s travel coordinator to obtain the applicable comparative fare.  A r  Receipts are is required for all POV related expenses.

C.




SHUTTLE, LIMOUSINE, TAXI: Reimbursement shall be allowed for usual taxicab fares incurred for the conduct of business; however, available courtesy transportation furnished by hotel/motels should be used to the maximum extent possible as a first source of transportation. Tipping is reimbursable up to 15 20%. Taxi fares to restaurants are prohibited unless meals are not available at duty location, and then transportation is allowable to the nearest facility. A receipt is required.

D.
ACTUAL EXPENSES: Cost of individual meals must be shown on the Travel Expense Report and must be for the traveler only. The reimbursement cost of alcoholic beverages is prohibited. Lodging taxes are to be claimed under Section E., Other. Single occupancy costs only will be allowable when double occupancy is indicated on the lodging receipts. Lodging will may not be authorized if commuting is 50 miles or less commuting is required. Failure to cancel reservations without justification may require  traveler to pay for assessed penalties and/or cancellation fees.  To take advantage of tax exemptions, lodging will be billed to the Council’s hotel master account.  The combined daily costs for lodging, meals, etc., cannot exceed the daily rate shown on the travel meeting authorization. Temporary lodging receipts issued upon registration and credit card payment slips are not valid receipts. Paid itemized receipts for lodging must accompany the claim, and the receipt must indicate a zero balance.
(continued)
E.




RENTAL CARS: Use of rental cars is discouraged because of costs, except when circumstances justify the need. A mid-size or lower class vehicle is allowable.  If rental of another vehicle class is procured and extenuating circumstances are not present, the traveler must provide written justification.  Collision damage waiver or collision damage insurance is not covered, except for foreign travel. Personal accident insurance is not reimbursable. Travelers must utilize the Council’s travel agency in order to obtain these insurance  Arrangements for such insurance coverage for rental cars must be made in advance through the Council office under the federal car rental contracts. Receipts and rental agreement are required for all expenses relating to use of rental cars.

F.
OTHER: Reasonable costs for Internet service and official telephone calls may be claimed when an adequate description of the nature of the calls is provided, including the date, amount paid, and the points between which service was rendered. Expenses for laundry of clothing is allowed if the approved and actual travel duration involves at least four consecutive nights. Receipts are required.

SUPPLEMENTAL REMARKS: To avoid delays in payment of the claim, additional explanations should be made for items which would appear improper or excessive to the voucher auditor. The comments should also describe periods of time and expenses which were personal. Typical remarks would explain the reason why (1) departure from origin was made earlier than expected, (2) return to origin was not made immediately upon conclusion of official business, (3) mileage claimed is unusually high, etc.

DISALLOWANCES:  In auditing the Travel Expense Report, items that appear improper will be disallowed. Disallowances may occur following a cost comparison, when a necessary receipt is lacking, when an error is made in computation of costs on the Travel Expense Report, or because of conflicting or insufficient information. The amount disallowed will be reconsidered for payment after necessary receipts or explanations have been furnished.
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