Travel Policy & Rate Revisions 

Effective for Travel On or After April 25, 2006


	Meal Per-Diem Rates
	Major City
	Other Areas

	Breakfast
	6.00
	5.00

	Lunch
	8.00
	7.00

	Dinner
	22.00
	18.00

	Totals
	36.00
	  30.00

	
	
	

	Mileage
	
	40.5 cents per mile


	Additions to Allowable Expense List
	Comments

	Alcoholic beverages
	Reimbursement of one glass of wine, one beer, or one cocktail per day (generally at dinner) is permitted.  Party of four may purchase a bottle of wine generally not to exceed $30.

	Bottled water
	Permitted with meal (e.g., a sandwich and a bottle of water for lunch); the college will not reimburse for water purchased in the room

	Exercise facilities usage fee
	Permitted for travel of three or more days at a rate not to exceed $10 per three-day period or $30 for entire trip.

	Laundry & valet services
	Permitted for extended travel normally defined as trips of one and one-half week or more.

	Valet parking
	Permitted when less expensive than off-site parking or under special circumstances

	Reimbursement for lost or stolen property
	Permitted only by exception.

	Taxi
	Permitted when public transportation is not feasible or practical; receipts required


	Gratuities
	Comments

	Meals 
	Not to exceed 20%.  Tips of $2.00 allowed for meals under $10.00 in cost.

	Hotel housekeeping

Valet

Bell

Taxi driver
	Limited to $2-per-day

$1-$2 per service

Special circumstances only; limited to $5

Generally limited to $2-$3 for rides costing less than $15; under special circumstances that require a longer taxi ride costing over $15, a tip of 15%-20% is normal


	Travel Expense Reimbursement Approval
	Comments

	Completed travel expense voucher forms
	To be approved by immediate supervisor and area vice president


