INDIVIDUAL REIMBURSEMENT AND PER DIEM RATES

2015
Reimbursement For:  



Rate

Required Receipts
LODGING:
Room



Actual Cost
Hotel/Motel payment









Receipt (single occupancy)


*MEALS:


Breakfast


$ 8.50
with Receipt

(travel commences before 6 am and beyond 8:30 am)



Lunch



$ 8.50
with Receipt



(travel commences before 11:30 am and extends beyond 2 pm)



Dinner



$19.00 with Receipt



(travel commences before 6:30 pm and extends beyond 8 pm)



Tips



Included in
None

meal rate



Guests



Same as 
Date, name, explanation

above

(prior approval required)

*Cost of alcoholic beverages not reimbursable

TRANSPORTATION:



Personal Car


40c.per mile
None



Rental Car


Actual cost
Rental Agency receipt



Commercial Air

Actual cost
Ticket/Travel invoice

OTHER:



Parking


Actual cost
Payment receipt



Business Telephone

Actual cost
Date, name, reason for call



Bridges, Toll Roads

Actual cost
Payment receipt



Limo, Taxi, Bus

Actual cost
Payment receipt



Conference Registration
Actual cost
Registration receipt
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