Travel Reimbursement Rates
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A. Mileage Reimbursement
· GRANTEE written organization rate or the state reimbursement rate of 56 cents per mile

B. In-State Travel 
a. Meals The basic meal allowance for a 24 hour period of travel is $39, to be computed as follows: 
i. Breakfast $10.00 
ii. Lunch $13.00 
iii. Dinner $16.00 
iv. Total $39.00 
The meal reimbursement is determined by the time of day the traveler leaves his "home-base" (the location the employee leaves from and/or returns to), the days at the location, and the time of day he returns to his "home-base." Tips and tax on meals are included in the per diem amount. The 24 hour period is divided into four quarters. Alcohol is not reimbursable. 
· Leave Home Base: Reimb. 
· 1st qtr – leave between 12:00 a.m. and 5:59 a.m. $39.00 
· 2nd qtr – leave between 6:09 a.m. and 11:59 $29.00 
· 3rd qtr – leave between 12:00 p.m. and 5:59 p.m. $16.00 
· 4th qtr – leave between 6:00 p.m. and 11:59p.m. $0.00 

· Return to Home Base: Reimb. 
· 1st qtr – return between 12:00 a.m. and 5:59 a.m. $0.00 
· 2nd qtr – return between 6:00 a.m. and 11:59 a.m. $10.00 
· 3rd qtr – return between 12:00 p.m. and 6:59 p.m. $23.00 
· 4th qtr – return between 7:00 p.m. and 11:59 p.m. $39.00 
* Please Note: For breakfast, if a hot food item is offered, it is considered a complimentary meal, no matter how it is categorized by the hotel/conference facility. The meal is considered a continental breakfast if no hot food items are offered.
C.  Out-of-State Travel 
a. Meals The basic meal allowance for a 24 hour period of travel is $46, to be computed as follows:
i. Breakfast $10.00 
ii. Lunch $14.00 
iii. Dinner $22.00 
iv. Total $46.00
For Premium Cities (New York, Chicago, Washington D.C., Arlington, San Diego, Atlanta, Baltimore, Orlando, Los Angeles, San Francisco, and Boston) the traveler may choose to accept the per diem rate or be reimbursed at the actual meal cost, with original meal receipts, up to $62 per day. Alcohol is not reimbursable. The traveler will qualify for premium rates on the day the travel begins and/or the day the travel ends only if the trip is of sufficient duration to qualify for all meals on those days. A combination of per diem and actual may be used; however, one method or the other must be used for each full day. Receipts must be submitted for the premium cities. Complimentary meals of a hotel, motel, and/or association and meals included in the conference registration costs are deducted from the $62 premium allowance as follows:
· If breakfast is provided, deduct $14, leaving a premium allowance for lunch and dinner of actual up to $48. 
· If lunch is provided, deduct $19, leaving a premium allowance for breakfast and dinner of actual up to $43. 
· If dinner is provided, deduct $29, leaving a premium allowance for breakfast and lunch of actual up to $33. 
* Please note: For breakfast, if a hot food item is offered, it is considered a complimentary meal, no matter how it is categorized by the hotel/conference facility. The meal is considered a continental breakfast if no hot food items are offered. 

The meal reimbursement is determined by the time of day the traveler leaves his "home-base" (the location the employee leaves from and/or returns to), the days at the location, and the time of day he returns to his "home-base." Tips and tax on meals are included in the per diem amount. The 24 hour period is divided into four quarters. 

· Leave Home-Base: Reimb. 
· 1st qtr – leave between 12:00 a.m. and 5:59 a.m. $46.00 
· 2nd qtr – leave between 6:00 a.m. and 11:59 a.m. $36.00 
· 3rd qtr – leave between 12:00 p.m. and 5:59 p.m. $22.00 
· 4th qtr – leave between 6:01 p.m. and midnight $0.00 
· Return to Home-Base: 
· 1st qtr – return between 12:00 a.m. and 5:59 a.m. $0.00 
· 2nd qtr – return between 6:00 a.m. and 11:59 a.m. $10.00 
· 3rd qtr – return between 12:00 p.m. and 6:59 p.m. $24.00 
· 4th qtr – return between 7:00 p.m. and 11:59 p.m. $46.00 


cities (New York, Chicago, Washington D.C., Arlington, San Diego, Atlanta, Baltimore, Orlando, Los Angeles, San Francisco, and Boston) the traveler may choose to accept the per diem rate or be reimbursed at the actual meal cost, with original meal receipts, up to $62 per day. Alcohol is not reimbursable. The traveler will qualify for premium rates on the day the travel begins and/or the day the travel ends only if the trip is of sufficient duration to qualify for all meals on those days. A combination of per diem and actual may be used; however, one method or the other must be used for each full day. Receipts must be submitted for the premium cities. Complimentary meals of a hotel, motel, and/or association and meals included in the conference registration costs are deducted from the $62 premium allowance as follows: 
· If breakfast is provided, deduct $14, leaving a premium allowance for lunch and dinner of actual up to $48. 
· If lunch is provided, deduct $19, leaving a premium allowance for breakfast and dinner of actual up to $43. 
· If dinner is provided, deduct $29, leaving a premium allowance for breakfast and lunch of actual up to $33. 
For foreign countries the traveler may choose to accept the per diem rate for out-of-state travel or to be 
reimbursed the actual meal cost, with original receipts, not to exceed the United States Department of State Meal and Incidental (M&IE) rate for their location. The traveler may combine reimbursement methods during a trip; 
however, he/she must use the same method of reimbursement for an entire day. Reimbursement is for the traveler 
only. If more than the traveler's meal is charged on a receipt, this must be deducted to reflect the traveler's costs 
only. Actual meal cost includes tax and tip. Alcoholic beverages are not reimbursable. 
* Please note: For breakfast, if a hot food item is offered, it is considered a complimentary meal, no matter how it is categorized by the hotel/conference facility. The meal is considered a continental breakfast if no hot food items are offered. 
The meal reimbursement is determined by the time of day the traveler leaves his "home-base" (the location the employee leaves from and/or returns to), the days at the location, and the time of day he returns to his "home-base." Tips and tax on meals are included in the per diem amount. The 24 hour period is divided into four quarters. 
Amt. 
Leave Home-Base: Reimb. 
1st qtr – leave between 12:00 a.m. and 5:59 a.m. $46.00 
2nd qtr – leave between 6:00 a.m. and 11:59 a.m. $36.00 
3rd qtr – leave between 12:00 p.m. and 5:59 p.m. $22.00 
4th qtr – leave between 6:01 p.m. and midnight $0.00 
Return to Home-Base: 
1st qtr – return between 12:00 a.m. and 5:59 a.m. $0.00 
2nd qtr – return between 6:00 a.m. and 11:59 a.m. $10.00 
3rd qtr – return between 12:00 p.m. and 6:59 p.m. $24.00 
4th qtr – return between 7:00 p.m. and 11:59 p.m. $46.00 
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