Travel Policies for TG Grant-funded Projects
TG grant-funded projects that propose expending grant funds for travel expenses must follow these guidelines:

· Maximum daily hotel rate (excluding applicable taxes) should not exceed 50% more than the published Federal hotel rate for the location of the overnight stay. 

· Maximum airfare is the lowest commercial standard coach fare within the specified travel itinerary. Incremental upgrade or personal airline preference costs are not allowed. 

· Expenses for rental cars should be included only when public transportation or taxi is either not reasonably available, not economical, or jeopardizes the traveler’s safety. Rental car expenses must be limited to low-cost, midsize classification. Fuel and tolls are reimbursable. 

· Taxi fare including tips is allowable. 

· For personal vehicle use, actual mileage is reimbursable at IRS rates, currently $0.55 per mile, subject to periodic adjustment. 

· Airport long-term parking rates, or comparably-priced remote parking, are allowable at actual cost. Short-term parking rates are allowable only for same day travel or exceptional circumstances. Hotel valet service is allowable only when self-parking is not available. 

· For travel involving an overnight stay, meals and incidentals, including tips (other than those identified for separate reimbursement), laundry and other living expenses may be included in a per diem amount. A full per diem is reimbursable for each day where the three usual and customary mealtimes occur while traveling. IRS per diem rates, subject to periodic adjustment, are as follows: 

· $60 for High Per Diem Rate Cities. 

· $44 for all other travel destinations. 

· A partial per diem is reimbursable for each incomplete day meeting the eligibility requirements set forth in the preceding paragraph based upon the following for usual and customary mealtimes that occur while traveling. 

· Partial per diem for High Rate Cities / Other Cities 

· Breakfast $15 / $11 

· Lunch $15 / $11 

· Dinner $30 / $22 

Grantees should contact TG for guidance or further information with any questions related to travel expenses.

