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                                                                             Travel Policy for Government Related Travel



Upon completion of scheduled site visits travelers on government funded awards, will be reimbursed on a per diem* basis, at a rate not to exceed those authorized in the U.S. Department of Defense Joint Travel Regulations and the Department of State. Travelers on government business must record time and dates of travel (to be closely monitored by ACE staff) to determine compliance with the following travel allowance schedule:
	When travel lasts for
	
	Travelers allowance equals

	More than 12 but less than 24 hours:
	
	75 percent of the applicable M&IE per diem rate.

	24 hours or more, on:
	The day of departure
	75 percent of the applicable M&IE rate.

	24 hours or more, on:
	Full days of travel
	100 percent of the applicable M&IE rate.

	24 hours or more, on:
	The last day of travel
	75 percent of the applicable M&IE rate.


When travel lasts for more than 12 hours and overnight lodging is required, travelers will be reimbursed for the actual lodging cost not to exceed the maximum lodging rate, as authorized in the U.S. Department of Defense Joint Travel Regulations. 

Lodging Not Required.  When lodging is not required and travel is completed within two calendar days, the per diem allowance for the entire trip will equal 75 percent of the M&IE rate for one day.

Lodging Required.  When lodging is required on the day travel begins (day of departure from home or other authorized point), the per diem allowance will equal the actual cost of lodging incurred by the traveler, up to the maximum lodging rate (as prescribed for the lodging location), plus the applicable M&IE rate prescribed for that location.

*What is per diem? 

Per diem refers to an allowance for the costs of lodging (excluding taxes), meals, and related incidental expenses.

The General Services Administration establishes per diem rates for destinations within the Continental United States (CONUS).
The State Department establishes foreign per diem rates. For more information on foreign rates, visit: http://www.state.gov/m/a/als/prdm/.

The Department of Defense (DOD) establishes non-foreign per diem rates, that is, for U.S. states and territories outside the CONUS are (for example, Alaska, Hawaii, Puerto Rico, and Guam). For more information on non-foreign rates, visit the website of the DOD's Per Diem, Travel, and Transportation Allowance Committee at http://www.dtic.mil/perdiem/pdrates.html.

Travel Expenses

Transportation:

Air travel must be reserved at either coach or economy class only. Exceptions are granted in the case of foreign travel.

Auto travel shall not exceed the cost of available airfare or other public transportation. For travelers who drive their own cars, the allowance is currently $0.485 per mile (as allowed by the IRS), plus the cost of tolls and parking.

Taxicabs and Metro are generally used for relatively short distances.  Whenever possible, take public transportation (or other inexpensive transport) to and from airports.

Rental cars must be either a basic subcompact or a compact sedan. Travelers should ask the rental agency if an education discount is available. Car rental is not permitted when a more economical mode of transportation is available.

Hotel Accommodations:

“Reasonable” room rates are those within federal standardized rates.  Costs above the federal guidelines (for lodging at a facility charging higher rates) will not be reimbursed. Federal guidelines list the current maximum, per diem lodging rate (including taxes and tips) in Washington, DC at $166.

The Council makes every effort to assist travelers with bookings in hotels that meet the federal guidelines. If accommodations are needed in the DC area, travelers may make reservations using the Council’s existing contract with the Radisson Barcelo, located at 2121 P Street, NW, Washington, DC. Reservations can be made by calling (202) 292-3100.

Double rooms shared by a traveler with a member of his or her are reimbursable at the single-room rate.  Note:  Movie rentals or other entertainment expenses will not be reimbursed.

Alcoholic beverages cannot be charged nor reimbursed through U.S. Government sponsored travel.
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