Travel Guidelines

Please provide the following information in the narrative if applicable: destination; purpose of trip;
number of people traveling; number of days traveling; estimated airfare costs; estimated ground
transportation costs; estimated lodging and meals costs; estimated mileage costs (at the FY2014 state
rate of $.555/mile) for the travel.

**Prior to October 1, 2015

Follow the below reimbursement schedule. Per diem will only be paid for overnight travel.

Meal Reimbursement Schedule

Meal Entitlement In-state Out-of-State
Full day $30.00 100%
Breakfast Only $7.50 25%
Breakfast and Lunch $18.00 60%

Lunch Only $10.50 35%

Lunch and Dinner $27.00 90%

Dinner Only $16.50 55%
Breakfast and Dinner $24.00 80%

Follow the below guidelines regarding departure/arrival times to determine the meal
entitlement per day.

Departure from Home Station
7:00 a.m. Breakfast
11:00 a.m. Lunch

5:00 p.m. Dinner

Arrival to Home Station
8:00 a.m. Breakfast
2:00 p.m. Lunch
7:00 p.m. Dinner




**After October 1, 2015

Meal Reimbursement Schedule

Meal Entitlement In-State Out-of-State
Full Day $45.00 100%
Breakfast Only $11.25 25%
Breakfast & Lunch $27.00 60%
Lunch Only $15.75 35%
Lunch & Dinner $40.50 90%
Dinner Only $24.75 55%
Breakfast & Dinner $36.00 80%

Parital-Day Meal Reimbursement Schedule

Departure from Home Station

7:00 a.m. Breakfast
11:00 a.m. Lunch
5:00 p.m. Dinner

Arrival to Home Station

8:00 a.m. Breakfast
2:00 p.m. Lunch
7:00 p.m. Dinner

For full State of Idaho Travel Policies, visit:
http://www.sco.idaho.gov/web/sbe/sbeweb.nsf/pages/trvipolicy.htm.



http://www.sco.idaho.gov/web/sbe/sbeweb.nsf/pages/trvlpolicy.htm

