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Recognition Committee Members, Program Coordinators, Facilitators and Final Review Team members will adhere to the following travel policies.

Travel 

Travel to and from an agency or event under this program will be at the lowest possible expense.  If travelers use personal vehicle they will be reimbursed at federal rate for total mileage.  Airfare and car rental must be approved in advance by a Program Coordinator.
Lodging

Every effort should be made to select lodging at the state rate.  Anticipated lodging rates at more than state rate must have prior approval of a Program Coordinator.  Receipts for lodging must be submitted.  The program will not reimburse exceptional expenses such as in room movies.

Meals

No more than$40 per day is authorized for meals. If a meal log is completed receipts are not required.  The program will not pay for alcoholic beverages.  Assessors are requested to claim the actual cost of the meal plus tips, not to exceed the daily limit.
Other Expenses

Other necessary and required expenses may be reimbursed with prior approval of the Program Coordinator.

Travel Expense Invoice

Upon completion of travel, a Travel Expense Invoice should be prepared and submitted to the Program Coordinator along with all required receipts with in five business days of return from travel.  The Program Coordinator will review and approve the Invoice and forward it to TPCAF for payment.  TPCAF staff will then bill the Candidate Agency for the travel amounts.

