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5. The per diem is $75.00 (75% of daily rate for trips lasting two 
nights/three days or longer) for each day after a person in 
travel status has been stationed at the same place for two 
consecutive months.  

 
6. Under no circumstances will a traveler be paid an overnight or 

daily travel allowance at their base or primary residence.   
 
7. The mileage rate is the amount allowed by the Internal 

Revenue Code for income tax deductions.  As of January 1, 
2021, the rate allowed by the Internal Revenue Code for 
business mileage is 56.0 cents per mile. The traveler is 
entitled to a mileage allowance from their base to their 
destination and return for miles actually traveled or from 
home to destination and return, whichever is less.  Mileage is 
to be reported in whole miles, rounded to the nearest whole
number.  All mileage on the in-state travel form must be 
totaled and then multiplied by mileage rate to determine the 
reimbursement amount.  Travelers will be reimbursed for 
parking while in travel status if a receipt is provided.  Valet 
parking will only be reimbursed if no other parking is available.  
Documentation is required. If the normal rate of a contractor 
is less than the allowable mileage rate and the contract states 
a lesser rate, the lesser approved rate shall be used.  

 
8. Claims for travel expense must be documented by reports 

containing the destination, date and time of departure and 
return, and a computation of the amount of reimbursement. 
The reports must be signed and dated by both the traveler 
and the person authorizing the travel. Copies of the travel 
reports must accompany the invoices under which the travel 
expense is claimed.

9. If the person’s travel is interrupted for personal convenience, 
the travel allowance will not exceed the costs that would have 
been paid for authorized uninterrupted travel.

 b. Out-of-State 
 

Prior written approval from the Grantor is required for all out-of-state 
travel.  Such approval must be requested by the subrecipient at least 
10 days prior to the planned travel, by contacting the appropriate 
WIOA agreement manager.  Travelers will now receive the daily 
Continental United States (CONUS) rate for meals and incidental 
expenses (M & IE) in accordance with federal per diem amounts.

 




