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EXPENSE POLICY







03/02/04

2/26/10 per diem updated to $60, mileage 50 cents/mile per ofm website

The following Expense Policy is provided to clarify the reimbursement policy of WSQA for applicant site visits, trainer travel reimbursement, and other areas where referenced.

Airfare should be at the lowest coach rate obtainable.  Mileage is reimbursed at the current Internal Revenue Service mileage rate (available from WSQA or the IRS 800 number), currently 50cents/mile.  Tolls will be reimbursed at actual rate.  Parking and rental vehicles should be selected based on lowest available rate.  Rental vehicles can be up to intermediate size for larger groups, with preference for economy and compact.  

Hotel accommodations should be at the lowest obtainable rate for clean, adequate accommodations.  Site visit hotel accommodations should be at the referral of the applicant and preferably direct billed to the applicant.  Training, workshops and conference accommodations should be at the location recommended by the sponsor of the event.  Please refer to the state rates for guidelines of overnight accommodation rates in the event that the room is not being direct billed to the applicant or sponsor.  This rate can be found at www.OFM.wa.gov/ 
Meals will be reimbursed up to a per diem amount of $60/day.   

Meal Guide:  Breakfast $10



Lunch  $15



Dinner $35
Use the total per day guideline as opposed to individual meals. However, the individual meal amounts should be used when the applicant provides meals.  For example, if we start with $60/day and the applicant buys breakfast.  It is a guide for the week.  If you start on Sunday and everyone leaves by Friday evening, you have 6 days of meals: 6 *60=360/person for meals.  If the Applicant buys 3 breakfasts=  3*10=30, a person now has 360-30=$330 to spend on the remainder of their food for the week.  A person may eat inexpensively one night and then indulge the second night, so long as the total does not exceed the per diem total for the week or site visit duration. The purpose for the per diem, is not to be highly restrictive, but rather to be able to provide the applicant with a good estimate of what the site visit will cost.   Please itemize all items and include all receipts over $25, even if using a per diem rate. Please strive to keep all expenses reasonable and respectful for the applicant.    
Reasonable supplies will be reimbursed.  Supplies may include copies, printer cartridges if extensive printing is involved, flip chart paper, highlighters, pens, markers, post-its, etc.  Total supply cost for a site visit should not exceed $50.  

Phone calls strictly related to WSQA will be reimbursed at cost.  

WSQA does not reimburse for personal auto maintenance or insurance, dry cleaning, personal phone calls or alcoholic beverages.
Expense reports must be completed and returned with receipts within 10 working days of the last day of the site visit for reimbursement.  
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