IN-STATE HIGH-COST AREAS

Hutchinson (beginning one day prior to the opening of
and ending one day following the closing of the
Kansas State Fair)

Kansas City

Manhattan

Topeka

Wichita

OUT-OF-STATE HIGH-COST AREAS

Afton, OK, including Shangri-La Resort
Anchorage, AK

Aspen, CO

Atlanta, GA

Atlantic City, NJ

Austin, TX

Avon and Beaver Creek, CO
Baltimore, MD

Barrow, AK

Boca Raton, FL

Boston, MA

Cambridge, MA

Carmel, CA

Chicago, IL

Cleveland, OH

Dallas/Fort Worth, TX
Denver, CO

Edison, NJ

Fairbanks, AK

Fort Meyers and Sanibel Island, FL
Hershey, PA

Hilton Head Island, SC
Honolulu, Oahu, HI
Houston, TX

Indianapolis, IN

Juneau, AK

Kaanapali Beach, Maui, HI
Kailau-Kona, HI
Kaunakakai, Molokai, HI
Keystone, CO

King of Prussia, PA
Kodiak, AK

Lake Buena Vista, FL

Los Angeles, CA

Miami, FL

Minneapolis and St. Paul, MN
Monterey, CA
Nashville, TN
Newark, NJ

New Orleans, LA
Newport, RI
Nome, AK
Oakland, CA
Ocean City, MD
Philadelphia, PA
Phoenix, AZ
Pittsburgh, PA
Portland, OR
Princeton, NJ

Salt Lake City, UT
San Antonio, TX
San Diego, CA
San Francisco, CA
San Mateo, CA
Santa Barbara, CA
Santa Cruz, CA
Seattle, WA
South Padre Island, TX
Stamford, CT

St. Louis, MO
Sun Valley, ID
Tampa, FL

Tom’s River, NJ
Tuscon, AZ

Vail, CO

Wailea, Maui, HI
White Plains, NY

SPECIAL HIGH-COST GEOGRAPHIC AREAS

New York, NY

Washington D.C., including the cities of Alexandria,
Fairfax, and Falls Church, the counties of
Arlington, Fairfax and Loudon in Virginia, and
the counties of Montgomery and Prince Georges
in MD

Note: Specific questions regarding travel should be
directed to your agency’s business office.
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This brochure is meant as a reference guide to basic
travel questions. It assumes the user is familiar with
the "Employee Travel Expense Reimbursement
Handbook" which can be found in its entirety at the
following Internet site:

www.ink.or g/public/da/ar /employee/travel/travbk.html

Terms, policies and procedures have been shortened in
order to fit within this guide.

Out-of-state and inter national travel requires
approval as prescribed by the agency head.

TRANSPORTATION EXPENSES

Mileage reimbursement

Motorcycles 16¢mile
Central Mdor Pool Rate* 18¢/mile
Automobiles 32¢/mile
Plares 44¢/mile

Specially Equpped Velcles  44¢mile

*Any state enployee cloosing to use a priately
owned atomobile whena gateowned or leased
vehicle is available br use fall be rembursed at e
Central Motor Rool rate br compact cargcurently
$.18mile). Exceptonsto this rule canbefourd in
paragaph310(@B) of the Travel Hardbook

Mileage alowed within Kansasis bagd onthe most
directroute aslisted onthe Kangs Departnent of
Trarsportationdistarce clart.

Airfare

Airline ticketsfor travelwithin the Lhited Staes
should be puchased throughthe Sate Travel Center
using anAmericanExpress Bisiness Travel Accourt.
However, when a traweler is canbining persoml travel
ard businesstravel the anployee must pay for the
airline tickets and be reimbursedfor the lusines
portion of the trip. For example, when buying two for
one tickes (where me tidket isfor personal use) the
statewill reimburse he travelerfor haff the pice o

the tidket. Reimbursement requires he passenger
copy of the airline ticket.

Airline ticketsfor intemational travel are no required
to be nade troughthe State Travel Center and the use
of American Expres Business Travel Accourts is not
requred.

Ca Rental

Car rertal re®rvations outside of Kansas ard within
the United Statesnust bemade trough the State
Trawel Center. Employees are renbursed br the
rental d a special caweyance by sutmitting the
official receif, itinerary from the State Tawvel Cerier
(for car reral), ard justification (if requred by the
agercy) for the rental or cltarterwith the trawel claim
form. Persoral accidehinsurarce (FAl), persoml
effectsinsurarce (FEl), ard other supplemental
liability insurance are awideredpersonal expenses
ard are ot reimbursable.

SUBSISTENCE EXPENSE

Meal Experse Reimbursement

Quarter Dy Detemination:

Qtrl 1201 AM. - 6:00A.M
Qtrll 6:01A.M. - 12:00 Noon
Qtrlll  12:01P.M. - 6:00P.M.
QtrlvV  6:01P.M. - 12:00 Midnight

No meal allovance is allowed for the quarter in
which the employee retirns to he official gation
or domicile.

Meal Allowance Rate:

In-state, ard border diy travel $ 7.0
In-state, high cog area &border 7.5

Out-of-state 7.25
Out-of -state, high st area 7.50
Out-of-state, ecial high cod 1050
Internatianal 10.50

or actal expersesnot to exceed $76/day

Reduced MealAllowancefor meak provded at 10
cost to tle enployee

Break Lunch Dinner

fast

In-state $650 $7.5 $ 1400
In-state (high) 7.0 8.0 1400
Out-of-state 7.0 8.0 1400
Out-of-state 7.0 8.0 1500

(high)
Out-of-state

special high cost 10.M 11.0 21.0
International 1000 1100 2100

Maximum lodging allowed including tips, excluding
taxes (traveler isreimbursed for Sngle ocaparcy

only):
In-state, ard border diy travel $ 5400

In-state, Igh cost area & 68.M0
border

Out-of-state 81.M
Out-of-state, high costarea 11800
Out-of-state, special high cog 12900
Confererce Lodgng w/DA28* Actual
Internatianal Actual

The daly lodgng expen limitations abowe mey be
exceeckd by the leser d either: (1) An additional 50%
of the aplicable lodging expense limitation; or (2) the
actual lodgng expeng incurred. Either ofthese must
be appoved inaccordanewith the guidelines
establisied by the employees agercy.

*Actual confererce bdgng may be padl without limit

if a DA-28 "Request for Actual Confererce Lodgng"
ispropery approwed aml submitted.

MISCELLANEOUS

Receipts areat required (except as requed bythe
paying agency) for taxifare, shuttles, a turngke
receipts .



