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WVLS TRAVEL REIMBURSEMENT POLICY Revision - Draft 

Reimbursement rates for authorized local or long-distance travel shall be as follows: 

transportation whether commercial transportation, or personal automobile, will be at the most 

economical rate available; lodging - actual amount; food - actual amount (including tax and tip) 

not to exceed $8.00 for breakfast, $10.00 for lunch and $15.00 for dinner current Federal 

standard continental United States (CONUS) rate established by the U.S. general services 

administration (GSA); mileage when traveling by automobile will follow federal IRS guidelines in 

so far as the WVLS budget allows. Both the meal and mileage reimbursement rates must have 

the approval of the Board of Trustees.  Receipts will be required for lodging, air or other 

commercial transportation and meals. WVLS will not reimburse an employee for the purchase of 

alcoholic beverages. 

Payment for expenses known beforehand, such as registration fees, tickets for airlines or other 

commercial transportation etc., may be made in advance (at the request of the employee) and, 

whenever possible, will be paid directly to the agency involved.  Individual meals provided as 

part of the tuition, registration fee or other covered or prepaid cost are not covered by the meal 

reimbursement limits stated in this section; they will be paid or reimbursed at their “published” 

cost. 

Mileage for WVLS staff when traveling on official WVLS business shall be reimbursed at the 

mileage rate approved by the Board of Trustees for individuals who maintain a personal 

automobile insurance policy of not less than $100,000 combined single limits of bodily injury and 

property damage, and who provide the WVLS Financial Division with documentation that this 

level of coverage is in effect.  Documentation of personal auto insurance coverage as described 

above must be on file with the WVLS Financial Division prior to travel for which reimbursement 

is being claimed in order to be eligible for full mileage reimbursement from WVLS. 

Staff who do not provide proof of the personal automobile insurance coverage mentioned above 

will be reimbursed at the approved per mile reimbursement rate minus five cents per mile. 

Requests for travel reimbursement shall be submitted to the Financial Division within 30 days of 

travel for employees to receive reimbursement. Exceptions shall be made only for extenuating 

circumstances. i.e.: An employee has requested a copy of a receipt and it takes more than 30 

days to receive that copy. 

Questions about travel reimbursement should be referred to the Financial Division. 

 




