Maine Bureau of Highway Safety Travel Policy for All Grantees
The Maine Bureau of Highway Safety periodically awards federal grant funding to a grantee as part of an approved grant award for an individual(s) to travel for purposes directly related to the grant.
The following guidelines shall be observed for all individuals traveling under a BHS grant. The Bureau of Highway Safety shall hereafter be referred to as the Bureau, the individual traveling shall be referred to as the Traveler, and the agency to whom the grant is awarded as the Subgrantee.
The Bureau has used the State of Maine’s Travel Guidelines from the State Administrative and Accounting Manual (1/2/2007) to develop this policy
. Should a question arise about Bureau-approved travel that is not addressed in this policy, the Bureau will refer to the State Travel Guidelines for clarification. 

All grant related travel must be pre-approved by the Bureau Director. Travel expenses will not be reimbursed if the travel occurred without pre-approval. Some travel expenses may not be reimbursed if proper documentation or expense justification is lacking.
The Subgrantee may be reimbursed as part of the normal cash request reimbursement process for the following travel expenses incurred by the Traveler while in Bureau-approved travel status:
Lodging- The actual cost of lodging up to the maximum allowable lodging rate as set by the U.S. General Services Administration (www.gsa.gov).

Meals- Allowable rate for meal reimbursement. Meal reimbursement is not allowed when a meal is provided.

Transportation- Costs of necessary travel.

Miscellaneous travel expenses- expenses essential to customary business travel.
The Subgrantee and Traveler shall use the federally mandated per diem rates for lodging and meal allowances. These rates may be found at the U.S. General Services Administration website, www.gsa.gov , under the Per Diem Rates section. Travelers must follow the per diem rates guidelines given on the website for locations that are not specifically listed. Lodging rates shall follow the maximum allowable lodging rate as listed on the GSA website.
When the Traveler is more than fifty miles from his or her official residence while on business directly related to the Bureau approved subgrant, reimbursement is allowed for lodging expenses.
The Bureau will not prepay any registration or conference fees for the Traveler. The fees may be claimed as part of the travel reimbursement process.
No travel advances will be issued to the Subgrantee or the Traveler by the Bureau/State of Maine when the Traveler is not a State of Maine employee. This includes any pre-payment for meal per diem, hotel lodging costs, airfare, conference registration, and any cost associated with travel.
Receipts are required for the following travel expenses: lodging, airfare, any miscellaneous travel related expenses over $5 (to include airline baggage fees, shuttle service, etc), applicable registration and/or conference fees.
All Travelers must complete the Travel Expense Form provided by the Bureau. Inadequate completion of the Form may lead to delayed or denied reimbursement.

When the Subgrantee submits a cash request for reimbursement that includes the Traveler’s travel related expenses, the Subgrantee must ensure that:

· all travel related expenses are claimed at one time.
· the proper travel expense form is accurately completed and submitted.
· all required travel receipts are submitted.
· a copy of the conference or meeting agenda is submitted.

� The Bureau reserves the right to deviate from this policy if a circumstance necessitates it.








