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Summary of Statewide Travel Policy Changes  
Effective 03/01/16: 
 

Minor clarifications were made to the Statewide Travel Policy regarding 
Incidental Travel Expenses 

Section 4.1 

• The following clarification was added after paragraph 1: 
o Reasonable incidental travel expenses, also known as incidentals, are reimbursed 

separately from Per Diem Rates for In State or Out of State travel; incidental travel 
expenses are included in International Per Diem Rates and are not separately 
reimbursed. (See Appendix D) 

Section 5 

• Reimbursable Expense were reorganized and the following item was added for 
clarification: 

o Reasonable incidental travel expenses, also known as incidentals, are reimbursed 
separately from Per Diem Rates for In State and Out of State travel 

• One new item was added to Non-Reimbursable expenses for clarification 
o Incidental travel expenses are included in International Per Diem Rates and are not 

separately reimbursed 

Appendix D 

• The following new item was added to Definitions for clarification: 
o INCIDENTAL TRAVEL EXPENSES or INCIDENTALS means actual incidental expenses 

such as fees and tips given to porters, baggage carriers, bellhops, hotel housekeeping, 
stewards and stewardesses, and hotel staff. See IRS Publication 463 for further definition 
and guidance. 
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