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TRAVEL
GENERAL — DIRECT BILLING

1. lowa Administrative Rule 11-41.2(1) states, “All employees shall provide themselves with

sufficient funds for all current expenses.” There are several options available to employees to

alleviate tying up their money for long periods of time. When applicable, employees may

request an Out-of-State Travel Advance (Procedure 210.310) or a permanent In-State Travel
Advance. See Procedure 210.210.

2. Direct billing may be used in limited instances.

a. Expenses Eligible for Direct Billing

(1)

(2)

(3)

(4)

(5)

Meals when associated with seminars, conferences, and workshops which are
sponsored by a State Department. These require prior approval by the Department
Head when in excess of the allowable conference meal rates (See Procedure 240.150).
The name and Employee Vendor Number of each State employee, plus all other
persons who will be submitting separate travel payments, must be provided with the
payment.

*Maximum Reimbursable Conference Meal Rates:

Breakfast S 7.00

Lunch 10.00
Dinner 18.00
Total $35.00

*Reimbursable Conference Rate is limited to meals actually furnished by the conference.

Catered meals for board, commission, and advisory council members. Prior approval
is required by the Department Head or Designee when in excess of the allowable meal
rates. See Procedure 240.150. The name and Employee Vendor Number of each State
employee, plus all other persons who will be submitting separate travel payments,
must be provided with the payment.

Gratuity is allowable when direct billed. The gratuity rate should be kept to a
reasonable amount and shall be established prior to services being provided.

In-State Registration Fees. Registration fees may be direct billed or paid by the
employee.

Payment to a third party for moving expenses. These do not require prior approval to
direct bill and must be paid on a moving travel payment (TP) form.
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b. Expenses That Are Not Eligible For Direct Billing to the State:

(1) Lodging. Lodging for employees, board, commission, and advisory members.
(2) Transportation. Employee airfare and other methods of transportation.
(3) Out-of-State Registration Fees. All out-of-state registration fees.

3.  When all individuals involved in the direct billing are from the same state department, and
individual travel claims, or claim vouchers (in the case of contract employees), will be submitted
in addition to the direct billing, the individual claims and the direct billing must be adequately
cross-referenced.

4. When a department sponsors a conference and direct bills the meals, the sponsoring
department will provide a breakout of its own employees on the travel payment and ensure that
the conference information is given to SAE to post on the State Sponsored Conferences with the
approval number. Click here for State Sponsored Conferences that are located on SAE’s website.

Other departments are responsible for providing the breakout of its participating employees.
Individual travel claims and the direct billing must be adequately cross-referenced.
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