pennsylvania

DEPARTMENT OF EDUCATION

Office of Commonwealth Libraries

Traveling at State Rates

Acceptable hotel rates and daily per diem expenses available on www.gsa.gov
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Additional Tips:

» Rental cars are paid at economy and midsize rate. Gas receipts required for
reimbursement of fuel used

» When a personal vehicle is used the mileage rate is .57 /mile

» Air fare is paid at a coach rate

» EzPass tolls require an actual EzPass statement as the receipt available on Enterprise
Website by entering your license number and last name.

» Maid tips ($3/night) can be written on the hotel receipt

Baggage Handling ($1.50/piece per occurrence)

» Meal tips cannot be greater than 20% of meal expense/Alcohol & associated tips are
not reimbursable

A\

Please Note: Itemized receipts should be kept for all expenses in case of audit but do not
have to be submitted with grant report
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