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Transportation, meals, lodging and other documented expenses referenced herein incurred by 
authorized persons while on college-approved travel may be reimbursed. 

 
"Maximum lodging rate" means (1) the cost of the conference designated hotel, not to exceed 
$350.00 (excluding taxes); or (2) the maximum reimbursement rate for lodging expenses as 
provided by the United States General Services Administration for a particular date and location. 

 
Reimbursement shall be as follows: 

 
a. Travel: The traveler is expected to select the most economical route and mode of 

transportation. Should the traveler select an indirect route for convenience, any extra costs 
incurred will be borne by the traveler, and reimbursement will be based only on such 
charges as would have been incurred traveling the most direct and economical route. 

 
i. Public Carrier:  The expense of traveling by public carrier (rail, bus or airplane) will 

be allowed on the basis of actual cost but limited to coach/tourist fare in any case and 
further limited by the cost of tourist class/coach commercial air transportation. 

 
ii. Private Vehicle: 

 
(1) If travel by private vehicle is chosen, the traveler will be reimbursed for 

mileage at the current allowable rate as specified by the Internal Revenue 
Service. 

 
(2) When two or more travelers are traveling to the same event by private vehicle, 

they are expected to share transportation expenses unless other arrangements 
are approved in advance. 

 
(3) Mileage reimbursement will be based on distances recorded on an official 

highway map for the most direct route. 
 

(4) Additional mileage will be allowed as necessary for transportation in the 
community which is the point of destination. 
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(5) The reimbursable amount allowed for travel by private vehicle 
normally shall not exceed the cost of tourist class/coach commercial 
air fare transportation.  However, exceptions will apply in 
circumstances in which the traveler's schedule or destination does not 
correspond with that of public carriers. 

 
(6) Travelers driving privately owned vehicles are expected to be 

properly licensed and protected at their own expense by personal 
liability and property damage insurance at the level currently required 
by law. Traffic tickets are the responsibility of the driver except for 
Morton College equipment defect violations. 

 
iii. Rental Vehicle: When a rental vehicle is chosen for a trip, reimbursement 

will be based upon receipts for actual charges. 
 

iv. Other Ground Transportation: Expenses for ground transportation not 
identified above (taxi, local bus, and subway) and miscellaneous travel 
expenses (parking and tolls) are allowed as necessary. 

 
b. Lodging: Actual cost of the least expensive single room available at conference 

designated hotels for only the nights necessary to attend to College business, but not to 
exceed $350.00 per night (excluding taxes). Anything over $350.00 would be the 
responsibility of the employee. When a traveler shares lodging with an unauthorized 
traveler, the traveler will provide a receipt or printed rate schedule showing the single 
occupancy rate. If documentation of the single occupancy rate is not provided, the 
allowable expense will be computed by dividing the number or persons into the total daily 
rate as indicated on the bill.  

 
c. Meals and Incidentals*: A per diem is given in lieu of the meal allowance and is to 
c o v e r  the cost of meals and tips. Receipts are not required to support this allowance.  
Per diem is based on the current applicable Internal Revenue Service Meals and 
Incidentals Per Diem Rate as defined and posted by location. 

 
*Incidentals are defined by the IRS and shall, in combination with the cost of 
meals, not exceed the per diem rate 



MORTON COLLEGE BOARD POLICY 
Illinois Community College District No. 527 

TITLE: Reimbursement for Travel Expenses NO. 8.3 

SECTION: Institutional PAGE:  of 4 

DATE APPROVED BY BOARD OF TRUSTEES: March 27, 1980; February 26, 2018; November 16, 2016, 
September 27, 2023, March 27, 2024 

DATES REVISED: March 24, 1983; October 25, 2001; January 23, 2002; April 22, 2009; December 15, 2010, 
January 22, 2018, September 27, 2023, February 7, 2024, March 3, 2024 

REVIEWED DATES: January 22, 2018, September 27, 2023, February 7, 2024, March 22, 2024 
Illinois Community College District No. 527 

d. Conference Registration Fees: Actual cost for conference registration
fee.  Meals included with Registration Fee are not eligible for per
diem reimbursement.

e. Expenses not related to the College's business are not reimbursable.
Examples of non-reimbursable expenses include but are not limited
to:

i. Alcoholic beverages;
ii. Coat check;
iii. Global Positioning Systems {GPS), either rental or purchase;
iv. Personal entertainment charges such as movies, sporting events,

spa/health clubs, sightseeing, tours, etc.
v. Personal convenience charges such as personal phone calls from hotel room

in excess of one per day {at 15 minutes or less}, hotel laundry, shoe care,
and valet services;

vi. Limousine services unless the rate charged is equivalent or less than a taxi fare;
vii. Late check-out and room guaranteed charges;
viii. Non-College related expenses, including spouse/family travel expense

unless specific prior approval is provided in a grant or contract;
ix. Gifts;
x. Purchase of clothing and/or toiletries;
xi. Traveler's checks;
xii. Interest on credit cards;
xiii. Misuse of lost credit cards;
xiv. Tobacco products;
xv. Towing of a personal automobile;
xvi. Removal of keys locked in personal automobile;
xvii. Damage to automobile (rental or personal);
xviii. Maintenance or repair of personal property;
xix. Parking tickets or other traffic fines;
xx. Personal automobile accident insurance;
xxi. Insurance on personal property; and
xxii. Loss of personal property, personal funds or cash advances.




