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35.  Employees who receive maintenance in the form of meals provided by their 

employing agency at their official work station shall be eligible for reimbursement if they 

are away from their official work station on state business and do not receive the 

maintenance meal. 

 

36.  Reimbursement for a single meal (or meals) for employees on one-day travel status 

with no overnight stay is not permitted.  While on travel status if more than a single full 

meal is provided as part of a state-sponsored training session or conference, the employee 

should deduct the cost of those meals from the per diem for that day, using the schedule 

provided below.  This also applies to the day of departure and the day of return.  In those 

instances where all meals are provided, only the incidental rate should be claimed.  For 

non-state sponsored training or conferences the employee is not required to deduct from 

the per diem the cost of a meal or meals provided through a conference fee.  

 

 

 

In-State and Out-of-State  

Meals & Incidentals - Allocated By Meal 

 

Per Diem $46 $51 $56 $61 $66 $71 

Breakfast 7 8 9 10 11 12 

Lunch 11 12 13 15 16 18 

Dinner 23 26 29 31 34 36 

Incidentals 5 5 5 5 5 5 

              

        

Non-Standard Shift Hours 

 

37.  Employees who are scheduled to work nonstandard shifts (official work hours begin 

before 7 AM or end after 5:30 PM) and are eligible for meal reimbursement shall be 

reimbursed at one-third of the daily M & I rate for each reimbursable meal.  Total 

reimbursement is limited to the full day  M & I allowance listed in the Reimbursement 

Rate Schedule. 

  

Extended Travel 

 

38.  Extended travel status applies to those employees on continuous travel for a period of 

more than two weeks.  Employees on extended travel status may elect to rent an 

apartment rather than live in a motel or hotel.  While this option is left to the discretion of 

the employee and the employing department, department head approval is required prior 

to renting an apartment.  The monthly rental allowance shall include rental furniture and 

payment of utilities, and shall not exceed the standard CONUS rate for thirty days. 

 

39.  Employees on extended travel status working in-state are authorized to travel to and 

from his/her home station once a week at the mileage rate for personal vehicles.  Those 
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employees on extended travel status working out-of-state are authorized to take one trip 

to the home station by common carrier once every two weeks.  Employees authorized to 

use personal automobiles in out-of-state travel may be reimbursed at the personal mileage 

rate. The employee may also be reimbursed for local transportation to conduct state 

business. 

 

Telecommunications Costs While on Travel Status 

 

40.  Local phone calls, FAX charges and long distance calls for state business will be 

reimbursed. Employees must provide a statement furnishing the date, name and location 

called for long distance calls and FAX charges. Hotel Internet access charges may be 

reimbursed when approved in advance and when it is anticipated the employee will be 

working from a hotel room on official state business.  

 

41.  Department heads may authorize an employee to use his personal cellular phone in 

conducting state business.  Authorized employees shall be reimbursed for any additional 

cost incurred in using their personal cellular phones on official business.  An itemized 

statement indicating the date, name, location, and cost of each call plus a billing  

statement indicating that additional cost was incurred above the standard monthly charge 

is required for reimbursement.  In some instances employees may be able to obtain lower 

cellular rates by purchasing a package that offers lower per minute rates for a higher 

threshold of minutes per month. Reimbursement is acceptable for such billing packages 

subject to review by fiscal officers.  In such situations, the state would typically reimburse 

the employee for a portion of the monthly package used for business calls.   

 

Exceptions 

 

42.  The Commissioner of Finance and Administration shall have the authority to grant 

exception from any part or all of these rules and regulations when deemed appropriate for 

an employee or group of employees on official state travel. Approved exceptions other 

than those for individual trips shall be maintained in a central file by the Department of 

Finance and Administration.  Policy exceptions, which have state-wide implications, shall 

be approved through established procedures in accordance with the provisions of TCA 4-

3-1008 (3). 

 

 

 

 

 

 

 

 

 

 

 





The Department of Finance and Administration 
Special Travel Regulation One 

Travel to Promote the State of Tennessee 
 
 

Unless specifically addressed by the provisions contained herein, the Comprehensive 
Travel Regulations shall apply to all expenses or travel incurred under this regulation. 
 

1. The Commissioner of the Department of Agriculture, the Commissioner of the 
Department of Economic and Community Development and the Commissioner of 
the Department of Tourist Development may authorize a special travel status that 
will allow the reimbursement of expenses incurred to promote the State of 
Tennessee. 

 
2. This may include expenses incurred by an employee in traveling with a prospect 

or when the employee is involved in a business activity directly related to the 
department’s mission during which the employee is required to dine with or 
accompany a prospect’s representative, or those persons who can make a direct 
contribution to the marketing, promotion, or economic development of the State.  

 
3. Covered expenses may also include costs incurred at the official station of an 

employee at time when he is working with a prospect or when he is involved in a 
business activity directly related to the department’s mission. 

 
4. Covered expenses may also include entertainment expenses for business and 

community leaders for the purpose of state business.  These include but are not 
limited to meals, refreshments, hors d’oeuvres, floral arrangements, and gratuities 
provided by a hotel, motel caterer, or other establishments providing similar 
services.  

 
5. The determination of such expenses shall be made by the Commissioner of the 

respective department. 
 

6. Expenses or travel incurred to promote the State of Tennessee are not subject to 
the limits established in the Reimbursement Rate Schedule.  Reimbursement for 
exception expenses shall be allowed only if authorized in advance by proper 
authority.  Receipts are required for all expenses reimbursed under this specific 
regulation.  Reimbursements for exceptional expenses are limited to the time 
during which appropriate business activities occur.  Meetings when state 
employees are working together exclusively do not qualify under this special 
regulation. 

 
7. In accordance with the provisions of TCA 4-3-1008 (3) this exception, effective 

August 1, 1998, supersedes and rescinds all previous promulgated exceptions 
regarding travel to promote the state and shall remain in effect until subsequently 
modified or rescinded. 




