Meal and Lodging Maximums

Meals

Claims for meals shall represent actual, reasonable and necessary expenses.  Tips are limited to 15%.  Maximum amounts permitted, including tax and tip, are as follows: 

Breakfast
Lunch

Dinner

Total

In State

$ 8.00

$ 9.00

$17.00

$34.00

Out of State

$10.00

$10.00

$20.00

$40.00

Reimbursement for meals will be allowed only on the following conditions: 

Breakfast, provided the employe leaves home before 6:00 a.m.

Lunch, provided the employe leaves his/her headquarters before 10:30 a.m. and returns after 2:30 p.m. 

Dinner, provided the employe returns from travel status after 7:00 p.m. or departs his/her headquarters for overnight travel before 6:00 p.m.

When an employe is entitled to two or more consecutive meals in a day (this includes meals included in a registration fee, a lodging rate or served aboard plane), he/she may exceed the maximum on one or more meal claims as desired, as long as the total allowable for the consecutive meals per day is not exceeded.  Each day is considered separately for application of this policy. 

If an employee is buying a meal for someone else (who is also doing university business or is an interview candidate), the employee must provide a receipt for both meals and indicate the person's name and explain the business conducted on the Travel Expense Report (TER) to be reimbursed for both meals. Meal maximums apply.
Lodging

In State 
Hotel maximum per night is $70 (no taxes), except in Milwaukee, Racine and Waukesha counties where the rate is $80 (no taxes).  We are tax exempt for in-state lodging, so tax will not be reimbursed.  Employees should obtain a tax exempt card www.uww.edu/adminaff/TaxExemptCards.htm
Out of State
Hotel max is $70, unless the city is on the high cost city list http://www.wisconsin.edu/fadmin/fppp/fppp36d.htm 
If you stay at the conference site (conference is held in the hotel), the maximum does not apply, and reimbursement will be made at the conference rate.

Foreign Travel

See the rates for the specific country and city you will be traveling to  http://www.uww.edu/adminaffairs/finance/fml.html 
