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FireShowsReno Conference

Fall 2017

Individual Travel Expense Worksheet

This worksheet is for developing the grant application only.  It is not acceptable as a travel claim for grant reimbursement.


Registration Fee (receipt)  $195.00			. 				$____________

Hotel (receipt) maximum $95.00 (plus fees/taxes) per night  X  # of nights 	$____________

Per Diem - meals (maximum $51.00 per day*)
Breakfast = $8.00, Lunch = $12.00, Dinner = $26.00,      				$____________
Incidentals = $5.00 per day

Deduct meals provided at conference (None anticipated)       			$_______  ____

Ground Trans.- max $30.00 round trip (receipt) to and from airport only	$__   ______ __
Rental cars must be pre-approved by the SERC

Airline Ticket (receipt) maximum $300.00 round trip				$____________

Airport Parking (receipt) maximum $16.00 per day				$____________

Mileage (maximum $0.54 per mile)						$____________

								TOTAL                        $____________



* Per diem allowances are set forth in SERC policy.  See policy 8.5.

[bookmark: _GoBack]The state rate for mileage reimbursement is $0.54 per mile.  If a personal vehicle is used for the employee’s convenience, the reimbursement will be reduced to $0.27 per mile.  When an agency vehicle is used, fuel charges may be reimbursed upon presentation of receipts or agency fuel logs. * All travel expenses are based on GSA rates and guidelines as well as the Nevada State Administrative Manual and mileage is based on the maximum allowed with the State of Nevada during the grant period of potential awards.


Rental cars must be pre-approved by the SERC.

NOTE: (receipt) means a receipt must be submitted for reimbursement.  All reimbursement requests require a completed Travel Claim, including times of departure and return, which must be signed by the traveler.




