
Department of Finance and Administration
Policy E - Comprehensive Travel Regulations

(Revised fonuarY 2022)

lntroduction

L It is the intent of these regulations that employees do not suffer additional cost as a

result oftravel incurred to carry out assigned duties. Employees shall be reimbursed for

such expenses subject to the limitations provided in this travel policy and the

accompanying Reimbursement Rate Schedule '

2. When traveling, state employees should be as conservative as circumstances permit.

The lower cost should be selected whenever practical. Reimbursement for travel will be

based upon the most direct or expeditious route possible. Employees traveling by an

indirect route must assume any extra expense incuned. It is the responsibility of the

employee to be familiar with and adhere to established state travel policies. Deliberate

disregard of these regulations while travcling on state business or the filing of an

intentionally misleading or fraudulent travel slaim is grounds for disciplinary action

including termination of employment.

3. The Commissionerof Finance & Administration will establish and maintain the

maximum rates of reimbursement.

Travel Authorization

4. Trave I may not be undertaken unless it is authorized in advance by proper authority.

Approved state travel is the basis for reimbursement in accordance with these provisions.

The employee is considered to be on official travel status, and eligible for reimbursement,

at the time of departure from his/her official station or residence, whichever is applicable.

When completing an Edison travel authorization, the destination should always be

entered under "default location," to ensure appropriate workflow for the authorization

form.

5. The departrnent head is authorized to approv€ all travel for state business, including

meeting expenses. registration fees for conferences or seminars, etc. The DeparBnent

head is responsible for determining the most cost-effective means of meeting the State's

business objective considering the use of state meeting rooms, park convention centers,

video conferencing, etc. The use of virnral meetings as an alternative to holding a

conference or meeting in real life should be active ly encouraged as a cost-savings tool.

Video conferencing is a green technology, allowing departments to rnitigate energy use

by dramatically reducing the need to travel.



6. The Commissioner of Finance and Administration, through the Division of Accounts,

shall approve exceptions to the travel policy. Department heads are authorized to

approve any necessary travel by a non-state employee. Such travel should be conducted

and reimbursed in accordance with these Trave I Regulations. Department heads are

authorized to approve occasional exceptions to lodging and meal rates when necessify

requires, and reasonable altematives are not available (i.e. lodging unavailable at CONUS

rates).

7. Approval for out-of-state employee travel is processed through the Edison Travel

Authorization workflow. Once approved by the department head, Executive Level Travel

Authorizations tbr out-of-state travel will be routed to the Depaftment of Finance and

Administration for review and approval. During periods of extreme budget stress,

additional executive level review may occur.

8. The Commission€r of Finance and Administration retains the authority to change the

approval process as circumstances require.

9. If an employee travels into another state and back in the same day and such travel is

less than fifly (50) miles one way, such travel will be considered in-state for approval and

reimbursement purposes.

Official Station

10. The official station is designate d by the department head of the employing agency,

and the designation must be in the best interests of the State. The official station shall be

a location where the employee regularly works, and the work activities of the ernployee's

position are based. The employee's home shalt not be designated as the official station

without documentatlon establishing that the employee's home office is the

ernployee's principal place of business within the meaning of 26 USC $ 280A (cXlXA).
The department head should consider IRS regulations on the deductibility of travel

expenses as well as wage and hour laws when designating an official station for
employees, pafticularly in mobile work situations, and may want to consult with legal

counsel.

t 1. An important pur?ose of an official station is to establish when the employee is in

travel status and eligible for reimbursement of travel expenses. Travel between the

employee's home (place of residence) and official station is considered commuiing and is

not reimbursable.

12. Employees who are authorize d to participate in the altemative workplace arrangement

may be assigned their residence (or altemative approved location) as their official
designated reporting station for the days he or she works away from their regularly

assigned State govemment o{Tice location. The employee 's official station wilt be

designated by rheir department head pursuant to paragraph 10, and the employee will not

t"ceive reimbursement for travel incurred between his or her official designated reporting

station and official station.
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13, In the event that an employee is reassigned to a temporary work location, which is

generally defined as a place where the work assignment is realistically expected to last

(and does in fact last) one year or less, the employee will not bc eligible for

reimbursement unless he/she can demonstrate that by commuting to the temporary

location he/she has incurred additional expense over the cost of the commute to his/her

official station. However, an ernployee shall be eligible for reimbursement of mileage for

travel to a temporary work location for travel at times other than the employee's normal

working hours (i.e. nights or weekends).

14. If an employee does not have an official station due to a mobile work arrangement,

the employee will not be entitled to reimbursernent for rnileage belween the employee's

home and temporary work locations within the metropolitan area where the employee

lives, even if the travel occurs at times other than the employee's normal working hours.

Generally, a rnetropolitan area includes the area within the city limits and the suburbs that

are considered part of that metropolitan area.

Reimbursement Procedures

15. Submission of an expense report by an employee or his proxy initiates the travel

reimbursement process with approvals handled electronically through the Edison role-

mapping strucfure. Employees must authorize the set-up of a proxy in Edison prior to the

submission of an initial expense claim by a proxy. Proxy-submitted travel claims must

include the attached paper version of the travel claim, signed, and dated by the employee,

along with appropriate receiPts.

16. Employee s should submit claims for reimbursement through the Edison syste m as

soon as possible following completion of travel. Employees on regular travel status

should consider filing an expense report weekly or biweekly. Depanments and agencies

should review expense reports as rapidly as possible to ensure prompt payment to their

employees. In accordance with Interna[ Revenue Service guidance (IRS Pubtication 463),

reimbursement paid sixty (60) days after the date of travel may be considered as taxable

incorne.

17. Expense reports prepared to request reimbursernent ofbusiness-related expenses

incurred while on official travel must include the actual amount of all state paid expenses

associated with the trip, even though the employee will not be reimbursed for these

amounts (i.e. airfare and registration fees). State paid expenses include amounts that are

initially paid by the state and subsequently reimbursed or funded through federal, local"

or private sources.

Travel Advances

18. Travel advances are available only under extraordinary circumstances. Advances are

subject to the approval of the Division of Accounts and will be allowed (a) only if the

.tnploy.. can justifo extraordinary circumslances that warrant an advance, and (b) the
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employee has provided Division of Accounts with a payrolldeduction authorization form

which will allow the state to recover the advance from any salary owed the employee in

the event of termination of employment or failure to submit an expense report'

19. The amount of the travel advance will be based on eighty percent (80%) of the total

estimated cost of travel. Advances will not be issued for less than one hundred dollars

($lOO1. Immediately upon retum the employee must submit an expense repoft regardless

of whether he/she owes advance moneys back to the state or is due additional

re imbursement.

Honorariums

20. For those employees who receive honorariums for appearing at meetings while on

official state business, the employee m8y, at his/her option, accept the honorarium as full
payment for travel expenses including airfare, or choose to sunender the honorariurn to

the State, and be reimbursed in accordance with established travel policy.

Air Travel

21. Departments may set their own policy as to how their employees may make

reservations for air travel, for example, through the State travel agency, or directly

through an on-line booking service. Advantage ofdiscount fares and advance booking

should be taken whenever practical, and fares should not exceed the regular tourist or

coach fares offered the general public for both domestic and international flights. When

making reseryations directly through an on-line booking selaice, a print-out of the

booking must accompany the employee's expense claim. Employees who have unused

tickets ih"t w... booked on-line should inform their departmental fiscal office and make

use of such tickets if additional travel is required'

Fares - Airport Transportation

22. Reasonable taxi or transportation network company (i.e. Uber' Lyft, etc.) fares are

allowed from airports. It is expected that bus, limousine, or light rail service to or frorn

airpofts will be used when available and practical. In traveling between hotels or other

lodging and meeting or conference siteg reasonable taxi or transportation network

"o*puny 
fares will be allowed. No receipt is required for reimbursement of reasonable

taxi or transportation network company fares.

State Contracted Vehicles and Rental Cars

23. The Departrnent of General Services may provide a contract or contracts providing

vehicles to state employees- Employees are expected to make use of these conffacts

when available, and to follow guidance provided by the Department of General Services

for the use of these vehicles and for the payment of fuel, maintenance, and repairs- State

owned and state-contracted vehicles should be used only for official business. Only

properly authorized State of Tennessee employees may operate a State vehicle or state-
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contracted vehicle, and employees must possess a valid driver's license for the type of
vehicle being operated. Employees should follow the instructions provided with the

vehicle in the event of breakdown, emergency repairs, etc. Reimbursement for such

expenses will be made when necessary and must be accompanied by proper receipt

item izing the services.

24. Car rental for out-oflstate travel can be made through contracts with the Department

of General Services. Reservations made through the General Services contract can

ensure travelers of any negotiated rates. Car rental should be used only when necessary'

(i.e. when other forms of transportation such as hotel shuttle service are inconvenient,

expensive, or not available). Charges for insurance for rental automobiles are not

reimbursable costs. The State is se lf-insured for certain liability through the Department

of Treasury, Division of Claims Administration. Charges for car rental and fuel receipts

should be scanned and attached to the Edison Expense report for reimbursement'

Travel - Personally-Owned Automobile

25. Department head authorization is required for the use of personally owned

automobiles in the daily performance of duties. Unnecessary expenses which result from

the use of an autornobile for reasons of personal convenience will not be allowed.

26. Reimbursement for the use of a personally owned vehiele will be at the TRS published

business standard mileage rate in cffect at the time of the trave L Reasonable tolls and

ferry fees will be allowed when necessary; no receipt is required for reimbursement.

27. Only mileage on official state business may be claimed for reimbursement'

Reasonable vicinity mileage will be allowed. The Edison system will automatically

calculate point to point mileage. If the point-to-point mileage calculation by Edison

appears inconect or excessive, employees may make changes to the expense report in

accordance with procedures established by the Division of Accounts.

28. Procedures for calculating mileage are based on the fact that the State is prohibited

from reimbursing employees for norrnal commuting mileage.

a) If an employee begins or ends a trip at his/her official station, reimbursable

mileage will be the mileage from the official station to the destination.

b) If work is performed by an employee in route to or from his/her official

station, reimbursable mileage is computed by deducting the employee's

normal commuting rnileage from the actual mileage driven.

c) tf an employee begins or ends his/her trip at his/her residence without
stopping at his/her official station, reimbursable mileage will be the

lesser of the mileage from the employee's residence to his/her

destination or his/her official station to the destination. On weekends
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and holidays, the employee may typically be reimbursed for actual

mileage from hisiher residence to the destination.

d) If an employee travels berween destinations without returning to his/her

official station or his/her residence, reimbursable mileage is the actual

m i leage between those destinations.

29. Employees who utilize the work from home and mobile work altemative

u,*nger"nts shall not receive mileage for commuting to their official station from their

residJncc (or alternative approved location) or vice versa (regardless of whether the trip

is for reporting to a meeting, briefing, or special assignment)-

Parking

30. Charges for routine parking while on travel status will be reimbursed. Receipts are

requiredif the parking charge exceeds the allowance stated in the Reimbursement Rate

Sciredute. Charges for routine parking at the official workstation will not be reimbursed'

Long-term airpo* parking is reimbursed at the standard rate offered by the airpo*'s long-

term or economy parking facilitY.

3l. If travel is by air the employee will be reimbursed for the lesser of: (a) the allowable

mileage reimbursement for one round trip and long-term airport parking; or (b) the cost

of one round trip taxi or transpoffation network company fare from the employee's

official workstaiion (or residence on weekends/evenings). The employee may also be

altowed the appropriate mileage reimbursement for fwo round trips from home when

driven by a friend or relative, at the employee's option.

Promotional Materials and Airline Baggage Fees

32. Fees for the handling of promotionat materials or equipment wilt be allowed up to the

maximum indicated in the Reimbursement Rate Schedule. Airline baggage fees for up to

nvo (2) bags will be reimbursed.

Lodging

33. The employee will be reimbursed for actual lodging costs plus tax incurred up to the

applicable maximum arnounts as indicated on the Reimbursement Rate Schedule, This

schedule includes state parks- Lodging receipts are required and must itemize room

charges and taxes by date. [f a convention rate exceeds the maximum reimbursement rate

and is documented by a convention brochure or registration form, a higher

reimbursement rate wilt be allowed. Miscellaneous lodging expenses such as energy or

utility surcharges are fully reimbursable and should be added to the lodging cost, in a

similar manner as local hotel or sales taxes.
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34. The maximum reimbursement rates for out-of-state travel are the same as those

maintained by the U.S. General Serrrices Administration for federal employees within the

continental United States (CONUS). The CONUS list, available on the General Services

Administration web site, contains a standard re imburseme nt rate for lodging and meals

and incidentals, and several pages of exceptions. Most destinations for out-of-state travel

fall within the list of exceptions.

35. If a room is shared with other than a state employee, actual costs subject to the

applicable maximum rate in the Reimbursement Rate Schedule apply. In the event of
double occupancy for state employees on official travel, both employees should aftach an

explanation io his/her travel claim detailing dates and other employees with whom the

room was shared. The lodging cost may be claimed by the employee who incuned the

cosL or one half the double occupancy charges rnay be allowable for each employee'

Per Diem Rates for Meals and Incidentals

36. The maximum per diem rates include a fixed allowance for mea[s and incidental

expenses (M & I). itt" tvt & I rate, or fraction thereof,, is payable to the traveler without

itemization of expenses or receipts, fncidentals are intended to include miscellaneous

costs associatea with travel such as tips for baggage handling, phone calls to home, etc'

Reimbursement is made only when overnight travel is required. Generally, the applicable

maximum per diem rate for each calendar day of travel shall be determined by the

location of lodging for the traveler.

37. The per diem rates for meals and incidentals are established on the Reimbursement

Rate Schedule. The M & I rates for out-of-state travel are the same as those for federal

employees and are available on the Ceneral Services Administration's web site' As with

toaiing, there is a standard rate for the continental United States (CONUS), and a list of

"*.iptionr. 
Please note that these rates may change effective October I of each year-

38. Reimbursement for meals and incidentals for the day of depanure shall be three-

fourths of the appropriate M & I rate (either the in-state rate or CONUS rate for out-of-

state travel) at the rate prescribed for the lodging location. Reimbursement for

M & I for ihe day of return shall be three-fourths of the M & I rate applicable to the

preceding calendar day. Note that the Edison Systern defaults to the standard CONUS

meal ratJfor aday and the employee must enter the three-fourths rate for the day of
departure and day of return. To assist in this calculation, a table indicating three-fourlhs

of the per diem rate accompanies the Standard Reimbursement Rates at the end of this

document.

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

employingagency at the ir official workstation shall be eligibte for reimbursement if they

ar6'away from their official workstation on state business and do not receive the

maintenance meal.
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40. Reimbursement for a single meal (or meals) for employees on one'day travel status

with no ovemight 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, usirtg the schedule

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

lnstances 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 mial or meals provided throdgh a conference fee. A schedule

indicating the allocarion for the breakfast, lunch and dinner meals accompanies the

Standard Reirnbursement Rates at the end of this document.

Extended Travel

41. Extended travel status applies to those employees on continuous travel for a period of
more than two (2) 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 ernployee and the employing depa*ment, department head approval is required prior

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

puym"nt of utilities and shall not exceed the standard CONUS rate for thirty (30) days.

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

from his/her home station once a week at the IRS published business standard milcage

rate. Those 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 (2) weeks.

Employees authorized to use personal automobiles in out-of-state travel may be

reimbursed ar the IRS published business standard mileage rate. The employee may also

be reimbursed for tocal transpodation to conduct state business'

Telecommunications Costs While on Travel Status

43. Local phone calls, fax charges and long-distance calls for state business wiltbe
reimbursed. Employees must provide a statem€nt furnishing the date, name and location

called for long distance calls and fax charges. Hotel internet access charges may be

reimbursed *h"n apptoved in advance and when it is anticipated the employbe will be

working from a hote I room on official state business.

44. Deparlmenl 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

celluiar 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 e rnployee for a portion of the rnonthly package used for business calls.
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Exceptions

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

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

employee or grcup of employees on official state travel. Approved cxceptions 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.

shalt be approved through established procedures in accordance with the provisions of
Tenn. Code Ann.$ 4-3-1008.

Statutory AuthoritY

47. In accordance with the provisions of Tenn.Code Ann.$ 4-3-1008, these travel

regulations, effective when signe4 supersede and rescind all previous promulgated travel

regulations and shall remain in effiect until subsequently modified or rescinded.

,l
H Cornmissioner Date

Department of Finance and Admi

APPROVED:

a/2y'2o>1
Herben H, Slatery III
Attomey General and Reporter

Dat/
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Department of Finance and Administration
Reimbursement Rate Schedule

Revised October 1, 2024

General Reimbursement Rates

Standard Mileage Rate effective January l'2022
Maximum Parking Fee Without Receipt

IRS Business Standard Mileage Rate

8.00/day
20,00/hotelFees for Handling Materials

Out-oGState Reim bursement Rates

Employees should utilize the U.S. General Services Administration CONUS (Continental United States)

rates provided by the federal government. To view the CONUS rates' access the Department of Finance

and Administration web page- ati https:/lwww.tn.gOv/finance . Click the "Financial" heading and then

,.Travel Information." Then,-click on;Fo Oi"rn Rites" where there is a direct link to the GSA CONUS

rates.

Use the CONUS standard rates for all locations within the continental United States not specifically shown

on the CONUS web page as a tistsd point. Both in-state and out-of-state meals and incidentals are

reimbursed at 7 5Yo for day of departure and/or day of return'

In - State Travel Reimbursement Rates

In-state lodging and meal rates follow the CONUS rates for Tennessee. The standard lodging rate of

$l10,00 anO ttte standard rate of $63.00 for meals and incidentals should be used for all in-state locations

not listed below.

Counties Maximum Lodging

In-State and Out-of State
Meals & Incidentals - Allocated By Meal

Effective October l, 2024

Maximum Meals
& lncidentals

757o of Meals
& Incidentals

Davidson (Nashville)
September - October
November - August

$64.50$86$248
s2l7

(Memphis) $55.50$129 s74
$64.50$86$ 130Williamson

Hamilton (Chattanooga) $55.s0$74$r l7

Knox (Knoxville) $l r9 s74 $55.s0

Per Diem $68 $74 $80 $86 $92

Continental
Breakfast/Breakfast s16 $18 $20 s22 $23

Lunch $19 $20 s22 $23 $26

Dinner s28 $31 $33 $36 $38

Incidentals $s $s $5 $s $5



Per Diem Rates-
Three-Fourths Calculations

For Partial Day of Travel
Effective October l' 2024

Total
First & Last

Day ofTravel

$68 ss l.00

8'14 $55.50

$80 $60.00

$86 $64.50

$92 $69.00

In accordance with lhe ptovisions oJTenn' Code
and rescind all previous

modfied or

Ann. 4-3-l 008 and lhe Comprehensive Travel Regulations, the above lrdvel rates

travel rates. These rates are efective upon 
^pproval 

and shall remain in efect until

z #*fuE. Bryson,
ofFinance and



Department of Finance and Administration
Reimbursement Rate Schedule

Revised October l,2023

General Reimbursement Rates

Standard Mileage Rate effective January 1,2022
Maximum Parking Fee Without Receipt

IRS Business Standard Mileage Rate

8.001day
20.O0/hotelMaterialsFees for Handling

Out-of-State Reim bursement Rates

Employees should utilize the U.S. General Services Administration CONUS (Continental United States)

rates piovided by the federal government. 'l'o view the CONUS rates, access the Department of Finance

and Administration web page-at: lfUpS;&VUfy.fU.gSyl0nnnce . Click the 'oFinancial" heading and then

,.Travel tnformation." Thenjclick oJ'p* Oi.* Rites" where there is a direct link to the GSA CONUS

rates. There is also a link on the Finance and Administration Intranet Travel Page Site at:

hrtpsltea!!il!!,SQ.v&$$c:cl. Click on "Travel Information" and then click on "Comprehensive Travel

Regulations" and then "Per Diem Rates'"

Use the CONUS standard rates for all locations within the continental United States not specifically shown

on the CONUS web page as a listed point. Both in-state and out-of-state meals and incidentals are

reimbursed at 7 5Vo for day of departure and/or day of return'

In - State Travel Reimbursement Rates

In-state lodging and meal rates follow the coNUS rates for Tennessee. The standard lodging rate of

$107.00 and the standard rate of $59.00 formeals and incidentals shoutd be used for all in-state locations

not listed below.

Counties lVlaximum Lodging

In-State and Out'of State
Meals & Incidentals - Allocated By Meal

Effective October l, 2023

Maximum Meals
& Incidentals

75% of Meals
& lncidentals

Davidson (Nashville)
September - November
December - January
February - June

July - August

S23'/
$ 187

$210

$59.2s$7e

Shelby (Memphis) $ 123 $51.75$69

$69 $51.7st25Williamson kl

Hamilton (Chattanooga) $ll7 $48.00$64

Knox (Knoxville) sil3 $48.00$64

Per Diem $se $64 $6e $74 $79

Continental
BreakfasVBreakfast $13 $14 $16 $17 $18

[,unch $15 $16 $17 $18 $20

Dinner $26 s29 $31 $34 $36

lncidentals $5 s5 $s $5 $s



Per Diem Rates-
Three-Fou rths Calculations
For Partial Day of Travel
Effective October l' 2023

Total
First & Last

Day ofTravel

$se $44.25

$64 $48.00

$69 $s l.7s

974 $55.50

$7e $59.25

ln accordance with the provisions ofTenn. Code Ann. 4-3-t008 and lhe Comprehensive Travel Regulations, lhe above travel rales

supersede and rescind ill previous'pronulgated travel rales, These rates are elfective upon approval and shalt remain in efect until

or

Bryson,
of Finance and Administration

08t29t2023
Date



The Departmcnt of Flnance and Administration
Special Travel Regulatlon One

Travel to Promote the State of Tennessce

Unless speclf[colty od&esnd by the ptwislons omalned hedn, the Comprelrcnetve Ttwel
fregulettans sholl oppl;l U all et(perues o? ?tovel.lncurrcd utt&t thls tcguloflm,

l. The Corulissioncr of thc Depattmont of Agrisu[urg the Commissioner ofthe
Deportmcnt of Econouric and Comrnunity Developnent aod lhe Cornmiscioaq of the
Departmcnt of Tcurist Developnent may uutfunize aspecial trdvel sbnr"c fiatwlll allow the
rcinbrur€rasnt of expensss incunodto Fromote thc State of Tenucsgae.

2. This may include expem€s incurrcd by an employcc rn lraveling with a grospeot orwhen the

emptoycc is invotved in a business adivity dircctly rclated to thc departrnenl's ni,ssion during
which the employce is requircd to diae with or acconpany a pnrspcct'n represenlltivs, or thoae

pecsons who can make a direct sontribution to the marketing pOmotion, or economic

developrnent of the Sme.

3, Covercd exlenses may also include costs iacuficd st thc offiriial station of rn enrployee at tr

dme when thaemployeais working with a pmspector when the employer ir lnvolved ida
busiuess activity dircctly relaicd to the department's mission

4. Covercd el{pcnses may abo include cnurteinment exF€os€s for budncry and conrnoity
leaders for thcpr.gpose of stats busiftss. Thcse includc but arcnot limltod to nealq
refrcshments, horri d'o"uorce, floral ilrsogprn€n$, and gratrrilies providedby a hotel, motel

oatet€cr or other esablisbne$t providing similar sefl/ices.

5- The delermination of sush cxpcnscs shsll be made by the Connissioner of tre respactive

department.

6. Business slass airf*e is pcrmitted for travet to anofter contined whon the trarrolcr is orpected

to wort on the day of anival.

7. Expenses or travel incumd to promote the Statc of Tcruresssg ale nol sUbject to the liurits

estabftshed in ths Reimburs€rileoi R^t Sch"dule. Reimburs€mgnt for exception arp,enses shdl

Uc affo*.d only if authoriz:d in ad'rance by proper authotity. Rcccipts,arc rcquircd for all

op"*t reimlunca uld€r lhis speeific rcArlutioo. Reimburssnents for cxcePtion expen$s EE

tdiied to the timc dfiing which;DproSiG b*inos aaiviries occru. Meetirys when st'atc

"-ptoy"or 
are working tigethur eirtusively do not quatifr under tld" special tegulation,

B. State o1frcials engngcd in busincss activities to promote the Strts rhould bs mindftl in these

situadons of their obligations undcr Teanessee State e$ics lawe



Strluhry Aadnrl$

9. [n accotdsnce rrrlth the provirious of T.CA. $ {'3'100S(3} Sir usvsl accptioa, tffactive

*fi"n *;enol, ruprsetlx onA t *cin,tt dl Ersviourly promulgatcd a<ccpiors of this titlo snd

,sbatl rpiltio in eficct until mb*quootly rncdlfiod or re$:indcd"

-Ivg-C.e& s/*h
Dd.Ms*A- Elrlcc$ C@lirdorrr

Department of Flnuco rrrd Adrdoiffidon

AP

AftomcyCqctcllnd

t-tfl.t-il



'Ihe .Dcp artnrcnt o f F i nance anrl A.dmin istra tion
Spcciel Truvcl Regulatron Two

'Iravol iu the Comprny of the f,lovernrlr

Anles speclfrcolty addressed by lhe provttiaw cantuhed hereia,lhc Conprdtcttsivc
Trcwl R4ulodons shall apply to cI cxpensa or tr-awl hcumd uadcr lhis regelation

Employecs traveling in the company of lhe Governor or t'hose Pcrsoos directed in
writing by the Covcrnor to rEprcsent thet officc arc hercby granted special trave I

stntus- Expcrues or travcl inourrcd shall not bc subjcct to lhe limits sst forth in thc

Reimbursement Rate Sshgdule.

2. This trevel rcgulation sholl not apply to normal daily cxpenscs inouncd st ollicial
'duty stotions unloss accompanying tlte Govomor to official meetings' luncheons,

convcntions, conferences, etc,

3. Expcrscs shall include atl costs incurrcd by the Covernor and gny others traveling

as members of the Governor's oflicial Party exccPt for those co$s of I Purtly
personal nature such er taundry, valet seryice, lheatcr, rccreation, cto.

4- Each crnployec shall submit a olaim for reimbursement detailing individual
cxpense.-Whrn group cxpenses occur, the security pcrsonnol rssigned to thc

Govcmor may cirim reirnbursemenl for thc mral group and idcntiS on thc clsim
persons incurring such cxpense.

5. In accordancc with the povisions of TCA -4-l-1008(3), this tnvcl cxceptim,

ellootive August l, 1998, supersedes and r*cind.g all previous promulgrtr/
exceptions regarding Uavel in 8re compaay of lhe Govemor, atrd shsll temlin in

effect until subsequently modified or mscindcd.



The Depertment of Finence snd Administration
Specirl Trevel Reguletion Thrce

Travel by Dcpertrnent Heads

Anless specifually addreved by lk provislons contahed hueln, the hprchetslve Truwl
Rqatathns shdll apptlt to all exprniu or wvcl incarred ntkr thls resulaiai

t. Special Travel stahx is authorized for departmenf heads, for shte employees raveling in thc

comparry of depadment heads, orstate employees lcprarenting a dcparlmenthead.

2. The Comruissiouof Finarce and Administatiouin consulhtionwith th€ Comptroller of the
'tteasury sball dcsignale persons as deparlment hcads for the putpose ofhaveling under the
provisions of this rcgulation.

3. In addition, tho following persotut mey, in consultation with thc Comptoller of thc Tteasury'
desiguate pasons to travel under tbe provisions of this regolation: fte Attorrey Genoral, tho

Chairpersons of the Scnate and Housi Finmce, Ways and Mearx Committcasr.0tc ChairPecsons

of tie Fiscsl Rwiow Committsc, and tbe ChiefJustico of the SupremeCorrL

4. The Commissioner of Finalce ad Adninisuatioa has cstibliched a separole sch€dule ftr tlte
maxinrum rate of reimbunemonl for departnent heads to accompany thiS rcgUlation.

5. First class travel oB common carder shall be allowed at the option of thc dcprrtureril hcad

whelr accompanyilg others not enployed by tlre Strte who ars traveling in first cless

gci:ommodations.

6. Departrrent hcal$ are outhorized to hold group breskfqsls, lunr:bcons, or dinners for busincss

purpo.t.". Such eeenls ghoutd bs occasionciby a urccting of long duration or by circumrlaaccs

wbcre it ir; morc lcasible to provide such meall lhsn to r€cess thc meeting. Expeses incuged.

undcr this tcgulation tty U" rcimburscd Ur thc sponsoring dcparuncorhcod or cfiarycd dircctly

to the deprrti:cut. Expcnses for rucals for employces occasioned by mectings callerl by the

O"panri"r bcail firc allrrwca. A r*ript or otlrcr iatisfaaory evidcncc of payntcnt is requircd for

reimbrrrsemerrL

?. Deporuent heads us autlroriad to recsive rcimbursdrent of meds and relded costs whsl

"ctiltg "" 
hoss to guests of thc Stab or other off,cial busine$ frmAions. Departncnt hcrds may

be reimbursed foc t-hc 
"tru"t 

."p"tor igcurred Authority grlsted by this itcf,i may be delcgatcd

;t rJ,; ;-.p-**"irt Ga ro *.nrb*r.r of the deportmcnt heatl's stsff provided it is in ruiting and

"".on,puoi., 
any ctairn for rcimburscment, uiong with appmpriote ieccipts. Thc propriely of

such oxpenses sialt u" lcfr solely to the disdetion of thc deparlrnent head.



Shtutory Au6orlS

t' ln rcoorrdau wrlt lis prqvisionr of rcA ! + 3-1008 (3). {ris lawr orccption' cftdivc
rvhcn signcd, uperscdesrldrucindrrlt prcviouspooulgaed Urrct etcrptiongtomcmktg
ffid t dcpart;ant b..& srd ghall rwslu t afcotrutil srbcqwm[y nodifiod or rlcdrdc{

?TJc.{-L tht [r.
Emker, Corunirrionrr

Deprhart ofFimso and Adninist*lon

APPROVED:

Robcrt
Attoraoy.GalcrC rad AcPwtm

DdG

0tt-t-
Dd"-



'fhc Dcplrtment of Finance antl Adlrrirristration
$pecirl Travel Regulation F'our

Trrrvel by Board ond Comntission Members

Unless spcciftcdly adbeswd by lhe provisiorc contoittd harcln, thc Cotrytchen$ve

N?avet iegtrlalions shotl appty to ali expencet or fiavel incuned undtlhis tcgulation

I . Special travel status is authorized hr msmbcru of Eorrds, Authoritiss'

c'ommissions or committees of ths Exccutive Errnch, rnd whcn dcsignotcd, by

the appropriete aurhority througb law, rule, rcgulatioq audlorpolioy,to 0roao of
ttre luOiciat ond Legislative Branches (excluding elcctcd ofilicids of lhe Judisial

an4 Legislative Brrnchcs). The provisions of tlris ttgvel siltus are elso rpplicable
(o non-stat€ members-

2. The Cornmissioner of FinEncc and Adrninistration has established a motimum of
r.eimbursemeil authorized by lhis special tnvel regulation for board and

cornmissi on rnetnbcrs.

3. Msmbers of boards and commissions rre eligible for reimbursemcnt rcgardless of
any pet dicm paid to said member unless stated other$/isc in low, rule, regulation

and/or Polioy'

4. Reimbursement for all travcl shall be cleimed in accordance with the

Cornprchensive Travel Regulations.

5. To comply wilh thc provisions of TCA 4-3-l--{(3), departmenS should report

quarterllr out-of.stafi fevol by board and commission membcss to the Department

of Finance and Administralion, Budget Ofiice.

5. In accor{ancc with the provisions of TCA 4-3-1008(3), thcsc lnvsl-r€gulations'

cffccfive August t" 199'8, sugffsedc and Gssind alt previors ptomulgarcd travel

exccptions.incorning boari and comrni$ion msmbcrs, rnd shgll rcmain in cffect

until subsequently modifred or rescinded,



Uabss
Trcvel

Thc Dcpartnrcnt of Finance nntl Administration
Specinl Travcl Rcgulation Five

Pilot arrd Air Crew Travcl

spect$catty addrased 8 lhe pravhlons contahad hcr*lia, he Coryreiattlve
iegulalbns shall appb la all expcnset or tuvel lncaued uder lhb tqulatlon,

\

l. Persons scrvings as pitot, capilot or crcw member, including maintcnance

personnel serving inany ofthese capecitics, on state'owned or leasod airsofr
uscd fbrthe purpose of tronsPorting ptss€nprs on stsls burincss rre grrnted

rrsvel authorizsfun without regrrd to the pmvisions Sections 4 through 6 of the

Compchensivc Travel Rcgulrtions.

2, Exponses or havel incurrtd under this provision rrc not subjcst to I'he

reimbuwemont limils sst fonh in the Reimbursemcnt Rrto Schedule.

3. Reimbsrssmcnt for ttcse cxpenscs shall be limitcd to the tirne during wbich the

state drnic.s erc being prformed and sholl uot apply to othcr Eavcl. Rrccipts or

other sa(isfaaory evidencc of paymant arc rr4uired fqr rcimbqrsemenl.

4. Employces shall be considclcd on travel shtus one hour befote actual hkeoffand
one hout attcr actual landing.

5. In addition to overnight lodging costs, lodging shall be allowed whcn it is

nec€Esary for crow rlromberi tO Wait fOr preScnge rs, or WhCo duc to sxccsgive

houre of work crcw menbcn nsed a locstion is obtrin rcct'

6. In accordancc with ihc pmvirions of TCA 4-3-1006{31, these travcl.regulnticns,

cl'fective August I , 1998, sup$scdc and rescind all prcvious promulgated travel

.ir"jrio* dnccrning pilot and air crcw travel, and shall nrnein in dfect unlil

subsequenlly modi{ied ot rosaiuded-


