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TRAVEL  
 

Overview 
 
The Agency’s travel policy is based on the State of Tennessee’s Department of Finance and 
Administration Policy 8 - Comprehensive Travel Regulations and Federal Travel Regulation.  
Employees should use the most current travel claim form found on the Agency’s website for all 
requests for reimbursement of travel expenses.  Travel claims should be submitted electronically to an 
employee’s supervisor.  Submission of paper claims are discouraged and should only occur in extreme 
circumstances. 
 
The purpose of UETHDA’s travel policy is to limit the impact of expenses Agency employees incur 
while in performance of assigned duties.  Employees shall be reimbursed for such expenses subject to 
the limitations provided in this travel policy and the GSA Reimbursement Rate Schedule. 
When traveling, Agency employees should be as conservative as circumstances permit and select the 
lowest cost option whenever practical. Reimbursement for travel will be based upon the most direct and 
shortest route possible. Employees traveling by an indirect route must assume any extra expense 
incurred.  It is the responsibility of the employee to be familiar with and adhere to established Agency 
travel policies.  Deliberate disregard of these regulations while traveling on Agency business or filing of 
an intentionally misleading or fraudulent travel claim is grounds for disciplinary action including 
termination of employment. 
 
The shortest distance from point to point will be determined by using a mapping website.  The Agency 
currently uses Google Maps for determining shortest distance.  Travel claims will be processed and 
paid by the Agency within 30 days of receipt by the Accounting office. 
 
Travel that is not part of an employee’s normal job duties should have advance authorization by either 
the employee’s supervisor or Director. Any travel expenses incurred outside of an employee’s normal 
job duties that were not pre-authorized will not be reimbursed by the Agency. 
 
It is the policy of UETHDA that an employee operating a motor vehicle while in the performance of 
Agency business shall not, at any time, use any electronic devices or be distracted in a way that 
violates Local, State, or Federal Law.  This includes, but is not limited to, texting, making/taking a 
telephone call, checking email, etc.  Failure to abide by this policy will result in disciplinary action 
including termination of employment. 
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UETHDA Mileage Reimbursment Flow 
Chart 

 
 
 
  

Is this Travel on 
either: a Holiday the 
Agency is closed, a 

Saturday, or a 
Sunday; & you did 
not travel to your 
workcenter on the 

same day? 

Use mileage 
from the 

address you left 
to the address 
you arrived. 

 

Yes 

No 

Is this travel AFTER 
returning home from 
your Workday (i.e. 

working your scheduled 
workday, going home, 
and then returning for 
a Parent Event in the 

evening)? 

Is this travel to 
or from your 

home address? 

No 
 

No 

Show the mileage from the 
location you left to the 
location you arrived.  If 
your home is one of the 
locations, show the mileage 
to/from your home; Do 
NOT reduce by commute 
miles or shortest distance. 

Yes 

Yes 

Use the mileage 
from Home to 
the location 
minus your 

Commute Miles. 
 

Use the Shorter 
of: 1.Home to 

the Location or 
2.Workcenter to 

the location. 
 

No Yes 

Is this travel for 
Orientation? 

Have you 
traveled to your 

Official 
Workcenter on 
this date or any 
previous date? 

No 

Yes 

Yes 

No 

Is this Travel 
during a period 
in which you 

were considered 
in a layoff 

employment 
status? 

Yes 

No 
 

Did you travel to your 
Workcenter on the Date of 

this travel? 
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Reasonableness of Travel Costs  
 
UETHDA shall reimburse travelers only for those business related costs that are reasonably incurred.   
At the conclusion of any UETHDA travel, an employee or member of the Board of Directors who has 
incurred business related expenses should complete a travel claim form in accordance with the 
following policies:   
 

1. Documentation must justify that participation of the traveler is necessary for the Federal award 
and costs of travel are reasonable and consistent with UETHDA’s travel policy. (2 CFR Part 
200.474(b)(1) and (2)) 
 

2. Identify each separately incurred business expense (i.e., do not group all expenses associated 
with one trip together).   

 
3. All claims are to include all appropriate documentation (i.e. receipts, signed authorizations to 

travel, etc.) and details substantiating the travel costs.  The accounting department may require 
further documentation or explanation of an employee’s travel. 

 
4. With the exception of tips, tolls, reimbursed mileage, and per diems, all business expenses 

must be supported with invoices/receipts.  
 

5. UETHDA will reimburse employees at per diem rates established by the General Services 
Administration (GSA) for the location to which they travel.  Therefore, meal receipts are not 
required. 
 

a. It is the Agency’s policy that payment of per diem for the first and last day of travel will 
be at 75% of the full per diem rate.  
 

b. If a conference, meeting, or hotel provides a meal, the value of that meal should be 
deducted from that day’s per diem.  The value of the meal can be found from the GSA 
meal table. 

 
6. Contractor receipts/invoices must be submitted for all lodging and any expenditure other than 

meals.  
 

7. For airfare, airline-issued receipts should be obtained.  If a traveler fails to obtain a receipt, 
other evidence must be submitted indicating that a trip was taken and the amount paid (for 
example, a combination of an itinerary, a credit card receipt, and return trip boarding pass(es). 

 
8. Mileage for use of an employee owned vehicle is reimbursed at the Standard Mileage Rate 

provided by the state of Tennessee, currently $0.47 per mile. 
 

9. All separate legs (from point to point) of a trip must be shown on the travel claim.  Even if a leg 
of the trip does not entail expenses for an employee, it must be shown along with times and 
dates (e.g. you ride with someone from your workstation to an out of town meeting).  In 
addition, each day of an out of town trip must be shown on the travel claim. 
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10. Accounting codes must be included for all expenditures. 
 

11. Once an employee completes a travel form, he/she will sign the travel claim and email it to their 
supervisor for approval and signature; Directors will email their travel claims to the Executive 
Director. 
 

12. After reviewing the dates, times, purpose, and travel destinations the employee’s supervisor 
signs the submitted travel claim form and emails it to the Purchasing Specialist for further 
review.  Once the Purchasing Specialist finishes reviewing the claim in detail for accuracy and 
completeness, the Finance Director will review and sign it.    

 
13. Only one travel claim form should be prepared for each month.  Only one month of travel 

should be included on a travel claim form. 
 

14. Employees should complete and submit their travel form during the first week of the month 
following the month the travel expense was incurred; e.g., a travel claim form containing travel 
expenses incurred in January should be completed and submitted the first week of February. 

 
a. All travel expenses for which an employee wishes to receive a reimbursement must be 

submitted to their supervisor by the travel submission deadline.  The travel 
submission deadline is the last day of the second month following the month the 
employee incurred a travel expense; i.e. a travel expense incurred on July 15th must be 
submitted to your immediate supervisor no later than September 30th. 
 

b. Any travel expense not submitted to an employee’s immediate supervisor by the travel 
submission deadline WILL NOT BE REIMBURSED, regardless of the reason for failing 
to submit. 

 
An employee will not be reimbursed for travel claims not meeting the preceding criteria.  If the travel 
claim results in a balance due to UETHDA, the employee must submit a check or money order for the 
remaining balance within ten (10) business days or a payroll deduction will result for the balance. If the 
travel claim results in a balance due to the employee, the employee will receive a direct deposit into 
their bank account of the claim amount. 
 
Commute Miles & Official Workcenter 
 
An employee’s commute miles are the number of miles the employee travels from home to their official 
workcenter using the shortest route possible.  An employee’s supervisor or Director is responsible for 
establishing the official workcenter of an employee. An official workcenter is typically the location that 
an employee performs the major portion of his/her assigned duties.  
 
The workcenter closest to an employee's residence should be designated as the official station for 
employees with multiple workcenters. If an employee works predominantly from a home residence and 
reports to a workcenter less than twice a week, the employee's official workcenter should be the home 
residence.  
 
Under unusual situations, an employee’s supervisor or Director may designate other locations as the 
employee's official workcenter provided the Executive Director approves.   
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In the event that an employee is temporarily reassigned to a work location other than his/her usual 
official workcenter by the Agency (non-voluntary), the employee will receive reimbursement to the 
temporary location for six (6) months.  After six (6) months, the temporary workcenter will be deemed 
the employee’s official workcenter and the employee will not be eligible for reimbursement to drive to 
the workcenter location.  The employee’s commute miles will be the number of miles from the 
employee’s home to the new official workcenter. 
 
Employees considered in a layoff status do not have an official workcenter.  Any travel by an employee 
considered in a layoff status will not be reduced by commute miles or limited by the number of miles 
from an official workcenter to a destination.  Any employee that accepts a temporary, seasonal position 
unrelated to their official position instead of being laid off, will have any travel related to their official 
position treated as if the employee is in a layoff status at the time of the travel. 
 
Employees performing in a temporary, seasonal position, such as the Head Start Summer Maintenance 
Crew, will be assigned to the workcenter that Agency transportation is provided from or in the absence 
of Agency provided transportation from a location, the location that most tasks related to the temporary, 
seasonal position are performed.  The workcenter will be assigned at the beginning of the temporary, 
seasonal assignment and will not be changed for the duration of the position. 
 
Local Area Travel 
 
Local Area Travel is any travel inside the UETHDA eight (8) county service area.  The counties in the 
UETHDA service area are Carter, Greene, Hancock, Hawkins, Johnson, Sullivan, Unicoi, & 
Washington.   
 
Mileage to a destination outside of the UETHDA eight (8) county service area that is no further than 25 
miles from the employee’s workcenter is considered local area travel IF the employee is performing a 
normal daily routine at the location, i.e. shopping for a parent event. 
 
Pre-approval of Local Area Travel is not required if it’s part of an employee’s official job duties. 
 
Out of Area Travel 
 
Any travel that is not within the UETHDA eight (8) county service area, with any exceptions set forth 
under the Local Area travel Section of this policy is considered Out of Area Travel.   All out of area 
travel must be pre-approved by the employee’s Program Director by submitting an Advance Request & 
Out of Area Travel Authorization Form.  Once approved by the employee’s Director the form will be 
submitted to the Purchasing Specialist for review.  If information detailing the purpose, timeframe, and 
cost of the travel have not been submitted with or prior to the request the Purchasing Specialist will 
request it.  See the Travel Advance Request section for detailed information regarding requests for 
travel advances. 
 
For out of area travel with an overnight stay, employees will receive a meals and incidentals (M&I) per 
diem.   
 
Any out of area travel that spans more than one month should be included on the earlier month’s 
employee travel claim form, e.g., if an employee travels February 27th through March 2nd the entire 
travel timeframe should be included on the employee’s travel claim form for February. 
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Per-Diem - Meals and Incidentals (M&I) 
 
The Agency uses the Federal Government’s per-diem rates that are found in the General Services 
Administration (GSA) schedule. These rates may change effective October 1 of each year.  The per 
diem rates are for meals and incidental expenses.   
 
The maximum per diem rates include a fixed allowance for meals and incidental expenses (M&I). The 
M&I rate, or fraction thereof, is payable to an employee without itemization of expenses or receipts. 
Incidentals include miscellaneous costs associated with travel such as tips for baggage handling, 
phone calls to home, etc.  Reimbursement will only be made when overnight travel is required. The 
maximum per diem rate for each calendar day of travel is determined by the location of lodging for an 
employee. 
 
No M&I reimbursement is provided to employees on one-day travel status with no overnight stay. 
Employees will only be reimbursed 75% of the M & I rate of the lodging location for the day of depart & 
the day of return when on an overnight Agency trip.  Any other days will receive an M&I reimbursement 
of 100% of the M&I rate for the lodging location. 
 
The Per-Diem for meals expenses includes all expenses related to breakfast, lunch, dinner and related 
tips and taxes.  The Per-Diem for incidental expenses is for fees and tips given to porters, baggage 
carriers, hotel staff, and staff on ships.  None of these expenses should be included in travel 
reimbursement requests since the expense is included in the Per-Diem rate.  If you incur an expense 
related to your travel not listed as either a meals expense or an incidental expense then it can be 
submitted for reimbursement. 
 
Any included meals provided to an employee by a training session or conference should be deducted 
from the per-diem request for that day, using the Meals and Incidental Expenses (M&IE) Breakdown 
schedule provided by the GSA. 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. 
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Lodging & Accomodations  
 
A Requisition should be used for all lodging & accommodation requests.  Once an employee’s Director 
approves the request, the Purchasing Specialist will reserve hotel rooms using the Agency credit card.  
Confirmation from the hotel will be forwarded to the employee.  Lodging and accommodation requests 
may be altered by the Purchasing Specialist with approval of the employee’s Program Director.  The 
Purchasing Specialist will review the request for lower cost accommodations, length of stay, etc. 
 
Lodging on the last day of a training seminar, etc. will be made available to an employee if the 
employee would arrive home after 9 P.M. (Agency time) using the shortest route home.  It will be the 
employee’s decision if he/she chooses to stay an additional day or travel home when the arrival time 
home would be after 9 P.M. (Agency time). 
 
In extremely rare circumstances, an employee may have to reserve accommodations for an Agency trip 
and incurring out of pocket expenses.  Employees should make every effort for the Agency to pay for 
lodging and not incur an out of pocket expense.  Prior approval from an employee’s Director AND the 
Financial Director is required before an employee makes any accommodations.  Failure in gaining prior 
approval may result in the Agency not reimbursing for the out of pocket accommodation expenses. 
When required to make hotel accommodation on personal credit cards, employees will be reimbursed 
for actual lodging costs plus tax incurred up to the applicable maximum amounts as indicated on the 
GSA’s Per Diem Rates Schedule.  Lodging receipts are required and must itemize room charges and 
taxes by date.  If a convention rate exceeds the maximum reimbursement rate and is documented by a 
convention brochure or registration form, the documented rate is allowed.  Miscellaneous lodging 
expenses such as energy or utility surcharges are fully reimbursable and should be added to the 
lodging cost, in manner similar to local hotel or sales taxes. 
If an employee elects to stay at a hotel that has a cost higher than the maximum allowable rate found 
on the GSA’s Per Diem Rate Schedule than the employee will only be reimbursed the maximum rate 
and the proportion of taxes and fees based upon the proportion of the maximum rate compared to the 
overall rate of the lodging. 
 
Rental Car Approval 
 
The Executive Director may approve an employee the use of a rental car in the performance of Agency 
business.  A Requisition should be used for all Rental car requests. The employee should include the 
reason a rental car is needed, such as an out of area trip, and a cost analysis spreadsheet with the 
requisition.  If the Program Director approves the request, it will be submitted to both the Executive 
Director and Purchasing Specialist.  If the Executive Director approves the request, the Executive 
Director will sign the request and submit the signed requisition to the Purchasing Specialist.  When 
requesting a rental car use the provided chart to determine which rental car is appropriate.  Be aware 
that meeting the conditions in the chart will not guarantee approval of a rental car request. 
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Car Rental Chart 

Vehicle Type Minimum Qualifications 
Compact / 

Sub Compact 
1 - 2 Passengers 

 

Mid-Size Car 
 

3 - 4 Passengers or 100+ 
miles 

Full Size Car 
or Mid-Size 

SUV 
5 Passengers or 250+ miles 

 
Minivan 

  
6 -7 Passengers 

 
Full Size SUV 

 
6 - 7 Passengers* or 500+ 

miles 
All mileage totals are from an employee’s workcenter 
to the destination one-way. 
* Must be lower cost than Minivan. 
 

 
Rental Car Fuel Reimbursement 
 
Fuel for a rental car should NOT be charged to the Agency credit card without prior authorization.  To 
receive prior authorization a Requisition must be Completed and Approved before the fuel purchase is 
made.  When fuel is charged to the Agency credit card the rental car cannot be used for any non-
Agency business whatsoever, without exception.   
Out of pocket fuel costs incurred during the use of an Agency provided rental car will be reimbursed at 
either actual costs (receipt required) or at the Agency’s rental car fuel reimbursement rate, currently 
$0.06 per mile.  If a rental car is used for both Agency and non-Agency business then the Agency’s 
rental car reimbursement rate should be used for out of pocket fuel costs incurred while traveling for 
Agency business.  The Agency’s rental car fuel reimbursement rate is set by the Purchasing Specialist 
with approval of the Executive Director.  The Purchasing Specialist will utilize the most current data 
provided by both U.S. Energy Information Administration and Bureau of Transportation Statistics in 
determining an appropriate rental car fuel reimbursement rate.  Any rental car insurance expenses are 
non-reimbursable. 
 

Air Travel  
 
A Requisition should be used for all air travel requests.  Once an employee’s Director approves the 
request, the Purchasing Specialist will reserve airfare using the Agency credit card.  Confirmation from 
the airline will be forwarded to the employee.  Airfare requests can be altered by the Purchasing 
Specialist with approval of the employee’s Program Director.  The Purchasing Specialist will review the 
request for lower cost flights and may alter overall length of an employee’s out of area travel to achieve 
lower airfare costs; negative effects on the purpose of the travel will be considered. 
 
Airfare should be booked by the Purchasing Specialist.  In extremely rare circumstances an employee 
may have to book airfare, the following rules must be followed. 
 

1. Air travel should be at lowest priced coach class or the lowest commercial discount fare at the 
time the ticket is purchased except when this fare would: 

a. Require circuitous routing, 
b. Require travel during unreasonable hours, 
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c. Excessively prolong travel, 
d. Result in additional costs that would offset the transportation savings, or 
e. Offer accommodations not reasonably adequate for the traveler’s medical needs. 

 
2. First class air travel shall not be reimbursed unless there is a medical reason, which must be 

documented and approved by the employee’s Director. 
 

3. Memberships in airline flight clubs are not reimbursable. 
 

4. Cost of flight insurance is not reimbursable. 
 

5. At least two quotes from a travel agency and/or an airline website should be obtained and 
attached to the requisition. 
 

6. Cost of upgrade certificates is not reimbursable. 
 

7. Cost of canceling and rebooking flights is not reimbursable, unless it can be documented that it 
was necessary or required for legitimate business reasons (such as changed meeting dates, 
etc.). 
 

8. Travelers must identify and pay for all personal flights, even if such flights are incorporated into 
a flight schedule that serves business purposes (i.e., UETHDA will not reimburse for the 
personal legs of a trip). 
 

9. Frequent flyer miles will accrue to the traveler, not to UETHDA. 
 

10. All costs incurred for a carry-on bag and the first checked bag are allowable and reimbursable.   
 
Parking Expenses  
 

1. Charges for routine parking while on travel status will be reimbursed.  Receipts are required if 
the parking charge exceeds the allowance stated in the State of Tennessee Travel Regulations, 
Rate Schedule, currently $8.00.   
 

2. Charges for routine parking at an employee’s official workstation will not be reimbursed.  
 

3. Long-term airport parking is reimbursed at the standard rate offered by the airport's long-term or 
economy parking facility with a paid receipt. 
 

4. If an employee chooses not to use long-term airport parking, an employee will be allowed 
mileage reimbursement for two round trips from the employee’s home to the airport when driven 
by a friend or relative, at the employee's option. 

 
Airport Shuttle / Taxi Expenses  
 
The lowest cost mode of transportation should be utilized when traveling on an out of area trip.  It is 
expected that an employee will use the lowest cost of a shuttle, bus, limousine, light rail service, or a 
ride sharing service to/from an airport or between destinations when available and practical. 
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1. Reasonable fares are allowed from the airport to the hotel/meeting site and return.  In addition, 
reasonable fares are allowed for travel between the hotel and the conference site.  Whenever 
possible a receipt for fares should be obtained, however, they are not required for 
reimbursement of reasonable fares.  
 

2. When customary, an 18% tip of the fare price is also an allowable expense.  Be aware if the 
Agency has prepaid a fare, a tip may have also been paid.  The Agency will not reimburse an 
employee for any additional tip expense when a prepaid tip has been paid by the Agency. 

 
Other Out of Pocket Expenses  
 
Local and long distance calls for Agency business will be reimbursed if an employee has not been 
issued an Agency cell phone. Fax charges incurred for Agency business are reimbursable. Employees 
must provide a statement furnishing the date, name and location called for long distance calls and fax 
charges. When it is expected that an employee will be working on official Agency business from their 
hotel room with an Agency laptop or tablet, hotel Internet access charges or charges to upgrade to a 
higher speed internet connection, when the standard connection is inadequate for the work being 
performed, will be reimbursed. 
 
Spouse/Partner Travel  
 
It is the policy of UETHDA not to reimburse any employee or board member for separate travel costs 
(airfare, etc.) associated with his/her spouse or partner.  The cost of a shared hotel room need not be 
allocated between employee/director and spouse/partner for purposes of this policy.  However, if there 
is an increased cost for the hotel room due to the spouse or partner staying in the room, the employee 
is responsible for the additional cost and it will not be reimbursed to the employee. 
 
Travel Advance Request  
 
Requests for advances and requests for authorization of out of area travel are made on the same form.  
Employees should use the most current form found on the Agency’s website. 
 

1. Employees may request a travel advance to offset the financial burden, which would be placed 
on them when performing out of area travel as required by the program or Agency.   
 

2. Travel advances will be for 80% of mileage and per diem costs and 100% of any incurred 
lodging (room rate plus tax) and/or parking costs.  

 
3. Completed travel advance requests should be emailed to the Program Director for signature in 

PDF format.  After approval, the Program Director will forward the request to the Purchasing 
Specialist for further verification.  All requests require supporting documentation detailing the 
purpose and all costs associated with the travel.  Supporting documentation can be emailed to 
the Purchasing Specialist prior to submitting the request or included with the request. 
Supporting documentation should disclose the purpose of the travel, the dates of travel, and 
lodging location and costs.  Additional documentation may be requested.  Failure to provide all 
requested documents and information may result in an employee not receiving a travel 
advance.   

 
4. Travel advances when paid will be debited to accounts receivable under the program fund 

accounts.  In this way, accounting can monitor outstanding travel advances.  When the 
settlement travel voucher is entered to the accounting system, accounting will credit the amount 
of the travel advance to clear the advance from receivables. 
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5. The Agency will not issue employee travel advances of less than $50. 
 

6. If an advance is issued to an employee and, subsequently, the employee does not travel, for 
whatever reason, the employee must return the advance immediately via check.  If an employee 
fails to return the advance, the Agency will reduce an employee’s pay by the amount of the 
travel advance. 

 
7. If an employee receives a travel advance and fails to submit a travel claim by the travel 

submission deadline (see Reasonableness of Travel Costs, 14(a)), the employee will have to 
return the travel advance via check or the Agency will reduce an employee’s pay by the amount 
of the travel advance.  

 
8. Non-employees, such as members of the Agency board or Head Start policy council, may be 

required to perform out of area travel.  They may also request an advance.  The same criteria 
which applies to employees will apply to them with the exception they may request an advance 
of less than $50.  

 

Travel Time 
 
Payment for travel time is determined by the type of travel an employee is performing.  The amount of 
time it takes an employee to travel from home to their workcenter is commute time. 
 

1. Home to official workcenter travel. 

a. Travel from an employee’s home to their official workstation before the regular workday 
or travel from an employee’s workstation to their home at the end of their workday.  

b. Not considered work time and is not paid. 

 

2. Home to a non-workcenter location travel. 

a. Travel from an employee’s home before the regular workday to a location that is not the 
employee’s workcenter and/or travel from a location that is not an employee’s 
workcenter to home. 

b. Considered work time and is paid. 

 

3. Travel between Work locations. 

a. Travel between locations that do not include an employee’s home, such as Head Start 
locations, to perform duties for the Agency. 

b. Considered work time and is paid. 

 

4. Second trip to work after completing workday travel. 

a. Travel to a location from an employee’s home or returning home from a location to 
perform duties for the Agency after completing a scheduled workday and traveling home 
– e.g. Open house at a Head Start center the evening of a day an employee worked at 
their center. 

b. Considered work time and is payable. 

 

5. Out of Area travel without an overnight stay. 

a. Travel from home to an out of area location or back home from the location that the 
employee does not have an overnight stay – one-day trip. 
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b. Considered work time and is paid.   

 

6. Out of Area travel with an overnight stay. 

a. Travel from home to an out of area location or back home from the location with at least 
one overnight stay – the employee is away from home for at least one day. 

b. Any time engaged in work is payable, this includes time spent driving. 

c. Any time away from home during regular working hours is payable. This includes not 
only hours worked on regular working days during normal working hours but also during 
corresponding hours on nonworking days. 

d. Any time spent in travel away from home outside of regular working hours as a 
passenger on an airplane, train, boat, bus, or automobile are not payable unless the 
employee is engaged in a duty for the Agency such as answering calls, responding to 
email, or any other activity that would be considered “work” and deemed payable if 
performed at an employee’s workcenter. 

 
Mileage Reimbursment Rules 
 
Reimbursement for the use of personally owned vehicles is at the standard mileage rate. 
Reasonable tolls and ferry fees will be allowed when necessary; no receipt is required for 
reimbursement: 
 
Only mileage related to Agency business may be claimed for reimbursement. 
 
UETHDA is prohibited from reimbursing employees for normal commuting mileage.  This is reflected in 
the following procedures.  
  

1. Travel for orientation will be reimbursed for actual mileage from home to the orientation 
destination if the employee has not travelled to their official workcenter on either the same date 
or a prior date. 
 
 

2. Travel while an employee is in a layoff employment status the employee will be reimbursed the 
shortest distance from home (or starting destination) to other destination.  

 
 

3. An employee is ineligible for any mileage reimbursement if a zero-cost transportation option was 
made available, such as carpooling or Agency provided transportation available at the 
employee’s home, between home and the destination, or at the employee’s workcenter. 
 
 

4. Travel to a non-official workcenter location on a day the Agency is officially closed (Saturday, 
Sunday, or paid holiday) is reimbursed at the shortest distance from home to the destination 
without any reduction of commute miles. 
 
 

5. Travel for the Agency after arriving home, following the completion of the workday, is 
reimbursed at the shortest distance between destinations without any reduction of commute 
miles. 
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Example: 
 
A teacher works at their workcenter in their classroom on a scheduled workday 
and travels home at the end of the workday.  The teacher has to return to their 
workcenter later that evening for an Open House event.  The mileage related to 
the Open House event is payable from home to the Workcenter and the return 
trip home without any reduction for commute miles. 

 
 

6. Odometer reading or vehicle’s trip reading (if equipped) can be used if: 
 Travel leg which includes a Head Start child’s (or parent’s) address 
 Head Start recruitment (cannot include any active not related to recruitment) 

 
 

7. Mileage due to an injury incurred by an employee while performing their job duties is 
reimbursable for the initial day of the injury and should be included on the employee’s request 
for travel reimbursement form. After the initial day of injury, any mileage incurred related to the 
injury greater than 15 miles one way will be reimbursed by the Agency’s Workers Compensation 
Plan as long as the employee submits a claim to the Agency’s Accounting Generalist, who will 
submit the claim to the Agency’s Workers Compensation agent.  Mileage after the initial day of 
injury that is 15 miles or less one way is not eligible for any reimbursement. 
 
 

8. Drivers picking up/dropping off a bus at the beginning/end of the school year will receive 
mileage from home to the pickup/drop off location and back home without any reduction. 

 
 

9. Travel between destinations that do not include the employee’s home address is reimbursed at 
the shortest distance between the destinations. 
 
 

10. If a leg of travel includes the employee’s home address, mileage is computed using home to the 
other address.  If a leg of travel includes an employee’s official workcenter and does not include 
the employee’s home address, mileage is computed using official workcenter to the other 
address.  This is regardless of which address is the origin and which address is the destination. 
 

       Travel                                   Mileage Computed 
 Home to Walmart                      Home to Walmart 
 Walmart to Home                      Home to Walmart 
 Workcenter to Walmart             Workcenter to Walmart 
 Walmart to Workcenter             Workcenter to Walmart  
 Home to Workcenter                 Home to Workcenter 
 Workcenter to Home                 Home to Workcenter 

 
 
 

11. Travel between an employee’s home and a location on a day there was no travel to the official 
workcenter, reimbursable mileage will be the lesser of either: the mileage from the employee’s 
home to the destination or the official workstation to the destination.  
 

Example: 
An employee has travel from Walmart to home and did not travel to their 
Workcenter on same day. 
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The mileage from their Home to Walmart is 8 miles. 
The mileage from their Workcenter to Walmart is 3 miles. 
 
The allowable mileage for reimbursement will be 3 miles since it is the lower of 
the two mileage amounts. 

 
 

12. Travel between an employee’s home and a location on a day there was travel to the official 
workcenter, reimbursable mileage will be the mileage from the employee's home to the 
destination, or the official workstation to the destination minus the employee’s normal commute 
miles. 
 

Example 1: 
An employee travels from their Workcenter to Walmart to home. 
 
The mileage from their Workcenter to Walmart is 3 miles. 
The mileage from their Home to Walmart is 8 miles. 
The employee commutes 10 miles from their home to their Workcenter. 
 
The net allowable mileage will be 1 mile (3 miles + 8 miles – 10 miles).  The 
employee only drove one additional mile beyond their normal daily commute to 
stop at Walmart on their way home from their Workcenter. 

 
Example 2: 
An employee travels from their Workcenter to another UETHDA location, from 
the UETHDA location the employee makes a stop at Walmart than a stop at 
Dollar General.  After the Dollar General stop, the employee travels home. 
 
The employee travels from their Workcenter to UETHDA location to Walmart to 
Dollar General to home. 
 
The mileage from their Workcenter to the other UETHDA location is 11 miles. 
The mileage from the UETHDA location to Walmart is 1 mile. 
The mileage from Walmart to Dollar General is 5 miles. 
The mileage from their home to Dollar General is 4 miles. 
The employee commutes 10 miles from their home to their Workcenter. 
 
The net allowable mileage will be 11 miles (11 miles + 1 mile + 5 miles + 4 miles 
– 10 miles).  The employee only drove 11 additional miles beyond their normal 
daily commute to make 3 additional stops (UETHDA location, Walmart, Dollar 
General) from their Workcenter to their home. 

 
Example 3: 
An employee travels from their Home to Walmart and then to their Workcenter. 
Later the same day, the employee travels from their Workcenter to Dollar 
General and then to another UETHDA location and finally to home. 
 
The employee travels from their Home, to Walmart to their Workcenter, to Dollar 
General to UETHDA location, and then back home. 
 
The mileage from their Home to Walmart is 8 miles. 
The mileage from their Workcenter to Walmart is 3 miles. 
The employee commutes 10 miles from their home to their Workcenter. 
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The net allowable mileage for the travel from their home to their workcenter will 
be 1 mile (3 miles + 8 miles – 10 miles).  The employee only drove one additional 
mile beyond their normal daily commute to their Workcenter to stop at Walmart. 

 
The mileage from their Workcenter to Dollar General is 12 miles. 

 The mileage from UETHDA location to Dollar General is 4 miles. 
The mileage from their home to the UETHDA location is 3 miles. 
The employee commutes 10 miles from their home to their Workcenter. 
 
The net allowable mileage will be 9 miles (12 miles + 4 miles + 3 miles – 10 
miles).  The employee only drove 9 additional miles beyond their normal daily 
commute to make 2 additional stops (Dollar General & UETHDA location) from 
their Workcenter to their home. 
 
The overall net allowable mileage for this date will be 10 miles (3 miles + 8 miles 
+ 12 miles + 4 miles + 3 miles – 10 miles – 10 miles).  The employee only drove 
an additional 10 miles beyond their normal total commute of 20 miles to make 3 
additional stops for this date. 

 
Mileage Reimbursment Rules - Out of Area Travel with an Overnight Stay 

 
1. Beginning (or ending) a trip at home, without stopping at the official workcenter at any time 

during the travel period, reimbursable mileage will be the lesser of the mileage from the 
employee's home to the destination or the official workstation to the destination.  

 
Example: 
An employee has training in Nashville on a Wednesday and will return on 
Thursday.  The employee travels from home to Nashville on Tuesday and returns 
home from Nashville on Wednesday. The employee did not stop at their 
workcenter at any time during the trip from home to Nashville or from Nashville to 
home.   
 
 The mileage from their Home to Nashville is 278 miles. 
The mileage from their Workcenter to Nashville is 273 miles. 
 
The allowable mileage for reimbursement will be 546 miles (273 miles X 2) since 
it is the lower of the two mileage amounts. 

 
 

2. Beginning (or ending) a trip at home, with stopping at the official workcenter at any time during 
the travel period, reimbursable mileage is computed by deducting the employee's normal 
commuting mileage from the actual mileage driven.  
 

Example: 
An employee has training in Nashville on a Wednesday and will return on 
Thursday.  The employee travels from home to their Workcenter on Tuesday and 
leaves from their Workcenter to travel to Nashville.  The employee leaves 
Nashville on Wednesday and travels home without stopping at their Workcenter.  
All of the mileage took place on normally scheduled workdays.  
 
The mileage from their Workcenter to Nashville is 273 miles. 
The mileage from their Home to Nashville is 278 miles. 
The employee commutes 10 miles from their home to their Workcenter. 
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The net allowable mileage will be 541 miles (273 miles + 278 miles – 10 miles).   
 
Though the travel was over more than one day, commute miles will have to be 
removed from the trip home since the employee, in essence, made a stop in 
Nashville on their way home from their workcenter. 

 
 

3. Beginning (or ending) a trip on a non-work day, the non-work day travel is actual mileage and is 
not reduced by commute miles.  
 

Example 1: 
An employee has training in Nashville on a Friday and will return on Saturday.  
The employee travels from home to their Workcenter on Thursday and leaves 
from their Workcenter to travel to Nashville.  The employee leaves Nashville on 
Saturday morning and travels home without stopping at their Workcenter.  
 
The mileage from their Workcenter to Nashville is 273 miles. 
The mileage from their Home to Nashville is 278 miles. 
 
The net allowable mileage will be 551 miles (273 miles + 278 miles).   
 
Commute miles are not removed since the employee arrived home on Saturday 
(a non-work day). 
 
Example 2: 
Two employees have training in Nashville on a Friday that requires an overnight 
stay through Saturday.  Both employees travel from their homes to their 
Workcenter on Thursday and employee 2 carpools with employee 1 from their 
Workcenter to Nashville.  The employees leave Nashville on Saturday morning 
and travel back to their workcenter then travel home.  
 
The mileage from their Workcenter to Nashville is 273 miles. 
 
The net allowable mileage for employee 1 is 546 miles (273 miles + 273 miles).  
The net allowable mileage for employee 2 is 0 miles.  
 
The mileage that qualified for reimbursement for Saturday ended at the 
workcenter not home. 

  


