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WISCONSIN HOUSING AND ECONOMIC DEVELOPMENT AUTHORITY 
 

TRAVEL POLICY FOR CONSULTANTS 
 

(Based on Wisconsin Uniform Travel Schedule Amounts) 
 March 1, 2016 

 
The Wisconsin Housing and Economic Development Authority (the "Authority") is required by law,  
§ 234.02(3m)(b), Wisconsin Statutes, to adhere to the State of Wisconsin Uniform Travel Schedule.  All 
consultants to the Authority must keep their expenditures, while on travel status, within those guidelines.  This 
document provides basic details concerning travel policies and sets out administrative procedures to implement 
them.   
 
The Authority will not approve payment for any travel expense which exceeds the maximum Uniform Travel 
Schedule Amount, except in unusual circumstances when accompanied by a receipt and a full explanation of 
the reasonableness of such expense.  An "unusual circumstance" is defined as being outside the control of the 
consultant.  An expense which exceeds a travel maximum is reasonable only when unavoidable additional 
expenses would be incurred by trying to adhere to the specified travel maximum. 
 
Lodging 
 
The maximum lodging rate for in-state travel is $82 per night as of July 1, 2015, excluding sales and/or room 
taxes.  The maximum lodging rate is $90 per night for Milwaukee, Racine, and Waukesha counties.   
 
The choice of lodging will be based on cost, with consideration given to accessibility in conducting business.  
Written justification is required whenever the maximum room allowance is exceeded. 
 
All lodging expenses must be supported by a copy of the original receipt.  Reimbursement will be made only 
at the single-room rate which must be shown on the receipt. 
 
Meals 
 
The maximum meal reimbursement rates, including tax and tip are (maximum reimbursable tip is 15%): 
 
 In-State Out-of-State  

 
   
Breakfast  $8.00  $10.00 
Lunch  10.00   15.00 
Dinner  20.00    25.00 

 
Reimbursement for meals will be made when it is necessary to be away from Madison or the consultant's 
permanent domicile on Authority business as follows: 
 
 
Departure Time 

 
Return Time 

 
Reimbursable Meals 

Before 6:00 a.m. Before 2:30 p.m. Breakfast 
Before 6:00 a.m. After 7:00 p.m. Breakfast, Lunch, Dinner 
Before 10:30 a.m. After 2:30 p.m. Lunch 
After 2:30 p.m. After 7:00 p.m. Dinner 
After 7:00 p.m. N/A None 

 
 
Original, itemized receipts are required for all meals. Receipts and written justification are required for an 
unusual cost that exceeds the maximum allowance. 
 
No reimbursement will be made for the cost of alcoholic beverages. 
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Air Travel 
 
Reimbursement for commercial air travel will generally be limited to the lowest coach fare available at the time 
reservations for air travel are made.   
 
Taxis and Airport Limousine 
 
Reasonable charges for taxis and airport limousines, including tips of up to 15% are reimbursable when other 
modes of travel are not available or practical.  Receipts are required for any one way fare that exceeds $25. 
 
Bus 
 
Bus travel is recommended when traveling within Madison or between Madison and Milwaukee or Chicago.  
Receipts are required for reimbursement. 
 
Telephone 
 
Reimbursement will be made for business calls. 
 
Personal calls are not reimbursable, except when the consultant’s schedule is altered by a geographical 
location change. One call shall be reimbursed up to $5.00 per call for each such required change.  Such 
reimbursement shall also be allowed if a travel agenda must be extended by more than one hour.   
 
Automobile Travel 
 
Traffic citations, parking tickets and other traffic violation expenses when traveling on the Authority business 
are the consultant's responsibility. 
 
Costs for parking and tolls when on travel status will be reimbursed. 
 
 1. Personal Vehicle 
 
 Reimbursement for the use of a personal automobile for business mileage will be 51 cents per mile. 
 
2. Commercial Rental Vehicles 
 

When commercial transportation is used to arrive at a destination and ground transportation is required at the 
destination, reimbursement for the cost of a rental car will be provided if: 
 
 a. Written justification is provided indicating that such rental was the most time- and cost-efficient 

means of transportation available in the situation.  The primary State vendor is Enterprise 
Rent-a-Car. 

 
 b. An economy model was rented or the non-availability of this size automobile is documented. 
 
Insurance 
 
The consultant will be responsible for providing the Authority a Certificate of Insurance necessary to perform 
the contracted services. 
 
All consultants must provide proof of insurance prior to operating their personal vehicle on Authority business. 

 


