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Idaho STEM Ecosystem (EcosySTEM) will reimburse travel expenses based on the State Travel Policy and Procedures,
including but not limited to the following criteria:

> Personal vehicle roundtrip mileage: One person from each personal vehicle used for travel can submit a travel
reimbursement claim for mileage figured at the rate of 65.5 cents per mile. Use Google Maps or a similar map
service to show the mileage between your origin and destination. A copy of the map must be submitted with
other receipts and documentation. Under no circumstances may gas be reimbursed if used in a personal vehicle.
If your personal vehicle is not the most cost-efficient mode of travel, you will only be reimbursed the cost of
the most efficient mode (please include documentation to justify the cost of the most efficient mode).

> Airfare and airport parking will be reimbursed for those traveling by air, provided this is the most cost-effective
mode of travel. Receipts for travelers must be attached to the travel reimbursement form. For ticketless travel,
attach a copy of the itinerary which includes the cost of the ticket and the boarding passes. All attendees are
responsible for making their own airline reservations. Please find the lowest possible fare that will allow you to
arrive at the meeting on time.

> Meals: You can claim eligible meal expenses based on the state per diem rate for meals not provided at the
meeting or hotel only. Reimbursement is $13.75 for breakfast (if leaving before 7:00am), $19.25 for lunch (if
leaving before 11:00am or returning home after 2:00pm), $30.25 for dinner (if returning home after 7:00pm),
and $55.00 max for a full day. To claim meal per diem, the traveler must travel 50 miles or more one way. Please
do not submit meal receipts. To check current State of Idaho policies and rates click here.

> Lodging: If you are traveling 50 miles or more one way and require an overnight stay, please make your own
room arrangements and then request reimbursement. Traveler shall consider proximity and daily rate as their
primary consideration for reserving lodging.

> Rental cars and transport to the meeting. Receipts for rental and gas will need to be submitted if this is the most
cost-efficient method of travel.

> EcosySTEM will only reimburse the value of the most cost-effective and efficient mode of travel, regardless of the
actual mode of travel used. This includes using the most direct and/or efficient route of travel that considers
actual costs.

The travel reimbursement form can be found on the Travel Reimbursement webpage. The deadline for submitting
your form is within two weeks of the event/conference/training date. Complete the travel form and attach required
receipts (please do not include meal receipts) and agenda. Final approval for travel expenses will be made by
EcosySTEM. Payments are normally made within 30 days after the claim is received and approved by EcosySTEM. If
you have questions, please contact Elaine Leedy at eleedy@idahobe.org.
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https://www.sco.idaho.gov/LivePages/state-travel-policy-and-procedures.aspx

