
 
 
 
 
 

 

 

Engineering innovative opportunities for 
educators, students, and communities. 

802 W. Bannock St. Ste. 900       Boise, ID 83702 208.332.1729 

STEM Action Center  
Travel Guidelines 

Section 1  

STEM Action Center 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 that this is the most 
cost-effective mode of travel. Receipts for traveler 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.  

➢ Lodging: If you are traveling 50 miles or more one way and require an overnight stay, please make your 
own room arrangements using reasonable accommodations and then request reimbursement. Traveler 
shall consider proximity and daily rate as their primary consideration for reserving lodging. At the time 
a reservation is made or when registering on-site, travelers should request the “government rate”, if 
available. 

➢ 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.  

➢ STEM Action Center 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 STEM AC. Payments are normally made within 30 days after the claim is received and approved 
by STEM AC. If you have questions, please contact Stephanie Lee. 

https://www.sco.idaho.gov/LivePages/state-travel-policy-and-procedures.aspx
https://stem.idaho.gov/apply/travel/
mailto:stephanie.lee@stem.idaho.gov
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Section 2 

Maximum Travel Reimbursements Amounts:  

STEM AC will pay the individual traveling directly. If your organization agrees to pay your hotel/travel costs, we 
will need an invoice from them along with all other required documentation (hotel receipt, agenda, etc.). The 
information below are maximum amounts based on mileage or flight, state per diem rates, hotel, and local 
transportation. By Idaho State Travel Policy, see Travel Guideline above on page 1, you will only be reimbursed 
for the most cost-effective mode of travel (i.e., if a flight is cheaper than driving and you decide to drive vs fly, 
you will only be reimbursed for the cost of the flight, not mileage).  

Rates below are based on your home address as indicated on your W9 to the training site using the Rand 
McNally Directions website. 
 
Table 1 - Maximum Travel reimbursement amounts indicated below. 

 
Amounts below do account for ROUND TRIP travel – based on mileage or flight, state per 

diem rates, hotel, and local transportation. 
Your Round Trip 

Mileage 
1 Day 

Workshop/PD 
2 Days 

Workshop/PD 
3 Days 

Workshop/PD 
4 Days 

Workshop/PD 
5 Days 

Workshop/PD 
0.5-49.9 $60.00 $115.00 $175.00 $230.00 $290.00 

50.0-100 $300.00 $680.00 $880.00 $1075.00 $1240.00 
101-150 $575.00 $740.00 $935.00 $1130.00 $1300.00 
151-200 $610.00 $790.00 $980.00 $1175.00 $1360.00 

201-300 $735.00 $930.00 $1110.00 $1410.00 $1500.00 

301-400 $850.00 $1080.00 $1220.00 $1370.001 $1630.00 
401-550 $890.00 $1190.00 $1295.00 $1495.00 $1655.00 

*Hotel amounts are based on resources below and an average of regional hotel costs2.  
 

 Using the estimates on the Hotel Cost document it was determined that driving is cheaper than flying. 
However, if you can find a flight with the cost of per diem, mileage to/from house to/from airport, etc. that is 
cheaper than driving, please provide both, the cost it would have been to drive vs what you are requesting to be 
reimbursed so we can verify flying was the cheaper option.   

Please review the Travel Guidelines (page 1) above or the State Travel Policy and Procedures for per diem and 
mileage reimbursement.  

 
Resources: 

• Budgetyourtrip.com  
• Google Travel Hotels 
• Speed-limits.com 

 
1 In this instance - flying was cheaper than driving 
2 Idaho Hotel Costs July 2021 

• Airport GlobeFeed.com 
• Idaho Falls Airport Parking 
• Spokane Airport Parking 

http://maps.randmcnally.com/
http://maps.randmcnally.com/
file://///DFMFS-VP01/SAC-Data/Shared/STEMACTemplates/TravelForms/Hotel%20Costs-2021.pdf
https://www.sco.idaho.gov/LivePages/state-travel-policy-and-procedures.aspx
https://www.budgetyourtrip.com/united-states-of-america/idaho
https://www.google.com/travel/hotels
http://www.speed-limits.com/idaho.htm
file://///DFMFS-VP01/SAC-Data/Shared/STEMACTemplates/TravelForms/Hotel%20Costs-2021.pdf
https://airport.globefeed.com/US_Nearest_Airport_Result.asp?lat=48.6913257&lng=-116.3163092&place=Bonners%20Ferry,%20Idaho,%20US&sr=gp
https://gotoairportparking.com/idaho-falls-regional-ap#:~:text=Idaho%20Falls%20Airport%20Parking%20Fees&text=The%20Daily%20parking%20rates%20%241,a%20weekly%20maximum%20of%20%2442.
https://parkingaccess.com/airports/spokane-international-airport#:~:text=SPOKANE%20AIRPORT%20LONG%20TERM%20PARKING,expenses%20and%20save%20your%20time.

