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National Partnership for Environmental Technology Education (NPETE) Travel Reimbursement Policy 
584 Main Street South Portland, ME   04106 

Tel: (207) 771-9020 Fax: (207) 771-9028  Email: natlpete@maine.rr.com 
 
NPETE Employees and persons approved for travel reimbursement will be reimbursed for all reasonable expenses incurred 
while traveling on behalf of NPETE within the scope of business, and in accordance with presently accepted procedures 
for such.  Every attempt should be made to minimize travel expenses without unreasonably sacrificing personal 
convenience and comfort.  Please Note: Special travel reimbursement allowances may be implemented for specific 
projects, grants and contracts based on special travel restrictions placed upon NPETE. 
 
Travelers must obtain prior approval from the NPETE Office for all business-related travel. 
 
Allowances for Reimbursement: 
Airfare:  When common carrier is used, coach class will be used, if available, except by authorization of the Executive 
Director.  Every attempt should be made to purchase advanced tickets for travel to benefit from reduced airfare.  If 
appropriate, it is appreciated if the traveler evaluates the cost of alternate airports within a reasonable travel distance.  
NPETE may specify that you use their authorized travel agent to book airline tickets: Dube Cruise and Travel - travel 
booking fees are an allowable expense.  NPETE will provide reasonable airport parking for private vehicles; long-term 
parking should be used when available. Receipts indicating travel dates are required for all airfare expenses including 
baggage fees & parking. 
 
Private Automobile: Reimbursement for private automobiles shall be at the most current GSA mileage reimbursement 
rate. Tolls will be reimbursed with receipts. 
 
Rental Automobiles: In general rental vehicles may be used when more economical than other transportation options.  
Approval for rental vehicles must be granted in advance by the Executive Director and will be on a case-by-case basis.  
Every attempt will be made to secure the best rate available, and the size of the rented vehicle must be based on the 
travel needs.  Receipts are required for all rental car expenses. Gas for rental vehicles also require receipts.  
 
Overnight Accommodations: An overnight stay may be necessitated when traveling on official NPETE business, when the 
commute is more than two hours’ drive from home with previous written approval from the Executive Director.  An 
ITEMIZED Receipt will be required for all reasonable overnight accommodation and taxes.  Incidentals are not allowed 
outside of the designated GSA amount indicated in per diem. Overnight accommodation is only reimbursed up to the pre-
approved group rate established by NPETE and/or sponsoring organization for group travel (i.e. conferences, large meeting 
groups, etc.). 
 
Meal Allowance:  Travelers will be reimbursed for costs of breakfast, lunch and/or dinner based on current U.S. GSA 
designated rates (Per Diem) pre-approved by the Executive Director. NPETE will notify attendees of the per diem rate in 
advance.  Should meals be provided during travel they must be taken into account and deducted from the daily 
allocation.  Receipts for meals are not required when claiming per diem reimbursement. 
 
For Group Meals (with prior approval from the Executive Director) provide a receipt showing separately the cost for 
food/beverage and gratuities and include the names of every person for whom food or beverage was provided and the 
specific business purpose which was furthered by the expenditure. Anything other than the GSA rate must be previously 
authorized by the Executive Director. 
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Other Reimbursable Items:  
In addition to reimbursement for transportation costs, the traveler will be reimbursed for the costs of taxi/rideshare fares, 
airport shuttle service, tolls for bridges and highways, registration fees, and similar business-related costs are 
reimbursable with receipts. 
 
Personal entertainment, alcoholic beverages, upgraded airline seating, and personal travel expenses are not 
reimbursable. 
 
All reimbursement requests must include a completed Travel Reimbursement Form with itemized receipts. Requests 
must be submitted within 30 days of trip completion. 

Exceptions to this policy must be approved in writing by the Executive Director or designer. 


