Survey of State and Provincial Per Diems and Reimbursement of Travelers:

Lodging, Meals, and Incidental Expenses

Public Law 99-234 provides General Services Administration with authority to establish domestic per diem rates and develop procedures for reimbursing subsistence expenses incurred by Federal employees during official travel.  GSA’s Office of Governmentwide Policy (OGP) assumed responsibility for the Continental United States (CONUS) per diem rate setting process in Spring 1996. GSA has in 2002 established the Governmentwide Per Diem Advisory Board to review their per diem program. As part of the review, the Existing Practices Subcommittee of the Board is seeking information from states and from Canadian provinces on how they reimburse travelers.  As the great majority of states do not follow GSA’s rates, the answers to these questions may provide great utility for both the Federal Government and the states themselves. The report that the Board generates is to be issued in December of 2002. To find out more about this Board and its works, you may visit the GSA web site: www.policyworks.gov/travel. Return directions at end. Please help us by answering the following questions:

Background

1. Please identify your state: State/Province of ______________

2. Please identify yourself and your position:

i. Name _________________________________________________

ii. Title __________________________________________________

iii. Street Address___________________________________________

iv. City, State, Zip Code______________________________________

v. E-mail Address__________________________________________

vi. Phone_______________________  Fax__________________________

3. Travel Costs:

· What is your state’s total annual travel cost?  $__________________

· If you have a travel payment system/travel card in use, what is the total travel related volume charged through the system? $_________

· Does this figure include higher education travel costs?  _____ Yes _____ No 

If yes, what is the percentage of higher education travel of your total travel? ______%

If not, what is the total travel expenditure of higher education travel and percentage of total travel budget? $___________________  /         __ %
· Are meeting travel costs included?  ______ Yes   _____ No

What is the total of these meeting costs?  $_________________

· Are any other costs excluded from this total such as privately owned vehicle costs? 

____ Yes  ____ No.  

If so, what is the category and amount? ____________________________________

4. Travel Destinations:

· What are the top five or ten destinations for in-state travel?  ______________________

· What are the top ten destinations for out-of-state travel? ________________________ ___________________________________________________________________

In-State Lodging Costs

1. How do you reimburse travelers for in-state lodging costs?

· Negotiated lodging discounts 

· Actual expenses up to a maximum per diem

· Actual expenses with no maximum per diem

· Actual expenses, per diem may be exceeded with prior approval

· Lump sum allowance

2. If you use lodging per diems for in-state travel:

· If not Federal rates, what are the rates?  $_________________

· Advantages? _____________________________________________________________ ________________________________________________________________________

· Disadvantages? __________________________________________________________ ________________________________________________________________________

· Are your rates the same as Federal rates, or have you established your own?

______ Same as Federal
____ Established own

· If you use Federal rates, why do you do so?  ____________________________________

Do you plan to continue this practice?  ____ Yes    ____ No

· If you establish your own lodging per diems for in-state travel, why?_________________ How do you do it?_________________________________________________________

How frequently do you revise your rates?  ____ Annually  _____Other (please specify)

Do you have seasonal rates?  ______ Yes   _____ No   

If so, for what cities and what dates?__________________________________________

Do you obtain data from any of the following sources to help you establish per diems? 

_____ Smith Travel Research   _____ Runzheimer    _____ Federal Government  

_____ Internal historical cost data _____ Travel Card _____ Other (please specify).

If so, specifically what data from these sources (what reports) do you obtain and how do you use it?____________________________________________________

___________________________________________________________________

· Have you received complaints regarding your per diems from the following:

_____  Travelers       _______Management/higher level   _____   Supplier/Vendors

If so, what locations have you received complaints about? _________________________ _______________________________________________________________________

3. If you do not use lodging per diems for in-state travel:

· Why not?________________________________________________________________

· How do you control costs for lodging? ________________________________________ 

· Advantages? _____________________________________________________________

· Disadvantages? __________________________________________________________

Out-of-State Lodging Costs

1.  How do you reimburse travelers for out-of-state lodging costs?

· Negotiated lodging discounts 

· Actual expenses up to a maximum per diem

· Actual expenses with no maximum per diem

· Actual expenses, per diem may be exceeded with prior approval

· Lump sum allowance

2. If you use lodging per diems for out-of-state travel:

· If not Federal rates, what are the rates?  $_________________

· Advantages? _____________________________________________________________ ________________________________________________________________________

· Disadvantages? __________________________________________________________ ________________________________________________________________________

· Are your rates the same as Federal rates, or have you established your own?

______ Same as Federal
____ Established own

· If you use Federal rates, why do you do so?  ____________________________________

Do you plan to continue this practice?  ____ Yes    ____ No

· If you establish your own lodging per diems for out-of-state travel, why?_____________ How do you do it?_________________________________________________________

How frequently do you revise your rates?  ____ Annually  _____Other (please specify)

Do you have seasonal rates?  ______ Yes   _____ No   

If so, for what cities and dates?_______________________________________________

Do you obtain data from any of the following sources to help you establish per diems? 

_____ Smith Travel Research   _____ Runzheimer    _____ Federal Government  

_____ Internal historical cost data _____ Other (please specify).

If so, specifically what data from these sources (what reports) do you obtain and how do you use it? ___________________________________________________ ___________________________________________________________________

· Have you received complaints regarding your per diems from:

_____ Travelers    ______ Management/higher level    ______ Supplier/Vendors

If so, what locations have you received complaints about?_________________________

________________________________________________________________________

3. If you do not use lodging per diems for out-of-state travel:

· Why not?________________________________________________________________

· How do you control costs for lodging?_________________________________________ 

· Advantages? _____________________________________________________________

· Disadvantages? __________________________________________________________

In-State Costs for Meals and Incidentals

1.  How do you reimburse travelers for in-state costs for meals and incidentals?

· Negotiated discounts 

· Actual expenses up to a maximum per diem

· Actual expenses with no maximum per diem

· Actual expenses, per diem may be exceeded with prior approval

· Lump sum allowance

1. If you use per diems for meals and incidentals for in-state travel:

· What are the rates?  $_________________

· What costs are included in the term “incidentals”?_______________________________

· Advantages? ____________________________________________________________ ________________________________________________________________________

· Disadvantages? __________________________________________________________ ________________________________________________________________________

· Are your rates the same as Federal rates, or have you established your own?

______ Same as Federal
____ Established own

· If you use Federal rates, why do you do so?  ____________________________________

Do you plan to continue this practice?  ____ Yes    ____ No

· If you establish your own per diems, why?_____________________________________

How do you do it?  ________________________________________________________

How frequently do you revise your rates?  ____ Annually  _____Other (please specify)

Do you have seasonal rates?  ______ Yes   _____ No   

If so, for what cities?_______________________________________________________

Do you obtain data from any of the following sources to help you establish per diems? 

_____ Smith Travel Research   _____ Runzheimer    _____ Federal Government  

_____ Internal historical cost data _____ Other (please specify).

If so, specifically what data from these sources (what reports) do you obtain, and how do you use them? ______________________________________________ ___________________________________________________________________

· Have you received complaints regarding your per diems from:

_____ Travelers      _____ Management/higher level     ______ Supplier/Vendors

If so, what locations have you received complaints about? ________________________ ________________________________________________________________________

3.   If you do not use per diems for meals and incidentals costs for in-state travel:

· Why not? _______________________________________________________________

· How do you control costs for lodging? ________________________________________ 

· Advantages? _____________________________________________________________

· Disadvantages? __________________________________________________________
Out-of-State Costs for Meals and Incidentals

1.  How do you reimburse travelers for out-of-state costs for meals and incidentals?

· Negotiated discounts 

· Actual expenses up to a maximum per diem

· Actual expenses with no maximum per diem

· Actual expenses, per diem may be exceeded with prior approval

· Lump sum allowance

2. If you use per diems for meals and incidentals for out-of-state travel:

· What are the rates?  $_________________

· What costs are included in the term “incidentals”?_______________________________

· Advantages? _____________________________________________________________ ________________________________________________________________________

· Disadvantages? __________________________________________________________ ________________________________________________________________________

· Are your rates the same as Federal rates, or have you established your own?

______ Same as Federal
____ Established own

· If you use Federal rates, why do you do so?  ____________________________________

Do you plan to continue this practice?  ____ Yes    ____ No

· If you establish your own per diems, why?_____________________________________

How?___________________________________________________________________

How frequently do you revise your rates?  ____  Annually  _____Other (please specify)

Do you have seasonal rates?  ______ Yes   _____ No   

If so, for what cities and what dates? _________________________________________

Do you obtain data from any of the following sources to help you establish per diems? 

_____ Smith Travel Research   _____ Runzheimer    _____ Federal Government  

_____ Internal historical cost data  _____ Other (please specify).

If so, specifically what data from these sources (what reports) do you obtain, and how do you use them?______________________________________________________ _____________________________________________________________________

· Have you heard complaints regarding your per diems from:

_____ Travelers     ______ Management/higher level  ______Supplier/Vendors

If so, what cities have you heard complaints about _______________________________


_______________________________________________________________________

3. If you do not use per diems for meals and incidentals for out-of-state travel:

· Why not?________________________________________________________________

· How do you control costs for meals and incidentals?______________________________
· Advantages? _____________________________________________________________

· Disadvantages? __________________________________________________________

LODGING PROGRAM

1.  Do you have a negotiated lodging discount program?  _____ Yes   ____ No

If not, please ignore the rest of these questions.

2. If so, please answer the following questions about your program:

· How does your lodging program affect your reimbursement rate for travelers?________ ________________________________________________________________________

· What if no rooms are available at preferred properties?  ___________________________

· Are travelers required to stay in these hotels?  _____ Yes   ____ No

If they don’t, is their reimbursement affected? __________________________________

· Do you negotiate discounts with individual hotels?  ____ Yes  ____ No

If yes, why?______________________________________________________________

· Do you negotiate discounts on a chain-wide basis? ___ Yes  ___ No 

If yes, why?______________________________________________________________

· Do your travelers use a charge card to pay for lodging charges?  ____ Yes   _____ No

If yes, do you use this data when negotiating with hotels?__________________________

· What time of the year do you typically negotiate discounted rates? (Please check all that apply).      _____ Spring   ____ Summer   ____ Fall    ____ Winter 

     Why? _________________________________________________________________

· Do you have agreements or contracts?  ____ Agreements   ____ Contracts

What do you see as the advantages and disadvantages of each method? ______________  ________________________________________________________________________

· For what duration are your agreements/contracts? _______________________________

· How do you identify hotels that you would like to include in your program? __________

· What data regarding usage do you provide to the hotels? __________________________

· Do you provide room-night guarantees or estimates to the hotels? ____ Yes  ____ No

What if you fail to meet them? ______________________________________________

· What class or classes of hotels do you target? ___________________________________

· What hotels are in your program? ____________________________________________

· What rates do they charge? _________________________________________________

· Are hotels permitted to charge a different amount for conferences?  ____ Yes   ____ No

If yes, what is the policy related to conferences? ________________________________

· Are Cost Reimbursable Contractors allowed to use the negotiated rates? ___Yes  ___ No

· Are program hotels required to be Fire Safety Act certified or comparable?  ___ Yes   ___ No

· Are program hotels required to be ADA compliant or comparable?  ___ Yes  ___ No

Please return this questionnaire to:
John Pollock, Auditor

General Services Administration

Office of Inspector General

Kansas City Field Audit Office

Work phone number: (816) 926-7052

Fax phone number: (816) 926-5649

E-mail: John.Pollock@gsa.gov
