
QUALITYIMPACT TRAVEL EXPENSE REIMBURSMENT GUIDELINES 

The QualityImpact travel policy guidelines are based on www.gsa.gov.com. The per diem rates can 
be found based on the state and the city. The Expense Reimbursement Forms must be completed 
and submitted with receipts prior to receiving reimbursement. 

A. MEALS:

The accountability plan utilizes the IRS publication 463 per diem rates for incidental expenses, meal
allowance and mileage reimbursements. The meal allowance should be at a reasonable cost for the venue
and the state. There is flexibility in allocating the per diem between meals each day. If meals are provided
by the meeting or traveling for a partial day, QualityImpact will pro rate the per diem for the three meals
allowed: 23% breakfast, 26% lunch, and 51% dinner.  Per CMS requirements, travel days are only
reimbursed at 75% of the per diem rate.  If special activities or events require meals to be purchased that
total more than the per diem rate, original receipts are required for reimbursement of the specific meal, and
the remaining meals will be reimbursed at the pro-rated per diem rate.

B. TRAVEL:

All travel must be approved by the Project Director 

Private Automobiles 

Automobile travel will be reimbursed by applying a standard rate per mile (as communicated annually by 
the IRS).  For 2019, it is $ 0.545 per mile to the actual driving distance by the most direct route. If travel 
to the destination by air costs less than travel by car, the amount reimbursed for car travel will 
not exceed the amount it would have cost to travel by air. 

Airline* 

QualityImpact will reimburse for only economy fares.  If an upgradeable fare is requested, the difference 
in the coach fare and upgradeable coach fare is not a reimbursable expense. Airline travel reservation 
must be made by the individual, and to ensure full reimbursement, as much as possible at least 30 
days before the business activity. Staff is to travel in the most efficient manner to stay within 
budget and to meet the business need. 

Airline tickets will be charged to personal credit cards, and reimbursement made upon submission of your 
company expense form after completion of the business activity. Round trip taxi fares from the airport to a 
hotel and/or from home to airport (limousine or private transportation services will be reimbursed at cab 
fare rates only) will be reimbursed. If an individual is not traveling from his/her origin city, the expense 
from a different city can be reimbursed only if it is lower or equivalent in cost to the origin city. When 
making reservations from other than origin city, please also print out a document that displays the fare 
from your origin city and submit it with your expense form. 

http://www.gsa.gov.com/


C. HOTEL**

Upon making your reservation, ask the hotel if they have a federal contract rate.

Hotel only costs will be reimbursed upon receipt of expense form. Ancillary charges with the exception of internet
access for the purposes of PTN business will not be reimbursed by QualityImpact. Budget can be used for the
following business level hotels such as Marriot, Hyatt, Hilton etc.

D. EXPENSE REPORT FORMS

Upon completion of the QualityImpact PTN activity, your company expense report form needs be completed,
signed and submitted with the required documentation and receipts. The expense report must be submitted within
4 weeks after the expense is incurred.

Please send your completed expense form(s) & required documentation to: 

Susan Moxley 

Phone: (336) 716-8238 

Fax: (336) 716-6644 

Email: stmoxley@wakehealth.edu 

Mail:  COSEHC 
PO BOX 5097 
Winston-Salem, NC  27113-5097 

E. EXPENSES NOT REIMBURSED

❖ All expenses related to a spouse or guest

❖ Rental cars unless approved ahead of time under certain circumstances

❖ Leisure activities and personal services

❖ Incidental room charges, including personal telephone calls, personal use internet fees, mini-bar,

movies and laundry services

❖ Alcohol (even if served with meals)

Please Note: 

* Non-Federal entities must follow airfare guidelines included in Federal regulation. If rates exceed
GSA guidelines, then it is unallowable (regardless of policy) http://www.gsa.gov/portal/content/105307

** The lodging rate cannot go above the maximum GSA lodging reimbursement rate for the area of travel; 
if the Federal lodging rate is not available, then Project Director approval is required for each traveler. 

http://www.gsa.gov/portal/content/105307
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