MEMORANDUM OF UNDERSTANDING

FOR TRAVEL EXPENSES

The State of Utah, 





 (Department/Division), referred to as STATE or Agency, is entering into an agreement with 





 (CONTRACTOR) for services where travel expenses will be billed as additional costs.
The travel expenses will have the following guidelines to follow:

1) Airline Travel will be booked through the Agency contact or through the State Travel Agency, (801) 538-3350.  The costs for the airline travel will be billed directly to the STATE from the State Travel Agency.  STATE discount rates will apply to these charges.  Before the travel can be booked, the Manager from the STATE must send a memo to the State Travel Agency listing the person traveling and the travel dates.  
2) Hotels may be booked through the State Travel Agency or directly with the local hotel.  Hotel costs are limited to state discount rates (currently $100/day plus tax).  These rates may be higher depending on availability of rooms, with the approval of the Agency.   
3) Car Rentals should be booked through the State Travel Agency in order to receive STATE discount rates.  Rates are limited to state discount rates (approximately $36.00/day) available through State of Utah Contracted Car Rental Agencies.
4) Travel Time will not be billable hours, unless approved in writing or in contract by the STATE.

5) Per Diem for meals on overnight travel will be paid at state per diem rates.  The current rate is $40/day, and would include taxes and tips.  (Current per diem is allowed as follows:  Breakfast $10, Lunch $14, Dinner $16.) Receipts are not required on reimbursement for per diem for meals. 
6) Other reasonable expenses (for taxis, etc.) will be covered.  Receipts must be provided for these expenses. 
7) All costs, except the airline travel which is paid directly by the STATE, and per diem will be invoiced to the STATE.  Copies of receipts and documentation need to be attached. 

If the Contractor books directly with the hotel and car rental agency, then the individual will ask for the “State of Utah rates@ and say that they are traveling to provide services for the State.  The Contractor may need to show verification, such as a signed letter from the STATE identifying the dates the Contractor is traveling on State business. 
The STATE will not pay any costs above these amounts unless prior written approval is received from a Travel Coordinator with the STATE Agency or the STATE manager in charge of monitoring the services.  A signed fax or an email will be accepted as approval. 
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