1-16-4. Date and hour of departure and return, When If an employee is granted
leave of absence while on official travel, {including Saturdays, Sundays, and holidays), the

cmployee’s subsistence allowance claim shall be adjusted accordingly for the date and hour

of departure from, and the return to, the field duty station or to the official station shall-be

allowablce-expenses.

This regulation shal] be effective on and after January 1, 2016. (Authorized by and

implementing K.8.A. 1965 2014 Supp. 75-3207; effective Jan. 1, 1966; amended P-

+

)
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1-16-8. Use of privately owned or operated conveyance, limitations; reimbursement
for transportation and subsistence expenses. (a) In-state travel. If the use of a privately
owned or operated conveyance on official state business is authorized by the administrative-head

of the agency head or the agency head’s designee, reimbursement shall be on a mileage basis at

the rate specified and under the limitations prescribed by K.A.R. 1-18-1a. Miieag'e shall be
calculated in accordance with K.A R, 1-17-11, except that storage or parking charges for a
privately owned conveyance at any commercial transportation terminal, while the traveler is on
an extended trip, and turnpike tolls, may be allowed in addition to this mileage allowance.

(b) Out-of-state travel.

(1) If the use of a privately owned or operated conveyance on official state business,
instead of common carrier, is authorized by the administrative-head-of-the agency head or the

agency head’s designee, the traveler shall be allowed private conveyance mileage as prescribed

by K.A.R. 1-18-1a to the destination, turnpike tolls, and parking charges, or an amount equal to

economy class air fare to the air terminal nearest the destination, whichever is lesser. Out-of-state

subsistence allowance shall be allowed only for the ameunt-of time number of quarter days that
would have been necessary had the traveler used the fastest public transportation available to the
destination instead of a private conveyance. No taxi or air terminal expenses shall be allowed at
the destination. Air terminal shall be-defined-as mean the principal air terminal in that general
geographic area.

(2) If two or more travelers on official business travel in one privately owned conveyance
instead of common carrier, the use of one conveyance may be authorized on a mileage basis. In
such cases, the subsistence allowed shall be for the number of days the trip would take by car

using the usually traveled route to the point of destination as provided in K.A.R. 1-17-11.
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(3) Upon written, prior approval of the agency head, exceptions to this subsection may be
granted in unusual circumstances if deemed to be in the best interest of the state.

(c¢) Exception. Nothing in this regulation shall apply to any person to whom K.S.A. 75-
3212 and K.S.A. 75-3216, and amendments thereto, apply.

This regulation shall be effective on and after Fuly1;2010 January 1, 2016, (Authorized

by and implementing K.S.A. 2008 2014 Supp. 75-3207; effective, E-74-4, Nov. 2, 1973;
effective May 1, 1975; amended May 1, 1979; amended May 1, 1981; amended April 30, 1990;

amended July 1, 2010; amended P- J
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1-16-15. Reduced allowances. (a) Except as provided in subsection{d}ef K.A.R. 1-16-

18, each the agency that-desires-te-pay head, or the agency head’s designee, may approve paying

a reduced meals allowance or lodging expense shall-obtain-the prior-approval-ofthesecretary-of

rate, However, the following shall apply:

23 (1) If the cost of meals is included within the cost of a registration fee or other fees
and charges paid by the agency, the agency shall pay the applicable reduced subsistence
allowance specified in subsection{dyof K.AR. 1-16-18.

€3) (2) If both meals and lodging will be provided at no cost to an agency’s traveling
employee, the agency shall be authorized to not pay any subsistence for this travel.

(4} If a traveling employee requests a-specilied-reduced-subsistence-amount; the

{e) (b) Reguests-for The approval of reduced subsistence allowances by the agency head

or the agency head’s designee shall be based on reducing gquarter-day meals allowances and

lodging expenses in-multiples-of-a-half dolar, and this reduced subsistence shall in all other

respects be paid in accordance with applicable regulations and accounting procedures.

APPROVED
ATTORNEY GENERAL
98 2015
SEP 9 2015 AUG
DEPT. OF ADMINISTRATION

I ¥



K.AR. 1-16-15
Page 2

This regulation shall be effective on and after FJuly—1-2010 January 1, 2016. (Authorized
by and implementing K.S.A. 2008 2014 Supp. 75-3207; effective Jan. 1, 1966; amended, E-69-
18, Aug. 14, 1969; amended Jan, I, 1970; amended May 1, 1979; amended May 1, 1982;
amended, T-84-20, July 26, 1983; amended May 1, 1984; amended, T-87-26, Oct. 1, 19806;

amended May 1, 1987; amended, T-89-1, Jan. 7, 1988; amended Oct. 1, 1988; amended July 1,

2010; amended P- J
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1-16-18. Subsistence aliowance, (a) General provisions. Except as otherwise
specifically provided by law, subsistence allowances for in-state and out-of-state travel
shall be paid on the basis of a meals allowance and the actual cost of lodging expenses
incurred, within the limits set-forth specified in this regulation.

{8 Meals allowance ratesrinetuding-per-meal allowanees; and lodging
reimbursement limitation rates established in-aceordanee-with pursuant to K.5.A. 75-
3207a, and amendments thereto, shall be published-n issued through informational

circulars of the division-of-accounts-andreports department of administration. Rates shall

be established for the following geographic areas or categories of travel:
(A} (1) Travel to in-state destinations;

(B) (2) travel to out-of-state destinations; exelusive-of designated out-of state; high-

¢E) (3) international travel, As used in this regulation, “international ravel” means

shall mean travel outside the 50 states, and the District of Columbia, and U.S. territories

and possessions;

&) (4) travel involving conference lodging that qualifies under K.A.R. 1-16-18afe);

and
{G) (5) other categories as the secretary of administration deems appropriate.
2 Subj | Lofil ctary-of administration: o
and-reports—Fortravel by state personnelto-a border-city-allmeals-allowances-and
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(b) Meals allowance; general provisions. Except as provided in subsection (c), the
meals allowance shall be paid in an amount not to exceed rates established in-aecordance
with pursuant to K.S.A. 75-3207a, and amendments thereto.

(c) Meals allowance; exceptions,

(1) An-exception-to-the-meal-allowanee-for international-ravel- may-be-made-at-the

2) If the cost of meals is included within the cost of registration fees or other fees
and charges paid by the agency or is supplied without cost by another party, the meal
allowance shall be reduced by the appropriate per-meal allowance established
accordanee-with pursuant to K.S.A. 75-3207a, and amendments thereto.

(3) (2)(A) Except as prohibited by paragraph (e)}33@) (c)(2)(B), the agency head or
the agency head’s designee may authorize any employee who does not incur lodging
expenses to be reimbursed for one meal on any day on which either of the following
circumstances occurs:

(1) The employee is required to travel on official state business, and the employee’s
workday, including travel time, is extended three hours or more beyond the employee’s
regularly scheduled workday.

(ii) The employee is required to attend a conference or a meeting as an official guest
or participant, and a meal is served during the required attendance time.
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(B} No meals shall be reimbursed if the peint location at which the official business
is conducted is within 30 miles of the employee’s official station or if a meal is provided
at no cost to the employee.

(C) Each request for reimbursement of a meal under paragraph (c}&33 (2) shali
identify the date, purpose, destination, and time of the travel, conference, or meeting, and
the meal requested for reimbursement.

(D) Each employee who receives reimbursement for a meal under paragraph {¢)&33
(2) shall be paid at the applicable per-meal allowance rate established in-accordance-with
pursuant to K.S.A. 75-3207a, and amendments thereto.

{d) Lodging expense limitations; general provisions.

(1) Reimbursement for lodging, or direct payment of lodging expenses to the lodging
establishment, shall be made on the basis of actual, single-rate lodging expenses incurred
and shall be supported by the original official receipt of the lodging place or other
suitable documentation. Subject to applicable lodging expense limitations established in
accordance with pursuant to K,S.A, 75-3207a and amendments thereto, reimbursement
for lodging expenses, or direct payment of lodging expenses to the lodging establishment,

shall be limited to the lodging plase’s establishment’s lowest available rate for normal

single occupancy on the day or days the lodging expense was incurred.
(2) Taxes associated with lodging expenses shall not be included in the applicable
lodging expense limitation rates established inaccordanee-with pursuant to K.S.A. 75-

3207a, and amendments thereto, and shall be paid as an additional reimbursement.
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(e) Lodging expense limitations; exception. Specific exceptions to the applicable
dollar limitation on lodging expenses may be made as-provided-in pursuant fo K.S.A, 75-

3207a, and amendments thereto.

This regulation shall be effective on and after July1-2010 January 1, 2016.
(Authorized by and implementing K.S.A, 2008 2014 Supp. 75-3207 and 75-3207a;
effective, E-80-10, July 11, 1979; effective May 1, 1980; amended, E-81-14, June 12,
1980; amended May 1, 1981; amended, E-82-14, July I, 1981; amended May 1, 1982,
amended, T-84-20, July 26, 1983; amended May 1, 1984; amended May 1, 1985;
amended, T-87-26, Oct. 1, 1986; amended May 1, 1987; amended, T-89-1, Jan. 7, 1988,
amended Oct. 1, 1988; amended July 1, 1990; amended, T-1-8-14-90, May 1, 1990,
amended Oct. 8, 1990; amended, T-1-9-26-91, Oct. 1, 1991; amended Nov. 18, 1991;
amended, T-1-1-1-93, Jan. 1, 1993; amended Feb. 22, 1993; amended, T-1-6-28-95, July
1, 1995; amended Oct. 27, 1995; amended, T-1-7-1-97, July 1, 1997; amended Aug. 8,
1997, amended July 1, 1998; amended July 1, 1999; amended Feb. 15, 2002; amended

July 1, 2010, amended P- J
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1-16-18a. Designated high-cost geographic areas; exceptions; conference lodging,

(a) For official travel to and from, or within, any designated high-cost geographic area identified
in-subsection{¢) in which the traveler is required to sleep away from home, the applicable
subsistence allowance rate for that designated high-cost geographic area may be paid. However,
reimbursement on this basis shall not be allowable if the area is only an intermediate stopover at
which no official duty is performed or if the subsistence expenses incurred relate to relocation, to
travel to seek residence quatters, or to travel to report to a new permanent duty station or to
temporary quarters.

(b) Reimbursement for travel in designated high-cost geographic areas shall be at the
prescribed designated high-cost geographic area rate, unless the agency establishes a reduced
rate as provided in K.A.R. 1-16-15. If an out-of-state trip is to two or more destination cities and

one-of these-ciliesis-a-designated-high-cost geographic area with different subsistence allowance
rates, the subsistence allowance rate shall change from-the designated-high-cost geographic-area

subject to and on application of the appropriate meals allowance as determined by the time of

arrival at the second destination city.
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(Ey-Atlantic-City, NewJerseys including alHocations-within-Atlantic County;

(ZJuneau-Alaskas; ~ APPROVED
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fe3(1) If an employee is required or authorized to attend a conference, the agency head or

the agency head's designee may approve reimbursement or direct payment of actual lodging

expenses. Before the date of travel, the employee shall submit to the agency head or the agency
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head's designee conference materials indicating that the conference will be held at or in
connection with a lodging establishment with rates exceeding both the applicable lodging
expense limitation established under K.A.R. 1-16-18 and the exception provided in K.S.A. 75-
3207a, and amendments thereto.

(2) The reimbursement or direct payment of actual lodging expenses shall be effective for
the approved conference and for official state business related to the conference and shall be
applicabie only to the state employee attending the conference.

(3) For purposes of this subseetion regulation, the term "conference” shall mean any
seminar, association meeting, clinic, colloguium, convention, symposium, or similar gathering
that is attended by a state employee in pursuit of a goal, obligation, function, or duty imposed

upon a state agency or performed on behalf of a state agency.

This regulation shall be effective on and after July152040 Janvary 1, 2016. (Authorized

by and implementing K.S A, 2008 2014 Supp. 75-3207a; effective, E-80-10, July 11, 1979;
effective May 1, 1980; amended May 1, 1981; amended, E-82-14, July 1, 1981; amended May 1,
1982; amended, T-84-20, July 26, 1983; amended May 1, 1984; amended May 1, 1985;
amended, T-87-26, Oct. 1, 1986; amended May 1, 1987; amended, T-89-1, Jan. 7, 1988;
amended Oct. 1, 1988; amended July 1, 1990, amended, T-1-1-1-93, Jan. 1, 1993, amended Feb.

22, 1993; amended April 1, 1996; amended July I, 1998; amended July I, 1999; amended July |,

2010; amended P- )
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