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SAPPPC staff members who travel to approved conferences and agency-related events outside 
the Charleston metropolitan area will receive agency funds to cover the cost of their meals in 
amounts determined by most current federal per diem schedule.  If needed, meals will be covered 
individually in percentages of the daily federal per diem amount as follows:
 
Breakfast: 20%
Lunch: 25%
Dinner: 55%
 
When registration or tuition fees include any meals, the applicable allowance must be decreased 
by the meal provided.
 
SAPPPC has “car pool” vehicles which can be used by any staff member on approved agency 
business; in addition, staff members with assigned vehicles are encouraged to share those 
whenever possible.  Once approved by the Executive Director or Deputy Director, staff members 
must schedule the use of one of these vehicles.  These vehicles should replace the use of personal 
vehicles and mileage reimbursement wherever possible; in light of this, mileage of a personal 
vehicle resulting from agency business must specifically be approved in advance.  Approved 
mileage will be reimbursed at the current Internal Revenue Service business mileage rate.
 
All full time staff members receive gas codes to use when utilizing agency vehicles.  When 
borrowing any agency vehicle, staff members must ensure the vehicle is returned with its gas 
tank full.
 
SAPPPC will pay no more than coach airfare when the distance to a conference or event makes 
it impractical to drive.  Cancellation of any such flight due to a staff member’s availability may 
make the cancellation fee the responsibility of the staff member.  When air travel as such is 
necessary for agency business, SAPPPC will charge the airfare to an agency credit card in order 
to acquire skymiles and/or points; however, in these cases it is permissible for staff members 
and/or Commissioners to utilize their own personal airline miles account numbers, if applicable 
to the airline used, to also earn credit for the trip.  The Executive Director or his designee will 
determine the best airline to use based on comparison values and schedules; preference will not 
be given to a specific company based solely on miles programs.
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Approved lodging costs will be paid directly to the lodging establishment.  Arrival or departure 
later than is required to attend a conference or event will make additional lodging and travel 
expenses the responsibility of the staff member.  
 
 
Spouses or other guests may accompany a staff member on an official trip, provided their 
presence does not detract from the staff member’s duties.  Any costs incurred by them will be 
the responsibility of the staff member with one exception: one family member may share the 
staff member’s hotel room at no extra cost, provided this does not occur at a conference or event 
where staff members are expected to share rooms with other staff members. 
 
Reasonable tips, phone calls, local transportation, and other peripheral expenses will be 
reimbursed upon the staff member’s return.  One phone call per day to immediate family 
members while traveling is generally considered reasonable; however, agency wireless phones 
should be used instead when available and in the regional calling area.  Reasonable tips are those 
at the currently accepted industry rate.
 
SAPPPC encourages staff members to show regard for economy in incurring travel expenses.
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