
 
 
 
 
 
 

Consultant 
And 

Contractor 
Reimbursable Expense Policy 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

San Antonio Water System 
 
 
 
 
 
 



Consultant & Contractor 
Reimbursable Expense Policy 

 
1. GENERAL 
 
 
1. Introduction 

The Reimbursable Expense Policy should be used as a basis for submitting 
expenses relating to any Consultant and/or Contractor Agreement for the San 
Antonio Water System (SAWS).  This policy also pertains to all reimbursable 
expenses by sub-consultants/contractors on any SAWS project. 

 
2. Policy 

Official reimbursable expenses shall be properly authorized, processed, 
conducted, reported, and reimbursed in accordance to this Policy.  
Consultants/Contractors are expected to exercise good judgment in the type and 
amount of expense incurred.   
 
The Consultant/Contractor is responsible for becoming familiar with and adhering 
to the Policy as applicable for each reimbursable expense submitted. 

 
For travel expenses, Consultants/Contractors are expected to plan in advance of 
the departure date to obtain lowest cost fares, rates and accommodations.  In 
addition, Consultant/Contractors are encouraged to use all practical means, 
including internet discounters, to obtain the lowest cost fares, rates, and 
accommodations. 

 
3. Definitions 

The following definitions apply to this Policy: 
 
Domestic Travel – Travel between business points within the continental United 
States (CONUS). 
 
Actual and Reasonable Expenses – The specific, itemized expenses incurred, 
based on original receipts up to the amount judged by the SAWS Contracting 
Director to justifiable under the circumstances. 
 
Official Travel Time – For computing per diem allowances, official travel starts at 
the day (time) the consultant leaves their home, office, or other authorized point 
and ends on the day (time) the consultant returns home, to the office, or other 
authorized point. 



1. GENERAL  continued 
 

 
3. Definitions  continued 

 
Travel Expenses – Includes meals, lodging, transportation and incidental expenses 
for less than 30 consecutive days. 
 
Extended Travel Expenses - Includes meals, lodging, transportation and incidental 
expenses for 30 or more consecutive days. 
 
Reimbursable expenses – those official expenses directly related to a project or 
assignment related to an executed contract or agreement. 

 
4. Reimbursements 

Expenses incurred by the Consultant/Contractor performed outside the scope of 
the Consultant/Contractor Agreement will be denied.  This includes, but is not 
limited to, expenses incurred: 

• Prior to the execution of the Agreement; 
• After the expiration of the Agreement; 
• At a location not included in the Agreement; 
• At a cost in excess of those costs allowed within the Agreement and/or 

within this Policy. 
• In connection with other agreements the Consultant/Contractor has with 

other clients. 
 
Only those expenses which are ordinary and necessary, and within the allowable 
budget, to accomplish the official business purpose are eligible for 
reimbursement. 
 
Entertainment expenses, including alcohol, are not reimbursable. 
 
Consultants/Contractors will be responsible for all unapproved travel and related 
expenses. 
 

5. Interrupted Itinerary 
If official business travel is interrupted for personal convenience, any resulting 
expense shall be borne by the Consultant/Contractor. 

 



2. Transportation Expenses 
 
 
1. Guideline 

Consultants must utilize the most economical mode of transportation and the most 
usually traveled route consistent with the business purpose of the trip.   
 

2. Air Travel 
 
Lowest Available Airfare 
Airfare reimbursement shall not exceed the lowest practical, available cost of 
competing airfare.  When all considerations are equal (e.g. travel time dates, 
times, destination, and work impacted by travel), the consultant must choose the 
lowest fare available at that time, regardless of personal preferences for air carrier. 
 
Use of Business or First Class 
No reimbursement will be made for Business or First Class travel without 
advance written approval from the SAWS Contracting Director (or designee).  
(Note:  Business or First Class accommodations obtained through use of frequent 
flyer programs or at Consultant’s expense will not require advance approval.  
However, Consultant must be able to the lowest available price of Coach 
accommodations in order to be reimbursed from that portion of the expense.) 
 
First Class travel may be approved under the following circumstances: 
• Required to accommodate a disability or special medical need (requires proof 

from a medical doctor); 
• No other class of service (coach or business) is available within 24 hours of 

the proposed departure or arrival time. 
 
Business Class travel may be approved under the following circumstances: 
• No other class of service is provided on regularly scheduled flights between 

origin and destination. 
• Required to accommodate a disability or special medical need. 
• An overall savings (subsistence costs, overtime, lost productivity time) 

compared to waiting for coach class. 
 
Extended Travel to Save Costs 
The additional expenses associated with travel that includes an extended stay (e.g. 
Saturday night stay) may be reimbursed when the overall savings is at least $150 
compared to the cost if the Consultant had not extended the trip. 
 
The additional expenses that must be considered for the extended stay savings 
include but not limited to are, additional cost of lodging, rental car, meals and 
parking. 



2. Transportation Expenses  continued 
 
 
3. Travel by Private Automobile 
 

Reimbursement for Travel by Private Automobile 
When a private automobile is used due to business necessity, actual mileage will 
be reimbursed at the most current rate allowable by the Internal Revenue Service.  
The number of miles driven must be documented by the Consultant.  No 
additional reimbursement is made for expenses related to the use of the 
automobile.  Routine repairs, cleaning, detailing, tires, gasoline, or other 
automobile expense items are not reimbursed for privately owned automobiles. 
 
When two or more persons share a privately owned automobile, only the driver 
may claim the reimbursement for mileage.  Two or more persons traveling to the 
same destination, for the same purpose, and same or approximately the same time 
span on the same days or days shall be expected to share a privately owned 
automobile whenever possible. 
 
Charges for parking and toll roads are allowed; however receipts must be 
provided. 
 
 
Reimbursement for Travel by Private Automobile in Lieu of Air Travel 
When a private automobile is used instead of available air travel for the personal 
convenience of the Consultant, reimbursement of transportation costs by private 
automobile shall not exceed the documented amount of airfare Consultant would 
have paid had the Consultant traveled by air. 
 
Reimbursement for Travel To or From a Common Carrier Terminal 
When a Consultant drives a privately owned automobile to or from a common 
carrier terminal, the mileage and tolls for one round trip, plus parking for the 
duration of the trip may be claimed for reimbursement.  Documented miles driven 
and receipts must be provided.  Consultant is expected to use the lowest, 
reasonable cost parking option available. 
 
 

4. Rental Vehicles 
Rental cars may be used for transportation to or from a common carrier terminal.  
Rental cars may also be used upon arrival at the official business destination when 
the use of public transportation or other transportation such as taxis is not 
practical when cost, number of miles to be traveled and other factors are taken 
into consideration.  Only commercial agencies may be used.  Consultants are 
strongly encouraged to request the lowest available rate when making rental car 
reservations. 
 



2. Transportation Expenses  continued 
 
 
4. Rental Vehicles continued 

 
Reimbursement 
Reimbursement is limited to standard sedans or a vehicle commensurate with the 
requirements of the trip.  The cost of the rental car and gasoline will be 
reimbursed.  Documented miles driven and receipts are must be provided. 
 
The car must be turned in promptly.  Daily charges, outside Official Travel Time, 
will not be reimbursed. 
 
Insurance 
The Consultant assumes all risks and expenses associated with obtaining 
insurance deemed necessary when using a rental car.  Car rental insurance, 
including collision damage waivers, is not reimbursable. 
 
 

5. Ground Transportation 
 

The following guidelines apply to ground transportation to or from a common 
carrier terminal at the business point. 
 
Taxis 
The cost of the taxi ride plus gratuity will be reimbursed.  Receipts must be 
provided. 
 
Airport Shuttle Service 
The cost of the airport shuttle ride plus gratuity will be reimbursed.  Receipts 
must be provided. 
 
Local Buses and Subways 
Local bus and subway fares are reimbursable; however, receipts are not required. 



3. Living Expenses 
 

 
1. Lodging 
 

Lodging expenses for travel within the Continental United States (CONUS) are 
reimbursed at actual cost, up to the maximum rate established in the U. S. General 
Services Administration (GSA) Federal Travel Regulation Domestic Per Diem 
Rates.  Lodging taxes, although not included in the GSA per diem rate for 
lodging, are additionally reimbursable.  Consultants are strongly encouraged to 
request the lowest available rate when making the lodging reservations. 
 
Hotel bills should show the hotel name and locations, dates room was occupied 
and the rate per day.  Other items appearing on the hotel bill should be identified 
as to the business reason for the charges. 
 
Consultant will not be reimbursed for the following expenses appearing on the 
hotel bill: 
• Alcohol (alone or part of meal) 
• Entertainment 
• Personal services in general 
• Laundry/Dry cleaning if travel is less than five days 

 
When accommodations are shared with other than an official Consultant, 
reimbursement is limited to the cost that would have been incurred had the 
Consultant been traveling alone. 
 

2. Non-Commercial Lodging 
Consultants lodging in non-commercial facilities such as house trailers or field 
camping are reimbursed actual expenses up to the maximum applicable GSA 
lodging rate.  No reimbursement for housing as a guest in a private home. 
 

3. Meals Expense 
Meals expense for travel within the Continental United States (CONUS) are 
reimbursed at actual cost, up to the maximum rate established in the U. S. General 
Services Administration (GSA) Federal Travel Regulation Domestic Per Diem 
Rates. 
 



3. Living Expenses  continued 
 

 
3. Meals Expense  continued 

 
Meals expense for the first and last day of travel are reimbursed at the lower of 
actual costs or the pro-rated GSA per diem rate listed below: 
 
Beginning of “Official Travel Time” 

Date of Departure 
Ending of “Official Travel Time” 

Date of Departure 
Prior to 11:00 am 100% per diem Prior to 11:00 am   33% per diem 
11:01 am to 5:00 pm   66% per diem 11:01 am to 5:00 pm   66% per diem 
After 5:00 pm   33% per diem After 5:00 pm  100% per diem 

 
For travel of more than 12 hours but less than 24 hours; meals are reimbursed at 
the pro-rated GSA per diem rates defined above. 
 
Daily expenses incurred within the vicinity of the Consultant’s primary work site 
shall not be reimbursed. 

 
4. Incidental Expenses 

Payments for tolls, parking charges, cab fares can be reimbursed with proper 
documentation.  Reasonable laundry and dry cleaning expenses will be allowed if 
travel is over a period of 5 consecutive days.  Additionally, reasonable gratuities 
shall be reimbursed. 
 
Expenses for entertainment and personal convenience items such as alcohol, in-
room movies, reading materials and clothing are not reimbursable. 
 

5. Daily Allowance and Lodging Allowance for Extended Travel 
A Consultant remaining at one location for 30 days or more but not more than six 
months shall be considered extended travel.  The 30 days begins on the first day at 
the assignment location.  The Consultant’s return home for weekends does not 
break the continuity of an extended travel assignment. 
 
The maximum reimbursable rate for extended travel will be the lesser of actual 
costs of lodging (housekeeping, utilities and furniture rental), meals, and 
incidentals (as previously outlined above) or 60% of the maximum rate 
established in the U. S. General Services Administration (GSA) Federal Travel 
Regulation Domestic Per Diem Rates. 
 
All extended travel must be approved in advance by the Contracting Director or 
designee prior to Consultant committing to any extended lodging arrangement. 



3. Living Expenses  continued 
 

 
5. Daily Allowance and Lodging Allowance for Extended Travel  continued 

 
Consultants are encouraged to require employees to relocate to the primary work 
site, when practical, to avoid excessive Extended Travel and/or repetitive Travel 
for weekly commute to the primary work site from Consultant or Consultant’s 
employees’ homes. 



4. Miscellaneous Expenses 
 

 
1. General 

Miscellaneous expenses that are ordinary and necessary to accomplish the official 
business purpose of the trip are reimbursable.  Receipts are required for all 
miscellaneous expenses.  The most common of these expenses are as follows: 
 
• Use of computers, printers, faxing machines, and scanners. 
• Postage and delivery. 
• Office supplies specific to the project. 

 
Expenses that will not be reimbursed will be items for personal use or items that 
do not have a direct business reason or benefit to the project.  Examples of these 
expenses are: 
 
• Business gifts. 
• Snacks or other entertainment items for staff meetings and/or meetings with 

sub-consultants. 
• Mileage expense for purchase of items, where the direct project related item 

was purchased was not the sole reason for the trip. 
• Carrying cases for cell phones or computers. 
• Items that could be used on more than one project. 

 
2. Telephone Calls 

Telephone calls should be made in the most economical method possible.  Claims 
for phone call require a statement of the date, person called, phone number, and 
business reason for the call. 
 
Personal phone calls are not reimbursable. 



5. Travel Expense Statements 
 

 
1. Reimbursement 

A travel expense statement must be prepared and submitted with the appropriate 
supporting documents.  Expenses should be itemized chronologically according to 
the nature and type of travel expense (i.e. airfare, hotel, meals, etc.).  The 
completed and supported travel expense statement should be submitted in the next 
billing cycle closest to the actual expense. 


