Reimbursing Guest Speakers and other Non-State Employees and Companies
Departments should notify individuals of our rules prior to any engagements to afford them the opportunity to make appropriate plans for travel.  A form is available for that purpose at Non Employee Expense Reimbursement.
State Regulations require travel expenses paid to individuals or companies doing business with a state entity to be made in accordance with regulations established for State employees.  This means reasonable costs for travel expenses may be reimbursed.  Meals may be reimbursed up to the in-state per diem rate ($6 breakfast, $7 lunch, $12 dinner).
Please follow the following guidelines for reimbursement of expenses:
· Airfare (economy class only)
· Hotel Lodging Expense for lodging, local phone calls, and PC modem connections.  No reimbursement for personal incidental expenses such as laundry, movies, gift shop charges, etc.
· Taxi, parking, and rental car for applicable work period
· Submit original ITEMIZED receipts for all expenses (except meals and taxi’s under $25)
· Each individual should pay for his or her own expenses for reporting purposes.  Reimbursements should be made to each person for his/her expenses only.  
· Meals can be reimbursed at the in-state per diem rate.
· Breakfast $6
· Lunch $7
· Dinner $12
· Mileage can be reimbursed at the state rate approved rate listed at  http://www.citadel.edu/fins/cars.html

Guest Speakers
Departments may pay guest speakers an honorarium for their service and expenses.  Some speakers request to have their expenses reimbursed rather than receive an honorarium.  Expenses can be reimbursed but must follow state guidelines.
Rather than reimburse expenses a guest speaker may be paid an honorarium for service provided and/or expenses incurred.  Follow the honorarium procedures for this type payment http://www.citadel.edu/fins/honorariums.htm
If expenses are submitted in excess of the state guidelines an honorarium payment will need to be processed for the total expenses.  We will not be able to split an expense reimbursement request between a reimbursement and an honorarium.

Trust/Gift Funds
In approved circumstances Trust (gift) funds may be used to pay additional expenses not covered by state regulations.  Itemized receipts (not credit card receipts) must be provided.  Arrangements must be made prior to travel.


