
Per Diem Guidelines for Locals/Regions 

 

For IEA Delegates to the IEA or NEA Representative Assemblies: 

- The Delegate funding amount shall be set annually by the Board of Directors 

- Meal expenses shall utilize the per diem Meals and Incidental amounts set by the General Services 

Administration (GSA) 

- Receipts are not required for meals and incidentals when the per diem rate it claimed 

- The Meals and Incidentals rate includes tax and tip. No separate reimbursement will occur for these 

items 

- Incidental expenses include: fees/tips given to porters, baggage carriers, hotel staff, and staff on ships. 

- On the first and last day of travel, only 75% of the total Meals and Incidental rate for the travel location 

is eligible for reimbursement. Refer to the breakdown table at: www.gsa.gov/perdiem 

- Travelers are entitled to 75% of the prescribed Meals and Incidental rate for one single-day travel if the 

work day exceeds 12 hours, and is located more than 50 miles from their normal work location. 

- The Meals and Incidental rate must be reduced when a meal is provided, and the traveler partakes in 

the meal. 

-  Airfare funding will be based upon coach class seating. 

- Lodging amounts shall be based upon half of double occupancy for a room. 

- Funding will be provide in advance and each State Delegate shall be required to substantiate and/or 

document any expense exceeding $10 

- The delegate must reimburse IEA for any advance payment that cannot be substantiated and/or 

documented. If the delegate does not do so: 

- such unreturned amounts shall be included on an IRS Form 1099 issued to the delegate, 

- disciplinary proceedings may be initiated against the delegate before the IEA Review Board, 

- court proceedings may be initiated to collect the excess amounts, and 

- the delegate may be denied future delegate funding 

 

 

 

 

 



Meals and Incidental (M&IE) breakdown page table 

 

Total Breakfast Lunch Dinner 75% rate (First & 

Last Travel Day) 

$51 $11 $12 $23 $38.25 

$54 $12 $13 $24 $40.50 

$59 $13 $15 $26 $44.25 

$64 $15 $16 $28 $48.00 

$69 $16 $17 $31 $51.75 

$74 $17 $18 $34 $55.50 

 

*NOTE: The Meals and Incidental (M&IE) Rate must be reduced when a meal is provided and the 

traveler partakes in the meal. 

**There is $5 amount added each day for incidentals in the chart above. 

***Example: Lunch is provided and you partake in the meal in Minneapolis on day 3 of 6 travel days 

your per diem for that day will be reduced to $48 dollars for that day ($64-$16=$48) 

 

Sample Cities Per Diem Rate  

Minneapolis , MN $64 

Bloomington, IL $51 

Rosemont, IL $74 

Springfield, IL $51 

Naperville, IL $54 

 

 

IMPORTANT ADDITIONAL INFORMATION 

1. When implementing the per diem program there is no deviating or changing the per diem rate 

2. When delegates receive the per diem they cannot seek additional reimbursement from other 

sources for their meals 

3. Receipts would still be needed for other expenses (taxi, Hotel, airfare…) 

 



Sample Delegate budget amount to Minnesota 2018 Per Diem 

 

Travel to Minnesota June 28th, 2018 

Leave for home July 6th, 2018 

7 full days=  $64 x 7= $448 

2 travel days= $48 x 2= $96 

Total=  $544 

This is the total if the delegate does not partake in any meal offered by IEA or Region. 

Any meal that a delegate partakes in is reduced in the daily per diem.  

Hotel price for Minnesota Hyatt Regency Minneapolis- Single and Double $169 + tax 

Hotel Ivy in Minnesota- Single and Double $185 + tax 

Airfare to be determined at a later date. 

 

Sample Delegate amount for IEA RA Rosemont Per Diem 

Travel to IEA RA April 18th, 2018 

Travel Home April 21st, 2018 

2 full days= $74 x 2= $148 

2 travel days= $55.50 x 2= $111 

Total for meals=  $259 

 

This is the total if the delegate does not partake in any meal offered by IEA or Region. 

Any meal that a delegate partakes in is reduced in the daily per diem. 

Hyatt Regency O’Hare= Single and Double $173 + tax 

Reimbursement for Mileage will vary 

 

 

 

 


