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Attachment 4

“Travel Accommodations Expense Requirements-Consultants”

Consultants are expected to use prudent planning in arranging business travel to control costs.
Consultant is expected to exercise business judgment to align expenses with requirements of the
Housing Authority (AHA). Only necessary and reasonable business expenditures will be
reimbursed. Costs for transportation, lodging, meals, and incidental expenses deemed reasonable as
compared to the maximum per diem rates in effect at the time of travel as set forth in the Federal Travel
Regulatsion, prescribed by the U.S. General Services Administration, for travel in the contiguous 48
United States

Any Consultant who incurs business expenses on behalf of AHA must submit an expense report with
appropriate documentation explaining the business purpose of travel and itemizing expenses.

Air Transportation

In general, Consultants should fly at the lowest cost economy fare. As circumstances permit, air
transportation should be booked in advance to achieve the lowest available advance-purchase fare.

Ground Transportation

When using ground transportation, Consultants should select the most economical mode of reliable
and safe transportation. Reimbursement will be for the actual and reasonable expense incurred
while on AHA business.

Rental cars are to be the lowest cost vehicle at a cost and class no greater than that which is necessary
to conduct business.

Corporate Automobile Liability
Coverage shall meet or exceed the minimums required in the RFP.

In lieu of Corporate Automobile Liability Coverage, Consultant shall purchase rental car insurance for
limits of not less than $1,000,000 at no additional cost to the AHA. This rental car insurance provision
shall apply when the Consultant’s firm’s auto liability policy does not include the above referenced
insurance provisions (i.e. any auto Code 1).

Accommodations

Expenses for lodging are to be for a standard single room rate at the most reasonable priced mid-tier
hotel available. Exceptions may be made for Consultants attending conventions and meetings with
hotels; other exceptions require business rationale, which must be documented and approved by the
AHA. Where extended travel is involved, reduced rates and/or extended-stay hotel options must be
considered.

Out-Of-Pocket Expenses

Incidental expenses will be reimbursed for the actual and reasonable cost incurred unless otherwise
stated by local county laws and regulations, (e.g. daily allowance instead of actual cost.) Receipts
are required at an expenditure level to satisfy local tax requirements.

Non-reimbursable Expenses
Consultants may not be reimbursed for out-of-pocket expenses of a personal nature. (e.g.,
recreational expenses, gifts, etc.).

Any and all costs incurred by Consultant shall not exceed the Contracted Amount set forth in the
Consultant Services Contract.
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