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CITY OF WINONA
TRAVEL REIMBURSEMENT

EFFECTIVE APRIL 1, 2012

MILEAGE':
};> 55 cents per mile

MEALS AND INCIDENTAL EXPENSES (M&IE):
» Meal reimbursement, from the City, available -

>- If overnight stay;
};:o If no overnight stay, IRS requires meal to be with someone in which business was discussed (best

to state both the business purpose and who the meal was with, on the reimbursement form) and is
available, for reimbursement, only at the actual meal cost. Reimbursement is not taxable income
to the employee.

» If no overnight stay, and the meal is not with someone in which business was discussed, the
employee will be reimbursed at a rate of $1.00 more, than the rates which are not taxable, per
meal. (Receipts are not required.) However, the reimbursements will be included as gross wages
on the employee's Form W-2, subject to employment tax withholding.

» Non-taxable income reimbursement: $52 per day for all but "high-cost localities" -
l> Breakfast & Incidentals: $11.00
l> Lunch & Incidentals: $11.00
l> Dinner & Incidentals: $30.00

~ Non-taxable income reimbursement: $65 per day for a "high-cost locality" (See attached High-cost
localities, Section 5) -
~ Breakfast & Incidentals:
);- Lunch & Incidentals:
>- Dinner & Incidentals:

>- Incidental expenses include fees and tips for services.

~ Attach receipts to the Expense Report for the non-taxable reimbursements.

LODGING:
>- Actual costs-receipts are to be attached to the Expense Report.

ALL TRAVEL EXPENSES:
);- The following elements are to be provided for all travel reimbursement-

~ Amount of each separate expense: mileage, meals and incidentals, and lodging;
~ Dates of the travel;
~ Place of the travel-name of City or other destination;
~ Business purpose.

NOTE: 'The 20121RS rate is 55.5 cents per mile (mileage rate effective 7/1/2011)

Attachment: Internal Revenue Bulletin-Notice 2011-81 (Section 5: High-Low Substantiation Method)

Interim City Manager (signature/date) ~ (}uA;w'J // JO(I L
(Bd12TVRB_APR.doc) •
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1nt8m:l1 Revenue Bullstin: 21111-42
October 17. 2011

Notice 201Nll

2011·2012 Special Per CMm iblIlos
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SECTION 1. PURPOSE

ThiS an ••.•al noli"" provides Ihe 2011-2012 special per diem raleS r... lS.>:pIlyers ,~ lISe "' sOOslantialinglhe amount 0/ oninary and necessary
busness expenses incurret::I_InI""ing away from h<>me, specificaIy (1) the speciallnlnsportation in;jUS1l) meal and incidental experoses rates
(M&IE rates). (2) u.. rale for the incidental eo:penses only <Ieduc:tIon. and (3) 1he rates and lisI DI higl-ccst IDeaIlties lor purpoOieS 0/1he hig1.Jow
subslarmIion meIIlod.

SECTION 2. BACKGROUND

Rev. Proc. 2011-47. 2011-42 I.B.B .• prUYides rules f••. usi'1g a ~ diemrale In stbslarmte. •••. § Z74(d) D11he Ir11erT131Revenue Code and
§ 1.274-5 '" 1he InaIme Tax BegJllllions, 1he _ DI onJnary and necessary busines';; expertSeS paid ••. inc:lned w!Iie!ralll!lng _y lrorn home.
Taxpa)'I'n using tie rates and tsI D11'1io1>-<=tIDcaIlies pr1>I'ided"in !his nolice rru;I eompl)' widl Rev. Proc. 2011-47.

SECTION 3. SPEOAL MadE RATES FOR TRANSPORTATION INDUSTRY

The spedaI M&lE raleS lor la%pa"jetS in \he nrtsp<RIIion in<kIslry are $.59 for ""l' lDcaily '" nYI!l in 1he ~ Unl<ed Slales (CONUS) and $65
lor ""l' IacaIIy '" """'" <lO.ASlde\he ccrwinetaIlJr*ed SlaleS (OCONUSj. see section 4.04 '" Rev. Proc. 2011-47.

SECTION 4. RATE FOR INCIDENTAL EXP£NSES OHl.Y OEDUCTION

The rate lor any CONUS or OCCNUS b:ality of lraVellor lhe IncidenIaI ""JII!fI""S only deduction is $5 per day. see section 4.05 DI Rev. Pn>e. 2011-

".----- -------
SECTION 5. HIGH-LOW SUBSTANTIATION METHOD--------~--_._--~--'
1. A""'-'aJ hIgh.Jow ra!es, For Purp<I:S<eS'" ,he high-law sut>5lantialion melhod, !Ile per diem rares In lieu of the raleS described In section 4,01 0( Rev,
Proc. 2011-47 (lhe per <fiemsub<landation merhod) are $242 lor Iravel ro any high-cost loc"iry and $153 for lrll\Iel to any Olher localry whl1ln
CONUs. The amount of ,he $242 high rate and $153 law rate Iha, is treated as paid for meals for purposes of § 274(n) is $65 for lra",,1 ro any hi9h-
<os, Iocalry and 552 far lravelln any omer locality ";,hin CONUS, 5e-e section 5,02 of Rev. Proc. 2011·47. The per diem ,ales in lieu 0( the ,ales
described •• section 4.02 of Rev. Proc. 2011·47 (the meal and Inclclenral expenses only subst8nllaliorl method) are $55 for travel '0 any hlgh·CO••
localily and 552 for travel 10 any ~ther localiry w~hlr1 CONUS.

2, HiglI-cosr IocaWes. The following locailies have a federaJ P'" diem rate of $202 or more, and a,e high-<:<>sllocalides for a~ of the calendar year or
!he portion oIlhe calendar y.a' specifle\lln parenrt>eses under thel:ey dry name,

.....,..,.~-san Franc:isa>-~ay _ '" 5ante MorXlI--
00_.....,-(OCtober 1_ 30 and Apfi 1·5apember 30)~-san francisco-~--Yosemle _ Park

(Jlroel-Al9S-31)

r--------".;,cco"'~---------------__,c.=<y"';;;;O~;;;-;;;;~-;;;;••;~;;;;,=;;;;_;;;;r--------,

'=(March 1.Apfi 3O)

ow••-(December 1-Mard1 31 and J'-Ole l·Aug.ISt 31)

""""'-Steamboa, Springs
(December l-March 31)

T"lurlde
(December l-March 31

KayCIry

Demler. Adams. Arapahoe, and JeII'erson"..
san Mlgue!

C""my ar ot1Ier deflMd 1oc8lion

http://www.irs.gov/irb/2011-42_IRB/ar09.htrnl 1/11/2012

http://www.irs.gov/irb/2011-42_IRB/ar09.htrnl
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-
"'"'--WasHnglon D_C_(also lhe ciIies d AIexardio, Fats Clud1, lllllI Faifax,. lllllI1he CIIUllle5d ArIirglcn lllllI Fairfax. in V..-gDa: and Ille alUI1Iiesd

Montgomery lllllI Prince Geage's in MllryIanll) (See aI50 Maryland am Vrgno)

,-,~~
()arulry 1-May 31)

Fen Wallin EleachIDe F"- spmgs
~1.1dy31),",W~

Miami
(I)ecarnllor 1·Mardl31)

Naples
(January 1.Apri 30)

1110015
Chicago

(October l·Novemb..- 30 and April 1.september 30)

Louisiana
New O~eans

(October l·Ju,," 30)

Cook and lake

O~eans. 51_Bernard, Janers,," and Plaquemine Paris~

;M
Bar Hart>or Hancock

(July 1-.~ugusI31)

Babmre CiIy Babnln! e-y
(0ClDtIer l-November 30 and MardI 1-5epCembef 30J

c.ntridgeISL Michaels 0M:heste" and TaIloI
~ 1-Augus! 31)

-"'" ---~ 1-Augus::31)
Washington. DC Metro Area Monlgomefy am I'rt1aI George's

Sosv:n'CantJrid SuIloLQ:yd ca.rtriclge
FaInIo<dI CiIy ~ d FaInIo<dI

(July 1-Augusl:m
M8tth<1'sVII'IeY"'d O<.d<es

(July 1.Augu>t 31)
Nantueke! Nllnweke!

(June 1.September 30)

New Hampshjre
Conway Carroll

Ju l_A ust3l)
KeyCity CtUmtyOfotherdl'Jfined/()ca,km
New Yorl<
Floral ParklGa,den CitylGrea! Neck Nassau
Glens Falls Warren

(July' -August 31)
lake Placid Essex

(July l-August 31)
Manhalll'ln rndudes the boroughs 01Manhalllln, BmoIdyn. the
Bronx. Queens and Stalen Isand) Bronx. Kings, New yort., Queens. Richmond
saratoga S~dy 5al'atoga and SCheneCIady

(July 1-Augusl31)
T~~RocheIle Wesu:hesIet

"Washington. DC Metro Area
VirginiaBeach

(June 1-AuolJSl311

--....,..

Ci~es 01Alexarma, Fairfax, and Falls Cntreh: eounties of Arlingwn and Fairfax
City of Vorgilia Beach

http://www.irs.gov/irb/2011-42_IRB/ar09.html 111112012
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~

.

~~

-1-Allgust 31)

3. ~ •• ~ ~ The Is! d ~ ~ in ItOs _ <ifters rmm the Isl dliolK=: ~ in section 5.03 d Rev. Proc.
2010-39 {changes IisIed by ~. cilies).

~. The """""ng lacaities ha~e been removed tcm the is! 01 high-<::<>stlocalities: PI\oerlxIS<:OIlSdole, Arizona; Soulh Lake Tahoe. California;
Sil\teIItIorneI8recI<erwfga. Colorado; R!VertleldlRon~ankoma/Melllile. New Vorl<: and StoW<!,Verment

SECTION 6. EFFECTIVE DATE

This netica Is e1fec:tive lor par rJiam allowances 10.-lodging. meal and incldelltal expenses. or lOf meal and inciclental expenses only that are paid to
any employee on Of after OClober " 201', 10.-travel away from home On 0.- after OClober 1. 2011. For purposes el cemputing the amount allowable
as a deduclioIl for lrIIVel away il"om heme, lIli. notice is effec:tive 10, meal and incidental expoanses or fer incidental expenses only p.id er Incurred on
Or alter October 1. 2011. See sectlcns 4.06 and 5.04 of Rev. P'e>c. 2011·47 lor transition rules ler the I'Sl3 months of calendar year 2011.

DRAmNG INFORMATION

The principal author of t!:Ijsnclice is Eric D, Bra_ of !he Office of Associate Chiel Coun$lll (Income Tax &- Accounting). FOf IurIIler Inlormation
reganmg Ihis nctice, contaelM". Bra_Ill (202) 6ZZ-497o@(noIa 1O~-free calO.

""-

http://www.irs.gov/irh/2011-42_IRB/ar09.html
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