Participant Support Reimbursement Policy



The Texas Children’s Justice Act (CJA) program will reimburse participants for reasonable expenses related to attending CJA sponsored or Task Force approved events. Acceptable expenses may include, but are not limited to, registration fees, lodging, meals, personal auto mileage, car rentals, taxi fare, parking fees, and air transportation. Receipts are required for all expenses in excess of twenty-five dollars ($25).
	Lodging:
	Lodging expenses will be reimbursed at the rates established by the U.S. General Services Administration (see below). When applicable, CJA will honor special group hotel rates negotiated by the training program sponsors. CJA staff reserve the right to designate allowable hotels and rate caps for certain events and will notify participants of these restrictions in advance. 



	Meals:
	Meals will be reimbursed on a per diem basis and receipts are not required. The maximum per diem rate will be based on GSA established rates (75% of rate of first and last day of travel).



	Personal Auto Mileage:
	Reimbursement for the use of personal automobiles will be based upon the mileage rate in effect on the State Comptroller’s website at the time of travel. 



	Airfare:
	Recipients will not incur airfare costs in excess of the customary standard, coach, or equivalent airfare offered during normal business hours except when the customary standard fare would require circuitous routing, require travel during unreasonable hours, excessively prolong travel, result in increased cost that would offset transportation savings, is not reasonably adequate for the physical or medical needs of the traveler, or is not reasonably available to meet mission requirements. Once the scholarship application is approved, airfare should be purchased as soon as possible to secure the most economical rate.  




Resources:

U.S. General Services Administration: http://www.gsa.gov/Portal/gsa/ep/home.do?tabId=0
Texas State Comptroller: 

       https://fmx.cpa.state.tx.us/fm/travel/travelrates.php
**If you are in need of advance payment for travel expenses, please contact Ginny Woods @ ginnyw@yourhonor.com or 512-482-8986.
