
May 11, 2010 

TRAVEL EXPENSE REIMBURSEMENT GUIDELINES 
AND INSTRUCTIONS FOR FILING TRAVEL VOUCHERS 

FOR MEMBERS OF JOINT LEGISLATIVE COUNCIL COMMITTEES 

Legislative Members 

1. The appointment of a Legislator to a Joint Legislative Council study committee constitutes approval 
for that Legislator to attend the meetings of the committee in Madison or elsewhere in Wisconsin. 

2. If a Legislator member of a Council study committee attends a committee meeting in Madison, only 
per diem is paid.  (The regular mileage allowance covers one round trip from home to Madison each 
week.) 

3. If a Legislator member of a Council study committee attends a committee meeting outside Madison 
and travels round trip from home to the meeting, the member may claim reimbursement of actual and 
necessary expenses, in lieu of per diem, by filing a green travel voucher with the appropriate Chief 
Clerk.  Each chamber will determine the funding source for this reimbursement. 

4. If a Legislator member of a Council study committee attends a committee meeting outside Madison, 
the member may be reimbursed for mileage to and from the meeting and claim per diem if the member 
was in Madison that day on legislative business OR claim actual and necessary expenses, including 
mileage to and from the meeting, by filing a green travel voucher with the appropriate Chief Clerk.  
Each chamber will determine the funding source for this reimbursement. 

Public Members 

1. Please file your voucher as soon after the end of the meeting as possible.  More than one month’s 
expenses may be claimed on a single voucher.  If you submit multiple vouchers for more than one 
month’s expenses, the expenses will be combined so that only one check is written.  Keep a record of 
your travel expenses for your personal and tax use. 

2. Carefully read the attached table and refer to the sample voucher, paying particular attention to (a) 
the requirements that you provide your Social Security number and sign the voucher, (b) maximum 
allowable reimbursement rates and what those maximums include, and (c) receipt requirements.  If you 
have questions, call Kathy Annen at (608) 266-2987. 

3. Please read the attached table for guidelines and instructions.  Pay particular attention to receipt 
requirements for lodging and transportation.  Ask for government discounts for lodging (tax-exempt).  A 
special identification card is issued to you for this purpose.  Meals and lodging maximums are listed on 
the table. 

4. Submit travel vouchers to the Legislative Council staff office, One East Main Street, Suite 401, P.O. 
Box 2536, Madison, WI 53701-2536.  Blank vouchers (form DOA-6107) are available at the meetings, 
from the Council office, or at the Council Web site.  Vouchers are processed promptly and checks 
mailed as soon as the Treasurer’s office sends them to this office. 

 

Attachment



 

 

July 1, 2009 

REIMBURSEMENT OF MEETING EXPENSES FOR MEMBERS 
OF JOINT LEGISLATIVE COUNCIL COMMITTEES 

 
[File once per month; more than one month permitted on the same voucher.] 

 

HEADING ON GREEN 
VOUCHER FORM 

(DOA-6107) 
EXPLANATIONS/INSTRUCTIONS MAXIMUM 

$ 
RECEIPT 

REQUIRED 

Date Insert travel and meeting dates.   
Official Business (purpose of 
trip) 

List proper committee name.   

Travel Points - From/To Home city/meeting city and return.   
Hdqs. Time - Depart/Return Time you left/time you arrived.   
Carrier or Passengers Indicate mode of transportation and if accompanied by 

another committee member or staff person. 
  

Fare (for private aircraft, train, 
bus) 

Prior approval required:  Private aircraft reimbursed at 
mileage rate for personal vehicle. 
Bus or train - ticket stub. 

48.5¢ 
 
Lowest rate. 

Yes 
 

Yes 
Miles (personal vehicle usage) Higher rates may apply for specially equipped vehicles.  

Call Kathy Annen (608-266-2987) if you have questions. 48.5¢ No 

Room When making reservations, use business address.  Ask for 
government rates (tax-exempt).  Original receipt required. 
Milwaukee, Racine & Waukesha counties. 

$70 
(excluding tax)

$80 

Yes 
 

Yes 
Meals 
 
Morning 
Noon 
Evening 

REIMBURSED MEALS MAY BE TAXABLE INCOME IF 
YOU DO NOT STAY OVERNIGHT AND MUST BE 
REPORTED TO THE IRS.  (Consult your tax advisor.) 
Meal limitations:  Morning - leave home before 6:00 a.m.; 
Noon - leave before 10:30 a.m., return after 2:30 p.m.; 
Evening - return home after 7:00 p.m.* 
(the cost of alcoholic beverages is not reimbursable) 

 
(including tax 

& tip) 
$8 
$9 
$17 

No 

Other Allowable Expenses 
Tips-lodging 
Taxis, limos 
Parking 
Telephone 
 
Airport porterage 

 
Per overnight at hotel/motel. 
Receipt if over $25 one way.  (Use shuttles.) 
Receipt if over $25 per day.  (Use municipal ramp/lot.) 
One personal call home up to $5 if overnight.  (Use STS, 
if available.) 
$1 per piece of luggage. 

 
$2** 

 
No 
Yes 
Yes 
No 

 
No 

Date (on signature line) Date you submit voucher for reimbursement.   
Claimant’s Signature Required for processing; legibility is appreciated.   
Name & Address (reverse side) PRINT name and full address (with zip code).   
Social Security Number (reverse 
side) 

Fill in - necessary for the State’s accounting system and 
for certain IRS requirements.  Cannot process your 
reimbursement without it. 

  

 

*Times also apply if no overnight stay is required. 
**$2 per day of arrival, $2 per day of departure, plus $2 per night of stay. 






