A TRAVEL GUIDE
FOR
STATE OF ILLINOIS
EMPLOYEES

FY 2014

Prepared by
The Governor’s Travel

Control Board

Malcolm Weems, Chairman
Simone McNeil, Member
John D’Alessandro, Member

Kelley Wells, State Travel Coordinator



ILLINOIS Pat Quinn, Governor
DEPARTMENT OF CENTRAL MANAGEMENT SERVICES

Malcolm Weems, Director

TRAVEL GUIDE FOR STATE EMPLOYEES
July 1, 2013

Dear State Employee,

The Travel Guide for State Employees is published by the Governor's Travel Control
Board. It is to be used as a resource and informational tool for traveling State of lllinois
employees. The guide has been designed to provide employees with the information
necessary to make their travels as problem-free, safe, and as economical as possible.

The current travel rules for both the Travel Regulation Council and the Governor’s
Travel Control Board are printed in the guide and are to be followed by all agencies and
employees under the jurisdiction of the Governor’s Travel Control Board.

The Governor's Travel Control Board has negotiated a number of discounted
agreements with travel vendors. It is important that agencies and employees take
advantage of these agreements. Their use will not only help to save the State travel
dollars, but will also enhance our ability to receive discounts in the future.

If you have any questions or comments concerning this Travel Guide, please contact
the Governor's Travel Control Board at (217) 782-4705 or by email at
Kelley.Wells@illinois.gov , or you may write to:

Kelley Wells

State Travel Coordinator
Governor’s Travel Control Board
Room 801

William G. Stratton Building
Springfield, lllinois 62706

Thank you for your continued cooperation and support.

Sincerely,

A 2,/;.{_:)___

Malcolm Weems
Chairman
Governor's Travel Control Board

100 W. Randolph, Suite 4-500, Chicago, IL 60601-3274
Printed on Recycled Paper
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TRAVEL REGULATION COUNCIL

The following rules have been promulgated by the lllinois Travel Regulation Council. The
Council has the authority to oversee travel by all employees of the State of Illinois. These rules
are to be followed by all State employees.

TITLE 80: PUBLIC OFFICIALS AND EMPLOYEES
SUBTITLE I: GENERAL TRAVEL CONTROL
CHAPTER IV: TRAVEL REGULATION COUNCIL

PART 3000
THE TRAVEL REGULATION COUNCIL

SUBPART A: GENERAL

Section

3000.100 Authority

3000.110 Philosophy

3000.120 Policy

3000.130 Scope and Interpretation
3000.140 Definitions

SUBPART B: TRAVEL CONTROL SYSTEM

Section

3000.200 Travel Control System

3000.210 Designation of Headquarters

3000.220 Expenses at Headquarters or Residence

3000.230 Preparation and Submission of VVouchers or Travel Expenses

SUBPART C: TRANSPORTATION

Section
3000.300 Modes of Transportation
3000.310 Routing

SUBPART D: LODGING

Section

3000.400 Lodging Allowances

3000.410 Least Costly Lodging

3000.420 Conference Lodging

3000.430 Employee Owned or Controlled Housing



SUBPART E: PER DIEM/MEALS

Section
3000.500 Per Diem Allowance
3000.510 Meal Allowance

SUBPART F: MISCELLANEOUS RULES

Section

3000.600 Reimbursable and Non-Reimbursable Expenses
3000.610 Expenses Related to Transportation

3000.620 Receipts Required

3000.630 Meals for Other Persons

SUBPART G: EXCEPTIONS

Section

3000.700 Exceptions to the Rules
3000.710 Board/Agency Rules
3000.720 Non/Required Travel

3000.APPENDIX A Reimbursement Schedule

AUTHORITY: Implementing and authorized by Sections 12-1, 12-2 and 12-3 of the State
Finance Act [30 ILCS 105/12-1, 12-2 and 12-3].

SOURCE: Emergency rules adopted at 10 Ill. Reg. 12697, effective July 2, 1986, for a
maximum of 150 days; adopted at 10 Ill. Reg. 18188, effective January 1, 1987; peremptory
amendment at 11 Ill. Reg. 14854, effective August 25, 1987; amended at 12 Ill. Reg. 11626,
effective July 1, 1988; amended at 14 Ill. Reg. 10014, effective July 1, 1990; amended at 19 IIl.
Reg. 7852, effective July 1, 1995; amended at 20 Ill. Reg. 7372, effective May 13, 1996;
amended at 20 Ill. Reg. 9025, effective July 1, 1996; amended at 21 Ill. Reg. 8899, effective July
1, 1997; amended at 22 Ill. Reg. 11713, effective July 1, 1998; emergency amendment at 23 IlI.
Reg. 11332, effective August 27, 1999, for a maximum of 150 days; amended at 24 Ill. Reg. 245,
effective December 27, 1999; emergency amendment at 24 Ill. Reg. 861, effective January 1,
2000, for a maximum of 150 days; amended at 24 1. Reg. 1908, effective January 2, 2000;
amended at 24 1ll. Reg. 7737, effective May 9, 2000; amended at 26 Ill. Reg. 14985, effective
October 8, 2002; emergency amendment at 27 1ll. Reg. 557, effective January 1, 2003, for a
maximum of 150 days; amended at 27 Ill. Reg. 8551, effective May 12, 2003; amended at 27 IlI.
Reg. 9990, effective July 1, 2003; amended at 37 Ill. Reg. 4383, effective March 22, 2013.

SUBPART A: GENERAL
Section 3000.100 Authority

This Part is promulgated under the authority vested in the Travel Regulation Council by Sections



12-1, 12-2 and 12-3 of the State Finance Act [30 ILCS 105/12-1, 12-2 and 12-3].

(Source: Amended at 37 Ill. Reg. 4383, effective March 22, 2013)
Section 3000.110 Philosophy
The Travel Regulation Council believes first and foremost that State employees are honest
individuals and that claims for reimbursement are made in all good faith. The Council is
therefore obliged to deal fairly with agencies and individuals in carrying out its responsibilities.
Section 3000.120 Policy
It is the policy of the State to reimburse employees for reasonable authorized expenses incurred
by them in the performance of their duties. The Travel Regulation Council will at least
biennially review and revise rates to reflect, as accurately as possible, the actual amounts
necessary to reimburse employees. Rates of reimbursement are shown in Appendix A,
Reimbursement Schedule.
Section 3000.130 Scope and Interpretation

a) This Part shall apply to the following:

1) All full and part-time employees of the State regardless of funding source;

2) Public members, whether salaried or unsalaried of State Boards,
Commissions, and Authorities, advisory or otherwise;

3) Wards and charges of the State.

b) The following are specifically exempt from this Part:
1) Elected constitutional officers and members of constitutional State Boards.
2) Members of the General Assembly
3) Judges
4) The Auditor General
5) Independent Contractors

C) Questions regarding interpretation and application of this Part shall first be
addressed to an individual's employing agency. The employing agency may refer
the question to the Travel Control Board holding jurisdiction over the Agency.

The Travel Regulation Council shall have final interpretation of this Part. The
decision of the Council as to the proper interpretation of any such rule shall be



final and binding. All covered agencies and employees shall comply with the
Council's decision in the absence of a written opinion from the Attorney General
or a decision of a court of competent jurisdiction.

Section 3000.140 Definitions

Agency: Any department, board, commission, committee, authority, or institution
as defined in the Illinois State Auditing Act [30 ILCS 5/1-7].

Agency Head: The chief executive officer of an agency or a designated
representative. Representatives must be authorized by the Agency Head and must
be on file with the Office of the Comptroller. Filing of the Signature
Authorization Card (SCO-95) shall constitute authorization.

Commuting Expense: The cost of one round trip between residence and
headquarters. Cost may include mileage, parking fees, tolls, etc. Mileage cost is
determined by multiplying the commuting mileage by the mileage reimbursement
rate defined in Appendix A, Reimbursement Schedule.

Commuting Mileage: The actual round trip mileage between residence and
headquarters.

Headquarters: The post of duty or station at which official duties require the
employee to spend the largest part of working time. Headquarters shall ordinarily
be the corporate city limits in which the employee is stationed or may be a
designated geographical area. Headquarters shall be designated by the Agency
Head in accordance with policies established by the appropriate Travel Control
Board.

Travel Control Board: Those Boards created by the State Finance Act [30 ILCS
105/12-1].

Travel Regulation Council: The Travel Regulation Council (TRC or the Council)
shall consist of the Chairmen or designee of each of the statutorily created Travel
Control Boards.

Travel Status: An employee shall be considered "on travel status” while away
from headquarters on authorized state business. Travel status shall begin when an
employee leaves headquarters or, if reporting directly to destination, from
residence or other location. Travel status shall conclude when an employee
returns to headquarters or, if reporting directly from original destination, to
residence or other location at the completion of authorized State business.

(Source: Amended at 21 1ll. Reg. 8899, effective July 1, 1997)



SUBPART B: TRAVEL CONTROL SYSTEM

Section 3000.200 Travel Control System

Each Travel Control Board shall prescribe a travel control system for the agencies and
employees under its jurisdiction.

Section 3000.210 Designation of Headquarters

a)

b)

c)

Section 12-3 of the State Finance Act, [30 ILCS 105/12-3], requires that Form
TA-2 be completed and filed with the Legislative Audit Commission for any
individual whose headquarters has been designated as a location other than that at
which official duties require the largest part of working time. The reports shall be
filed no later than July 15 for the period from January 1 through June 30 of that
year and no later than January 15 for the period July 1 through December 31 of
the preceding year. If an agency has more than one facility or institution, the
report shall indicate on its face to which facility or institution the data pertain.

Agencies with no officers or employees in this status will file negative reports.

The Travel Control Boards shall prescribe procedures for headquarters
designation for Agency Heads under their respective jurisdictions.

(Source: Amended at 20 Ill. Reg. 7372, effective May 13, 1996)

Section 3000.220 Expenses at Headquarters or Residence

a)

b)

As a condition of employment, employees expect to incur commuting expenses
between their residence and headquarters. These expenses are not reimbursable.
Meals, lodging and per diem are not reimbursable at headquarters or at residence.
Expenses associated with State business in excess of commuting expenses are
reimbursable at headquarters and/or residence. An employee whose travel does
not include travel through headquarters shall be reimbursed for all mileage. An
employee whose travel does include travel through headquarters shall be
reimbursed for all mileage in excess of commuting mileage. All travel must be by
the most direct route.

"Travel through headquarters” is defined as:

Any travel to or through the corporate city limits of the employee's designated
headquarters, regardless of whether the employee made a stop at the work site or
changed vehicles or modes of transportation.

Examples of reimbursable mileage expenses are as follows:



1)

2)

3)

4)

5)

Residence/Lincoln — Headquarters/Springfield. Employee drives from
residence in Lincoln to Chicago and returns to residence. Reimbursement
is for all mileage because the travel was not to or through headquarters.

Residence/Lincoln — Headquarters/Springfield. Employee drives from
residence in Lincoln to Collinsville and back to residence.
Reimbursement is for all mileage in excess of commuting mileage. The
travel, by the most direct route, was through headquarters.

Residence/Carbondale — Headquarters/Marion. Employee drives from
residence to headquarters. Later, employee drives from headquarters to
Anna and back to residence. Reimbursement is for all mileage in excess
of commuting mileage.

Residence/Evanston — Headquarters/JRTC, Chicago. Employee drives
from residence to McCormick Place for an event. After the event, the
employee drives to headquarters, then to residence. Reimbursement is for
all mileage in excess of commuting mileage because the travel was
through headquarters.

Residence/Chicago — Headquarters/JRTC, Chicago. Employee normally
commutes to work by train. However, in order to attend a meeting at
another location, the employee drives from residence to headquarters, then
to the meeting location, then returns to headquarters and back to residence.
Reimbursement is for all mileage in excess of commuting mileage. The
fact that the employee normally rides the train to work has no effect on
determining reimbursement.

d) Agencies are responsible for monitoring claims under this Section.

(Source: Amended at 37 Ill. Reg. 4383, effective March 22, 2013)

Section 3000.230 Preparation and Submission of Vouchers or Travel Expenses

The Travel Control Boards shall prescribe procedures for the preparation and submission of
vouchers for travel expenses for agencies under their respective jurisdictions to comply with the
Comptroller's Uniform Statewide Accounting System and shall include the certification required
by Section 12 of the State Finance Act [30 ILCS 105/12].

(Source: Amended at 20 Ill. Reg. 7372, effective May 13, 1996)



SUBPART C: TRANSPORTATION

Section 3000.300 Modes of Transportation

a)

b)

All travel shall be by the most economical mode of transportation available
considering travel time, costs and work requirements. Modes of transportation
authorized for official travel include automobiles, railroads, airlines, buses,
taxicabs, and other usual means of conveyance.

State vehicles may be used when most economical. When applicable, Vehicle
Rules (44 11l. Adm. Code 5040) issued by the Department of Central Management
Services shall govern use of State-owned vehicles. Agency rules further defining
use of vehicles may also apply. Specific instructions covering service and repairs
of these vehicles are to be found in the glove compartment of each vehicle.

Arrangements on airplanes, trains, or boats shall be the least costly reasonably
available alternative.

Chartered aircraft, boats, trains, buses or other similar conveyance shall be used
only as a last resort or if proven to be most economical for the circumstances. A
full explanation for the use of that transportation must accompany the voucher.

The rental of an automobile while on travel status is allowed, if circumstances
require. The most economical vehicle available that is suitable for the State's
business shall be obtained. The collision damage waiver and personal accident
insurance on rented vehicles are not reimbursable.

Privately owned vehicles may be used when authorized by appropriate agency
personnel.

1) Employees using private vehicles on State business must have insurance
coverage in an amount not less than that required by Section 10-101(b) of
the Illinois Vehicle Code [625 ILCS 5/10-101(b)]. Prior to that
authorization the Agency Head shall require employees to file a statement
certifying that they are duly licensed and carry at least the minimum
insurance coverage or shall require that certification to be noted on the
travel voucher.



9)

2)

Reimbursement for use of a private vehicle shall be on a mileage basis and
shall be in accordance with the rate promulgated pursuant to 5 USC
5707(b)(2) and as shown in Appendix A (Reimbursement Schedule). In
the event the rate set under the federal regulations increases or decreases
during the course of the State's fiscal year, the effective date of the new
rate shall be the effective date of the change in the federal rate.

Agency Heads may authorize the use of privately owned aircraft on State
business.

1)

2)

Employees using privately owned aircraft on State business shall be duly
licensed by the appropriate licensing body for the particular aircraft to be
flown, shall carry insurance in at least the amount of $500,000 combined
single limit, and shall certify this to the Agency Head. The certification of
insurance shall be available for review and shall be noted on the travel
voucher.

Reimbursement for the use of privately owned aircraft may be set by the
individual Boards, but shall not exceed the rate set by the Federal
Government pursuant to 5 USC 5707(b)(2) and 41 CFR 301-4.2(a)(2), as
revised September 8, 1998 (Federal Register, Vol. 63, #173, Government
Printing Office). No later amendments or editions shall act to vary this
rate.

(Source: Amended at 37 Ill. Reg. 4383, effective March 22, 2013)

Section 3000.310 Routing

All travel shall be by the most direct route. Expenses due to deviations for convenience shall be
borne by the employee. Distances between destinations shall be as shown on the Illinois
Highway Map published by the Secretary of State. Where no mileages are available, odometer
readings shall be used. Mileage in and around a city of destination may be claimed as such.

SUBPART D: LODGING

Section 3000.400 Lodging Allowances

a)

b)

The lodging allowances specified in Appendix A, Reimbursement Schedule are
the maximum rates allowed by the Travel Control Boards. The Council shall
review the rates annually to determine necessary adjustments. Except as provided
in Section 3000.430, only commercial lodging may be reimbursed.

The maximum reimbursement for lodging in Cook County, Illinois and the
District of Columbia shall be in accordance with Section 12-2(e) of the State
Finance Act [30 ILCS 105/12-2(e)].



(Source: Amended at 26 Ill. Reg. 14985, effective October 8, 2002)
Section 3000.410 Least Costly Lodging

It is the responsibility of each employee to request the lowest available lodging rate at the time of
making reservations. However, a person who due to a handicap may require special lodging
consideration may be reimbursed for the actual cost of the least costly lodging that is
substantially accessible. The traveler should require confirmation that "State rates™ offered by
hotels-motels are within the maximums allowed. If an exception is not granted by the
appropriate Travel Control Board, the employee shall absorb the excess cost. Employees should
be prepared to provide identification and proof of State employment to obtain State lodging

rates.

Section 3000.420 Conference Lodging

Conference lodging charges or lodging at official meeting hotels when pre-approved by the
Agency Head in excess of the maximums allowed in Appendix A, Reimbursement Schedule are
considered exceptions to this Part. Policies regarding conference lodging may be established by
the Travel Control Boards for their respective jurisdictions.

Section 3000.430 Employee Owned or Controlled Housing

The Travel Control Boards may establish policies and procedures for obtaining reimbursement
for the use of employee owned or controlled housing while on travel status.

SUBPART E: PER DIEM-MEALS
Section 3000.500 Per Diem Allowance

a) The per diem allowances specified in Appendix A, Reimbursement Schedule are
the maximums allowed by the Travel Control Boards. The Council shall review
the rates annually to determine necessary adjustments.

b) Per diem shall be paid for travel which includes overnight lodging or is 18 or
more continuous hours. It is given in lieu of the meal allowance and is to cover
the cost of meals and meal tips. Receipts need not be submitted to support this
allowance.

C) Per diem shall be based on the Quarter System for computing the allowance for
days or fractions thereof. Each quarter shall be 6 hours commencing at midnight,
6:00 a.m., Noon, and 6:00 p.m. The traveler shall be allowed one fourth of the
allowance for each period of 6 hours or fraction thereof.

d) Meal allowance and per diem may not be mixed on the same trip or day.

10



Section 3000.510 Meal Allowance

a)

b)

d)

The meal allowances specified in Appendix A, Reimbursement Schedule are the
maximums allowed by the Travel Control Boards. The Council shall review the
rates annually to determine necessary adjustments.

The meal allowances are given when the traveler is not eligible to receive per
diem. Receipts need not be submitted to support these.

Breakfast is payable when an employee is on travel status and leaves headquarters
or residence ( if reporting directly to the destination) at or before 6:00 a.m.

(NOTE: Employees under the jurisdiction of Governor’s Travel Control
Board please see Travel Update 12-06.)

Lunch is not a reimbursable expense. The amount for lunch is established for the
purpose of setting a per meal ceiling on conference lunches and meals purchased
for non-State officers and employees.

Dinner is payable when an employee is on travel status and arrives back at
headquarters or residence (if reporting directly from destination) at or after 7:00
p.m. For employees commencing travel after close of business, but before 6:30
p.m., dinner reimbursement is allowed if the traveler would not be eligible for per
diem.

(NOTE: Employees under the jurisdiction of Governor’s Travel Control
Board please see Travel Update 12-06.)

SUBPART F: MISCELLANEOUS RULES

Section 3000.600 Reimbursable and Non-Reimbursable Expenses

a)

The cost of business related special expenses, if reasonable, shall be reimbursable.
Examples are:

1) Hire of room, exhibit space, set up, and such for official business.

2) Laundry and dry cleaning if on travel status for at least seven (7)
consecutive days.

3) Storage and handling of baggage.
4) Taxis including reasonable tips.

5) Telephone calls on official business including calls of 3 minutes or less to
announce safe arrival or delay-change in plans.

11



b)

6) Telephone calls to secure lodging

Examples of non-reimbursable expenses are:

1) Alcoholic Beverages

2) Coat Check

3) Entertainment

4) Late check-out and room guarantee charges

5) Meals for other State employees or Officers

6) Parking tickets or other traffic tickets

7) Tips incurred beyond those specifically provided in this Part

8) Transportation to procure meals except as provided in Section 3000.610.

Section 3000.610 Expenses Related to Transportation

a)

b)

Reimbursement for the cost of automobile parking fees and tolls shall be allowed.
Parking fees at a terminal or other parking area while the traveler is away from
headquarters shall be allowed.

When the use of a common carrier is a reasonable alternative, the mileage
payment shall not exceed the cost of its use. A reasonable alternative exists when
the cost of travel, taking into account both transportation, time and meal expenses
would be less if a common carrier were used.

Where the nature and location of work at a temporary duty station are such that
suitable meals cannot be procured there, the expenses of daily travel required to
procure meals at the nearest available place shall be considered necessary
transportation. A statement of the necessity for such daily travel shall accompany
or be noted on the travel voucher.

Section 3000.620 Receipts Required

Receipts are required for any transportation, lodging, or miscellaneous expense that individually
exceeds $10.00. Lack of receipts is an exception to this Section and shall be addressed in
accordance with policies established by the respective Travel Control Boards. Agency Heads
and/or Travel Control Boards may require receipts for lesser amounts.

12



Section 3000.630 Meals for Other Persons

Meals purchased for non-State employees while on travel status and in connection with State
business are reimbursable in reasonable amounts. A statement specifying why, for whom, and
certifying that the claim does not include alcoholic beverages shall be attached to the travel
voucher. Agencies are responsible for proper monitoring of claims under this Section.

SUBPART G: EXCEPTIONS
Section 3000.700 Exceptions to the Rules

The Travel Control Boards shall establish policies and procedures for granting exceptions to this
Part. The Boards shall report quarterly to the Legislative Audit Commission on exceptions
granted.

Section 3000.710 Board/Agency Rules

The Travel Control Boards and agencies may establish travel rules for their respective employees
which may be more restrictive than those established by the Council. Agencies which set such
policies shall do so with the advice of the appropriate Travel Control Board. However,
reimbursement for auto mileage may not be less than the rate promulgated in 5 U.S.C. 5707

(b)(2).
Section 3000.720 Non-Required Travel
When travel is not required as a condition of employment and is a benefit to both the agency and

the employee, the Agency Head or designee may provide partial reimbursement. The
reimbursement may not in any case exceed the rates otherwise authorized.

13



TITLE 80: PUBLIC OFFICIALS AND EMPLOYEES
SUBTITLE I: GENERAL TRAVEL CONTROL

CHAPTER I: DEPARTMENT OF CENTRAL MANAGEMENT SERVICES/

Section
2800.100
2800.110

Section

2800.200
2800.210
2800.220
2800.230
2800.235
2800.240
2800.250
2800.260
2800.270

Section
2800.300

Section
2800.400
2800.410

Section
2800.500

GOVERNOR'S TRAVEL CONTROL BOARD

PART 2800
TRAVEL

SUBPART A: GENERAL

Definitions
Application and Interpretation

SUBPART B: TRAVEL CONTROL SYSTEM

Travel Control System

Travel Coordinator

Travel Authority

Government Charge Cards

Expenses at Headquarters or Residence
Preparation and Submission of Travel VVouchers
Approval and Submission of Travel Vouchers
Items Directly Billed

Conference Registration Fees

SUBPART C: TRANSPORTATION EXPENSES
Incidental Expenses for Private and State Owned Automobiles
SUBPART D: LODGING
Conference Lodging
Employee Owned or Controlled Housing

SUBPART E: PER DIEM MEALS

Conference Meals

SUBPART F: MISCELLANEOUS RULES
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Section
2800.600 Lack of Receipts
2800.650 Headquarter Designation for Agency Heads

SUBPART G: EXCEPTIONS TO THE RULES

Section
2800.700 Special Exceptions-Requested in Advance
2800.710 Ex Post Facto Exceptions

2800.APPENDIX A Reimbursement Schedule

AUTHORITY:: Implementing and authorized by Sections 12, 12-1, 12-2, and 12-3 of the State
Finance Act [30 ILCS 105/12, 12-1, 12-2 and 12-3] and authorized by the Travel Regulation
Council (80 1ll. Adm. Code 3000).

SOURCE: Amended March 11, 1976; amended at 2 1ll. Reg. 30, p. 215, effective August 1,
1978; new rules adopted at 4 Ill. Reg. 28, p. 155, effective July 1, 1980; old rules repealed at 4
I1l. Reg. 30, p. 1224, July 1, 1980; amended at 5 Ill. Reg. 150, effective January 1, 1981;
amended at 6 Ill. Reg. 6682, effective July 1, 1982; amended at 7 1ll. Reg. 9205, effective August
1, 1983; amended at 8 Ill. Reg. 127, 130, effective January 1, 1984; amended at 8 Ill. Reg.
14243, effective August 1, 1984; codified at 8 Ill. Reg. 19350; amended at 10 Ill. Reg. 18014,
effective October 6, 1986; Part repealed, new Part adopted at 12 Ill. Reg. 738, effective January
15, 1988; emergency amendment at 15 Ill. Reg. 13196, effective September 1, 1991, for a
maximum of 150 days; amended at 15 Ill. Reg. 17981, effective November 27, 1991; amended at
16 1ll. Reg. 4831, effective March 12, 1992; amended at 16 Ill. Reg. 13823, effective September
1, 1992; amended at 19 Ill. Reg. 36, effective January 1, 1995; amended at 19 Ill. Reg. 7858,
effective July 1, 1995; amended at 20 Ill. Reg. 7379, effective May 13, 1996; emergency
amendment at 22 1ll. Reg. 12082, effective July 1, 1998, for a maximum of 150 days; amended at
22 11l. Reg. 20036, effective November 6, 1998; emergency amendment at 24 Ill. Reg. 867,
effective January 1, 2000, for a maximum of 150 days; amended at 24 1ll. Reg. 7655, effective
May 9, 2000; amended at 26 Ill. Reg. 14979, effective October 8, 2002; emergency amendment
at 27 Ill. Reg. 10476, effective July 1, 2003, for a maximum of 150 days; amended at 27 Ill. Reg.
17061, effective October 23, 2003.

SUBPART A: GENERAL
Section 2800.100 Definitions
The following definitions shall apply to this Part:
"Board": The Governor's Travel Control Board
"Council™: The Travel Regulation Council

"Commuting Mileage": The actual round trip mileage between residence and

15



headquarters.
"Commuting Expense": The cost of one round trip between residence and
headquarters. Cost may include mileage, parking fees, tolls, etc. Mileage cost is
determined by multiplying the commuting mileage by the mileage reimbursement
rate defined in the Travel Regulation Council Rules (80 Ill. Adm. Code 3000).
(Source: Amended at 19 Ill. Reg. 36, effective January 1, 1995)
Section 2800.110 Application and Interpretation

a) Nothing in this Part shall be construed to conflict with or replace the Travel
Regulation Council rules (80 Ill. Adm. Code 3000).

b) This Part shall apply to all full and part time employees and all public members of
authorities, boards and commissions, whether salaried or unsalaried, not subject to
the jurisdiction of another travel control board.

C) This Part shall not apply to:

1) the Governor,

2) Independent contractors unless made applicable under the terms of a
contract between the independent contractor and a State agency.

SUBPART B: TRAVEL CONTROL SYSTEM
Section 2800.200 Travel Control System
Each agency shall develop a system to ensure internal compliance with this Part, provide for
prior authorization and control of travel sufficient to prevent obligation of funds exceeding
appropriation and allotment limitations and to hold travel to the minimum required for the
efficient and economical conduct of the State's business. Agency documentation must be
sufficiently detailed to support any decision or request made under this Part.
Section 2800.210 Travel Coordinator
Each Agency Head shall designate one or more Travel Coordinator(s) who shall operate the
Travel Control System for the agency and shall have those duties assigned by the Agency Head.

The name(s) of the Travel Coordinator(s) shall be reported to the Department of Central
Management Services.

Section 2800.230 Government Charge Cards

a) Agencies are encouraged to establish a Government Charge Card travel expense
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b)

d)

payment system in accordance with the agreement negotiated by the Governor's
Travel Control Board.

An employee who direct bills State travel expenses at least four (4) times per year
should be issued a Government Charge Card.

The Government Charge Card may only be used for business related travel
expenses, specifically transportation, lodging, meals, and other expenses
considered reimbursable under this Part or under the Rules of the Travel
Regulation Council (80 Ill. Adm. Code 3000, Subparts C, D, E and F).
Reimbursements to the employee for charges paid for with the Government
Charge Card may not exceed the amounts specified in the Reimbursement
Schedule (found in the rules of the Travel Regulation Council).

Agencies are responsible for monitoring the travel expense payment system to
ensure compliance with this Part and the rules of the Council and the terms of the
agreement. Misuse or abuse of the Government Charge Card may result in
disciplinary action.

(Source: Amended at 19 Ill. Reg. 36, effective January 1, 1995)

Section 2800.235 Expenses at Headquarters or Residence

a)

b)

As a condition of employment, employees expect to incur commuting expenses
between their residence and headquarters. These expenses are not reimbursable.
Expenses associated with State business in excess of commuting expenses are
reimbursable at headquarters and/or residence. An employee whose travel does
not include travel through headquarters shall be reimbursed for all mileage. An
employee whose travel does include travel through headquarters shall be
reimbursed for all mileage in excess of commuting mileage. All travel must be by
the most direct route.

"Travel through headquarters" is defined as:

Any travel to or through the corporate city limits of the employee's designated
headquarters, regardless of whether the employee made a stop at the work site or
changed vehicles or modes of transportation.

Examples of reimbursable mileage expenses are as follows:

1) Residence/Lincoln — Headquarters/Springfield. Employee drives from
residence in Lincoln to Chicago and returns to residence. Reimbursement
is for all mileage because the travel was not to or through headquarters.

2) Residence/Lincoln — Headquarters/Springfield. Employee drives from

residence in Lincoln to Collinsville and back to residence.
Reimbursement is for all mileage in excess of commuting mileage. The
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d)

travel, by the most direct route, was through headquarters.

3) Residence/Carbondale — Headquarters/Marion. Employee drives from
residence to headquarters. Later, employee drives from headquarters to
Anna and back to residence. Reimbursement is for all mileage in excess
of commuting mileage.

4) Residence/Evanston — Headquarters/JRTC, Chicago. Employee drives
from residence to McCormick Place for an event. After the event, the
employee drives to headquarters, then to residence. Reimbursement is for
all mileage in excess of commuting mileage because the travel was
through headquarters.

5) Residence/Chicago — Headquarters/JRTC, Chicago. Employee normally
commutes to work by train. However, in order to attend a meeting at
another location, the employee drives from residence to headquarters, then
to the meeting location, then returns to headquarters and back to residence.
Reimbursement is for all mileage in excess of commuting mileage. The
fact that the employee normally rides the train to work has no effect on
determining reimbursement.

Agencies are responsible for monitoring claims under this Section.

(Source: Added at 19 Ill. Reg. 36, effective January 1, 1995)

Section 2800.240 Preparation and Submission of Travel Vouchers

All claims for the reimbursement of travel expenses shall be submitted on authorized
reimbursement forms (Form C-10) and shall be itemized in accordance with this Part.

a)
b)

d)

The purpose of the travel shall be indicated on the travel vouchers.

When applicable, the travel voucher shall show in the space provided the dates
and times of travel, the points of departure and destination, the mode of
transportation, the cost of the transportation secured, lodging, meals per diem and
other expenses.

If meals or per diem are not claimed, times of arrival and departure are not
required.

When a privately owned vehicle is used, the travel voucher shall show, at
minimum, commuting mileage (if applicable), the dates, points of travel and
mileage. If the distance traveled between any given points is greater than the
usual route between these points shown on a road map, the reason for the greater
distance shall be explained and detailed separately.
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Travel vouchers shall be supported by receipts in all instances for railroad and
airplane transportation, lodging, taxis, and all other items in excess, individually,
of $10.00 except for meals.

The travel expense voucher shall be prepared in ink or typewritten. All copies of
the voucher shall be signed in ink by the individual who has incurred the expense
and his/her supervisor.

(Source: Amended at 19 Ill. Reg. 36, effective January 1, 1995)

Section 2800.250 Approval and Submission of Travel VVouchers

a)

b)

Each voucher shall be first approved by the individual's immediate supervisor,
who shall certify that the travel shown was required by official duties.

The voucher shall then be approved by the Agency Head or a designated
representative, who shall sign the original of the voucher. The original and one
copy of the travel voucher, together with the required receipts and attachments,
shall be forwarded to the Comptroller for issuance of the warrant for payment.

Section 2800.260 Items Directly Billed

a)

b)

Agency Heads shall keep billing of travel expenses directly to the State to the
least extent possible. The Government Charge Card system specified under
Section 2800.230 should be implemented to achieve this.

Employees may not be reimbursed for items billed directly to the State. Such
direct billed items shall be indicated on the travel voucher along with all
reimbursable items. All columns of travel vouchers are to be totaled and cross-
footed. The direct-billed total will then be deducted from the cross-footed total
with the balance being the amount to be reimbursed to the employee. In all such
cases supporting documentation shall also be attached if available. For
transportation expenses billed directly, a copy of the State of Illinois
Transportation Request form shall be attached to the invoice voucher (Form C-
13). For lodging expenses billed directly, room, tax, hotel parking and business
phone calls only shall be accepted. However, charges for business phone calls
must be noted as such on the invoice voucher (Form C-13). Charges for phone
service in a room which are automatically added to the bill by the hotel may also
be direct billed. Any charges in excess of the allowable lodging rate specified in
the Reimbursement Schedule (found in the rules of the Travel Regulation
Council) or for restaurants, room services, personal telephone calls and other
expenses shall be paid by the traveler upon check-out. Such expenses shall not be
deducted from the traveler's reimbursement in exchange for direct billing. Meal
and incidental expenses shall not be billed directly to the State. Such expenses
shall not be in excess of the maximums allowed.
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(Source: Amended at 19 Ill. Reg. 36, effective January 1, 1995)
Section 2800.270 Conference Registration Fees

An employee may be reimbursed from the travel line 1290 for conference registration fees of
$50.00 or less on Form C-10 (Travel Voucher). Conference registration fees billed directly to the
State are to be paid from Contractual Services. When conference fees include lodging and/or
meals and no detailed breakdown is given, the entire amount is to be charged to Contractual
Services.

SUBPART C: TRANSPORTATION EXPENSES
Section 2800.300 Incidental Expenses for Private and State Owned Automobiles

a) Reimbursement for the cost of automobile parking fees and bridge, road and
tunnel tolls shall be allowed. The fee for parking an automobile at a common
carrier terminal, or other parking area, while the traveler is away from
headquarters shall be allowed only to the extent that the fee, plus the allowable
mileage reimbursement to and from the terminal or other parking area, does not
exceed the estimated cost for use of a limousine or taxicab to and from the
terminal.

b) When the use of public transportation or common carrier is a reasonable
alternative, the mileage payment shall not exceed the cost of its use. A
reasonable alternative exists when the cost of travel, taking into account both
transportation time and per diem expenses would be less if public transportation
or common carrier were used.

C) Where the nature and location of the work at a temporary duty station are such
that suitable meals cannot be procured there, the expenses of daily travel required
to procure meals at the nearest available place shall be considered necessary
transportation. A statement of the necessity for such daily travel shall accompany
the travel voucher. Necessity may be shown by lack of refrigeration or cooking
facilities, or lack of restaurants at the site, or need to accommodate special dietary
restrictions.

d) Transportation between place of lodging and place of business at a temporary
duty station shall be allowed as a transportation expense.

SUBPART D: LODGING
Section 2800.400 Conference Lodging
Any employee attending a conference or seminar in the course of State business which is

sponsored by an organization other than the State of Illinois may stay in the lowest priced room
available at or near the hotel or motel in which the conference or seminar is located or in
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accommodations arranged by conference/seminar organizations, and shall be reimbursed for
actual lodging expenses in excess of those allowed by the Reimbursement Schedule. The
traveler must assert in writing that accommodations were the lowest priced available at or near
the conference/seminar site or that the accommodations were arranged by the
conference/seminar organizers. This provision does not apply to conference/seminars of or for
State officers or employees sponsored by one or more State agencies.

Section 2800.410 Employee Owned or Controlled Housing

State employees on travel status may stay in employee owned or controlled (rented, leased, etc.)
property including motor homes and shall be reimbursed, upon request, for the cost of lodging
not to exceed 75% of the applicable lodging rate per day. Lodging reimbursement shall not
exceed the mortgage, installment or rental payment made by the employee. The monthly
mortgage, installment or rental payment may not exceed $960.00 in the city of Chicago, $700.00
in suburban Cook County, Lake, McHenry, Kane, Will and Dupage County, and $550.00 in the
96 downstate counties. The total reimbursement for the fiscal year shall not exceed the
mortgage, installment or rental total of that fiscal year. Exceptions to the monthly mortgage,
installment or rental payment allowed may be granted by the Board upon written request from
the Agency Head. Once that amount is reached, further lodging reimbursement shall not be
given for travel to the city or work site containing the employee owned or controlled housing.
Each agency shall monitor expenses to ensure compliance with this Part and shall report to the
Board when the maximum reimbursement is reached. Agencies shall report quarterly to the
Board fiscal year to date expenses of employees receiving reimbursement under this provision.
Prior to receiving reimbursement a statement giving the address of the property, mortgage,
installment or rental payment and distance from the work site must be filed with the Board. This
option is not available if other costs such as mileage would make this a more expensive
alternative.

(Source: Amended at 16 1ll. Reg. 13823, effective September 1, 1992)
SUBPART E: PER DIEM MEALS
Section 2800.500 Conference Meals

a) If a conference fee includes a meal, the meal or per diem allowance shall be
reduced by the actual value of the meal or the amount of the applicable meal
allowance shown in the Reimbursement Schedule, whichever is less.

b) When an employee must purchase a meal at a conference as an expense separate
from the conference fee and the amount is in excess of the meal allowance shown
in the Reimbursement Schedule, the employee may request an exception to this
Part, seeking reimbursement for the actual cost in accordance with the applicable
Section in Subpart G. However, if the exception is granted, the employee's meal
or per diem allowance shall be reduced by the applicable meal allowance shown
in the Reimbursement Schedule.
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SUBPART F: MISCELLANEOUS RULES
Section 2800.600 Lack of Receipts

If receipts required pursuant to subsection 2800.240(e) are not available, a typed statement
signed by the traveler certifying the amounts paid will be accepted.

(Source: Amended at 19 Ill. Reg. 36, effective January 1, 1995)
Section 2800.650 Headquarter Designation for Agency Heads

All Agency Heads shall be headquartered at the location where official duties require the largest
part of their working time. Exceptions to this rule may be granted by the Board upon written
request from the Agency Head. Factors the Board will consider in deciding if an exception
should be granted include cost, frequency of travel and the ability to determine a single location
at which the largest part of working time is spent.

(Source: Added at 16 Ill. Reg. 4831, effective March 12, 1992)
SUBPART G: EXCEPTIONS TO THE RULES
Section 2800.700 Special Exceptions - Requested In Advance

a) Exceptions to the operation of specific provisions of this Part may be granted in
advance by the Chairman of the Governor's Travel Control Board when necessary
to meet special or unavoidable circumstances and when in the best interest of the
State. Exceptions are to be requested in writing by the Agency Head and
submitted sufficiently in advance to allow meaningful consideration. These
exceptions are granted to specific individuals or specified groups of individuals in
a single agency.

b) Travel outside the contiguous United States requires the approval of the Chairman
of the Governor's Travel Control Board prior to such travel. All requests shall be
submitted at least 30 days in advance of the departure date. Requests shall be in
writing with approval/disapproval based on necessity. To show necessity, the
Agency Head must describe how the travel relates to a function of the agency,
must state why the particular individuals were selected, must verify that the least
costly reasonable means of travel was selected and must personally sign the
request. Unless the travel is patently nonessential or clearly excessive as to cost,
approval will be given.

(Source: Amended at 20 Ill. Reg. 7379, effective May 13, 1996)
Section 2800.710 Ex Post Facto Exceptions

a) Exceptions to the operation of specific provisions of this Part may be granted after
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the fact by the Chairman of the Governor's Travel Control Board when necessary
to meet special or unavoidable circumstances and when in the best interests of the
State. Exceptions are to be requested in writing by the Agency Head. The
affected employee may request an exception if the Agency Head will not do so.
The request must state in detail the nature of the request, the reasons for non-
compliance, and why the request should be granted.

b) In all cases of requests for approval for payment of hotel rates which exceed the
maximum rates permitted, a diligent effort must have been made to obtain lodging
in a hotel honoring the State rate. A reasonable number of hotels must be
contacted. Contacting three or four additional hotels in an urban area will be
considered reasonable. This is not required in the case of an individual who
attends a conference and stays at or near the hotel where the conference is held as
provided for in Section 2800.440.

(Source: Amended at 20 Ill. Reg. 7379, effective May 13, 1996)
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Section 2800.APPENDIX A Reimbursement Schedule

The following rates are effective for Agencies under the jurisdiction of the Board.

Type of Reimbursement Rate

Mileage $0.56/mile (effective January 1, 2014)

Auto See Section 3000.300(f)(2) of the Travel
Regulation Council Rules (80 Ill. Adm. Code
3000.300(f)(2))

Plane $0.40/mile

Per Diem/Meals

Within the State of Illinois

Breakfast $ 5.50
Lunch $ 5.50
Dinner $17.00
Per Diem — Quarter $ 7.00
Per Diem — Day $28.00
Outside the State of Illinois
Breakfast $ 6.50
Lunch $ 6.50
Dinner $19.00
Per Diem — Quarter $ 8.00
Per Diem — Day $32.00
Lodging
Chicago Metro $130.00 *
County of Cook See Section 3000.400(b) of the Travel
Regulation Council Rules (80 Ill. Adm. Code
3000.400(b))
Counties of DuPage, Kane, Lake, $80.00

McHenry, and Will

Downstate Illinois

Counties of Champaign, Kankakee, $70.00
LaSalle, McLean, Macon, Madison,

Peoria, Rock Island, St. Clair,

Sangamon, Tazewell and Winnebago

24



All other Downstate Counties $60.00

District of Columbia

(includes the cities of Alexandria, Falls  See Section 3000.400(b) of the Travel
Church, and Fairfax, and the counties of Regulation Council Rules (80 Ill. Adm. Code
Arlington, Loudoun, and Fairfax in 3000.400(b))

Virginia; and the counties of

Montgomery and Prince George's in

Maryland)

New York City (includes the boroughs  $110.00

of the Bronx, Brooklyn, Manhattan,

Queens, and Staten Island; Nassau and

Suffolk Counties)

All other out-of-state locations $90.00

Out-of-Country Actual Reasonable

(Source: Amended at 27 1ll. Reg. 17061, effective October 23, 2003)
* The maximum reimbursement rate in Cook County and in the District of Columbia is equal to the rate
established by the federal government. However, hotels in Cook County (on the Preferred Hotel Listing)

have agreed to offer state employees rates of $130.00 or less for Fiscal Year 2014. Employees should
always attempt to obtain a room at or below $130.00 at hotels in Cook County.
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TRAVEL SAFETY

Hotel Safety
Most hotels have taken numerous steps and implemented proven security

programs to ensure your safety. However, it is important to remember that your
security and safety while traveling are primarily your responsibility, not that of the
hotel. The following guidelines will help ensure a safe, successful, and enjoyable
visit.

e Request a room that is not on the ground floor or accessible from the
ground.

e Be aware of your baggage when you check in and out. Leaving it out of
your eyesight is not a good idea.

e Use the hotel safety deposit box for your valuables. For a fee, some
hotels now offer in-room safes. Use caution and common sense if you
must leave needed valuables (e.g., lap-top computers, wallet/purse,
cameras, etc.) in an unattended room.

e Do not reveal or display room numbers around unfamiliar people. Do not
leave your room key on a restaurant table, near the pool, or around any
other public area. Do not give your room key to anyone at the hotel until
you check-out.

e Close the door whenever you are in your room and use all of the locking
devices provided. If you wish, you may want to carry a rubber doorstop
and place it under the door of your room for added security.

e Never leave your door open, even if sitting in your room or leaving for a
short period of time.

e Check to see if sliding glass doors, windows, and connecting room doors
are locked.

e Always lock your vehicle while parked at the hotel and do not leave
valuables visibly exposed.

¢ Do not invite strangers to your room.

e Do not answer the door in a hotel or motel room without verifying who it is.
If a person claims to be an employee, call the front desk and ask if
someone from the hotel staff is supposed to have access to your room
and for what purpose.
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Do not draw attention to yourself by displaying large amounts of cash,
jewelry, or other valuables.

When checking in or returning to your hotel late at night, use the main
entrance. Be observant and look around before entering into large
parking lots. If you wish, you may ask the hotel for an escort to your room.
Use caution when leaving valuables in an unattended meeting room
during breaks, meals, etc.

Be aware of hotels that do not ask for identification when you ask for a
new key after misplacing yours, leaving it in your room, etc. If they do not
ask you for ID, they may not ask someone else either.

Do not place the "Please Clean This Room" sign on your room door. It is
a clear sign that the room is empty.

If you observe any suspicious activity, report it at once to the hotel
management.
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Driving Safety

Whether driving your own vehicle, a state-owned vehicle, or a rental car, it is
important to practice safe driving habits. In addition, you should use the following
driving safety tips while traveling.

e Always park in well lighted areas. Before exiting your car, check for
suspicious persons in the area and always lock the doors. Also, backing
into a parking space makes for a quicker, easier exit.

e Always have your keys in your hand when approaching your vehicle.
Look underneath the car while walking toward it. Before entering, check
both the front and rear seats for intruders.

e« Keep doors locked and windows closed (if possible) while driving.

« Do not stop at an isolated place for any reason.

e Plan your trip in advance. If you become lost, do not broadcast it. Be
very discreet and careful when asking for directions.

e« When traveling to unfamiliar locations you should: 1) be sure to leave a
complete and detailed itinerary with your office and/or family. If possible,
call to announce safe arrival at each destination. 2) Carry maps with
routes clearly marked. 3) Travel only on main roads and during daylight
hours as much as possible.

« If someone "bumps" you from behind (when stopped at a light, for
example), do not get out of the car if you are at all suspicious. Motion to
the other driver to follow you to a police station. This is also a good
procedure to follow if someone you do not know seems to be following
you in a strange city.

«  When renting a vehicle, ask for one with nothing on it to identify it as a
rental vehicle (i.e., special license plates, company stickers, etc.).
Obvious rental cars will usually identify the individual as an out-of-town
traveler.

« When at a rental car counter, write all of your information down so the
rental agent does not ask for it aloud (i.e., name, phone number,
address, hotel, etc.).
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Lodging Guidelines

The travel rules require that the lowest available lodging rate be obtained when traveling
on official state business (see Section 3000.410 of the travel rules). To avoid problems
when making reservations, checking-in, checking-out, completing travel vouchers,
paying hotel bills, etc., employees should use the following guidelines:

e Hotels listed in the Fiscal Year 2014 Preferred Hotel Listing must always be
contacted first when seeking overnight accommodations. In general, lodging is only
allowed at hotels which do not appear on the Preferred Hotel Listing if:

1) The rate offered is lower than the rates of preferred hotels in the
area, or

2) There are no preferred hotels in the area in which lodging is
required, or

3) The traveler is staying at a hotel while attending a non-state
sponsored conference (see Section 2800.400 of the travel rules), or

4) A newly-opened hotel in the area has agreed to offer a rate which is
the same or lower than that of preferred hotels in the area.

e Policies regarding lodging rate exceptions can be found in this guide. Contact your
agency Travel Coordinator for applicable procedures in your agency.

e Many hotels in the Preferred Hotel Listing offer state rates based on room
availability. Hotels are not obligated to always offer the “state” rate.

e Reservations should be made as far in advance as possible. Guarantee
reservations when necessary. Always ask the hotel about its cancellation policy. In
busier times, cancellation policies will sometimes require the traveler to cancel 72
hours in advance or be charged for the room. If you must cancel a reservation, do
so before the deadline. If you make a reservation for several nights in succession,
ask the hotel about their early check-out policy. Some hotels charge an early check-
out fee if a guest checks out prior to their scheduled departure date.

« Always show proper identification to prove state employment when checking-in.
Hotels will normally accept a state-issued ID card as sufficient identification.

« Confirm that the "state" rate will be received. This should be done when making the
reservation, when checking-in and when checking-out. Remember, the "state" rate
may be different than the "government" rate. The "government" rate, in many cases,
applies to federal government travel. Make certain the "state" rate quoted is within
the maximum allowed by the rules contained in this document. If working with a
preferred hotel, use this guide to verify the hotel is quoting the state's negotiated
rate.
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Carefully review the bill upon check-out to ensure that the room charge reflects the
appropriate rate and that no unauthorized charges have been added. For example,
some hotels will automatically add a security charge or phone usage charge to your

bill. If these services are not used, the charges should be removed before checking-
out.

If direct billing, be sure all personal or incidental charges are paid when checking-out
(i.e., pay movies, personal phone calls, etc.).

Be sure to obtain a copy of the hotel bill to attach to the travel voucher.
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Preferred Hotel Listing

The Governor's Travel Control Board has negotiated discounted lodging rates with a
total of 271 hotels. The Preferred Hotel Listing has been separated into four primary
categories:

NUMBER OF

AREA HOTELS
Chicago Metro

City of Chicago 36

Suburban Cook County, counties of 108

DuPage, Kane, Lake, McHenry and Will
Chicago Area Airports

Midway 2

O’Hare 9
Downstate lllinois

City of Springfield 21

All other downstate IL areas 95

Hotel Services and Amenities
To assist travelers in selecting a hotel to fit their specific needs, a list of services has
been included for each hotel.

Payment Methods

Employees are strongly encouraged to use the government charge card to pay for
lodging expenses. Many hotels do not accept direct billing. Direct billing is solely at the
discretion of the hotel. If direct billing is required, employees should inquire when
making reservations.

Tax Rates

Rates listed do not include applicable taxes. To assist agencies and employees in
budgeting their lodging expenditures, current tax rates are included for each city listed.
These rates are subject to change.

Parking
Parking charges listed reflect the rates provided by the hotel to the Governor’s Travel

Control Board at the time the agreement was signed. These rates are subject to
change.

Neqgotiated Rates
The negotiated rates shown are valid July 1, 2013 - June 30, 2014.
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Internet Addresses

Internet addresses, either for the hotel specifically or for the chain it represents, have
been included for each property. Employees are encouraged to use these links to
obtain additional information about the hotel and to make reservations when the
negotiated state rate, or a better rate, is available through the on-line process. Note:
Although these links are provided to assist travelers in making reservations, employees
must adhere to their agency policy regarding Internet usage.

Remember, hotels appearing on the Preferred Hotel Listing must always be
contacted first when seeking overnight accommodations.
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Fiscal Year 2014 Preferred Hotel Listing

Rates: Standard $70.00

Baymont Inn Alsip

(708) 597-3900
12801 South Cicero Avenue

(877) BAYMONT

Alsip, IL 60803 (708) 597-3979  (FAX)

Nearest Airport: ~ Midway - 12 Miles Amtrak:  Blue Island - 7 Miles Restaurant: ~ Nearby
Courtesy Trans: Local Area Breakfast: Continental Meeting Cap.: 30/20
Fitness: Yes Pool: None Parking: Free
Website:  www.baymontinns.com Internet:  Complimentary No. of Rooms: 100

Rates: Standard $119.00

DoubleTree Hotel Chicago Alsip
5000 West 127th Street

(708) 371-7300

(800) 222TREE
Alsip, IL 60803 (708) 371-9949  (FAX)
Nearest Airport: ~ Midway - 9 Miles Amtrak: 10 Miles Restaurant:  On Site
Courtesy Trans:  Local Area Breakfast: None Meeting Cap.: 800/400
Fitness: Yes Pool: Indoor Parking: Free
Website:  www.doubletree.hilton.com Internet:  Complimentary No. of Rooms: 193

Rates: Standard $80.00

Holiday Inn Express

2120 South Arlington Heights Road
Arlington Heights, IL 60005

(847) 593-9400
(800) 315-2621
(847) 593-3632  (FAX)

Nearest Airport: ~ O'Hare - 3 Miles Amtrak: 18 Miles Restaurant:  Nearby
Courtesy Trans: 5 Mile Radius/Airport Breakfast: Full Meeting Cap.: 50
Fitness: Yes Pool: None Parking: Free
Website:  www.holidayinnexpress.com Internet:  Complimentary No. of Rooms: 125

Jameson Suites Rates: Standard $59.99

2111 South Arlington Heights Road
Arlington Heights, IL 60005
Nearest Airport:  O'Hare - 8 Miles

(847) 956-1400

(847) 956-0804  (FAX)

Amtrak: 3 Miles Restaurant: Adjacent
Courtesy Trans: 5 Mile Radius Breakfast: Buffet Meeting Cap.: 45/30
Fitness: Yes Pool: None Parking: Free

Website:  www.jamesoninns.com Internet:  Complimentary No. of Rooms: 114

LaQuinta Inn Chicago Arlington Heights Rates: Standard $69.00

14 Dundee Road
Arlington Heights, IL 60004
Nearest Airport:  O'Hare - 17 Miles

Courtesy Trans: N/A

(847) 253-8777

(800) 531-5900

(847) 818-9167 (FAX)
Amtrak: 4 Miles

Breakfast: Continental

Restaurant: Nearby
Meeting Cap.: 50

Fitness: Yes Pool: Outdoor Parking: Free
Website:  www.lg.com Internet:  Complimentary No. of Rooms: 121




Red Roof Inn

22 West Algonquin Road
Arlington Heights, IL 60005

(847) 228-6650
(800) REDROOF
(847) 228-6709

(FAX)

Nearest Airport:  O'Hare - 9 Miles
Courtesy Trans: N/A

Fitness: No

Website: www.redroof.com

Amtrak:
Breakfast:
Pool:
Internet:

N/A
None
None

Complimentary

Rates: Standard $51.99

Restaurant:
Meeting Cap.:
Parking:

No. of Rooms:

Nearby
N/A
Free
136

Wingate by Wyndham

Rates: Standard

$99.00

2112 South Arlington Heights Road
Arlington Heights, IL 60005

(847) 434-0300
(800) 228-1000
(847) 434-0419

(FAX)

Nearest Airport:  O'Hare - 6 Miles
Courtesy Trans: O'Hare

Fitness: Yes

Website: www.wingateohare.com

Amtrak:
Breakfast:
Pool:
Internet:

N/A
Continental
None

Complimentary

Restaurant:
Meeting Cap.:
Parking:

No. of Rooms:

Nearby
54/36
Free
80

Comfort Suites

Rates: Standard

$80.00

111 North Broadway
Aurora, IL 60505

(630) 896-2800
(866) 896-2888
(630) 896-2887

(FAX)

Nearest Airport:  Midway - 34 Miles
Courtesy Trans: N/A

Fitness: Yes

Website: www.comfortsuitesaurora.com

Amtrak:
Breakfast:
Pool:
Internet:

5 Miles
Full
Indoor

Complimentary

Restaurant:
Meeting Cap.:
Parking:

No. of Rooms:

Adjacent
60/30
Free

82

La Quinta Inn Bolingbrook

Rates: Standard

$74.00

225 West South Frontage Road
Bolingbrook, IL 60440

(630) 226-0000
(800) 531-5900
(630) 226-1111

(FAX)

Nearest Airport:
Courtesy Trans:
Fitness:

Midway - 18 Miles
N/A
Yes

Website: www.lg.com

Amtrak:
Breakfast:
Pool:

Internet:

N/A
Continental
Indoor

Complimentary

Restaurant:
Meeting Cap.:
Parking:

No. of Rooms:

Nearby
35
Free
99

Extended Stay America Chicago - Buffalo Grove

1525 Busch Parkway
Buffalo Grove, IL 60089
Nearest Airport:  O'Hare - 20 Miles

Courtesy Trans: N/A
Fitness: No

Website: www.extendedstayamerica.com

(847) 215-0641
(800) 398-7829
(847) 215-0642

Amtrak: Glenview - 10 Miles

(FAX)

Breakfast: Continental

Pool: None

Internet:  Complimentary

Rates: Standard $80.00

Restaurant:
Meeting Cap.:
Parking:

No. of Rooms:

Adjacent
N/A
Free
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Chicago Marriott Southwest at Burr Ridge

1200 Burr Ridge Parkway

Burr Ridge, IL 60527

Nearest Airport:  Midway - 13 Miles
Courtesy Trans: Midway

Fitness: Yes

Website: www.marriott.com/chisw

(630) 986-4100

(888) 236-2427

(630) 986-4299  (FAX)
Amtrak: LaGrange - 5 Miles
Breakfast: None

Pool: Indoor

Internet:  13.50/Day

Rates: Standard $130.00

Restaurant:
Meeting Cap.:
Parking:

No. of Rooms:

On Site
900/450
Free
184

Extended Stay America Chicago Burr Ridge

15 West 122nd South Frontage Road
Burr Ridge, IL 60527
Nearest Airport:  Midway - 20 Miles

Courtesy Trans: N/A
Fitness: No

Website: www.extendedstayamerica.com

(630) 323-6630

(800) EXTSTAY

(630) 323-4337  (FAX)
Amtrak: Hinsdale - 10 Miles

Breakfast: Continental
Pool: None

Internet:  Complimentary

Rates: Standard $64.99

Restaurant:
Meeting Cap.:
Parking:

No. of Rooms:

Nearby
N/A
Free
119

Quality Inn & Conference Center
300 South Frontage Road
Burr Ridge, IL 60527
Nearest Airport:  Midway - 12 Miles
Courtesy Trans: 7 Mile Radius
Fitness: Yes

Website: www.choicehotels.com/hotel/il379

(630) 325-2900

(800) 424-6423

(630) 325-8907  (FAX)
Amtrak: Hinsdale - 4 Miles

Breakfast: Buffet
Pool: Indoor

Internet:  Complimentary

Rates: Standard $80.00

Restaurant:
Meeting Cap.:
Parking:

No. of Rooms:

On Site
400/200
Free
120

Spring Hill Suites by Marriott
15 West 90 North Frontage Road
Burr Ridge, IL 60521
Nearest Airport:  Midway - 10 Miles
Courtesy Trans: 1 Mile Radius
Fitness: Yes

Website: www.marriott.com/CHIBU

(630) 323-7530

(800) MARRIOTT

(630) 323-7605  (FAX)
Amtrak: N/A
Breakfast: Continental
Pool: Indoor

Internet:  Complimentary

Rates: Standard $79.00

Restaurant:
Meeting Cap.:
Parking:

No. of Rooms:

Nearby
50
Free
128

Hampton Inn - Carol Stream - Wheaton

205 West North Avenue
Carol Stream, IL 60188
Nearest Airport:  O'Hare - 15 Miles

Courtesy Trans: N/A
Fitness: Yes
Website:

www.chicagocarolstream.hamptoninn.com

(630) 681-9200

(800) HAMPTON

(630) 415-0660  (FAX)
Amtrak: Wheaton - 4 Miles

Breakfast: Full
Pool: Indoor

Internet:  Complimentary

Rates: Standard $80.00

Restaurant:
Meeting Cap.:
Parking:

No. of Rooms:

Nearby
90/70
Free
116
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Cook County Tax Rate: 16.4% Chicago
ACME Hotel Company Chicago Rates: Standard $130.00
(312) 894-0800
15 East Ohio Avenue (888) 889-0080
Chicago, IL 60611 _ (312) 894-0999  (FAX)
Nearest Airport: ~ Midway - 15 Miles Amtrak:  Union Station - .5 Miles Restaurant:  Adjacent
Courtesy Trans:  N/A Breakfast: Continental Meeting Cap.: 40
Fitness: Yes Pool: None Parking: 35.00/Day
Website:  www.acmehotelcompany.com Internet:  Complimentary No. of Rooms: 130
Allerton Hotel Rates: Standard $130.00
(312) 440-1500
701 North Michigan Avenue (877) 701-8111
Chicago, IL 60611 _ (312) 440-1819  (FAX)
Nearest Airport: ~ Midway - 12 Miles Amtrak:  Union Station - 2 Miles Restaurant:  On Site
Courtesy Trans:  N/A Breakfast: None Meeting Cap.: 250/160
Fitness: Yes Pool: None Parking: 50.00/Day
Website:  www.theallertonhotel.com Internet:  Complimentary No. of Rooms: 443
Amalfi Hotel Chicago Rates: Standard $130.00
(312) 395-9000
20 West Kinzie Street (877) 262-5341
Chicago, IL 60610 _ (312) 345-9001  (FAX)
Nearest Airport: ~ Midway - 12 Miles Amtrak:  Union Station - 2 Miles Restaurant:  Adjacent
Courtesy Trans:  N/A Breakfast: Continental Meeting Cap.: 66/36
Fitness: Yes Pool: None Parking: 49.00/Day
Website: www.amalfihotelchicago.com Internet: Complimentary No. of Rooms: 215
Avenue Crowne Plaza Chicago Downtown Rates: Standard $130.00
(312) 787-2900
160 East Huron (800) AVE5110
Chicago, IL 60611 . (312) 787-6093  (FAX)
Nearest Airport: ~ O'Hare - 17 Miles Amtrak:  Union Station - 2 Miles Restaurant:  On Site
Courtesy Trans:  N/A Breakfast: None Meeting Cap.: 200/120
Fitness: Yes Pool: Outdoor Parking: 50.00/Day
Website: www.avenuehotelchicago.com Internet: 9.95/Day No. of Rooms: 350
Chicago South Loop Hotel Rates: Standard $130.00
(312) 225-7000
11 West 26th Street
Chicago, IL 60616 . (312) 225-2396  (FAX)
Nearest Airport: ~ Midway - 9 Miles Amtrak:  Union Station - .5 Miles Restaurant:  On Site
Courtesy Trans: 5 Block Radius Breakfast: None Meeting Cap.: 200/100
Fitness: Yes Pool: None Parking: Free
Website: www.chicagosouthloophotel.com Internet:  Complimentary No. of Rooms: 232
Congress Plaza Hotel & Convention Center Rates: Standard $130.00
(312) 427-3800
520 South Michigan Avenue (800) 635-1666
Chicago, IL 60605 _ (312) 427-7264  (FAX)
Nearest Airport: ~ Midway - 11 Miles Amtrak:  Union Station - 1 Mile Restaurant:  On Site
Courtesy Trans:  N/A Breakfast: None Meeting Cap.: 750/325
Fitness: Yes Pool: None Parking: 39.00/Day
Website: www.congressplazahotel.com Internet:  7.95/Day No. of Rooms: 871
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Crowne Plaza Chicago Metro Rates: Standard  $130.00
(312) 829-5000
733 West Madison (800) 227-6963
Chicago, IL 60661 _ (312) 602-2199  (FAX)
Nearest Airport: ~ Midway - 13 Miles Amtrak:  Union Station - .5 Miles ~ Restaurant: ~ On Site
Courtesy Trans: 1 Mile Radius Breakfast: None Meeting Cap.: 400/250
Fitness: Yes Pool: None Parking: 36.00/Day
Website:  www.thechicagometro.com Internet:  Complimentary No. of Rooms: 398
Essex Inn Rates: Standard $130.00
(312) 939-2800
800 South Michigan Avenue (800) 621-6909
Chicago, IL 60605 _ (312) 939-1605  (FAX)
Nearest Airport:  Midway - 10 Miles Amtrak:  Union Station - 1 Mile Restaurant:  On Site
Courtesy Trans:  Local Area Breakfast: None Meeting Cap.: 125/50
Fitness: Yes Pool: Indoor/Outdoor Parking: 41.00/Day
Website:  www.essexinn.com Internet:  Complimentary No. of Rooms: 254
Fairfield Inn and Suites by Marriott Rates: Standard  $130.00
(312) 787-3777
216 East Ontario Street (800) 228-2800
Chicago, IL 60611 _ (312) 787-8714  (FAX)
Nearest Airport: ~ Midway - 12 Miles Amtrak:  Union Station - 1 Mile Restaurant:  Nearby
Courtesy Trans:  None Breakfast: Buffet Meeting Cap.: 12
Fitness: Yes Pool: None Parking: 42.00/Day
Website: www.fairfieldsuiteschicago.com Internet:  Complimentary No. of Rooms: 185
Hampton Inn & Suites Rates: Standard $130.00
(312) 832-0330
33 West lllinois (800) HAMPTON
Chicago, I_L 60610 _ _ (312) 832-0333  (FAX)
Nearest Airport: ~ Midway - 12 Miles Amtrak:  Union Station - 1.5 Miles ~ Restaurant:  On Site
Courtesy Trans:  N/A Breakfast: Full Meeting Cap.: 110/72
Fitness: Yes Pool: Indoor Parking: 42.00/Day
Website:  www.hamptonsuiteschicago.com Internet:  Complimentary No. of Rooms: 230
Hampton Majestic Rates: Standard $130.00
(312) 332-5052
22 West Monroe (800) HAMPTON
Chicago, IL 60603 _ (312) 332-5051  (FAX)
Nearest Airport: ~ Midway - 11 Miles Amtrak:  Union Station - 1 Mile Restaurant:  On Site
Courtesy Trans:  N/A Breakfast: Full Meeting Cap.: N/A
Fitness: Yes Pool: None Parking: 42.00/Day
Website: www.hamptonmajestic.com Internet:  Complimentary No. of Rooms: 135
Hard Rock Hotel Chicago Rates: Standard $130.00
(312) 345-1000
230 North Michigan Avenue
Chicago, IL 60601 _ (312) 345-1012  (FAX)
Nearest Airport:  Midway - 16 Miles Amtrak:  Union Station - 1 Mile Restaurant:  On Site
Courtesy Trans:  N/A Breakfast: None Meeting Cap.: 300/198
Fitness: Yes Pool: None Parking: 50.00/Day
Website: www.hardrockhotelchicago.com Internet:  Complimentary No. of Rooms: 381
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Holiday Inn Chicago Mart Plaza

350 North Orleans
Chicago, IL 60654
Nearest Airport:  Midway - 12 Miles

Courtesy Trans: N/A
Fitness: Yes

Website: www.martplaza.com

(312) 836-5000

(800) HOLIDAY

(312) 222-9508 (FAX)

Amtrak: Union Station - 1 Mile

Breakfast: None
Pool: Indoor

Internet:  Complimentary

Rates: Standard $130.00

Restaurant:
Meeting Cap.:
Parking:

No. of Rooms:

On Site
900/450
42.00/Day
521

Holiday Inn Hotel & Suites

506 West Harrison Street
Chicago, IL 60607
Nearest Airport:  Midway - 10 Miles

Courtesy Trans: N/A
Fitness: Yes

Website: www.hidowntown.com

(312) 957-9100

(800) HOLIDAY

(312) 957-0474  (FAX)

Amtrak: Union Station - 0.5 Miles

Breakfast: None
Pool: Outdoor

Internet:  Complimentary

Rates: Standard $130.00

Restaurant:
Meeting Cap.:
Parking:

No. of Rooms:

On Site
200/100
20.00/Day
145

Homewood Suites by Hilton Chicago Downtown

40 East Grand Street
Chicago, IL 60611
Nearest Airport:  Midway - 12 Miles

Courtesy Trans: N/A
Fitness: Yes

Website: www.homewoodsuiteschicago.com

(312) 644-2222

(800) CALLHOME

(312) 644-7777 (FAX)

Amtrak: Union Station - 2 Miles

Breakfast: Full
Pool: Indoor
Internet:  Complimentary

Rates: Standard $130.00

Restaurant:
Meeting Cap.:
Parking:

No. of Rooms:

Adjacent
80/45
42.00/Day
233

Hotel Allegro

171 West Randolph
Chicago, IL 60601
Nearest Airport:  Midway - 11 Miles

Courtesy Trans: N/A
Fitness: Yes

Website: www.kimptonhotels.com

(312) 236-0123

(800) 643-1500

(312) 236-0917  (FAX)

Amtrak: Union Station - 1 Mile

Breakfast: None
Pool: None

Internet:  Complimentary

Rates: Standard $130.00

Restaurant:
Meeting Cap.:
Parking:

No. of Rooms:

On Site
400/150
49.00/Day
483

Hotel Burnham Chicago

1 West Washington
Chicago, IL 60602

(312) 782-1111
(800) KIMPTON
(866) 846-5682  (FAX)

Rates: Standard $130.00

Nearest Airport: ~ O'Hare - 15 Miles Amtrak:  Union Station - 8 Blocks ~ Restaurant:  On Site
Courtesy Trans:  N/A Breakfast: None Meeting Cap.: 500
Fitness: Yes Pool: None Parking: 49.00/Day
Website:  www.burnhamhotel.com Internet:  Complimentary No. of Rooms: 261

Hotel Indigo Rates: Standard $130.00

1244 North Dearborn Parkway
Chicago, IL 60610
Nearest Airport:  Midway - 15 Miles

Courtesy Trans: N/A
Fitness: Yes

Website: www.hotelindigo.com/chicago

(312) 787-4980

(800) 245-1258

(312) 787-4069  (FAX)

Amtrak: Union Station - 2 Miles

Breakfast: None
Pool: None

Internet:  Complimentary

Restaurant:
Meeting Cap.:
Parking:

No. of Rooms:

On Site
50
39.00/Day
165
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Hotel Monaco Chicago

225 North Wabash
Chicago, IL 60601

(312) 960-8500
(866) KIMPTON
(866) 846-5682  (FAX)

Rates: Standard

$130.00

Nearest Airport:  O'Hare - 15 Miles Amtrak:  Union Station - 8 Blocks  Restaurant:  On Site
Courtesy Trans:  N/A Breakfast: None Meeting Cap.: 500
Fitness: Yes Pool: None Parking: 49.00/Day
Website: ~ www.monaco-chicago.com Internet:  Complimentary No. of Rooms: 261
Hotel Palomar Chicago Rates: Standard $130.00
(312) 755-9703
605 North State Street (800) KIMPTON
Chicago, I.L 60654 _ (866) 846-5682  (FAX)
Nearest Airport:  O'Hare - 15 Miles Amtrak:  Union Station - 8 Blocks  Restaurant:  On Site
Courtesy Trans:  N/A Breakfast: None Meeting Cap.: 500
Fitness: Yes Pool: Indoor Parking: 49.00/Day
Website: www.hotelpalomar-chicago.com Internet:  Complimentary No. of Rooms: 261
Hyatt Regency Rates: Standard $130.00
(312) 565-1234
151 East Wacker Drive (800) 233-1234
Chicago, IL 60601 _ (312) 565-2966  (FAX)
Nearest Airport:  Midway - 12 Miles Amtrak:  Union Station - 2 Miles Restaurant:  On Site
Courtesy Trans: N/A Breakfast: None Meeting Cap.: 3,000/1,500
Fitness: Yes Pool: None Parking: 52.00/Day
Website:  www.chicago.hyatt.com Internet:  12.95/Day No. of Rooms: 2019
Hyatt Regency McCormick Place Rates: Standard ~ $130.00
(312) 567-1234
2233 South Martin Luther King Drive (800) 233-1234
Chicago, I_L 60616 _ _ (312) 528-4000  (FAX)
Nearest Airport: ~ M