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      responsible for any other expenses in-route to and from destination which is inclusive of meals and 
lodging. If a traveler, at the request of the department, is asked to take his/her personally owned 
vehicle out-of-state for a purpose that will benefit the agency, then the department head may on a 
case-by-case basis determine to pay a traveler for all / part of in-route travel expenses. File should be 
justified accordingly. 

         h.   When a traveler is required to regularly use his/her personally owned vehicle for 
agency activities, the agency head may request authorization from the Commissioner of 
Administration for a lump sum allowance for transportation or reimbursement for transportation 
(mileage).  Request for lump sum allowance must be accompanied by a detailed account of routine 
travel listing exact  mileage for each such route and justification why a rental vehicle is not feasible. 
 Miscellaneous travel must be justified by at least a three-month travel history to include a complete 
mileage log for all travel incurred, showing all points traveled to or from and the exact mileage.  
Request for lump sum allowance shall be granted for periods not to exceed one fiscal year. 

         i. The traveler shall be  required  to  pay all operating expenses for his/her  
  personal vehicle including fuel, repairs, and insurance. 

 3.  Rented Motor Vehicles  (Receipts Required) 
Any rental vehicle not covered in the State Motor Pool Rental and State of Louisiana Out-of-State  
Contracts should be bid in accordance with proper purchasing rules and regulations. 
 a.  In-State Vehicle Rental. The State has contracted  rentals based out of Louisiana through  
Enterprise Rent-A-Car’s State Motor Pool Rental Contract, State Corporate ID number NA1403 for  
business travel which applies to all State of Louisiana employees and/or authorized travelers  
traveling on official state business 
 

A Department Head/Higher Education Entity Head, or his designee, may give an approval to bypass 
the contract, on a case-by-case basis and/or program, group or internal division provided he/she 
documents the reasons and maintain this justification in the file. A request for total  
agency/college/university exemption may be granted by the Commissioner of Administration.  
Requests for exemption must be accompanied by a detailed explanation as to why the contract is not  
feasible. If an exemption from the program is granted by the Department Head or Commissioner of  
Administration as stated above, then the employee will not be required to rent a vehicle and may  
receive actual mileage reimbursement up to 51 cents per mile. 
 

Members of boards and commissions are not required to utilize the State Motor Pool Rental 
Contract.  They are, however, strongly urged to do so when a cost benefit analysis indicates 
potential savings to the state.  Board and commission members may receive actual mileage 
reimbursement up to 51 cents per mile.  
 

State contractors required to follow PPM-49 by the terms of their contracts may, but are not 
required to, use the State Motor Pool Rental Contract.  State contractors may receive actual 
mileage reimbursement up to 51 cents per mile. 
 

Although exemptions may be granted to the State Motor Pool Rental Contract, all must adhere to the  
current mileage reimbursement rate of no more than 51 cents per mile. 
 

State owned vehicle or rental from Enterprise Rent-A-Car State Motor Pool Rental Contract, when 
state vehicle is not available, should be used by any employee and/or authorized traveler who is  
eligible to receive the mileage allowance who plans to travel 100 miles or more in a trip. For trips of  
less than 100 miles employees should utilize a state vehicle when available, may utilize their own 
vehicle and receive mileage reimbursement not to exceed a  maximum of 99 miles per round trip  
and/or day at 51 cents per mile or may rent a vehicle from Enterprise Rent-A Car’s State Motor  
Pool Rental Contract.  
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