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Article 8 Per Diem and Mileage

• Per diem and mileage is governed and outlined by:
• 10-8-1, NMSA 1978
• 2.42.2 NMAC “DFA Rule” will be updated in FY22
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Itemized Schedule of Travel Expenses “ISTE” – STATE FORM
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Types of Travel Reimbursement
• The two types of Travel Reimbursements are Per Diem (approved rates) or 

Actuals.  Travel is based on a 24-hour period.
• Actuals: Employees must have prior approval from their agency head or 

designee to request actual reimbursements.
• Itemized receipts must accompany all actual reimbursement 

requests.
• In the event lodging costs exceed $215 per night, additional approval 

is required from the agency head.
• Per Diem (approved rates):  Per Diem can be requested regardless of 

expenditure if the employee is on approved travel.  
• Receipts are not required for per diem reimbursements.  Receipts 

would be required for “other” costs not associated with per diem.  
Transportation, etc.
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Per Diem Rates – New and Old 6



Per Diem – approved rates
• Must be outside the 35-

mile radius of both
residence and post of 
duty.

• Per Diem is inclusive of 
ALL meals.

• Other costs require 
receipts.

• Return from travel per 
diem rates:

• 2 hours but less than 6 = 
$18

• 6 hours but less than 12 = 
$40

• 12 hours but less than 24 = 
$55
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Per Diem – Actual Receipts

• Must have itemized 
receipts.

• Meals are capped at $55.  
20% max on all tips.

• Actual reimbursements 
must be approved by the 
agency in advance.  If the 
nightly lodging rate 
exceeds $215, the agency 
head must sign the “ISTE” 
before payment can be 
made.

• Actuals cannot be claimed 
for the last day of travel. 

• Travel should be done 
using the most economical 
manner.
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Same Day Travel – Approved rates only
• Reimbursement can be 

requested for same day 
travel if the trip extends 
beyond a normal work. 

• Actual receipts cannot be 
claimed for same day travel.

• In order to qualify for 
reimbursement, the traveler 
must be gone at least 11 
hours in total.  The 
reimbursement rates are:

• 2 hours but not more than 6 
hours = $18

• 6 hours but not more than 12 
hours = $40

• 12 hours or more beyond the 
normal workday = $55
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Mileage Reimbursements
• Mileage Chart from the Department of 

Transportation can be found at 
www.dot.state.nm.us

• Rand McNally www.randmcnally.com
• Actual odometer readings

• IRS rate from the prior year.

2021 – 57.5 cents (46 for state agencies)
2022 – will be 56 cents (45 for state 
agencies)

https://www.irs.gov/tax-
professionals/standard-mileage-rates

10



Mileage
• Mileage can be reimbursed 

any time an employee drives 
a personal vehicle while on 
approved official business. 
Government vehicles should 
be driven if possible.  In the 
event a government vehicle 
isn’t available, the use of a 
personal vehicle must be 
approved in advance by the 
agency.

• The unauthorized use of a 
personal vehicle for business 
travel could lead to 
unintended consequences up 
to and including non-
reimbursement.
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Mileage-only Reimbursement
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Tips
• All tips that exceed $6 per day or $30 per 

trip require an itemized receipt.  This 
includes both meals and other costs, i.e. 
transportation, etc.

• Tips are calculated pre-tax.
• Tips are capped at 20% per transaction.  

This is an industry standard and DFA 
regulation.

• There is no set maximum amount on 
other non-meal tips, but they are capped 
at 20% per transaction.  This would apply 
to shuttles, Uber, Lyft, taxis, etc.
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Tips and other costs
• Tips and other costs that 

are incurred during a trip 
should be reported in the 
other column on the 
“ISTE”.

• Other costs include:
• Transportation (Uber, taxi, 

Lyft, etc.)
• Airfare
• Registration
• Baggage fees
• Parking fees
• Any other nonrelated 

costs.
• Requests for other 

reimbursements should 
not be on an “ISTE” form 
if not incurred during the 
course travel.
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Helpful Notes
• Employees must have all internal approvals prior to traveling.  The employee must decide to 

request actuals or per diem rates before the travel begins.  These cannot be combined in the 
same travel or changed once the travel begins. 

• The travel period begins at the time of departure and ends at the time of arrival.  The “ISTE” 
form can only be used for one overnight trip at a time.

• Meals cannot be purchased before the travel begins.  Meals must be purchased during the 
travel period.

• Receipts should not contain unallowable items such as liquor, etc.  Each traveler should have 
a separate itemized receipt

• Employees that exceed $1,500 in travel reimbursements must have approval from the agency 
head to continue traveling and receiving payment.

• If an agency pays for lodging with the p-card, employees must use actual reimbursements for 
meals and other incidentals.

• It is best practice to purchase rental car insurance and refundable airfare when available if 
the cost is reasonable. 
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10-8-5 (H), NMSA 1978
16



Thank you
Have a Wonderful Day
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