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One area that firms can im-
prove their allowable over-
head rate is Travel Costs by 
using better documentation 
and segregation of costs. 
 
Document, Document, 
Document - this cannot be 
over emphasized. If you want 
to recover your overhead 
costs to the greatest extent 
possible, document the costs 
incurred and have support 
showing payment for claimed 
expenditures.  
 
Travel costs (including lodg-
ing, meals and vehicle related 
expenses) incurred by a con-
sultant’s personnel while on 
official company business are 
allowable overhead costs, 

subject to the limitations pre-
scribed by the FAR. These 
costs are often not docu-
mented properly. Best prac-
tice firms use expense re-
port forms and mileage logs 
to ensure these costs are al-
lowable. 
 
Travel costs must be sup-
ported by documentation that 
includes the following infor-
mation: 
 
1. The date and place of the 

expenses (the “WHEN” 
and WHERE”); 

2. Purpose of the trip (the 
“WHAT” and “WHY”); 

3. Name of the person and 
that person’s title or rela-
tionship to the consultant 
(the “WHO”); 

4. Maintain detailed source 
documentation (i.e., re-
ceipts, vendor invoices); 
and, 

5. Odometer readings. 
 
All direct mileage costs and 
mileage costs associated with 
unallowable advertising and 
selling must be excluded from 
overhead. 
 
Additionally, the cost of com-
pany-owned vehicles that re-
lates to personal use by em-
ployees (including transporta-
tion to and from work) is un-
allowable regardless of 
whether the cost is reported as 
taxable income to the employ-
ees. 
 
Consultants are required to 
convert all costs associated 
with the business use of vehi-
cles (e.g., lease, depreciation 
costs, insurance, maintenance 

and repairs) into a per-mile 
recovery rate. This rate then 
is compared against the stan-
dard Federal mileage rate for 
the audit period. Vehicle-
related overhead costs in 
excess of the Federal mile-
age rate are removed from 
overhead. 
 
Remember - Document, 
Document, Document.  
 
In a few months, we will 
discuss another important 
area to maximize your FAR 
Overhead Rate...Selling 
Costs. 
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Upcoming Events 
 

Tuesday, August 12th 
ACEC Indiana 

Diversity Networking Fair & 
Luncheon featuring 

Mayor Greg Ballard , 
City of Indianapolis (invited) 

Marriott East Hotel 
Networking Fair 9:30am 

Luncheon 11:30am 
Pre-registration required 

 
Wednesday, Sept. 17th 

ACEC Indiana 
Environmental Business 

Conference featuring 
Tom Easterly , 

Commissioner, IDEM 
Marriott East Hotel 

8:30am-3:30pm 
Pre-registration required 

 

Go to www.acecindiana.org 
or call (317) 637-3563  

Reminder: Reimbursable 
Mileage rate increased. 
Effective July 1st, the rate 
increases to $0.44/mile. 
Also, just for clarification 
effective January 1, 2007, 
INDOT will allow consult-
ants to use the federal mile-
age rate for the purposes of 
calculating allowable over-
head.  For 2007 the rate was 
$0.485, and for 2008 the rate 
is $0.505 for the period 
January 1 through June 30, 
2008, and $0.585 effective 
July 1, 2008. 


