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This handbook is intended as a general guide for information and reference purposes only. While every effort has 

been made to ensure accuracy, the content of this handbook does not supersede or take precedence over 

applicable Board policies and procedures, administrative guidelines, or other governing regulations. In the event 

of any discrepancy or conflict, the provisions of Board policies and procedures, administrative guidelines, and 

governing regulations shall prevail.   



   
 

2 
 

Section I: Business & Industry Department Overview 

Our Mission 
The mission of Illinois Eastern Community Colleges’ Business and Industry department is to 
provide training and educational opportunities that meet the needs of local industries, 
employers, and our community. We focus on equipping our students with the skills they need 
for immediate employment and career growth.  

We fulfill our mission by providing workforce training and solutions to meet the needs of the 
communities we serve. We collaborate with local businesses to offer training programs that 
address specific demands in the regional labor market, such as in manufacturing, healthcare, 
technology, and skilled trades. Our programs are designed to close skill gaps and provide 
industry-recognized certifications and credentials. 

Our services  
• Continuing Education: We offer credit and non-credit courses, workshops, and 

certification programs to help current workers upgrade their skills, transition to new 
careers, or meet licensure requirements. Our programs also emphasize personal and 
professional development. 

• Customized Training for Businesses: We work with local businesses to provide 
customized workforce training solutions, helping to enhance employee skills and boost 
productivity. Whether it is on-site training, workshops, or specialized programs, we 
tailor our services to meet the specific needs of employers. 

• Entrepreneurship Support: Recognizing the importance of innovation, we encourage 
entrepreneurship by offering programs and resources that help aspiring entrepreneurs 
develop their business ideas. We provide training on business planning, financial 
management, and market analysis, helping clients turn their ideas into viable ventures. 

• Community Engagement: We actively engage with community organizations, 
government agencies, and non-profits to ensure our programs are accessible to all, 
especially underserved populations, displaced workers, and veterans seeking retraining 
opportunities. 

The Business and Industry Department is dedicated to promoting growth and workforce 
readiness through four key areas: Mining and Industrial Training, the Small Business 
Development Center (SBDC), Emergency Preparedness, and General Workforce Training.  

The Mining and Industrial Training (MIT) program, located in West Frankfort, is the primary coal 
mining training provider in the state and is active in the aggregate mining sector. MIT partners 
with federal and state agencies to deliver mandatory health and safety training to mining, 
manufacturing, and construction companies across Illinois and nearby states. 

The SBDC at IECC supports small businesses by offering expert guidance on business planning, 
financial management, marketing, and access to capital. We help entrepreneurs navigate the 
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complexities of starting, growing, or expanding their businesses, as well as fostering local 
innovation and economic growth. 

IECC’s Emergency Preparedness program provides training in CPR, Fire Science, and EMS, 
ensuring individuals and businesses are prepared for emergencies. Through partnerships with 
the American Heart Association and local high schools, we offer critical lifesaving skills. 

General Workforce Training offers programs in workplace safety, leadership, technical, 
interpersonal communication and computer skills, professional development, and continuing 
education. We work with manufacturers to provide customized training, support career 
advancement, and strengthen the region’s labor force competitiveness. 

Business & Industry Contacts 

Dean of Business and Industry 
Sharmila Kakac 

kakacs@iecc.edu  

618-599-0550 

Associate Dean of Business & Industry  

Laurie Taylor 

taylorl@iecc.edu  

618-923-2566 

Associate Dean of Workforce Education 

Kim Underwood 

underwoodk@iecc.edu 

217-725-2541 

Student Records Coordinator Workforce Education  

Sibyl Janello 

janellos@iecc.edu 

618-879-9462 

Program Assistant John A Logan College Site 

Michelle McLaskey 

mclaskeym@iecc.edu 

618-879-9463 

Program Assistant Southeastern Illinois College Site 

Carrie Thomas 

thomasc@iecc.edu 

618-879-9464 

Program Assistant Prairie State Generating Company Training Site 

Deb Wiedwilt 

wiedwiltd@iecc.edu 

618-824-6512  

mailto:kakacs@iecc.edu
mailto:taylorl@iecc.edu
mailto:underwoodk@iecc.edu
mailto:janellos@iecc.edu
mailto:mclaskeym@iecc.edu
mailto:thomasc@iecc.edu
mailto:wiedwiltd@iecc.edu
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Organizational Charts 
 
This chart illustrates the Business and Industry Department within the IECC organization.  

 

 

This chart illustrates the structure of the Business and Industry Department.  
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Section II: Professional Expectations of Faculty 

Rationale 

A standard set of professional expectations serves to clarify communications in two primary 

ways: job applicants often inquire about what is expected of faculty members at Illinois Eastern 

Community Colleges, and new faculty can refer to this document for reliable guidance. These 

expectations create a context for the faculty evaluation. This document also serves as a 

statement of IECC's commitment to the learning process. 

The faculty of Illinois Eastern Community Colleges has a significant responsibility in performing 

not only the Business and Industry mission, but also IECC’s mission, to deliver exceptional 

education and services to improve the lives of our students and to strengthen our communities. 

Faculty demonstrate this critical role through teaching, professional development, and 

community involvement. 

Strive For Excellence 

Excellence in teaching can happen in many ways, but it does not just happen. As with any 

professional endeavor, it requires dedication to be among the best practitioners in the 

discipline, a striving to overcome difficulties in pursuit of teaching goals, a determination to 

remain current with a variety of instructional approaches, and flexibility in selecting 

instructional tools to achieve the best outcomes possible for the student. The following 

definitions and examples of professional activities are intended to stimulate and support IECC's 

faculty in achieving the highest levels of proficiency in the art of teaching. 

At IECC, all faculty are expected to be fully engaged in the practice of the art of teaching as well 

as the overall health of their program, department, and their campus. As a common set of 

expectations, these definitions and examples are intended to provide guidance to all faculty and 

to enhance the overall quality of instruction. They are meant to encourage creativity and 

individual expression. These general definitions and clarifying examples provide a basis for 

IECC's faculty to be able to fulfill their professional responsibilities with even greater confidence 

and freedom as they serve the learning needs of their students and community. 

Teaching 

IECC promotes excellent teaching as an art. It involves striving for excellence through an 

ongoing, reflective, learning-centered, active process. 

Teaching at IECC has been defined as facilitating student learning about a subject by giving 

lessons with enthusiasm involving the students and course materials while demonstrating a 

positive engagement in the interactive learning process. 

Teaching responsibilities 

• Recording and documenting daily attendance. 

• Preparing a class syllabus. 
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• Preparing instructional materials with an emphasis on accessibility. 

• Scheduling class assignments that align with course outcomes. 

• Identifying appropriate learning resources. 

• Creating/designing inclusive learning activities. 

• Identifying appropriate instructional delivery techniques. 

• Using technology or media to enhance learning for all students and abilities, as 
appropriate. 

• Meeting contact time as required by ICCB. 

• Engaging all students in the learning process. 

• Preparing student and program assessment systems. 

• Analyzing course outcomes. 

• Evaluating/communicating results of student and program assessment. 

• Answering student questions about the discipline, program, and/or career opportunities. 

• Collaborating with faculty to prepare and execute assessment plans. 

• Follow State, Federal, and private entities training guidelines and expectations. 
 
Professional Development 

Professional development encourages becoming a reflective practitioner who possesses a spirit 

of life-long learning. Professional development responsibilities include a wide range of 

individualized pursuits to maintain expertise in their field of study and teaching. The Center for 

Excellence in Teaching & Learning is a resource for professional development opportunities. 

More information can be found at https://www.iecc.edu/CETL. 

Professional Development Examples 

• Participate in in-service activities, workshops, conferences, or other continuing 
education. 

• Affiliate with and/or participate in professional organizations. 

• Maintain currency with changes in teaching methods and discipline content. 

• Strive to engage in activities that promote academic vitality. 

• Recognize that changes in the world dictate teaching changes. The instructor must stay 
abreast of those changes and apply them to their discipline. 

• Network with other faculty to align curriculum and teaching methods across disciplines 
and programs. 

• Practice the craft; practice the discipline. 

Conduct 

Illinois Eastern Community Colleges' image and reputation within the District and across the 

region are reflected by an individual's attitude toward students, colleagues, and visitors with 

whom they come in daily contact. Personal conduct should be in keeping with the highest 

standards with which Illinois Eastern Community Colleges operate. Regardless of the position, it 

is essential to remember those good manners and a willing, cooperative attitude are a vital part 

of the job.  

https://www.iecc.edu/CETL
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Section III: Faculty Pay 

Faculty Full-time Employment Requirements  

Full-time Mining and Industrial Training faculty members shall teach a minimum of 999 student 

credit hours in a fiscal year and shall teach in each of the 12 months. Credit hours generated are 

determined by multiplying the number of students per class/course section by the credit 

hour(s) of the class/course section. MIT faculty receive an annual base salary for required 999 

credit hours. 

MIT faculty are primarily responsible for setting their schedules in coordination with their 

assigned and or acquired companies and the Associate Deans. Training is often requested 

through the main office, who reach out to instructors to check on availability. Because 

scheduling varies by days and weeks, instructors do not always work traditional work weeks (M-

F).  Instructors are expected to create and update class content, respond to companies and/or 

student emails, calls, and other “office type” duties.   

Rate of Pay After Salary Requirements are met in a Fiscal Year 

As described in the Administrative Guidelines, after a full-time MIT faculty has generated 999 

student credit hours in a fiscal year (fulfilling their salary requirement), the rate of pay for credit 

hours in excess of the required 999 credit hours shall be paid at $24 per student per credit hour.  

 Example: 12 students x $24 = $288.00 x .50 credit hours = $144.00 reimbursement 

amount in addition to base salary.   

Explanation of Credit/Contact Hour  

The Illinois Community College Board (ICCB) provides guidelines on how vocational skills 

training credit hours are generated and reimbursed. Here is a breakdown of the process: 

• Curriculum Approval: For a course to generate reimbursable credit hours, it must be 

approved by ICCB as part of the vocational skills training program at a participating 

community college. This includes courses that provide technical skills relevant to various 

industries. 

• Credit Hours: Credit hours are based on the number of contact hours students spend in 

the classroom or hands-on training. One credit hour is generated for every 15 contact 

hours (1 contact hour = 50 minutes; therefore, 15 contact hours = 750 minutes. .50 

credit hours = 7.5 contact hours or 375 minutes ).  

• Student Enrollment and Attendance: Credit hours are calculated based on the 

enrollment and attendance of students in the approved courses. 

Non-credit 60/40 and Faculty Pay 

ICCB defines noncredit training as programs not tied to college credit hours but intended to 

develop practical skills that directly benefit workforce entry and advancement. 
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Noncredit 60/40 training typically takes place outside of the State of Illinois.  The instructor is 

paid 60% of the training billed, less expenses unless company billed, usually based on a per day 

basis. 

 
For example, Company A is billed $500 per day x 3 days = $1500; $1500 x 60% = $900.00 

payable to the instructor. This type of pay does not count towards the required 999 credit hours. 

It is in addition to the base salary. It does go towards the instructor’s IECC’s SURS contributions.  

For noncredit, 60/40 training, the process is like credit courses, however the forms are slightly 

different. Please refer all questions regarding noncredit training to the Associate Dean or 

Student Coordinator. 

Supplemental Safety Education Courses (SSEC) and Contact Hour Determination  

1. Claiming Supplemental Safety Education Courses (SSEC). SSEC’s are defined as contact 

hours accumulated through on-site safety talks or training that is spread over multiple 

days/weeks/months to accumulate the required credit hour contact hours. SSEC’s 

include accident prevention, mining law, self-contained self-rescuer (SCSR), and some 

first aid courses.  

2. Max Credit Hours allowable for SCSR, first aid, and mining law = .50 per fiscal year. Max 

Credit Hours allowable for accident prevention = 1.0 credit hours per fiscal year. 

• These courses will no longer be variable and will be capped at the above reference 

credit hours to ensure that the required contact time is being met.  

3. Proof of Contact Hours and other SSEC required forms (for use with accident prevention, 

mining law, first aid, and any other SSEC classes to be determined based on the site 

location) 

• This is critical. You must be able to provide proof of the additional time spent 

training the students to be eligible to claim the SSEC hours. 

• Provide all dates and shift information that instructor was at mine site accumulating 

contact hours. 

• On the cover sheet under End Date, there is a space to enter Additional Training 

Dates. You can use this, or you can email the dates/times, and they will be attached 

to the class for backup verification. 

4. Midterm verification 

• Midterm verification entails confirming the ongoing employment of students with 
their mine or industry employer. This verification applies to students whose 
registrations were submitted during the Annual Retraining (ART) and serves to justify 
their participation in the SSEC classes. Students who are no longer employed at 
midterm are not registered in the SSEC and their registration forms are shredded.  

5. Extras Verification Form (What instructor did, when he did it, signed by Mine personnel) 
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Section IV: Required Documentation Guidelines 

Registration Form 

Please proof the completed registrations to ensure the required information is provided, which 

will help avoid calls/emails and/or loss of credit hour(s).  

• Sections 1 & 2 should be completed 

• Section 3, the CRN section will be completed at registration. Please have the Course 

and Number blocks prefilled prior to students completing the registrations. We 

understand that sometimes you run out of registrations and need to use a blank, but 

as a rule, please have these sections prefilled. We can email registrations with 

extensively used course numbers or print some for you.  

• Student and Instructor must sign in the designated areas at the bottom of the 

registration. 

• Please familiarize yourself with the registration. If a student is company billed, the 

company name should be entered next to Fee Paying Agency under the instructor 

signature line.  

Cover Sheet 

Please make sure to fill out the cover sheet with the following information: 

• TTL – this is course credit hour (.50, 1.0, 1.5...) 

• #ST – total number of students 

• Course (for example, CMN 2659) that is printed on the registration 

• Title (the name of the course) 

• Please complete the Company Name, Address, check the line next to Mine or 

Sand/Gravel if it is one of those industries, contact person and phone number. Email 

addresses are extremely helpful to have as well.  

• Training site address is needed if the class is not taught at the mine site or company 

site address. 

• Fee Box – please check if the class is waived or company billed. If you are unsure, 

please check with the office.  

• Start and End dates should be completed. The office can figure out the midterm date 

for spread classes, if unsure.  

• Check your name in the instructor box 

 

Sign-in Sheets   

Sign-in sheets should be completed for all training (credit and noncredit) and included with the 

cover sheet and registrations. 
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Submitting Documentation 

• Make sure instructor signature is on all registrations 

• Submit paperwork (cover sheet, sign-in sheet, registrations, copies of 5000-23s when 

required and any other backup documentation you may have, to your site 

coordinator.  

• Site coordinators will be determined based on your location. If you are unsure, 

please contact the office. When in doubt you will never go wrong mailing or 

dropping your paperwork off at our primary office: 

IECC  
c/o John A Logan College Extension Center 
19 West Frankfort Plaza 
West Frankfort, IL 62896 
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Section V: MSHA Training Plans 

1. IECC MSHA Approved Training Plan 

• IECC’s MSHA Approved Training Plan is used when training is taught by an MSHA 

approved IECC Instructor for trainings where the participants or companies do not 

have their own MSHA approved training plan. 

2. MSHA Approved Training Plans – Not IECC 

• IECC Instructors are required to follow the MSHA approved training plans for 

companies or contractors that have them when training is provided at their site or 

designated training location. 

• The training should be coordinated with the company’s safety personnel to ensure 

that the training provided is consistent with their training plan.   
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Section VI: Travel 

IECC Travel Policy and Procedure 

The most up to date policies can be found at www.iecc.edu/policymanual. The most up to date 

procedures can be found in the entrata employee portal under Documents > Procedures 

Manual. 

Travel Policy (300.16)  

Date Adopted: October 15, 1996  
Revised: August 16, 2016  
 
It is the policy of the District to reimburse members of the Board of Trustees, Treasurer, Board Secretary, 

and employees of the District for approved trips relating to District business, at a rate which is consistent 

with the reimbursement rates in the State of Illinois.  

Any request for reimbursement requires submission of appropriate forms.  

Full-time employees will only be reimbursed for travel from the first work site to the second work site, or 

from their personal residence to the second work site, whichever distance is shorter.  

Charges on credit cards will require documentation of the business purpose and will be provided by the 

person making the charges. No credit card charges are permitted for any personal purpose or for travel 

by non-district personnel.  

Procedures for compliance with current Illinois law and any subsequent changes will be outlined in a 

procedure manual. 

Procedure 300.16.2 Travel: Reimbursement for Travel Expense and Return of Travel Advances  

Effective date:  2/l/1994 

Revised:  2/7/2001 

Revised:  8/2/2006 

Revised:  10/10/2012 

Revised:  11/4/2015 

Revised:  5/2/2016 

Revised:  9/7/2016 

Revised: 7/10/2019 

Revised:  12/2/2020 

Revised:  8/3/2022  

 

I. Purpose 

 

A. To reimburse faculty, staff, and members of the Board of Trustees for funds expended while on IECC 

business.  The term “employee” as used in this procedure includes any officer or member of the Board of 

Trustees. 

 

B. To provide a means of settling the difference between travel advances and actual travel expenses. 

 

C. To ensure that reimbursement for travel expense is properly authorized. 

 

D. To charge the proper institutional account for the travel expenditures. 

 

E. To establish non-allowable expenditures while on travel. 

 

http://www.iecc.edu/policymanual
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II. General Information 

 

A. For hotel stays, IECC utilizes the Illinois Department of Central Management Services Travel Guide to 

establish maximum reimbursement rates.  Prior to any travel, employees should consult the Illinois 

Department of Central Management Services website (Travel Guide for State Employees - Travel Guide 

(illinois.gov)) to be sure they are both aware of the current reimbursement rate(s) by location and can 

determine if the destination has accommodations on the preferred hotel listing.  These rates are periodically 

updated by the Illinois Department of Central Management Services, so frequent checks should be made 

when traveling.  Upon considering the preferred hotel listing, employees should request the current state 

reimbursement rate at the selected hotel. A diligent effort must be made by the traveler to obtain lodging 

within the allowable rates.  A reasonable number of hotels should be contacted ot secure lodging within the 

allowable rate.  Documentation of the circumstances surrounding any exception to the maximum rate of 

reimbursement is required and is the burden of the traveler.  Approval of such exceptions will be at the 

discretion of the Chief Financial Officer. 

 

B. For meal reimbursement when traveling, IECC will establish a maximum per day allowance for each 

quarter of day.  The reimbursement allowance will be as follows:  

 

   1.  Traveling between 12 a.m. – 6 a.m. (1st Quarter) .............. $10.00 

   2.  Traveling between 6 a.m. – 12 p.m. (2nd Quarter) ............. $10.00 

   3.  Traveling between 12 p.m. – 6 p.m. (3rd Quarter .............. $10.00 

   4.  Traveling between 6 p.m. – 12 a.m. (4th Quarter) ............. $10.00 

 

When requesting reimbursements, employees should detail departure time and arrival time on the monthly 

expense reimbursement form to determine the maximum allowance for meal reimbursements.  As an 

example, if an employee departs at 5 AM and returns by 6 PM, the maximum meal reimbursement for the 

day is $30. 

 

Tips shall be included as part of the maximum meal reimbursement. 

 

When meals are paid from restricted sources that provide different meal reimbursement rates (i.e., state 

funded grants), the traveler will still be reimbursed up to the maximum allowed under this policy. 

 

C. When traveling to a conference with conference pricing for hotel accommodations, the reimbursement rate 

will be at the set conference amount. 

 

D. When employee is on travel status overnight or qualifies for the full meal reimbursements, the total 

allowance is to be used as receipt maximum. 

 

E. In-District lunch is not a reimbursable expense for IECC employees except for members of the Strategic 

Engagement Planning Council (SEPC) and their guests attending or conducting meetings on community 

relations.  IECC employees other than SEPC members whose job requires them to go to the same in-district 

location other than their work location for three or more times a week may be authorized for 

reimbursement.  Other IECC employees’ in-district lunch may be authorized for reimbursement if they are 

required to have an occasional lunch for business purposes with a person that is not an IECC employee.  

This does exclude reimbursement for other IECC employees to attend this same lunch.  The amount for 

lunch is established to set a per meal ceiling on conference lunches and meals purchased for individuals not 

employed by IECC. 

 

 Business meals that promote and market IECC programs, services and centers are allowable if approved by 

the Chancellor.  “Reasonable” business meals will be reimbursed at the actual expense.  Detailed receipts 

are required along with an explanation for the purpose of the business meal and a listing of people 

attending the business meal.  Documentation is the burden of the employee requesting reimbursement and 

“reasonableness” will be determined by the Chancellor. 

 

F. IECC administration out-of-district travel will be approved by the President/Chancellor prior to the travel 

date. 

https://www2.illinois.gov/cms/Employees/travel/Pages/default.aspx
https://www2.illinois.gov/cms/Employees/travel/Pages/default.aspx
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G. The allowance for recovery of personal automobile expenses is the Federal per mile rate.  Distances   

between destinations shall be as shown on the Illinois Highway Map published by the Secretary of State or 

by utilizing MapQuest or Google Maps (or any other web-based mapping solution).  Mileage in and around 

a city of destination may be claimed as such.  Any out-of-state travel should be considered at the lower cost 

of air travel or mileage plus other expenses of travel.  All out-of-state travel must be approved in advance. 

 

Employees will only be reimbursed for approved travel from their first (Primary) work site to a second 

work site.  When travel is from a personal residence to a second work site, travel will be reimbursed for 

mileage equal to the difference between the employee’s personal residence and the first/(Primary) work 

site.  In other words, when travel is from a personal residence to a second work site, travel will only be 

reimbursed to the extent it exceeds the employees normal commute from their personal residence to their 

first (primary) work site. 

 

For Example:  Employee A lives in Mt. Carmel and commutes 35 miles daily to Olney (primary work site).  

Employee A attends a work-related conference in Louisville, Kentucky, which is 120 miles from his/her 

personal residence.  Employee A is entitled to mileage reimbursement of 85 miles, at the standard mileage 

rate in effect at the time of the travel.  This is the 120 miles from his/her personal residence to the second 

work site, less 35 miles Employee A would have normally commuted had he/she traveled to their primary 

work site. 

 

H. Air travel should be at coach class service, whenever possible.  Foreign travel must be authorized on an 

individual basis by the Chancellor. 

 

I. Expenditures while on travel should be necessary to the purpose of the trip.  Non-Allowable expenditures 

include but are not limited to the following:  cost of alcoholic beverages, fines or traffic tickets, insurance 

on luggage, gifts and gift certificates, personal expenses, personal donations, movies, or costs for an 

individual not employed by IECC who accompanies the traveler.  Any cost determined to be non-allowable 

will be the responsibility of the employee.  This includes any traffic citation billed to the District via 

camera enforcement.  Reimbursement to the District will be required by cash, check, or through payroll 

deduction as soon as practical. 

 

J. Travel should be approved in advance.  Reasonable living expenses will be reimbursed while on official 

business away from the District.  All lodging (hotel/motel) detailed expenditures are to be receipted. (Credit 

card receipts are not acceptable documentation.) 

 

K. Transportation, including rental car expenses, taxi fare, parking fees, tolls, gratuities and other necessary 

IECC expenses including phone calls must be listed and receipted for each day. 

 

L. Charges on District credit cards will require documentation of the business purpose and will be provided by 

the person making the charges.  No credit card charges are permitted for any personal purpose or for travel 

by non-district personnel. 

 

M. There will be no reimbursement for costs that are not requested within 90 days following the actual 

expense. 

 

N. Any additional travel charges not related to the employee (for example, a room surcharge if a spouse      

               accompanies the traveler) is the express responsibility of the employee and is not reimbursable. 

 

O.    Public Act 099-0604 requires the District to regulate the reimbursement of all travel, meal, and lodging  

 expenses of officers and employees.  As such: 

 

 1. All travel reimbursement requests for any officer or employee that exceeds the maximum 

reimbursement under Procedure 300.16, and all requests by any member of the Board of Trustees 

will be reported to the Board of Trustees. 
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 2. Prior to reimbursement of travel expenses for any officer or employee that exceeds the maximum 

reimbursement allowed under this procedure, and all requests by any member of the Board of 

Trustees, the Board of Trustees will receive the following minimum documentation: 

 

  a) an estimate of the cost of travel, meals, or lodging if expenses have not been incurred or a 

receipt of the cost of the travel, meals, or lodging if the expenses have already been incurred; 

 

  b) the name of the individual who received or is requesting the travel, meal, or lodging expenses; 

 

  c) the job title or office of the individual who received or is requesting the travel, meal, or lodging 

expenses; and  

 

  d) the date or dates and nature of the official business in which the travel, meal, or lodging expense 

was or will be expended. 

 

  3. Entertainment Expense – The District will not reimburse any employee, officer of the Board of 

Trustees, or member of the Board of Trustees for any entertainment expense. 

 

P. Forms to use may be accessed on the Employee Intranet (under Forms > Travel). 

 

  1. Travel Advances should use the “Request and Claim for Travel” form. 

 

  2. Reimbursements for travel should be claimed using the “Monthly Expense Report”. Link will 

prompt user for user id and password.  This form works best in Google Chrome. 
 

State of Illinois Travel Schedule 

State travel reimbursement rates for lodging and mileage for automobile travel, as well as 
allowances for meals, shall be set at the maximum rates established by the federal government 
for travel expenses, subsistence expenses, and mileage allowances under 5 U.S.C. 5701 through 
5711. All rates are subject to change.  

LODGING   

County Oct-Nov 2024 Dec 2024-Mar 2025 Apr-June 2025 July-Aug 2025 Sept 2025 

Will $114 $114 $114 $114 $114 

Cook/ Lake $223 $142 $234 $202 $216 

St. Clair $150 $150 $150 $150 $150 

DuPage $115 $115 $115 $115 $114 

All locations 
without 
specified rates 

$110 $110 $110 $110 $107 

 

MILEAGE 

Category Rate 

Auto $0.70/mile (Effective January 1, 2025)  

 

 


