
GENERAL GUIDELINES APPLICABLE TO ALL COST PRINCIPLES 

SMART Goals: 

 All expenditures should be aligned with the SMART goals developed as part of the 

comprehensive needs assessment (CNA)and identified in the campus/district improvement plan.  SMART 

goals should be all of the following: 

Specific:  When setting a goal, be specific about what you want to accomplish.  Think about this as the 

mission statement for your goal.  This isn’t a detailed list of how you’re going to meet a goal, but it 

should include an answer to the questions: 

1. Who – Who needs to be involved to achieve the goal. 

2. What – Be detailed about exactly what you are trying to accomplish 

3. When – Set a time frame 

4. Where – If applicable, identify the location or relevant event 

5. Which – Determine related obstacles or requirements 

6. Why – What is the reason for the goal 

Measurable:  Identify metrics to determine if you meet the goal.  This makes a goal more tangible 

because it provides a way to measure progress. 

Achievable:  Focus on how important a goal is to you and what you can do to make it attainable.  The 

goal is meant to inspire motivation, not discouragement. 

Relevant:  Relevance refers to focusing on something that makes sense with the broader organizational 

goals. 

Timely:  Provide a target date for deliverables.  Providing time constraints creates a sense of urgency. 

 

To be allocable: 

1. Cost is incurred specifically for the grant  

2. Costs benefit both the grant and other work and can be distributed in reasonable proportion to the 

benefits received 

3. Cost is distributed in reasonable proportion to the benefits received 

Any cost allocable to a particular grant or other cost objective may not be shifted to other federal or state 

awards to overcome funding deficiencies or to avoid restrictions imposed by law or by terms of the grant 

award. 

 

 



To be allowable: 

1.  Costs must be necessary, reasonable, benefit, allowable and allocable for proper and efficient 

performance and administration of the grant award.  “Necessary” means essential to accomplish 

the objectives of the project.  

Satisfactory justification must be provided to document that the items requested are reasonable, 

necessary, benefit, allowable and allocable in cost to accomplish the objectives of the project.  

“Necessary to accomplish the Objectives of the project” is interpreted as meaning that the project 

will not be successful without the expenditure of funds for certain items/purposes/activities.  

2. Costs are not prohibited under specific program statues, regulations, or guidelines that govern an 

individual program.  

3. Costs must be treated consistently among all programs regardless of fund source (state or 

federal).  Consideration must be given to regard each item of cost as a direct cost or indirect cost 

and apply determination uniformly.  

4. Costs must relate specifically (either directly or indirectly) to the grant program and must be 

adequately documented.  

5. Costs must not be included as a cost or used to meet cost sharing or matching requirements of any 

other federally financed program.  

6. Specific Costs: 

a. Conference/seminar/workshop registration fees for training necessary to carry out 

the objectives of the grant program.  

b. Training on Grant Writing: Funds may not be used for training on grant writing.  

c. Memberships in professional organizations. Memberships must be in the name of the 

grantee organization and not in the name of an individual.  Memberships in organizations 

substantially engaged in lobbying are not allowable.  

d. Awards/incentives for participation in project activities.  If requesting, identify the 

types of awards/incentives to be provided, for example, certificates, instructional 

supplies, inexpensive books, etc.  Minimal cost certificates, plaques, ribbons, small 

trophies, or instructionally-related items to be used in the classroom such as pens/pencils 

are acceptable awards for participation in program activities.  

e.  Gifts or items that appear to be gifts are not allowable.  Souvenirs, memorabilia, or 

promotional items, such as T-shirts, caps, tote bags, etc., are not allowable.  Movie 

tickets, gift certificates, passes to amusement parks, etc. may be donated by others but 

may not be purchased with grant funds.  Food, snacks, refreshments, meals, etc. are not 

allowable incentives/awards.  

f. Food and Beverage Costs: Refreshments for trainings and staff meetings are not 

allowable under any circumstances.  Certain food and beverage costs are allowable in 

accordance with the Guidelines Related to Specific Costs.  See that document for more 

information pertaining to allowable food costs. 

“Reasonable” awards and incentives for participation include such items as 

certificates, plaques, ribbons, small trophies, or inexpensive instructionally related 

items such as pens/pencils to be used in the classroom.  

 



g. TRAVEL GUIDELINES 

Travel Costs 

Amounts authorized for maximum recovery for travel and per diem costs against the 

grant are restricted to those that are approved in the State of Texas Appropriation Bill in 

effect for the particular funding period.  Any amount over this limit must come from local 

funds.  If local policy restricts travel, per diem, and other travel expenses to a rate less 

than State law, the applicant must budget and request reimbursement at the lesser rate. 

Travel allowances are not allowable expenditures in Texas.  

Travel generally means a destination outside the city or town in which the individual 

works (I.e., duty point).  Travel can also mean transportation from one duty point to 

another within the same city or town, such as with an itinerant teacher or counselor who 

visits multiple campuses in the same work day.  

Travel allowances, in which the per diem is paid to the employee regardless of the 

amount actually expended, are not allowable.  

 

 Travel costs for Executive Director, Superintendent, or Board Members 

Travel costs for executive directors, superintendents, or board members or directors are allowed 

only when they are specifically related to carrying out the objectives of the grant project and only 

with specific TEA approval.  

The Following travel expenses are allowable: 

 Mileage reimbursement is allowable for travel necessary to carry out the objectives of the grant 

project.  When an employee is on travel for the purposes of the grant, mileage reimbursement 

cannot exceed the rate established by the Texas Comptroller.  The Mileage reimbursement rate 

for travel between January 1, 2020 and December 31, 2020, is 57.5 cents per mile.  If local 

organization policy reimburses at a lower rate, you must claim that lower rate.  

 As of September 1, 2009, the Texas Mileage Guide is no longer used to calculate mileage. 

Travelers are required to calculate mileage by one of the following two methods: 

o Odometer reading (point-to-point method) 

o Electronic mapping source (such as that on www.Mapquest.com or any other online 

mapping service).  If this method is chosen, the traveler must print out the driving 

directions provided by the site and attach them to the travel voucher.  

Travelers are required to select the shortest and most economical route but may justify the 

selection of another route if it was chosen for safety reasons and specific justification of the 

selection is given.  

 Airfare is allowable at the lowest fare available and must be documented with a receipt.  First-

class airfare is not allowable.  

 Car rental fee (at destination) is not allowable unless other transportation such as taxi or shuttle is 

not available for performing official business or unless you document that care rental is more cost 

effective than alternate modes of travel. (The car rental must be documented with a receipt.) 

 Airport parking is allowable.  

http://www.mapquest.com/


 For both in-state and out-of-state, the traveler may apply funds available for meal reimbursement 

toward lodging.  For instance, if the traveler chooses for the sake of convenience to stay in a hotel 

that costs $10 more a night than the allowable maximum for lodging, the traveler can apply $10 

of the maximum available for meal reimbursement toward the lodging rate.  If the traveler 

chooses to apply meal reimbursement to lodging, the maximum meal reimbursement rate is 

reduced by the same amount. (Applying $10 of the meal reimbursement to lodging would reduce 

the meal reimbursement by $10) 

 In-state travel: Beginning September 1, 2009, the Federal Rate Schedule will be used for 

reimbursement of in-state meal and lodging expenditures.  Because the reimbursement rates can 

change. 


