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Travel Tips and Tricks #3: Limiting Reimbursement for Integrated 
Lodging Program Pilot Sites 

November 7, 2019 
 
Overview:  
When choosing a non-Integrated Lodging Program Pilot (ILPP) hotel at an ILPP location due to personal 
preference you are required to pay the difference by limiting your reimbursement on your request and 
expense report to the amount the government would have paid for an ILPP property. If the chosen lodging is 
out of policy, per the JTR your lodging reimbursement will be limited to the allowed rate unless an exemption 
(as outlined in the JTR) applies. There are times when you may need to stay at a specific hotel that is not in 
policy; however, it is at your approving official’s (AO) discretion. If your selection is for personal preference, 
you are required to limit your request and expense report to the max rate (what the government would have 
paid) when selecting an out of policy hotel.   
 
Noteworthy Information:  

• The Integrated Lodging Program Pilot provides government, privatized and DoD Preferred Commercial 
lodging options. These lodging properties offer rates that are below per diem that helps reduce the 
cost of travel. They have also been inspected to ensure they meet program standards for Duty of Care 
(includes safety and security, financial protections, and negotiated amenities). 

• There are several reminders in the booking module when your TDY is at an ILPP site.  

• Out-of-policy lodging has warning symbols. 

• Travel rule triggers out of policy selections and travelers are required to provide a justification reason 
code (i.e., personal preference). You are required to limit reimbursement for personal preference. 
Other reasons will be at your AO’s discretion. 

• Your AO will see your selected lodging as well as the other in policy options that were available and will 
have the option to disapprove your request to direct to use an option within policy that was available.  

• DTM provides a capability to limit your reimbursement on your request and expense report.  

• ILPP lodging rates can be found here: https://secure.defensetravel.dod.mil/cacdocs/ILP_Rates.pdf 

 

Scenario: I am traveling TDY to Birmingham, AL (ILPP Site) and have selected a non-ILPP property but am 
willing to pay the difference. What are the steps I should take to ensure my request and expense report are 
accurate?  

  

https://secure.defensetravel.dod.mil/cacdocs/ILP_Rates.pdf
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A. Creating a Request with Non-ILPP hotel at an ILPP Location 

Although the example is for a non-ILPP Property at an ILPP site (DoD Preferred Rate), the same 
instructions apply for limiting reimbursement for Privatized and DoD Lodging.  

1. Create your request; select your flight and move on to lodging.  (NOTE: The Hotel Per Diem listed is 
the GSA rate, not the ILPP rate.) 

 
 
 
 
 
 

 

 

 

2. The first reminder is a pop-up window informing you that the reference point (Birmingham, AL) is 
an ILPP site. The second reminder is just above the map displaying your lodging locations.  

Open the ILPP rates table (https://secure.defensetravel.dod.mil/cacdocs/ILP_Rates.pdf) so you can 
add the correct rate to your comments when triggering a travel rule.  

  

https://secure.defensetravel.dod.mil/cacdocs/ILP_Rates.pdf
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3. Select the lodging you prefer to book.  

NOTE: The warning signs are reminder of your TDY at an ILPP Location.   

  
4. For this scenario, we are selecting Personal Preference because limiting reimbursement is required 

for this justification. Select the “Personal Preference” from the drop down when the Travel Rule 
Trigger window appears. Then finish booking your segments and move onto your request.  

NOTE: Since only commercial options are offered at Birmingham, AL, provide the DoD Preferred rate 
for the ILPP site in the comments as a reminder to you and your AO (AO will review). The AO has the 
option to decline and direct you to use an option within policy (if it was available).  

 
 

5. Complete any actions on your request leading up to adding expenses to your request – this is 
where you will limit your lodging expense to what the government would have paid.  
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6. Select Lodging Allowance Adjustment – Personal Preference under Lodging.  

 
 

7. Calculate your limited reimbursement using the rate from ILPP rates table then provide the amount 
in the transaction amount field as a negative value and select save. 
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NOTE: DTM limits your reimbursement based on the difference in ILPP rate and the rate you selected.  

8. Ensure you have provided all required information, additional expenses (i.e. M&IE) on your 
request, and allocated your expenses then submit to your AO! 

 

B. Limiting Reimbursement on an Expense Report for a non-ILPP property  

1. It is time to submit your expense report. Make sure you import your itinerary for your trip, update 
itinerary rows, review your M&IE, then create expenses. 
 

2. Adjust your hotel/lodging itemizations to calculate your reimbursement based on the ILPP rate.  

 



 

Prepared by: Defense Travel Management Office                6 

3. Calculate the ILPP nightly taxes using the formula below then adjust your itemizations. For each 
itemization line, you will provide $86.40 as the nightly rate and $12.69 as the room tax. 

Step 1: 1 night of taxes/(1 night of hotel/Lodging 
Amount) = Tax Rate  

19.50/130.00 = 0.15 (15%)  

Step 2: ILPP Rate x 0.15 = ILPP Nightly Tax  86.40 x 0.15 = 12.69 
 

NOTE: If there are other tax rates, you will be required to calculate the difference (what the 
government would have paid). If there are other fees, you may be responsible for the full amount of 
those fees.  
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4. Add an itemization to your hotel/lodging line to account for the total amount. Click on the expense 

tab for your top level Hotel/Lodging item then select add itemization in the lower right hand 
corner. 
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5. Confirm you want to proceed to adding an additional itemization.  

 
 

5. Choose the non-reimbursable/personal expense type.  

 
6. Provide the transaction date then the amount of lodging that is not reimbursable (remaining 

amount) and add any comments you think would be helpful for your AO then click save.  
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7. Note, all expenses are accounted for and you do not have the hard stop anymore! Verify you have 
everything you need on your expense report; allocate expenses, and then submit to your AO.  

 
 

 

 

 

  

 


