Travel Quick

PER DIEM MEALS WITH A TRAVEL REQUEST Reference Guide

Updated June 27, 2023

TRAVEL APPLICATION

Request

HEeLpFUL HINTS

Reimbursement for meals while in travel status follow the per diem model. When creating a travel request, use the
Meal (per diem) expense type.

PROCEDURE

To estimate meal reimbursement when creating a new travel request, select the Mea/ (per diem) option.

Add Expected Expense

ISearch for an expense type

v01. Transportation
Air Ticket
Car Rental
Fuel/Gas
Plane (state/private/rented/chartered)
Taxi/Shuttle/Train/Bus
v02. Travel Expenses
Hotel Reservation
vua. FoodiMeals

Meal (per diem)

Official Func Exp-Agenda/Names
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Enter the total number of days of the trip and click EX

Manage Requests
New Expense: Meal (per diem) oo (D
08/01/2023
@ Allocate
Request/Trip Start Date * Request/Trip Business End Date *
| 08101/2023 || o8i0s/2023
Destination City * #of days *
‘ San Diego, California X v ‘ ‘I I
GSA rate will be used to calculate total after Currency Comment
you hit save
US, Dollar
Y
Save Cancel

The per diem will auto-calculate.

Manage Requests

San Diego $259.00 @
i Copy Request Submit Request
Not Submitted | Request ID: MYJH

Request Details ~  Print/Share ~  Attachments v

EXPECTED EXPENSES

Expense type T| Details Tl Datel™ AmountT, Requested 7|
\:\ Meal (per diem) San Diego, California 08/01/2023 $259.00 $259.00
$259.00

Refer to the Per Diem and Meal Expense QRG for more details.
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https://nebraska.edu/-/media/unca/docs/concur-help/quick-reference-guide/per-diem-and-meal-expenses-faq.pdf

