
 

QUICK REFERENCE GUIDE 

COST ESTIMATOR 910 – MEALS 
AND PARKING 
 

 

 

1. Go to the Travel website - https:// www.fwisd.org/employees/travel 

2. Select Travel Forms. 

3. Then Travel Forms for all Travel - New Cost Estimator will download, select the type of Travel by Name. 

4. Fill-in the blanks with the required information.         

 

5. If the city is not listed on the drop-down menu, type the city name and then click the tab. A message will 
appear informing the traveler that standard GSA rates will be used to calculate meal costs. 
 
 
 
 
 
 
 

6. If the traveler is going to Austin, Texas, from 9/1/24 to 9/5/24 – In the Meal per Diem section, the date 
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range and the M&IE Rate will auto-populate - in this case, $64.00. 

            
7. Place an X next to any meals provided by the conference/class or the hotel and those meals will be 

automatically deducted. 

           
8. The total will automatically go into the Totals column. 

9. Fill in the Budget Code. 

10. The ATM Fees is automatically calculated at $10.00. A 199 budget MUST be provided for the ATM 
Fee. 

11. Parking, Taxi, Tolls is automatically calculated at 45% of Meals. Put in the Budget Code. 

• You have the option of removing Parking, Taxi, Tolls by selecting the word Yes in the 
Remove? Box. 

 


