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August 1, 2024

PREPLANNING

The staff member shall receive approval from their supervisor for the travel in advance.

Information provided to their supervisor should include:

The name of the conference or meeting, date(s) and overall time necessary to attend the
conference or meeting. Allowable business travel dates should only be one day before
and one day after the conference if extended travel time is required due to location of the

conference.

The nature of the program. Provide a copy of the program when possible.

A determination of others in the district with which transportation can be shared.

An estimate of the expense for travel, lodging and fees along with housing information

related to the conference or meeting.

The account number the expenses are to be charged.

Upon approval, the staff member will enter the request for the time off in Employee Access.

The district will pay employees for conference meals and incidentals based on the federal per
diem rate for the location of the conference. A “Per Diem Request Form” must be completed by
the staff member and approved by the supervisor prior to attending the conference. There is no
per diem payment or meal reimbursement for one day trips. This form should be submitted to
Accounts Payable at least two weeks prior to the conference.

To complete the Per Diem Request Form, follow the following steps:

M&IE Breakdown (Sample)

Determine the location where you will be working while on official travel.

Look up the location-specific information at www.gsa.gov/perdiem

On the results page, click Meals & Incidentals (M&IE Rates)

Find the row for your specific location and note the amount listed for M&IE, breakfast,
lunch, dinner, incidentals, and first and last day of travel.

e — . Incidental .

M&IE Total' |Breakfast/ |Lunch? |Dinner? Expenses First & Last Day of Travel®
Breakfast? P

$59 $13 $15 $26 $5 $44.25

$64 $14 $16 $29 $5 $48.00

$69 $16 $17 $31 $5 $51.75

$74 $17 $18 $34 $5 $55.50

$79 $18 $20 $36 $5 $59.25
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