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Definition: Travel Allowance includes an allowance for meals and incidental expenses (M&IE). Incidental expenses 
(IE) include fees and tips given to porters, baggage carriers, hotel staff and staff on ships. 

1. On your travel report click Travel Allowance – Add Travel Allowance. 

2. Enter your Itinerary filling in all required fields as indicated by the red asterisks and click Next. 

To add multiple 
destinations, click 
+ Add Destination 

3. After you click Next you will see your meal allowances detailed by day. Click Finish. Please note if any meals, 
breakfast, lunch, or dinner are provided to you by another party see notes on the next page. 

Lodging is not being 
used. This column is 
inactive but still shows. 
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Notes: If any meals, breakfast, lunch, or dinner are provided to you by another party please check the applicable box 
to deduct the provided meal(s) from your travel meal allowance. Then click Finish. 

Accounting for provided meals: 

4. Your Allowances will be added to your report. 

Your travel allowances are itemized 
by Meals and Incidental Expenses. 
The Incidental portion is to cover 
fees and tips given to porters, 
baggage carriers, hotel staff and 
staff on ships. 

4. Proceed with adding your other expenses for this trip by using the Add Expense button. 

The first and last day of any trip is 
reimbursed 75% for applicable 
allowance. ($64x75%= $48; $5x75% 
= $3.75) 
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