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There are two meal allowance categories for day trips outside of your base area. 

1. Meal allowance for day trips outside of your base area lasting 6-12 hours is actuals up to $20 
2. Meal allowance for day trips outside of your base area lasting greater than 12 hours but not overnight follow the 

75% rule for GSA. The meal allowance will be 75% of total per diem for that day determined by travel destination. 

How to claim a meal allowance for a day trip lasting 6-12 hours: 

To claim a meal allowance for day trips outside of base area lasting 6-12 hours click Add Expense and select “Meal 
Allowance 6-12hrs” as the expense type, enter the date, departure and arrival times, then enter either your actuals or 
$20 and click Save Expense. 

After you have entered your meal allowance click Add Expense to add any additional reimburse for this trip such as 
mileage, agenda, etc. 

How to claim a meal allowance for a day trip lasting greater than 12 hours: 

On your travel report click Travel Allowance – Add Travel Allowance – Complete all required fields for your itineray – 
click Next and Finish. 
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