August 22, 2022 Travel Policy Per Diem Update Information
Per diem rates were updated on 8/22/2022 to follow the US General Services Administration rates. These amounts can
be found on their website. These amounts will vary based on the city and state entered. Here is an example of what the
website looks like and the current Indiana rates as of 8/22/2022.

The following information has been copied from the Travel Policy:
Chapter 7: Subsistence Allowance
Section 7-1: Subsistence Allowance Overview
Section 7-2: Subsistence Rates
Section 7-3: Meals Provided
Section 7-1: Subsistence Allowance Overview
 Payment of a subsistence allowance shall be made in compliance with this Policy. The allowance is valid for any period of
time in which a traveler is in travel status, and the allowance is not to exceed the amount(s) listed in Section 7-2.
 A travel day is paid at 75% of the full GSA per diem rate.
 Single day travel will be paid at 75% of the full GSA per diem rate.
Section 7-2: Subsistence Rates
 Current rate information can be found on the U.S. General Services Administration website.
Section 7-3: Meals Provided
 If a meal is provided, or if a meal is included in the cost of a registration fee, no subsistence shall be claimed for that meal.
 There are no deductions for continental breakfasts at hotels or snacks served on airplanes. Full meals provided by hotels or
airlines which are included in the cost of the lodging or airfare should be deducted from per diem calculations.

To assist in budgeting, delegates may research the potential per diem amounts through the GSA website and/or by
entering the per diem on a pre-approval.
o

When estimating per diem on a pre-approval, use ‘various’ as the header location, if the location
is unknown or if you are creating a blanket pre-approval. If the location is known, use the actual
travel destination. When entering per diem on an expense report, please use the exact location,
and not various.

Per Diem Wizard: Pre-Approval

After entering dates and selecting ‘add entries’, the per diem calculations will appear to the right. You can see that the
fisrt and last days are at 75%

When entering in per diem, the first and last travel days will automatically be designated as a ‘travel day’ for per diem at
75% daily allowance. There is the option to remove the travel day checkmark when applicable. Select ‘edit’ and remove
the check mark. Regardless of trip, the first and last days must be checked. Each different location entered will
automatically have ‘travel day’ checked. You must edit and uncheck ‘travel day’ from those trips that are not the first or
last travel days, if you are entering different cities for each date.

You can see that with the location of Indianapolis, the rate for the first and last day of travel is at 75% for a value of
$51.75 and the full per diem rate of $69 is given for the middle day of travel.

The expense report side is exactly the same. You can edit the allocation on each location entry, if needed. Edits can be
made at time of entry or after adding to report.

