
	 	 	 	 	
	

	 	 	 	 	 	 	 	 	 	 	

	

	 	 	 	 	 	 	 	 	 	 	 	 	

	

	 	

	 	

	 	 	 		 	 	 	

HOW TO	FIND	YOUR PER DIEM RATE 

Your travel per diem can be found at the following website: 

http://www.gsa.gov/portal/category/26429 

For your information, the following	screens will take you step by	step through the process. 

Click Next 

Enter City of travel Select State of travel 

http://www.gsa.gov/portal/category/26429
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Click drop down arrow for 
breakdown	of Per Diem 



	

	 	

	 	 	 	 		
	 	 	 	 	

	 	 	 	

Please note the First and 
Last day Per Diem amounts 

Full Day per Diem 



	

	 	



	

	 	 	 	

	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	

	

 	 	 	 	
 	 	 	 	 	 	 	 	
 	 	 	 	 	 	 	 	 	 	
 	 	 	 	 	
 	 	 	 	 	 	 	 	 	
 	 	 	 	 	 	 	 	 	 	

	
 	 	 	 	 	
 	 	 	

	 	 	 	 	
	

	
 	 	 	 		
 	 	 	 	 	 	 	 	 	 	 	 	
 	 	 	 	 	

	
 	 	

	 	 	 	 	 	 	 	 	 	 		
	

 	 	 	 	
 	 	 	 	 	 	 	 	
 	 	 	 	 	 	 	 	 	 	
 	 	 	 	 	 	 	 	
 	 	 	 	 	 	 	 	 	
 	 	 	 	 	 	 	 	 	 	

	
	
	

Submitting an Expense Report 

***Travelers submit a	completed expense	report and a	requisition or petty cash slip 
signed by the traveler’s	supervisor and the traveler within 10 business	days	after 
returning from travel. Travelers note expenses paid with a P-card and any	cash 
advances and return excess cash advance	monies. Travelers provide the following 
applicable	documents. 

• Conference schedule of events 
• Original itinerary and method of payment for airfare 

• Original rental agreement showing proof of payment for vehicle rental 
• Original ground transportation receipt showing 	proof 	of 	payment 
• Original lodging bill or receipt showing proof of payment 
• Receipt from conference sponsor or copy of registration	form and	proof of 

payment 
• Mileage calculation using Google Maps 
• Itemized 	receipts 	for 	allowable 	expenses. 	M&IE 	receipts 	are not required 

for	travel within the United States 

International	Travel 
• Receipt for meals consumed	internationally. 
• The college will reimburse travelers up to the international per diem rates. 
• State	Department's foreign per diems rate	site 

https://aoprals.state.gov/web920/per_diem.asp 

• Itemized 	receipts 	for 	allowable 	expenses. 	M&IE 	receipts 	are required 
for	travel outside of	the United States. The college will reimburse travelers for 
international	expenses 	using a 	backdate 

• Conference schedule of events 
• Original itinerary and method of payment for airfare 

• Original rental agreement showing proof of payment for vehicle rental 
• Original ground transportation receipt showing proof of payment 
• Original lodging bill or receipt showing proof of payment 
• Receipt from conference sponsor or copy of registration	form and	proof of 

payment 

https://aoprals.state.gov/web920/per_diem.asp
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