
Requesting Meal Reimbursement 

1. Travel reimbursement for meals is not a per diem it is a meal allowance that is not to exceed
the maximum per diem rates. Think of per diem rates as your reimbursement ceiling. Rates
vary by location and are available here. Original receipts are not to be turned in with your
TR-1 for meal reimbursement. Reimbursement per diem limits are reduced on the first and
last days of travel to 75% of the total.
Example: Travel to Memphis, TN October 15-19, 2023. Access the GSA website and select
Tennessee from the drop down and then key Memphis in the City field. Click Find Rates. Scroll
down the Meals and Incidentals Rates and Breakdown.  Here you see your daily total at $69
and your first and last day of travel total at $51.75.
You may claim the $51.75 on October 15 and October 19
You may claim the $69 on October 16-18.
Complete a travel requisition to your T number for total amount of anticipated reimbursement
of  $310.50. See sample document text below.

signed purchase order and printout of the GSA rate for your destination.

Sample Document Text:  
Jane Doe
Traveling to Memphis, TN
October 15-19, 2023
First and Last Day Meal Reimbursement at $51.75
Oct 16-18 Meal Reimbursement at $69
Total $310.50

2. After your trip, complete a TR1 (see sample below) and submit to Travel Services along with your

In this example the traveler met or exceeded the meal allowance for each day of travel. 

https://www.gsa.gov/travel/plan-book/per-diem-rates?gsaredirect=portalcontent104877
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