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both breakfast and dinner to receive the maximum allowable reimbursement rate. 
Incidentals are already included in the calculations. 

 Re port for On e - Da y Tr i p

 qu ic k  r ef er enc e g u id e to crea te a n  ex p ense r eport.  For th e m ea l c a lc u la tion , u se 
th e c h ar t b elow  or  visit th e G S A web site for th e Fed er al Ra te of th e location. Th en  u se th e c h ar t b elow to fin d  th e sa m e r a te 
( lef t column )  an d  r ea d  ac ross th e row for th e N eb r a sk a/ Un iver sity a llowanc e.  Contac t th e N U Tr a vel O f f ic e  for  assista nc e .  
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Calculate the amount using the departure time and return time of the traveler. Note: Maximum reimbursement rate 
is not calculated by adding breakfast and dinner. 
 
Example 1: Traveler does not qualify for any meals. 

• Leave for Denver on Monday at 7:00 a.m. 
• Return from Denver on Monday at 6:30 p.m.  

     
Example 2: Traveler qualifies for reimbursement of breakfast of $3.50. 

• Leave for Chicago on Tuesday at 5:00 a.m. 
• Return from Chicago on Tuesday at 6:00 p.m. 

     
Example 3: Traveler qualifies for maximum allowable reimbursement of $22.40. 

• Leave for Des Moines on Wednesday at 5:00 AM.     
• Return from Des Moines on Wednesday at 10:30 PM.     


