
















Changes to Personnel Policy: IV- TRAVEL EXPENSE AND REIMBURSEMENT 

Section 4.02 PER DIEM MEAL ALLOWANCE, Page 9 

 

The policy currently reads as follows: 

When traveling, employees will receive a per-diem allowance to cover the expense of their 
meals. The allowance will be in accordance with the per-meal rates established for the 

eal 
(breakfast, lunch, supper). The per diem allowance will be paid for meals that are not 
provided by the meeting sponsor. If a meal is provided by the meeting sponsor, a per diem 
allowance for that meal is not authorized. Although an employee is not required to eat the 
meal provided by the meeting sponsor, any substitute meal is not eligible for a per diem 
allowance and will be at the personal expense of the employee, On the day of departure, 
breakfast allowance will be authorized if the employee departs prior to 6:30 AM. On the day 
of return, a supper allowance will be authorized if the employee returns after 7:30 PM. 

 

The following highlighted section will be added: Updated 5-19-2026 

When traveling, employees will receive a per-diem allowance to cover the expense of their 
meals. The allowance will be in accordance with the per-meal rates established for the 

eal 
(breakfast, lunch, supper). The per diem allowance will be paid for meals that are not 
provided by the meeting sponsor. If a meal is provided by the meeting sponsor, a per diem 
allowance for that meal is not authorized. Travelers who are provided meals during travel as 
part of a conference fee, or when hosting or are hosted by another party while on travel 
status, must deduct the corresponding applicable meal rate from their per diem 
reimbursement claim for each meal provided. Meal adjustments include those provided by 
hotels, meetings, conferences, or any other source. If a continental breakfast, lunch, 

 rve 
as a meal, the traveler must reduce the per diem by the appropriate allowance amount. 
Although an employee is not required to eat the meal provided by the meeting sponsor, any 
substitute meal is not eligible for a per diem allowance and will be at the personal expense 
of the employee. On the day of departure, breakfast allowance will be authorized if the 
employee departs prior to 6:30 AM. On the day of return, a supper allowance will be 
authorized if the employee returns after 7:30 PM. 








































































































































