




Travel Policy Changes

Daily meals and 
incidental expenses 
(M&IE) now reported 
as a Per Diem based 

on location for all 
employees. Students 
& Non-employees use 

per diem on next 
slide. 

All tips for meals, 







Conference Days

If conference provided breakfast, add the following expenses to the claim:  
1) GSA Lunch; 2) GSA Dinner; and 3) GSA Incidental

If conference provided lunch, add the following expenses to the claim:  
1) GSA Breakfast; 2) GSA Dinner; and 3) GSA Incidental

If conference provided dinner, add the following expenses to the claim:  
1) GSA Breakfast; 2) GSA Lunch; and 3) GSA Incidental



Meal(s) on First Day of Travel
Travel-In State: GSA First Day of Travel (Up to 75%); or 

Travel-Out of State: GSA First Day of Travel (Up to 75%) 

Outbound Flight



Conference Days
(meals not provided by conference)

Travel-In State:  GSA Full Day Per Diem; or
Travel-Out of State:  GSA Full Day Per Diem





Demo





Hospitality Updates

Student Claim (If 
hospitality related)

Hospitality 
Claims in 

Certify 

Check 
Request / 

PO Invoices
Pcard Reports Chartwells 

Orders

All hospitality expenses will require a Hospitality Justification Form:



Hospitality Updates

List of 
attendees/ 
Event flyer

All required 
signatures 

(Including VP, if 
applicable)

Adobe Sign 
final audit 

report page

All Hospitality Justification Forms should include:

Itemized 
Receipt



Adobe Sign Homepage



Adobe Sign Workflow

Click on Workflows

Search Hospitality



Adobe Sign Hospitality Justification Form

Enter your email as the Preparer

Enter all appropriate Approvers

Enter the email of the Claimant



Adobe Sign Hospitality Justification Form

• Enter the document 
name.

• Add your ITEMIZED 
RECEIPT and list of 
attendees/Event 
flyer by either 
dragging and 
dropping from you 
computer folder or 
by clicking on “Add 
File” link and 
searching your 
folders for the 
documentation





Resources



Questions & Answers


