EATONVILLE SCHOOL DISTRICT PER DIEM
FREQUENTLY ASKED QUESTIONS

Q1: What is per diem?
Al: Per diem is a method of providing reimbursement for meals consumed by a person who is in travel status. It
provides a flat rate for meals based on the destination of travel.

Q2: What is the advantage of per diem?

A2: Using per diem rates that have been established simplifies the employee travel claim process. You no longer need to
keep receipts for meals that you consume while in travel status. You simply receive the flat rate based on your
destination. This means fewer things to keep track of — a lost receipt for a meal is no longer an issue.

Q3: Who sets the per diem rates?

A3: The United States General Services Administration, GSA, sets the rates for the continental United States using their
own established methodologies. We have chosen to utilize these rates as they are readily available and are used as a
standard for providing these rates.

Q4: How will | know what the per diem rate is for where I’m going?
A4: Prior to travel, preferably when submitting a travel request, you would go to www.gsa.gov and search for “Per Diem
Rates” on the menu on the main screen. The link is http://www.gsa.gov/portal/content/104877.
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This chart is very important for reference because it shows the effective per diem rate for breakfast, lunch, and dinner,
plus the $5 that is allowable for incidental expenses. Continuing our Seattle example, the breakdown (on the bottom
line) is $12 for Breakfast, $18 for Lunch, and $36 for Dinner, with $5 for Incidentals.

Q5: 1 am attending a conference where some of my meals will be provided. Am | eligible to receive per diem for these
meals? What if | choose not to eat at the conference?

A5: If you are attending a conference and meals are included in the registration fees, you will need to deduct those
meals from the maximum per diem rate that you can receive. This is true regardless of whether you eat at the
conference or not. As long as the meal is provided in registration fees, you must deduct the meal amount from the per
diem rate. Continuing with our Seattle example, if the conference provides dinner, you would deduct the $36 from your
per diem rate, meaning your maximum reimbursement is now $35. Special rules apply to the first and last day of travel;
see question #7.

Q6: Am | required to spend the full amount? What if | spend over the amount?

A6: You are not required to spend the full per diem amount on meals. There is no reduction by not spending the full
amount, except in the cases of the first/last day of travel (see question #6). Similarly, if you spend over the listed per
diem amount (for example, $20 for breakfast, $30 for lunch and a dinner that runs $60), you only receive the total
amount listed for per diem. Any excess is non-reimbursable.



Q7: What is special about the first and last day of travel?
A7: Per GSA guidelines, the first and last day of travel are limited to a maximum of 75% of the eligible per diem rate. Any
days in-between those dates are eligible for the full rate, but the first and last are limited to 75%.

Continuing our Seattle example, the first and last day of travel are limited to 75% of $71, which is $53.25. Any meals are
deducted at the full rate. For example, a conference in Seattle provides for dinner on the first day (but not lunch or
breakfast). The maximum per diem amount would be $71 (Seattle rate) times 75% (first day) minus $36 (for dinner), for
a final total of $17.25. If the conference also provided lunch, an additional $18 would need to be deducted, which
reduces the per diem amount to $0.

Q8: How do | submit travel claims and get the per diem rate?

A8: New travel claim forms are being developed that will have the per diem rates built in and the 75% rules already
included. You will need to look up the rate on the GSA website for where you are going and enter that into the form.
Instructions are being written to go alongside the travel claim forms.

Q9: Will I know in advance of traveling what my estimated per diem reimbursement will be?

A9: In addition to a travel claim form, we are developing a travel authorization form. This form will have the per diem
amounts factored in as well, meaning you will have an advance idea of what your per diem reimbursement amount will
be.

Q10: Can | get an advance on my per diem allowance?

A10: The board has authorized us to set up a travel advance account. When you fill out the travel authorization form,
you can indicate that you want to receive an advance on your per diem amount. The amount will be advanced at the
effective rate and will be based on the rate in effect for the travel destination. Requests for travel advances for
conferences should include a conference registration brochure that will outline what meals the conference is providing,
so that the appropriate reductions can take place (see question 5).

Travel advances are subject to board policy. If you do not travel, or if the actual final per diem amount is less than the
amount that you were advanced, you will be required to repay the district for the difference. For example, if you receive
an advance for a full day of travel and it is later determined that the conference included lunch in the registration, you
would need to repay the district the lunch rate for the destination (518 in our continuing Seattle example).

Q11: 1 used my personal credit card to pay for meals while attending a conference. Because of the timing of my travel, |
missed this month’s cutoff for reimbursement as a part of the normal payable cycle. Since my credit card will come due
before the end of the next month, is it possible to get reimbursed earlier?

Al11l: The advance travel account can also be used in these situations. If you used a personal credit card while traveling,
you may submit a reimbursement claim for per diem only and we can pay for it out of the advance travel account. You
may still submit a claim and have it paid for out of the regular payable cycle at the end of the month. As there is only a
limited amount in the travel advance account, we ask that if you can submit through the normal reimbursement process
(end of month payables) that you please do so.



