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(Graphic assumes registration fee includes meals and reception/events)

Start here

Was the cost to 
attend this 

event included 
in the 

registration 
fee?

Was food 
available at this 

event?

Was the food 
sufficient to be 

a meal?

Did you eat the 
food?

Did you eat a 
meal 

elsewhere?

Traveler should 
not claim per diem

Yes

Yes

Yes

No

No

A meal receipt is 
required if 

reimbursement is 
approved

Request approval 
from appropriate 
approving official

Approved by 
Approving 
Official?

** State on the 
electronic 

reimbursement 
request the reason for 

not eating the food/
meal provided.

Traveler will be 
reimbursed the 

lesser amount on 
the receipt or per 

diem.

Traveler will not be 
reimbursed

Yes Yes

No

** State on the 
electronic request 
the food was not a 

meal

Traveler will be 
reimbursed the 
applicable meal 

per diem

** State on the 
electronic request 
the food was not 

available

No

No

Yes

No receipt 
required

** Reason must be documented on reimbursement request.

** State on the 
electronic request 
the event was not 

included in 
registration fee

No

Traveler should 
not claim per diem


