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Travel Policy Updates

Mileage Reimbursement Rate 1/1/2024-12/31/2024
Standard mileage rate for business travel - 67 cents/mile
Moving and relocation - 21 cents/mile

Meals and Incidental Expenses (M&IE) Per Diem — NO RECEIPTS REQUIRED

For travel occurring on or after January 1%, 2024, M&IE will be reimbursed based on the federal per diem rate
based on location. The fixed rates are set annually on the US General Services Administration site. This is new for
travel within the Contiguous 48 states. These rates are dependent on where you are traveling and includes a
breakdown for breakfast, lunch, dinner, and incidentals.

Any meals provided by conference or meeting will reduce the daily per diem.

First and last day of travel per diem is limited to 75% of per diem rate.

Travel less than 24 hours shall not be reimbursed. Exception: 75% per diem allowed with overnight stay.
Non-employees continue to report actual travel related meals for reimbursement up to $59, itemized receipts
required.

Lodging
A traveler who attends an approved conference where the prearranged conference lodging rate exceeds the
$275/night limit may stay at the conference hotel without additional approval

Cal State


https://www.gsa.gov/travel?topnav=travel

Travel Policy Updates

Travel Ban
Governor Newsom signed SB 447 on September 13, 2023, which repeals AB 1887, the travel ban.
Any travel prior to September 14, 2023 will still require the President's approval if using state funds.

Recalling Approved Travel Requests
Concur now allows users to recall and make edits on an Approved Travel Request only for future
travel.
An amended travel request is still required if the travel has occurred.

Gratuities
Tips are included in the per diem rate for M&IE for meals and any hotel staff like bellhops, baggage

carriers, porters, housekeepers, stewards, and hotel servants in foreign countries.

Gratuities are still allowed for taxi, shuttle service, courtesy transportation or valet parking
attendants. These are not included in the M&IE per diem.
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Navigating GSA Site

To access the GSA M&IE reimbursement
navigate to

Two access screens are available:

1) Per Diem Rates: Select State and enter City or
ZIP (optional). Click Find Rates to see a
breakdown of the daily per diem.

2) Per Diem Look-up:

*  Step 1 - Select State and enter City or ZIP
(optional).

*  Step 2 — Enter Start/End Dates. Do not select
Fiscal Year as federal fiscal year is from
October to Sept.

*  Click Search to find the daily per diem and
total per diem for the trip.

Cal State Fullerton

EE An official website of the United States government Here's how you know

. - . @ Per Diem Lookup Search GSA.gov n
U.S. General Services Administration
Buy through us ~ Sell to government Real estate Policy and regulations « Small business « Travel Technology ~ Aboutus ~

Per Diem Rates

PERDIEN OOK UP

@Choosealotation @Chmseadate

Rates are set by fiscal year, effective October 1 each year. Find current rates in the continental
United States (“CONUS Rates”) by searching below with city and state (or ZIP code), or by clicking
on the map, or use the new per diem tool to calculate trip allowances.

Search by city, state, or ZIP code e iy opoal Selct Fscal Ve

Required fields are marked with an asterisk ). .
-Seldt- ' -Slet-

For Fiscal Year:

<>

2024 (Current Fiscal Year)

i} Trvel sttt oy Tt enddte oy

BN .

Select a State City (optional)

<>

Rae for sk, U Teors nd Fossssins ey e Raesare vl bebeen 02070 and 3 0 204,
OR

DeprimentofDefnse
ZIP

2 Rae forfoegn ot ety he e Deptment .



https://www.gsa.gov/travel?topnav=travel

M&IE Per Diem Look-Up

Primary Continental ) Incidental First & Last
L. County (i} : M&IE Total Lunch Dinner

Destination @ Breakfast/Breakfast Expenses Day of Travel

New York City Bronx / Kings / New York [/ Queens / Richmond S79 518 520 536 $5 $59.25

Meals 8¢ incidental expenses breakdown: May 06, 2024 - May
10, 2024

Days, Month Daily Rate # of Days Total
First day (05/06/24)* $59.25 1 $59.25
Full day (May) $79 3 $237
Last day (05/10/24)* $59.25 1 $59.25

*The first and last calendar dates of M&IE are calculated at 75%.

M&IE total: $355.50

** First and Last Day: $79 x 75% = $59.25
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Meals provided as Part of Event

Primary Continental . Incidental First & Last
T County i : M&IE Total Lunch Dinner

Destination © Breakfast/Breakfast Expenses Day of Travel

New York City Bronx / Kings / New York / Queens / Richmond S79 $18 $20 536 S5 $59.25

Meals provided at event must be deducted from daily per diem.

* |f dinner, lunch and breakfast are provided respectively on the arrival night, second day, and last day, the
reimbursable daily per diem will be:

| Date | PerDiem | Meals provided | _MSIE for the day

5/6/2024 $79 x 75% = $59.25 Dinner $59.25 - $36 = $23.25
5/7/2024 $79 Lunch $79 - $20 = $59
5/8/2024 $79 NA $79
5/9/2024 $79 NA $79
5/10/2024 $79 x 75% = $59.25 Breakfast $59.25 - $18 = $41.25
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GSA M&IE
Breakdown

5 ranges for domestic locations
GSA M&IE breakdown

Ranges shown from $59-$79 ($54-
$74 without incidentals).

Displays first and last day of travel
(up to 75% of entire day).

Use chart as guide to deduct provided
meals.

Cal State

M&IE Breakdown

Continental . .

M&IE . . 8 Incidental First & Last

: Breakfast/ Lunch Dinner -

Total B Expenses Day of Travel
Breakfast

$59 $13 $15 $26 $5 $44.25

$64 $14 $16 $29 $5 $48.00

$69 $16 $17 $31 S5 $51.75

$74 $17 $18 $34 55 $55.50

$79 $18 $20 $36 S5 $59.25




Employee Location-Based Per Diem (Request)

Tolls
Home > Requests > Manage Requests > Test travel Req NY
v 03. Meals
Test travel Req NY ﬁ Actual Per Day Meal Expense - for travel completed before 1/1/24

Busi Meals (Directive 11
Not Submitted | Request ID: 4HVL usiness Meals (Directive 11)

Meals and Incidentals Per Diem 2
Request Details v Print/'Share ~  Attachments v

v 04. Other
EXPECTED EXPENSES
1. After initiating a travel request, click “Add” under
“ “Expected Expenses’
1 2. On the menu that pops up, scroll to Section 03. Meals
Select “Meals and Incidentals Per Diem”
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Employee Location-Based Per Diem (Request)

New Expense: Meals and Incidentals Per Diem cancel ([
® Allocate
Trip Start Date * Trip End Date *
05/06/2024 05/10/2024
Duration Days * # of Personal Days Q
5 0
Description 0/64 Transaction Amount Currency
| US, Dollar
4 ciy
New York, New York X v
Country Comment 0/2000
us

1. On this page, you can review the Duration and Personal Days, if no changes
Click “Save”
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Employee Location-Based Per Diem (Expense)

Travel Allowances For Report: Test travel

Test travel $0.00 =

o Create New ltinerary 2  Available ltineraries 3 Expenses & Adjustments

Not Submitted | Report Number: QEIWQ2 .
ltinerary Info

Report Details v Print/Share v Manage Receipts v  Travel Allowance v

ltinerary Name Selection
1 [ Manage Travel Allowance ] I Test travel I USGSA b
Add Expense \ '
Add Stop Import linerary
[] Departure City Arrival City

Mo ltinerary Rows Found

1. When submitting travel expense claim, click on Travel Allowance then Manage Travel Allowance
2. On the following page, click “Create New lItinerary”

Cal State Fullerton



Employee Location-Based Per Diem (Expense)

Create New lfinerary Available lfineraries | Expenses & Adjustments

tinerary Info

Itinerary Name Selection
I Test travel I UsGsA -
Mew ltinerary 5to
Add Stop lew Itinerary Stop
Departure City
Departure City & Arrival City Arrival Rate Location P :
l Los Angeles, California
Mo Itinerary Rows Found
Date Time
| osmsi2024 @ [sooam
Arrival City

| New York, New York

Date Time
| 05/0612024 | 5:00 PM

2 e

1. Fill in the New ltinerary Stop on the right-hand side for the Departing Travel Day. Dates for the Departure

City and Arrival City should be the same.
1. Click the blue “Save” button on the bottom right.
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Employee Location-Based Per Diem (Expense)

Edit finerary || Available Hfinerarie: & Adjustments

tinerary Info

ltinerary Mame Selection
| Test travel USGSA

\ew Itinerary Stop 1

Departure City

Departure City « Arrival City Arrival Rate Location
— - l New York. New York

Los Angeles, California New York, New York NEW YORK COUNTY, US-NY, US

05/06/2024 05:00 AM 05/06/2024 05:00 FM .
Date Time
[ osriozo24 = B
Arrival City
l Los Angeles, California
Date Time
[ osrtozo24 = B

Zm

[coosrpe 0o ] e o
1. When you see the first travel day listed on the left, proceed by filling in the New Itinerary Stop on the right-
hand side for the Returning Travel Day. Dates for the Departure City and Arrival City should be the same.
2. Click the blue “Save” button on the bottom right.
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Employee Location-Based Per Diem (Expense)

Edit ltinerary || Available lfineraries | Expenses & Adjusiments

tinerary Info

inerary Mame
Test fravel

Add Stop

Departure City «

Los Angeles, California
05/06/2024 03:00 AM

Mew York, New York
05/10/2024 12:00 PM

0O Oo

Selection
USGSA

Arrival City
Mew York, New York
05/06/2024 05:00 PM

Los Angeles, California
05/10/2024 10:00 PM

Arrival Rate Location
MNEW YORK COUNTY, US-NY, US

LOS ANGELES COUNTY, US-CA, US

New Itinerary Stop

Departure City

Los Angeles, California

Date Time

Arrival City

Date Time

1
\m

Go to Single Day lfineraries m

1. Once you see both lines with each travel day listed, click the blue “Next” button on the bottom right.
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Employee Location-Based Per Diem (Allowances)

Create New Hinerary || Awvailable Hineraries || Expenses & Adjustments
Show dates from : to :
Exclude | All |:| Date/Location « Meals Rate | Breakfast Provided Lunch Provided Dinner Provided Allowance
El%:z's‘:%glfiew York 55825 v 529925
Elseﬁ_riglg 4he'u York $79.00 v 5317.00
New Yot Now York 579.00 533700
Elseﬁgriglg 4he'u York $79.00 ] v 7 5263.00
051072024 25995 559.25

MNew York, New York

N\,

Update Expenses Cancel

For meals provided during travel, check the Breakfast, Lunch and Dinner boxes for each day. This will
automatically adjust the per diem rate. When done, click the blue “Update Expenses” button on the bottom right.
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Employee Location-Based Per Diem (Expenses)

Report Details v Print/Share v Manage Receipts v  Travel Allowance v View Available Receipts [
KRS
[ ] Alerts | Receipt?, Payment TypeT] Expense Type 7l Vendor Details 7] Date |7 Requested 7}
0 Cash/Personal Credit Card Meals and Incidentals Per Diem New York, New York 05/10/2024 $41.00
‘ v 0 Cash/Personal Credit Card International Daily Allowance (Lodging) New York, New York 05/09/2024 $258.00
0 Cash/Personal Credit Card Meals and Incidentals Per Diem New York, New York 05/09/2024 $79.00
‘ v 0 Cash/Personal Credit Card International Daily Allowance (Lodging) New York, New York 05/08/2024 $258.00
0 Cash/Personal Credit Card Meals and Incidentals Per Diem New York, New York 05/08/2024 $43.00
‘ v 0 Cash/Personal Credit Card International Daily Allowance (Lodging) New York, New York 05/07/2024 $258.00

Expenses will auto populate for Meals and Incidentals Per Diem and International Daily Allowance for
Lodging. Check the box on the far left for each of the Lodging expense lines and then click on the
“Delete” button to remove the Lodging Allowance. The Lodging Allowance is only for international Travel.

Cal State Fullerton



Workflow

Add other
projected Submit for

Project M&IE
cost based on
location

Create Travel

Request expenses or Approval

reductions

Create Travel
Create Expense Itinerary Determine
Report from Travel (import or —P»  provided
Request manually meals
enter)

Attach
Add expenses Receipts (not Review Audit
(reductions) meal or Warnings
incidentals)

Submit for
Approval
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Blanket Travel

What is Blanket Travel? Create New Request

Blanket Travel is used for travel within California, within the
fiscal year (July 15t to June 30™) and used only for mileage,
parking, and tolls.

No FastTrack, Express Lanes, etc.

Naming Convention for Blanket Travel Request:
Report Name: Blanket Travel FY 2023-2024

Fiscal Year Start Date: 7/1/2023

Fiscal Year End Date: 6/30/2024

Blanket Travel Expense claims should be submitted

Monthly, do not wait until the year is over to submit a claim,

could result in taxable income. Preferably submissions A Blanket Travel FY 2020-
should be done 15 days after the close of the month. 2021
If any additional expense items needed to be included $715.00

should be included in a travel request and expense claim
and including transportation, lodging, and any additional
eXpenSGS Approved

Cal State



Blanket Travel Policy

Mileage (Excludes commuting mileage) — Reason and Start/Return time for
each day required

Reqularly Scheduled Work Day, mileage is calculated as follows:
Between work location and destination — Round trip mileage may be
claimed between work location and destination.

Between residence and destination — Round trip mileage may be
claimed from the lesser of the two locations: between work location and
destination or between traveler’s residence and destination.

Reqularly Scheduled Day Off, mileage is calculated as follows:
Round trip mileage may be claimed between residence and destination.
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Payee/Vendor Data
Record Form
Process

Vendor onboarding moving away from
PaymentWorks effective 02/01/2024.

Vendor 204 form to be used to onboard
vendors, employees, and non-employees for
payments of any kind.

Beginning February 1, 2024 we will no longer
accept old versions of the vendor data record
form.

*Do not submit this
form via E-mail

Cal State
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Provide your vendor with the f Supplier chooses to be
- paid via ey will nee
link to the Payee/Vendor to fill out Payee/Vendor

Data Record Form located on Direct Deposit Authorization
form on the Accounts
the Accounts Payable el e

website

Accounts Payable will review the Payee/Vendor
Data Record form 204 submission and Vendor
onboarding process will begin once authorized by
Contracts & Procurement for vendors on a PO or by
Accounts Payable for any other submissions

Vendor will receive confirmation directly to their
email from Adobe upon completion


https://fullerton.na1.echosign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCy5BnwTD4wM4kJILDpeU0yYe0VeuP0Bz-tYh3AqVml0PNovPA3LLdQH6VXZu8YLuM*
https://fullerton.na1.echosign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhA3gVEV2TTuO0haekTv0g4oDtDZTBSVL7_l31VRD34_6jN7FCc7Fbw_uHXAPTYQF3s*

Payee/Vendor Data Record Form

Eequast Typa: Marse Medify

Cal Sta PAYEE DATA RECORD FORM 204

TAX PAYER IDEMTIRCATION MUMBER - Bequirad by Rewanue Cods 18445
FEIN

WCITE: Paymant will not ba procassed without
an gccompanying haxpayer LD, nunbsr unkaz

q.Equl"Elj wihean I'Eﬂ'El'.'"'lg FIE]'IT'EI".TI'CI'I'I Callformila State UI'I|'.'E1"5"ZY, Fulkerion For Accounts Pavable Use Only
g . Required |m ey of IS W-3 = a FEDERAL EMPLOVER 5 IDENT IFICATION MUMEER cansiderad a faraign supplier.
Ll L l t{ :ll] ACCOUNTS PAYABLE AND TRAVEL OPERATIONS | wdr@fullerion.edy Supphiar|D:
- - - - - 35N CHECK hera if company doss not have a
PAYEE TYPE (salectanal SUPPLIER EMPLOYEE ETUDENT GOVERNMENT HON-EMPLOYEE EQCIAL EECURITY MUMEER lucakian within LS bordars.
m Poyea Mams: Emait Cwin
*® CAMPUE WIDE IDENTIFICATION NUBEEE
DEA or Sole Proprietor Cwniers Full Name (Last, First, MIT Phons: | Company Wb Addrszs:
ke E SUPPLIER RESIDEMCY STATUS |check appropriohs bouas BACKUP WITHHOLDING
h w ficheck oppro priaks beax)
Mallng Address (Streed No. or PO Box Na.): Remii-to Address (I dferenti: CALIFORMIA RESIDEMNT
* Ed | am ned subject o backupwithhelding.
- - CALIFORNIA MOMRESIDENT (Sea Refarencs Pogal - Poymant for sersices by |salmict besdoes]
City, State. ZIF Code: Remi-to Clly, State, ZIP Code: nanrasidents moy be subject ho shahe incom e fax withhalding.
L 2 2 | hewva nart bean netified by the RS that
REGISTERED TC DOy BUSIMESS IM CALIFORMIA - Pl amach Califarmia form 350 I
E Typa of Businass Servica Commaodilies Pz, =F Ve in Busin saa: PLEASE CHECK ALL APPLICABLE noss m m L?:sit;hg:aﬁrﬁkmﬂjﬁlmaszr
Type of Sarvice/Commodtty: . EquipmantyGuppliss Rant Rovalies SERVICES PERFORMED OUTE DE OF CALIRORMLA - Pleass amach Caltfornia form s&r dividands.
= = = Oihar Servicas,Mon-Mad Esimbursanant
- = = PART OF ZERVICES PERF O RMED QUTSIDE OF CALIFDRMILA - The IRS has nodified ma that | an ne
Form af Payment Acceptad: CHEGK ACHIEFT CREDIT CARD Madicdl Services Atomey Fess Flensa armch Colifarnio form ser lengar subjadt ko backup withhaldings.
IF ACRIEFT please submit Vendor Bank Form Equipmant/Madical Supplias . Legal Satflamsnt FTB DETERMINATION LETTER FOR WAIVED OR REDUCED WITHHOLDING FROM .
FRAMCHISE TAX BOARD ATTACHED I am awsmpt from backep withakding
-+ SUPPLIER ENT'IT"I"T"_I;EE |5Ih-CTDI1H| CA Cartified Small Businsas . ) 1 . . o ) . | bachs hold
BAEDICAL CORPORATIOMN finclwding dertinry, PARTHERSHIP U5 STATUS US Citizes U5 Pameemsnt Residen . Foreign Matiomal Eosty |/ U5 Entity am subject o bockup wihholing.
podiatry, paychoheropy s chi e, wie| Ca Cartifiad Small Busings= Public Waorks
) by ESTATE R TRUST | HERERY CERTIFY UMDER PEMNALTY OF PERJURY THAT THE INFORMATION PROVIDED OM THIS DOCUMENT 15 TRUE AMD CORRECT. IF MY
EXEMPT [Mon-prafit] CA Catifiad Migo Buzinass IE RESIDEMCY STATUS SHOULD CHAMGE, | WILL PROMPTLY INFORM YOL,
Al vach =F B01C ard Cablomio Forn 500
=3 e o P ® ik = T4 Cartifiod Disobled Vit Busingss Enlerpriss .a_u.ﬁmudl’-um Iscrmasntai=s's Mamx 1:I"l: '[lhnl\-mll‘\-l\mbin
ALL OTHER CORPORATIOMNS INDIVIDUALSSOLE PROPRIETOR k) £ k)
* _ _ OR SINGLE-MEMBER LLC Costficntion 4 " E— T eoitada
LIMITED LIABILITY COMPAMNY *_= = Beqgin Date prabra: * miail Addram:
‘amchc&wmshscwnﬁmmhp End Date: SE““HI’E: ::Icl\- here to Elg"‘ ) )
% %
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Payee/Vendor Direct Deposit Authorization

| DIVISION OF
Administration

CSU * | and Finance

ACCOUNTS PAYABLE VENDOR DIRECT DEPOSIT AUTHORIZATION
¥ CheckOne: () NewsSetup () Change () Cancellation

* *

Bank Name Branch
Address

* * * *
City State Zip Code Phone

* *
Bank Routing Mo. Account No.

SWIFT Code:

| hereby authorize in accordance with the rules and regulations of the National Automated Clearinghouse Association ("NACHA")
California State University, Fullerton to credit any payments due via automated clearinghouse electronic fund transfer

("ACH") to the bank and bank account owned by entity referenced above. This authorization will remain in effect until canceled in
writing. A new authorization must be completed if banking information changes.

| understand that the California State University, Fullerton requires ten (10) business days to set up this initial authorization and two (2)
business days for funds to become available following an ACH electronic funds transfer.

Cal State

Signature: “-Click here to sign

&*

Vendor Name Authorized Signature Email: ~Enteryour email address
* *
Phone Number Date
*
E-mail E-mail

Remittance notification email address One additional contact email address (optional)

Privacy Notification

The State of California Information Practices Act of 1977 (effective July 1, 1978) requires the University to provide the following information to individuals who are asked to supply information
about themselves. The principal purpose for requesting information on this form is to acquire authorization for reimbursement distribution to a financial institution of the individual's choosing.
Furnishing all information on this form is mandatory. Failure to provide such information will delay or may even prevent completion of the action for which the form is being submitted

Attachments

Please attach either a voided check or letter from your bank showing name, address, bank routing number, and bank account
number must be attached.

*Click to Attach. .



Reminders

Prepare Travel Request 4-6 weeks prior to the departure date to allow sufficient time to obtain the required approvals. For travel to
high hazard countries, submit Travel Request 6-8 weeks prior to the departure date.

A Travel Expense Report with all the required itemized receipts/documentation must be submitted within 60 days from the return
date.

Submit a zero-dollar Travel Request in Concur for any University Business travel even if you will not incur any expenses on your trip

Travel requests and claims go through an approval workflow within the department before coming to Accounts Payable and Travel
Operations, please work with your department to follow up on the status

Update any change to the traveler’s address in Concur, notify DL-AP when there is an update

Generally, upgrades are not allowed (i.e. Main Cabin, priority boarding, Uber Black/XL, priority pickup, rental car upgrade, etc.)

Exceptions
A justification memo signed by the Division Vice President must be attached to the Blanket Travel Request, Travel Request or
Expense Report.

Sign up for through AP Website
Cal State e £


https://financialservices.fullerton.edu/controller/ap_travel/

Reminders
_ Travel Policy pre 1/1/24 Travel Policy effective 1/1/24
Domestic — Meals Up to $55/ day, receipts may be Using Federal M&IE per diem
required in certain situations rate. Amount depends on location

and travel dates

Domestic — Incidentals $7/day; receipt not required Included in Federal M&IE per
diem rate
Domestic — Lodging Up to $275/ night, before tax, No Change
itemized receipt required
Hawaii, Alaska, Puerto Rico, Federal M&IE per diem No Change
Other US Possessions Lodging: Up to $275/ night

ltemized receipt required

International Location based federal per diem  No Change
for both Lodging and M&IE

Cal State



Reminders

Tips given to hotel staff (such as Incidental Expense Included as part of the location-
bellhops, baggage carriers, porters, based federal per diem rate for
hotel housekeepers) stewards, and Meals & Incidentals

hotel servants in foreign countries

Tips for Meals Incidental Expense Included as part of the location-
based federal per diem rate for
Meals & Incidentals

Tips give to taxi, shuttle service, Transportation Expense Actual Reasonable cost incurred;
courtesy transportation driver included as part of transportation
expense

Cal State



Reminders

Expense Type P-Card P-Card Travel

Expense Travel Expense
Report Expense Report
Report

Transportation - air, rail, rental car X X
Lodging X X
Meals & Incidentals (tips for meals/hotel staff) — Per Diem X
Gratuities — tips for taxi, shuttle, parking X X
Hospitality (D-11) — food/beverage and entertainment services X
Supplies — goods and services X

Cal State



FAQs

1. Will the traveler be reimbursed for per diem M&IE if the official travel is less than 24 hours?
No. However, 75% of the per diem M&IE may be allowed if the travel includes an overnight stay as
supported by a lodging receipt.

2. What determines a traveler's per diem reimbursement rate?
The traveler's assignment location determines the per diem reimbursement rate.

3. What per diem reimbursement rate will the traveler receive if they went to multiple business
locations in a single day?
M&IE per diem rates will be based on the location where the traveler spent the night.

4. Does the traveler need to submit receipts when claiming per diem allowance?
No. Expenses reimbursed using per diem allowance do not require supporting receipts as long as the
claim meets other substantiation requirements, including date, place, and business purpose.

5. What expenses are included in the per diem rate for M&IE?

Meals include expenses for breakfast, lunch, dinner, and related tips and taxes. Incidental expenses
include fees and tips given to porters, baggage carriers, and hotel staff.

Cal State



FAQs (cont.)

6. What allowance will the traveler be paid for M&IE?

Allowance Is

First Day on Travel Status 75% of the applicable M&IE per diem rate
Subsequent Day on Travel Status 100% of the applicable M&IE per diem rate
Last Day on Travel Status 75% of the applicable M&IE per diem rate

7. Where does the traveler find the M&IE per diem rates?

Traveling To Update Frequency Rates Set by and Link

Continental United States Annually every October 1 General Services Administration
Non-foreign Areas (Alaska, Hawaii, US  Annually Department of Defense, (Per Diem,
Possessions) Travel and Transportation Allowance

Committee (PDTATAC)

International Beginning of each Month Department of State

Cal State


https://www.gsa.gov/travel/plan-book/per-diem-rates?gsaredirect=perdiem
https://www.defensetravel.dod.mil/site/perdiemCalc.cfm.
https://aoprals.state.gov/web920/per_diem.asp

Resources:

Concur User Guides

@ > User Guides

Step-By-Step Instructions: Concur User Guides With Screensteps

« Visit the Concur Screensteps Website = to see other Concur Instructions.
« Logging into Concure
+ Travel Expenses

+ P-Card Expenses

Quick Tips: Concur Instructional Videos

« Visit the Concur Video Channel for mere informatien.

Concur Online Training

+  Concur Travel Request Online Training (46 Minutes) &

Concur Travel Expense Report Online Training (30 Minutes) &

Coneur Blanket Travel Request Online Training (30 Minutes)

Concur Blanket Travel Expense Online Training (30 Minutes) &

Coneur P-Card Expense Report Online Training (46 Minutes) &

Coneur Approver Online Training (25 Minutes)t:

Coneur International Travel Request Online Training (38 minutes)&

Coneur International Travel Expense Online Training (37 minutes) &

Topics
Concur (General) 7
Concur Profile Set-up S

Travel Request 10

Requ

sble Travel Request Expenses

Adding Expenses ta a Travel Request
Amended Travel Reguest

Allocating Expenses within a Travel Request

Closing Requests

Adjustments Expense Type
Checking Trawvel Request Status Approval Status
Copy Travel Request

Booking in Concur

Travel Expense Report 12

Blanket Travel Request 2

Blanket Travel Expense Report 3

Closing a Travel Request

€ Before closing your travel request and blanket travel request, please confirm that you meet the
following requirements:

o All of your travel-related expenses have been accounted for on your expense reports.
« There are no other expenses that need to be claimed or reconciled in Concur.
e Travel Operations have officially approved your travel expense reports.

Step 1: From the Concur dashboard, click on Requests.

O Fewme T Eoe oo

Hello, Tusfy
TRIP SEARCH ALERTS

& Booking e el | Bock e gt

h =2 0

Step 2: Search for the Travel Request that needs to be closed out.

Manage Requests  Process Requests

Manage Requests  vew:

NOT SUBMITTED RETURNED

A\ AUG 2021 Albany, NY A Blanket Travel FY
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https://adminfin.fullerton.edu/travel/resources/Default.php



https://adminfin.fullerton.edu/travel/resources/Default.php

Helpful Links:

Travel Policy:

Concur Screensteps

Mileage:

Linking Travel Request to Expense Report:

Blanket Travel:

Closing Travel Requests:

Hotel Itemization:

GSA Per Diem site (48 Contiguous States):

Department of Defense Per Diem Site (Alaska, Hawaii, or the US Possessions):

International Travel Per Diem Site:

Cal State


https://adminfin.fullerton.edu/finance/ap_travel/
https://adminfin.fullerton.edu/finance/ap_travel/
https://csuf-afit.screenstepslive.com/m/75002
https://csuf-afit.screenstepslive.com/m/75002/l/1129698-personal-mileage
https://csuf-afit.screenstepslive.com/m/75002/l/1291885-linking-travel-request
https://csuf-afit.screenstepslive.com/m/75002/l/1128251-blanket-travel-expense-report
https://csuf-afit.screenstepslive.com/m/75002/l/1295988-closing-requests
https://csuf-afit.screenstepslive.com/m/75002/l/1130754-hotel-itemization
https://www.gsa.gov/travel/plan-book/per-diem-rates?topnav=travel
https://www.travel.dod.mil/Travel-Transportation-Rates/Per-Diem/Per-Diem-Rate-Lookup/
https://aoprals.state.gov/web920/per_diem.asp

Questions & Answers?

Cal State



Contact Information

Department Email:

Sign up for updates:

Cal State


mailto:travel@fullerton.edu
mailto:DL-APTravelUpdates@fullerton.edu
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