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STEP 1:  TRAVEL INFORMATION
DAY 1
DAY 2
DAY 3
DAY 4
DAY 5
DAY 6
DAY 7
DAY 8
DAY 9
DAY 10
TRIP TOTALS
Actual Date   
Departure Time  
Arrival Time  
**Non-Travel Day  
STEP 2:  QUARTERS AND RATE PER QUARTER
Quarters Away from Headquarters   
Quarters Rate  
Daily Reimbursement  
STEP 3:  MEAL DEDUCTIONS
Breakfast 
Lunch
Dinner  
Total Meal Deductions  
Net Reimbursement Due to Traveler  
INSTRUCTIONS:
STEP 1:  Input the traveler's name and actual date of travel (format DD Mmm YYYY).  If a travel day (traveler was departing from or arriving at headquarters), select from the drop down list the departure time. Then, select the arrival time only on the day of return. If a non-travel day (travel was not departing from or arriving at headquarters), **check the "Non-Travel Day" box.  
 
**Do not check if personal day, leave entire day blank.
STEP 2:  Select from the drop down list the correct value.  
  State Quarter Rate
Prior to 01/20/2023
On or After 01/20/2023
In State Travel 	
$7.00
$11.00
Out of State Travel
$8.00
$12.00
NOTES:
Continental breakfast is not a meal deduction.  The traveler is still reimbursed.
This worksheet should not be used if travel is less than 18 hours and lodging overnight is not required. 
STEP 3:  Select from the drop down list the correct value.
State Meal Deductions  
  In State Travel
Out of State Travel
Prior to 01/20/2023
On or After 01/20/2023
Prior to 01/20/2023
On or After 01/20/2023
Breakfast
$5.50
$8.50
$6.50
$9.50
Lunch
$5.50
$12.50
$6.50
$13.50
Dinner
$17.00
$23.00
$19.00
$25.00
STEP 4:  Input the information into the appropriate Travel Expense Voucher.  
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