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SUBJECT:
Travel - Per Diem Adjustments for Provided Meals

Federal Travel Regulations require that travelers’ per diem allowances for meals must be reduced by the amount that would have been allowed for meals that are included in conference registrations paid by the government.  In simple terms, this means that the government will not pay twice for the same meal:  if a breakfast, lunch or a dinner is provided as a benefit of registering for the conference, then you do not get to claim the corresponding part of the per diem. This also applies to meals provided by the Government or a contractor even when no registration is paid.  Below, for your convenience is a link to the appropriate section of the FTR that contains the discussion on the required adjustment:
http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_OVERVIEW&contentId=14161
Click link to Chapter 301 on left side of page to get to index

Scroll down to index for Per Diem  - Part 301-11

Scroll down to the following:

*   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *  *   *   *   *   *   *   *   *   *   *   *  
(Quoted from Federal Travel Regulation (FTR)
§301-11.18  What M&IE rate will I receive if a meal(s) is furnished by the Government or is included in the registration fee? 

(a) Except as provided in §301-11.17 or in paragraph (b) of this section, your M&IE allowance must be adjusted for meals furnished to you by the Government (including meals furnished under the authority of Chapter 304 of this Title) by deducting the appropriate amount shown in the chart in this section for travel within CONUS and the chart in Appendix B of this chapter for meal deductions for OCONUS and foreign travel. The total amount of deductions made will not cause you to receive less than the amount allowed for incidental expenses.

Total M&IE
$39
$44
$49
$54
$59
$64 

Continental Breakfast/Breakfast
7
8
9
10
11
12

Lunch
11
12
13
15
16
18

Dinner
18
21
24
26
29
31

Incidentals
3
3
3
3
3
3

 

(b) Your agency, at its discretion, may allow you to claim the full M&IE allowance if: 


(1) You are unable to consume the furnished meal(s) because of medical requirements or religious beliefs; 

(2) In accordance with administrative procedures prescribed by your agency, you requested specific approval to claim the full M&IE allowance prior to your travel; 

(3) In accordance with administrative procedures prescribed by your agency, you have made a reasonable effort to make alternative meal arrangements, but were unable to do so; and 

(4) You purchase substitute meals in order to satisfy your medical requirements or religious beliefs. 

(c) In your agency’s discretion, and in accordance with administrative procedures prescribed by your agency, you may also claim the full M&IE allowance if you were unable to take part in a Government-furnished meal due to the conduct of official business. 

(End of Quote)
*   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *   *
Until further notice the administrative procedures the Ames Laboratory will utilize are as follows:  

· When registrations are a planned cost of a trip, documentation should be presented regarding the meals provided.   This may include web pages, direct correspondence or other forms of notification or invitation to the conference.  

· The adjustment for the daily meal maximum will be based on a reduction from the daily meal per diem limit, not the elimination of the meal cost claimed.  For example, if per diem is $39 and registration includes breakfast, the traveler will be limited to $32 for meals.  If the traveler submitted $35 for itemized meals including a $10 continental breakfast/breakfast, the traveler will be reimbursed $32 rather than $25.

· If the traveler has medical requirements or religious beliefs that preclude him/her from eating the provided meals the traveler should notify the COO in advance if possible.  Depending on the circumstances further documentation may be requested.  The traveler should also contact the conference to see if alternate meals will be provided and document that effort and result.

· In cases where the traveler is unable to take part in a Government-furnished meal due to official business the traveler should provide sufficient documentation to determine the business nature of the event and document why they could not participate in the meal.

The Government’s position is that they will not pay for the same meal twice so it is the traveler’s best interest to provide the most complete documentation possible to allow for the greatest level of reimbursement.  Also, please note that the term “continental breakfast” has recently been added to the definition of a meal that requires adjustment to the per diem.  This changes how the Laboratory is required to handle continental breakfasts.  With the new ruling, a rudimentary continental breakfast that may include coffee, tea, assorted juices, rolls, bagels, pastries and perhaps cereal or fruit now counts as a meal for the purposes of calculating the adjustments to per diem.
In the event that you simply skip a meal and it does not show up on your reimbursement request, then the maximum meal reimbursement for that day will not be reduced.  You are still entitled to the per diem allowance for that meal which is presumed to be put toward the cost of other meals during the same day.  If you fail to claim reimbursement for a meal, however, we need to know if you skipped it, so you are entitled to the per diem, or it was provided as part of the meeting (whether or not you actually ate it) in which case you do not get to claim the per diem component for that meal.

Meals provided by hotels as part of the room cost can be ignored in regards to the policy as long as the cost of the room is less than the per diem rate listed in the FTR.  In cases where the room cost is more than the FTR limit and a provided meal is part of the justification for staying at the hotel the daily meal limit will be adjusted. 

The Ames Laboratory meal policy still requires the traveler to document individual meals.  The policy change affects the daily maximum that may be reimbursed for the meals claimed by the traveler.


[image: image1]