


Meals and Incidentals Chart for Sponsored Trips and Meals Provided
Traveler/ TA#: Sharie 0ABC12
Trip Dates/Location: 01/01/11-01/03/2011 LA, California 
	Date
	Meals
	Included in Accommodation Fee 
	Included in Registration Fee
	Provided In-Kind
	Reimbursable
	Not Covered 

	01/01/2011
	Breakfast
	x
	
	
	
	

	
	Lunch
	
	
	x
	
	

	
	Dinner
	
	
	x
	
	

	
	Incidentals 
	
	
	
	
	x

	
	
	
	
	
	
	

	01/02/2011
	
	
	
	
	
	

	
	Breakfast
	x
	
	
	
	

	
	Lunch
	
	
	
	x
	

	
	Dinner
	
	
	
	x
	

	
	Incidentals
	
	
	
	
	x

	
	
	
	
	
	
	

	01/03/2011
	
	
	
	
	
	

	
	Breakfast
	x
	
	
	
	

	
	Lunch
	
	
	
	x
	

	
	Dinner
	
	
	x
	
	

	
	Incidentals
	
	
	
	
	x



On the travel authorization your comments will need to read:
Meals: 
01/01/2011 B is included in accommodation fee, L and D are Sponsor In-Kind, NCI is paying IE
01/02/2011 B is included in accommodation fee, L and D are Sponsor reimbursable, NCI is paying IE
01/03/2011 B is included in accommodation fee, L is Sponsor reimbursable, D is Sponsor In-Kind, NCI is paying IE






Reminders:
 1) “X” or “0” out meals that are included in registration fees and/or hotel costs.
When to “X” or “0” out: 
“X” out when there is only one method of reimbursement.
“0” out when using more than one method of reimbursement. 
2) When using multiple methods of reimbursement, enter per diem information into GovTrip using the following order: 
1. Sponsored In Kind
2. Sponsored Personal
3. Personal 

Enter information in Per Diem Entitlements section first, and enter remaining information in Non-Mileage Expenses section as “miscellaneous” expenses.  
3) Deduct GSA value of meals that are sponsored in-kind and included in registration/hotel cost:
Meal deduction calculation: 

Meal deductions for first or last day of travel: 
* 
*If this amount is a negative number, no per diem can be reimbursed by NCI or sponsor. Workaround: Enter 0.00 in the breakfast, lunch, and dinner boxes, and enter the total 75% M&IE in the incidentals box. 
4) Sponsor never pays for incidentals (ARC Policy).  

