
 

Pre-Approval          

Pre-Approval is required for all overnight travel prior to the departure of the trip.  The Business Travel 



 



Receipts  
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	All meal rates are inclusive of taxes and tips. Reimbursement may not be made for the cost of alcoholic beverages. The below regulations are a typical workday Monday through Friday 8:00 am to 5:00pm.
	The cost of breakfast is reimbursable when an employee in travel status leaves home or their regular work location on official business 2 hours or more before the beginning time of the employee’s workday.
	The cost of dinner is reimbursable when an employee in travel status arrives home or to their regular work location 2 hours or more after the employee’s ending time of the employee’s workday.
	In cases when an employee meets both above conditions and is in travel status for the entire day, but not overnight the employee’s lunch is also reimbursable.
	If the registration fee for a conference, convention, seminar, or training meeting includes the cost of meals, travelers may not request additional per diem or reimbursement for the included meal. For example, if lunch is provided and included as part...
	https://www.towson.edu/financialservices/travel/planning.html
	Current Per Diem Rates
	Personal Vehicle Usage and Mileage Rates
	NOTE: Rates are subject to change each fiscal year.

