Per Diem Offset
The Concur Travel Allowance feature calculates meal allowances based on your trip destination, dates,

and times. This per diem is paid to you as a flat amount regardless of the amount you spend on meals
during your trip. In certain circumstances, you may need to offset your per diem amount.

Common per diem offsets are —

1. A mealprovided by the hotel such as breakfast or lunch. Accounting for provided meals in the travel
allowance to an itinerary. Checking the boxes for provided meals reduces the daily per diem amount.
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Note: To access a previously saved travel allowance on your report. Click the ‘Travel Allowance’ caret
from the top of your report and select ‘Manage Travel Allowance’.
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2. A meal which you charged to your Travel Card. To offset this meal, select the charge from your
available expenses and choose the Meals - Per Diem Offset expense type.
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When utilizing the Meals — Per Diem Offset expense type the charges are considered personal
expenses and reduce the perdiem amount paid to you by the University. These amounts are reflected
in the report totals.



Report Totals

Company Payments
$602 .66

Employee

$19.84

Card (TEST TCU Travel Card)

Employee Payments
$0.00

Company

Amount Total:
564234

Less Personal Amount;
519.84

Due Employee:
5602.66

Amount Due (TEST TCU
Travel Card).
519.84

Owed Company:
$0.00

Requested Amount:
$622.50

Total Paid By Company:
$622.50

Total Owed By Employee:
$0.00




