
7. LOCATION-BASED
PER DIEM FOR M&IE



TRAVEL REQUEST: MEALS & INCIDENTALS
LOCATION-BASED PER DIEM

Concur automatically calculates your total expected expenses for 
M&IE based on location and dates of travel.



EXPENSE REPORT: MEALS & INCIDENTALS
LOCATION-BASED PER DIEM

1. Click Travel Allowance > Manage 
Travel Allowance.

2. Click Create New Itinerary (or 
Import Itinerary if booked travel in 
Concur).



EXPENSE REPORT: MEALS & INCIDENTALS
LOCATION-BASED PER DIEM

3. Enter your travel stop details (departure to arrival).



EXPENSE REPORT: MEALS & INCIDENTALS
LOCATION-BASED PER DIEM
4. Mark any specific meals that were provided on your trip which will 
automatically be deducted.



EXPENSE REPORT: MEALS & INCIDENTALS
LOCATION-BASED PER DIEM

5. Meal Expenses will then automatically be added to the expense report.
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