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Proposed Changes to Meal Reimbursement Limits 

Proposed Changes to SAAM 5025 

12. For travel involving overnight stays, the following policies shall apply:

12.1. On the day of departure and the day of return, the traveler shall be entitled to a 
reimbursement for actual amounts spent up to fifty percent (50%) of the Full-Day Meal 
Reimbursement Rate of the outbound trip’s destination location.  

12.1.1. The fifty percent (50%) limitation on the days of departure and return apply no matter the 
times of departure or arrival, the length of the travel day, or the number of meals
purchased and consumed.

12.1.2. A traveler provided a meal on the day of departure or return at no additional cost to 
himself, as might be the case with a meal served at a conference, must reduce the
reimbursement claimed by the amount appropriate to the meal provided. It is possible
that this disqualifies the traveler from any meal reimbursement from the State.

12.2. For travel days involving overnight stays that are neither the day of departure nor the day 
of return a traveler may be reimbursed up to the Full-Day Meal Reimbursement Rates for
the applicable date and location, subject to the following:

12.2.1. The Full-Day Reimbursement Rates are limits for actual meal expenses incurred, not a 
fixed per diem or allowance amount. 

12.2.2.  A reimbursement of actual expenses up to the applicable Full-Day Reimbursement Rate 
may be claimed, not matter the meal or meals upon which the amounts are spent. 

Example:  The Full-Day Reimbursement Rate for a given location is $59.  The traveler qualifies for
an entire day’s reimbursement, up to $59, whether that amount was spent on three meals, two
meals or entirely on an expensive dinner. It must be borne in mind, however, that this is a
reimbursement and the amount or amounts claimed must actually have been spent for meals by
the traveler.

12.2.3. The Full-Day Reimbursement Rate shall be reduced for any meal provided at an event 
or otherwise paid for by some entity other than the traveler. 

Example:  A traveler attends a conference at which lunch is served without additional cost to the 
traveler in a location that has a Full-Day Reimbursement Rate of $59.  The amount of meal 
reimbursement the traveler may claim is up to $44 (i.e., the $59 full-day rate minus the $15 of the 
full-day rate that is applicable to lunch). 

12.3. A traveler may not claim reimbursement for more than the Full-Day Reimbursement Rate 
in any single calendar day or in any period of twenty-four (24) consecutive hours. 

13. For travel not involving an overnight stay:
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13.1. A traveler may receive only one (1) reimbursement for meals for each day. 
 

13.2. The amount of the reimbursement for meals is restricted to the Single Day Meal 
Reimbursement Limit. 
 

13.3. The Single Day Meal Reimbursement Limit is identified as such in SAAM 5095.  
 
13.4. The Single Day Meal Reimbursement Limit applies: 

 
13.4.1. No matter the travel destination, whether in or out of State, as long as the travel does not 

involve an overnight stay. 
 

13.4.2. No matter what time of day the meal is or meals are purchased or consumed. 
 

13.4.3. No matter the length of the travel day or work day provided that the traveler has been or 
will be in travel status six (6) or more consecutive hours.  
 

13.4.4. A reimbursement of actual expenses up to the applicable Single Day Meal 
Reimbursement Limit may be claimed, no matter the meal or meals upon which the 
amount(s) is (are) spent. 
 

13.5. A traveler provided a meal at no additional cost to himself, as might be the case, for 
example, with a meal served at a conference, may generally not claim a reimbursement 
for another meal on the same day. If, however, a traveler’s time in travel status equals or 
exceeds sixteen (16) total hours and one, but no more than one, meal has been provided 
him at another’s expense, reimbursement of actual expenses for a second meal up to the 
applicable Single Day Meal Reimbursement Limit may be claimed. 

 
 
Proposed addition to SAAM 5095 
 

 
7. SINGLE DAY MEAL REIMBURSEMENT LIMIT FOR TRAVEL NOT INVOLVING AN 

OVERNIGHT STAY AND/OR FOR DAYS OF DEPARTURE AND ARRIVAL WHEN 
TRAVEL INVOLVES AN OVERNIGHT STAY.   (XX/XX/XX) 
 

Single Day Meal Reimbursement Limit $ 13.00 
 

 




