Travel Reimbursement Request Entry in LEO

To initiate a travel reimbursement request in LEO, go to My Travel tab and click Create New
Expense Report.

Please note that LEO will display different functions based on your profile and administrative
roles.

LO Louisiana Employees Online

Ll Forward #
Home LaGov Apps My Info My Benefits My Employees My Training My Work Travel Admin - ADV My Travel My Time
Traveler Work Center Travel Payments Workflow Audit Rpt. Cerlify Expense Rpt. Travel Help

My Travel = Traveler Work Center

My Trips and Expenses (NATALYA BESSE, 00231675)

All My Expense Reports (0) Travel Advance Requests (0) All Exp/Adv Req (0)

View: | [Standard View] ~ [ Create New Expense Report

Trip Number Start Date End Date Destination Reason

Click on drop down arrow to select Schema. Most trips will be DOMESTIC, but when you have an
international trip, you will need to change the SCHEMA to international (See page 13 for
instructions). Once you have the correct Schema selected, click the Start button above that.

My Travel > Traveler Work Center

Employee NATALYA BESSE ( 00231675 )
\em )

Schema Selection

* Schema: | Domestic Trip ~ l

Enter traveled dates.

SARZ
o 2 3

General Data Enter Receipts Review and Send

Employee NATALYA BESSE ( 00231675) Schema Domestic Trip

Enter Receipts » Save Draft

Calendar of Trips | | Attachments (0 )

General Data
* Start Date: | 12/06/2022 12:00 PM

End Date: | 12/09/2022 12:00 PM

Posting Date: | 12/28/2022
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In the Destination section, click the match box in the region code field to open a search window.

Destination

Trip Country: | United States ~~| Trip Region: S&-ton Rouge, LA
Destination ¥

Additional Destinations: No destinations entered Enter Additional Destinations

In the Country/Group/Region Field, enter the state abbreviation followed by /* (LA/*) then
select Go, or hit the Enter Key.

e for in state trip destinations not listed on the GSA website, the standard rate should be
used. Use Region Code LA/LA for the GSA Standard rate.

e for out of state trip destinations not listed on the GSA website, the standard rate should
be used. Use Region Code YY/CS for the GSA Standard rate.

In the scenario below, the destination point is Lake Charles, LA. A standard rate was used.

Trip Country: | United States v| Trip Region: MLA  [DILA- GSA Standard Rate
Destination: | |'_r7‘|
A Select: Trip Region X

Hide Advanced Search  Result <= 500 items m

Trip Country/Group: | US & Country/Group/Region: || LA® & Y

L_lfl l\ll

Mame of Trip Country:
ltems (4)
Trip Country Trip Region Country
us LAJAL Alexandria, LA
us LA/BR Baton Rouge, LA
% us LA/LA LA - GSA Standard Rate
us LA/NO New Orleans, LA

Based on the traveled dates, LEO will determine the reimbursement rates.

e If travel dates are between July 1, 2022 and September 30, 2022 the four tier state
rates will be applied per the July 1, 2022 PPM49 -Travel guide

e |[f travel dates start with October 1, 2022 and forward the GSA rates will be applied per
the October 1, 2022 PPM —Travel Guide.

Enter Destination point. Enter Additional Destinations if you traveled to more than one city.

Destination
Trip Country: | United States ~| Trip Region: |LA/LA [ LA - GSA Standard Rate
‘ Destination: |Lake Charles, LA ¥
Additional: | No destinations entered :  Enter Additional Destinations

Destinations
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When selecting Additional Destinations, you will be prompted to enter the specific date in each
location. To save the entry (s), select Accept or Accept and Add Additional Destination. Click
Exit to General Data (on the top of the screen) to get back to the general data tab.

My Travel = Traveler Work Center

Employee NATALYA BESSE ( 00231675) Schema Domestic Trip Start Date 12/07/2022 End Date 12/09/2022

€ Previous Step [ExittoGeneralData

] Save Draft

Calendar of Trips

Additional Destinations
Add Additional Destination | | Delete

0 Event in ltinerary Date Time

200

Start of Trip

Trip Destination 12/07...

200,

v| Additional Destination 12/07/... 12:01...

Trip Type, Statutory: | Business Trip
Trip Type, Co.-specific: | FIELD TRAVEL
Trip Country: | United States

Destination

... Lake Charles
N
A4

Country Reason

LA - GSA Standard Rate

LA - GSA Standard Rate

~s | Trip Region: |LAJLA [ LA- GSA Standard Rate

[Accept and Add Additional Destination ] Change Cost Assignment Delete

End of Trip 12/09/... | 12:00..

United States

The next section to complete is Additional Information. Select Trip Type in the drop down list.
If expenditures are to be charges to a grant, always choose GRANT/PROJECT (OC).

Additional Destinations: | No destinations entered

Additional Information

Trip Type, Co.-specific: |Al

LL OTHER TRAVEL

Reason:

Comment:

Advances:

Cost Assignment: GRANT/PROJECT (OC!

Mileage

Total Distance:

€ Previous Ste Enter Receipts > Save Draft

Travel Reimbursement Request in LEO

ATHLETICS

CONFERENCES

CONVENTIONS

FIELD TRAVEL

MARKETING

MEETINGS

TRADE SHOWS

TRAINING - IT

TRAINING - NON IT

iNANCIAL SERVICES), Funds Center 4182022122 (...

Details

Enter Additional Destinations

Change Cost Assignment



In the example below a conference was attended. You must enter the reason for the travel and
add any comments if needed. The expenditure coding defaults to the home code assigned by
HR for the traveler. If you need to change the expenditure coding, click on Change Cost

Assignment.
Additional Information

Trip Type, Co.-specific: | CONFERENCES v

Reason:  NIGP Conference

Comment:

Advances: | 0.00 American Dollar

Cost Assignment: =~ 100.00 % Cost Center 4182022122 (FINANCIAL SERVICES), Funds Center 4182022122 (... [ Change Cost Assignment

Fill out the populated form and click Accept or Accept and New Entry if more than one line of
coding is needed (split coding/cost assighnment). Once correct coding is entered, select Accept

and select Accept again.

Cost Assignment for Trip

MNew Entry | | Check | | Delete

01 Cost Assign (%) Company C... Business Area Accounting Object Accounting Object Value
¥ 100.00 LAGOV PUB SAFETY OFF OF MG... ~~ All ~ 4182022122/4182022122]...
Cost Center: | 4182022122 =
Order: =
WES Element: =
Funds Center: | 4182022122 [ FINANCIAL SERVICES Fund: | 4180000200 [H| SG DPS 418
Functional Area: | NOT_RELEVANT [? NOT_RELEVANT Grant: |NOT RELEVANT (5 NOT RELEVANT

lAccept and New Entryl Check Delete
——

Select Exit to General Data to go to the main page.

Cost Assignment for Trip
Mew Entry | | Check | | Delete

01 Cost Assign (%) Company C... Business Area Accounting Object

100.00 LAGOV PUB SAFETY OFF OF MG... ~~ All

£ Previous Step [ Exit to General Data ] Save Draft

Travel Reimbursement Request in LEO

Accounting Object Value

~ 4182022122/4182022122/...



The next section is Mileage. Select Enter Mileage Details.

Mileage

Total Distance: mile Enter Mileage Details

Enter mileage data into the populated form identified in the below image. You must either
upload MapQuest navigation for the travel points or enter odometer reading in the Comment
field. Always follow the PPMA49 policy. Without prior approval from you department head only
99 miles per round trip will be reimbursed.

Select Accept and Accept again to get to the General Data tab.
In this example mileage was not claimed, so each entry was deleted and selected Accept.

Total Distance Driven: 99 mile

Mileage Details

Copy | |Delete

Date Miles Driven Start Location End Location
12/06/2022 98 Baton Rouge, LA Lake Charles, LA
e 12/09/2022 1 Lake Charles, LA Baton Rouge, LA
Trip Country: ~ | Trip Region: [
Trip Type, Co.-specific: | CONFERENCES ~

Vehicle Type: | Private Car (Administrative) -~
Vehicle Make/Model: = License Plate:

!

Comment: |[Enter odometer reading here.

Accept and New Entry Change Cost Assignment Copy || Delete ¢

Click Safe Draft after entry to prevent loss of data.

¢ Previous Step || Enter Receipts » lSave Draftl
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Go to the next tab, Enter Receipts. Select New Entry.

—-:1:-—0—-:3:- 4

General Data Enter Receipts Review and Send Completec

Employee NATALYA BESSE ( 00231675 ) Schema Domestic Trip Start Date 12/06/2022 End Date 12/09/2022

|( Previous Str—:-p” Review >| |Save Draft|

Receipts in This Expense Report

MNew Entry|

N Delete

Mo. Status Expense Type Receipt Amount Receipt Currency Receipt Date

In the Expense Type drop down select the type for your expense. Always remember to follow
PPM49 policy.

|( Previous Step H Review )‘ ‘ Save Draft|

Receipts in This Expense Report
ew Entn |Copy‘ |Delete|

+| No. Status Expense Type Receipt Amount Receipt Currency Receipt Date Amount Lo

Joor & | 0.00 American Dollar 12/06/2022 0.00 An
Airfare{commercial)

Airfare{non-commercial)
Airfare(Pre Paid)
Airfare(State Plane)
Baggage Fee
Breakfast
Car Rental
| Car Rental (Pre Paid) I
Dinner

|( PreviousStepH: Fax

For meal reimbursement, you can enter daily Per Diem — first day, full day, or last day.

In the example, Per Diem was claimed — First Day and clicked Accept and New Entry.
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Receipts in This Expense Report

MNew Entry| |Copy| |Delete|

+| MNo. Status Expense Type Receipt Amount Receipt Currency

¥ 001 | Per Diem — First Day

American Dollar

From Date: | 12/06/2022 To Date: | 12/09/2022

TripType Enterprise: | USE TRIP TYPE
Description:
Location:
* Trip Country: | United States ~ | Trip Region: | LA/LA
Participants:

Comment:

/

s
ey
ey

Receipt Date

~ 12/06/2022

LA - GSA Standard Rate

| Enter Participants |

|Accept and New Entry| |Change CostAssignmenﬂ Enter Itemization |Check|| Copy” Delete|

If your full days were paid at your expense, chose Per Diem — Full Day. Manually enter the total
amount (59 x 4 days = $236), leave a comment for your entry, and click Accept and New Entry.

Mo. Status Expense Type Receipt Amount Receipt Currency
001 | Per Diem — First Day 44,25 American Dollar
¥| 002 | Per Diem — Full Day w 236.00 American Dollar

From Date: | 12/06/2022 To Date: | 12/09/2022

TripType Enterprise: | USE TRIP TYPE
Description:
Location:
* Trip Country: | United States ~ | Trip Region: |LAJ/LA
Participants:

{

=

(a

Receipt Date

12/06/2022
~  12/06/2022

[Z LA - GSA Standard Rate

| Enter Participants |

Comment: 4 full days]

/

|Accept and New Entry | | | Change Cost Assignment|| Enter [temization | Check || Copy || Delete |

In this scenario, the conference host provided breakfast and lunch. Those meals were a part of
the registration fee that the state paid to attend the conference. Make sure to change the date.
Only dinner was selected, the total amount and comment was manually and then clicked Accept

and New Entry.
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Mew Entry | | Copy | | Delete

D MNo. Status Expense Type Receipt Amount Receipt Currency Receipt Date Amount
001 ] Per Diem — First Day 44.25 American Dollar 12/06/2022 44.25
v| 002 A i 52.00 American Dollar e 121072022 52.00
MNo. of Lunches: Mo. of Dinners:
TripType Enterprise: | USE TRIP TYPE o
Description: 2
Location: e
* Trip Country: | United States ~s| Trip Region: |LA/LA [T LA- GSA Standard Rate
Participants: Enter Participants
MNo. of Employees: Mo. of Guests:
Comment: |2 dinners.
Accept and New Entry Change Cost Assignment || Enter ltemization Check || Copy || Delete

Per October 1, 2022 PPM49 Travel policy, Per Diem — daily allowance covers meals and
incidentals (fees and tips given to porters, baggage carriers, hotel staff, and staff on ships) while
on official state business. Incidentals are listed in the Expense Type drop down. If you are
claiming a partial reimbursement you are eligible to receive a $5.00 incidental reimbursement
for each day. The system doesn’t allow you to change the dollar amount for multiple days. You
would have to enter each day individually orr you can chose Miscellaneous type, enter the total
amount, add a description and a comment, and click Accept and New Entry.

New Entry | | Copy | | Delete

Mo. Status Expense Type Receipt Amount Receipt Currency Receipt Date
001 L] Per Diem — First Day 44.25 American Dollar 12/06/2022
Doz A Dinner 52.00 American Dollar 12/07/2022
v/ ooz = i 10.00 American Dollar 12/08/2022
Mo. of Lunches: No. of Dinners:
TripType Enterprize: | USE TRIP TYPE A
* Description: || incidentals =
Location: s
* Trip Country: | United States ~| Trip Region: |LA/LA  [|LA- GSA Standard Rate
Participants: Enter Participants

Mo. of Employees: Mo. of Guests:
Comment: |2 incidentals( 12/07/2022 & 12/08/2022).

/

Accept and New Entry Change Cost Assignment | Enter [temization Check || Copy || Delete
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For the last day of travel, select Per Diem — Last Day, and if you do not need to enter any other
expenditures for reimbursement, click Accept. Always refer to PPM49 & LaCarte policy, not all
options in the Expense Type drop down list are allowed by the state and DPS.

PN e BEE 1 I e | 2% § A S b

| New Entry| | Copy | | Delete |

Mo. Status Expense Type Receipt Amount Receipt Currency Receipt Date
0oL | Per Diem — First Day 44.25 American Dollar 12/06/2022
ooz & Dinner 52.00 American Dollar 12/07/2022
003 u Incidentals 5.00 American Dollar 12/08/2022
~| 004 ] 44.25 American Dollar ~  12/09/2022
From Date: 12/06/2022 To Date: | 12/09/2022
TripType Enterprise: | USE TRIP TYPE R
Description: 7
Location: 2
* Trip Country: | United States ~ | Trip Region: |LA/JLA [J|LA - GSA Standard Rate
Participants: | Enter Participants
Comment:
| Accept and New Entry| | Change Costﬁ\ssignmenﬂ Enter Itemization | Check || Copy | | DeLete|

Per Diem expense types are not available for trip dates prior to 10/01/22. Please use meal types
(Breakfast, Lunch, Dinner) for trip dates 07/01/2022 through 09/30/2022.

Receipts in This Expense Report
Copy | | Delete

+| No. Status Expense Type Receipt Amount Receipt Currency Receipt Date Amount Local Currency  Short Info Paper Receipt
-1 001 a1 r— ! T o T 0922/2022 0.00 American Dollar

Miscellaneous
Miscellaneous(Pre Paid)
Other Charges 3720
Parking (Pre-Paid)
Parking/Tolls/Valet
Registration Fees

Registration Fees(Pre Paid)

Eoom Rate(Conference)

Travel Reimbursement Request in LEO
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Entry for meals provided on the first/last day

® |unch provided on the last day of a conference in Lake Charles.
Total First/Last Day of Travel is $44.25.
Lunch rate is $15.00.

Total amount for the last day is $29.25 ($44.25 - $15.00 = $29.25)

i . . First & Last
Primary ME&IE Continental i Incidental
o County @ Lunch Dinner Day of Travel
Destination @ Total Breakfast/Breakfast Expenses e
Alexar}dria / Leesville / Alleln / Jefferson Davis / Natchitoches / Rapides / Vernon S64 514 516 529 s 548.00
Natchitoches Parishes
Baton Rouge East Baton Rouge Parish $69 516 517 $31 $5 $51.75
New QOrleans Orleans / Jefferson Parishes 574 S17 518 $34 $5 $55.50
Standard Rate Applies for all locations without specified rates $59 $13 @ $26 $5 $44.25
® Manually enter the final figure, selecting First/Last Day Reduced Rate in the Expense
Type drop down.
~| 009 | First/Last Day Reduced Rate A 29.25 American ... 0.00 American Dollar E.. 03/06/2023
From Date:  03/01/2023 To Date: | 03/10/2023
TripType Enterprise: | CONFERENCES v
Description: | Lunch =
Location: e
* Trip Country: | United States ~| Trip Region: LA/LA [§LA- GSA Standard Rate
Participants: Enter Participants
Comment: lunch was provided at the conference.
@ Accept and New Entry Change Cost Assignment Check || Copy || Delete

You can save the entry in progress by selecting Save Draft and close the document.
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To go back to the document, go to My Travel module and highlight the trip you need to
complete the entry, (Hint: the entry status is In Processing).

E Louisiana Employees Online

4 Forward ¥ Welcome: NATALYA

me LaGov Apps My Info My Benefits My Employees My Training My Work Travel Admin - ADV My Travel

Traveler Work Center Travel Paymenis Workflow Audit Rpt. Cerify Expense Rpt. Travel Help

My Travel = Traveler Work Center

My Trips and Expenses (NATALYA BESSE, 00231675)

All My Expense Reports (1) Travel Advance Requests (0) All Exp/Adv Req (0)

View: | [Standard View] s Display/Print| | Change Delete Create Mew Expense Report| | Print Version | | Export ~

v| Trip Number  Start Date End Date Destination = Reason  Reimbursmt  Processing Status Alert History  Attachments

- |

2883 12/07/2022 12/09/2022 0.00 _In Processing Display Add

You are required to upload all supporting documentation: receipts, conference agenda,
registration/invitation letters or emails, travel authorization (must be in Final Approval status),
etc. Asarule, upload each attachment you included on your travel authorization request.

Click Add for attachments and upload all required files.

My Trips and Expenses (NATALYA BESSE, 00231675)

All My Expense Reports (1) Travel Advance Requests (0) All Exp/Adv Req (0)

\ﬁew:| [Standard View] v| ‘ Displa)rj‘Print‘ ‘Change | |Copy| | Delete| [Create Mew Expense Report] IPrint Version] IExport v]

"] Trip Mumber Start Date End Date  Destination Reason Reimbursmt Processing Status  Alert  History Attachments

O 2883 12/06/2022 12/09/2022 Lake Charles, LA NIGP Conference 145.50 In Processing Display Add

Attachments ’ X

Title Added By Added On
(% LaMIGP Registration Form NATALYA BESSE 12/28/2022
(% Dec. 2022 Travel Authoriza... NATALYA BESSE 12/28/2022
fi Conference agenda MNATALYA BESSE 12/28/2022

Add Attachment

Type: (#) File Link Mote

File Path: | No file chosen T
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Select travel you want to submit and click Change.

All My Expense Reports (1) Travel Advance Requests (0) All Exp/Adv Req (0)

Delete| | Create New Expense Report| | Print Versi0n| | Export v|

View: | [Standard View] v| |DisplayIPrint|IChange I Copy

Trip Mumber  Start Date  End Date  Destination Reason Reimbursmt  Processing Status  Alert History Attachments

2883 12/06/2022 12/09/2022 Lake Charles, LA MNIGP Conference 145.50 In Processing Display  (3)

£\ Warning x

Receipt 002: Amount exceeds maximum amount of 1 x 26.00 USD

Do you want to proceed?

Proceed Cancel
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In the Review and Send tab, select Save and Send for Approval under Final Action, if you are
ready to assign the travel reimbursement request to your approver. Click Yes to certify your
travel reimbursement entry. Click Safe and Send for Approval.

/1 Traveler Certification X

| certify that this expense account is just and true in all respects;
that the distances shown were actually and necessarily traveled
on the dates specified on official business only; that the
expenses charged were incurred on official business of the State
and none of the expenses, requested for reimbursement, have
been paid by the State; and that the requested amount is justly
due.

The system will generate Work-Flow emails to you and your approver with the travel
reimbursement request entry.
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For International Travel

Start the entry by selecting Create New Expense Report.

My Trips and Expenses (NATALYA BESSE, 00231675)

All My Expense Reports (1) Travel Advance Requests (0) All Exp/Adv Req (0)

View: [Standard View] s [Create MNew Expense Repoﬂ] Print Version | | Export ~
Trip Number Start Date End Date Destination
2883 12/06/2022 12/09/2022 Lake Charles, LA

Select International Trip for Schema drop down and click Start.

SAPS

Employee NATALYA BESSE ( 00231675 )

Schema Selection
* Schema: ‘ International Trip

Domestic Trip

International Trip
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After you entered traveled dates, select a country in the Destination Section.

o . | (2) (=)

General Data Enter Receipts

Review and Send

Employee MATALYA BESSE ( 00231675 ) Schema International Trip

€ Previous Step |Enler Receipts >| |Save Draft‘

| Calendar of Trips| |Attachments (0) ‘

General Data

* Start Date: | 10/01/2022
End Date: |12/12/2022
Posting Date: | 12/29/2022

Destination

12:00 AM

12:00 AM

Trip Country: |United States

[T United States

Trip Region:

Gabon

Destination:

Gambia

Additional Destinations:

Additional Information

Trip Type, Co.-specific:

Cost Assignment:

Mileage

Follow below example for the entry and go to Enter Receipts.

General Data

* Start Date:
End Date:

Posting Date:

Destination

Trip Country:
Destination:

Additional Destinations:

Border Crossing

Domestic Return:

Trip Country:

Additional Information

Trip Type, Co.-specific:
Reason:

Comment:

Advances:

Cost Assignment:

Georgia
Germany

Ghana

Reason: | Great Britain
Comment: | Greece
Greenland
Advances: | Grenada
Guadeloupe

10/01/2022 12:00 AM

12/12/2022 12:00 AM

12/29/2022

|Great Biitain
| London

No destinations entered

12/12/2022 12:00 AM

Great Britain

ALL OTHER TRAVEL

Protective Services

0.00 American Dollar

100.00 % Cost Center 4182022122 (FINANCIAL SERVICES), Funds Center 4182022122 (... |

Travel Reimbursement Request in LEO

Trip Region:

e

Trip Region:

e

INANCIAL SERVICES), Funds Center 41820.

[ Great Britain

Enter Additional Destinations

[ Great Britain

[

Change Cost Assignment
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Start a New Entry.

€ Previous Step | | Review » Save Draft

Receipts in This Expense Report

Mo. Status Expense Type Receipt Amount Receipt Currency

Follow the PPM49 policy for international travels. You must enter international rates taken
from GSA website.

Foreign Per Diem Rates In U.S. Dollars
DSSR 925

Country: UNITED KINGDOM
Publication Date: 01/01/2023

Previous Rates: |01/01/2023v| | Ge |

. ME& . .
Country Post Name Seaspn Season Ma}_(lmum 1E Ma)_umum Per Footnote Effective
Name Begin End Lodging Rate Rate Diem Rate Date
UNITED .
KINGDOM London 01/01 12/31 313 135 448 View 01/01/2023

Below is a break down by meal type. Up to $27 is allowed for incidentals for single day. Per
PPMA49, incidentals exceeding S5 require receipts and/or supporting documentation. (Not to
exceed U.S. Department of State Allowance).

Office of Allowances

Appendix B
Chapter 301-Federal Travel Regulation
Allocation of M&IE Rates to Be Used in Making Deductions from the M&IE Allowance

M&IE rates for the localities in nonforeign areas (prescribed in Civilian Personnel Per
Diem Bulletins published periodically in the Federal Register by the Secretary of
Defense) and for localities in foreign areas (established by the Secretary of State in
Section 925, a per diem supplement to the Standardized Regulations Government
Civilians, Foreign Areas) shall be allocated as shown in this table (Section 301-11.18)
when making deductions from nonforeign or foreign area per diem rates.

N
[M &IE Rate Breakfast | Lunch || Dinner Incidentals
| 1

l 5135 ‘ 20 24 54 27

Travel Reimbursement Request in LEO
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Manually enter dollar amount for each day and leave a comment on how you came up with the
amount you claimed. Following the same steps to attach all required receipts.

D@ :
General Data Enter Receipts Review and Send
Receipts in This Expense Report

Mew Entry | | Copy | | Delete

Mo. Status Expense Type Receipt Amount Receipt Currency Receipt Date

001 B Per Diem — First Day 84.75 American Dollar 10/01/2022
v/ 002 M  Per Diem - Full Day . FEEEON American Dollar ~ 10/02/2022

From Date: | 10/01/2022 To Date: | 10/12/2022

TripType Enterprise: | USE TRIP TYPE o
Description: =
Location: ¥
* Trip Country: | Great Britain ~ | Trip Region: (Y Great Britain
Participants: Enter Participants

Comment: 5113 * 12 = $1,356 for 10/02/2022 through 10/11/2022

Receipts in This Expense Report

MNew Entry | | Copy | | Delete

MNo. Status Expense Type Receipt Amount Receipt Currency Receipt Date

001 ] Per Diem — First Day 84.75 American Dollar 10/01/2022

002 ] Per Diem — Full Day 1,356.00 American Dollar 10/02/2022
v| 003 ] Per Diem — Last Day v 84.75 American Dollar ~ 10/03/2022

From Date: | | To Date: 10/12/2022
TripType Enterprise: | USE TRIP TYPE v
Description: [
Location: ?
* Trip Country: | Great Britain ~| Trip Region: [F Great Britain
Participants: Enter Participants

Comment: | 75% of $113 = $20 (Breakfast) + $34 (Lunch) + $54 (Dinner) + $5 (Incidental)

Accept and New Entry Change Cost Assignment Check || Copy || Delete

To complete the process for international travel complete the instructions beginning on Page 11
(Review and Send) and ending on Page 12.
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