How to Estimate the Trip Cost

1. Navigate to the “Trip Calculator” located on the GSA.gov website
(https://www.gsa.gov/travel).

2. Enter the trip details. Enter either the city and state or the zip code of the
conference/convention location.

3. Select the “search” button on the lower right side.

v

*»00O :

Learnmore X

eo0e Travel resources | GSA x 4+

c 3
%

&« > C & gsagov/travel Q

To get future Google Chrome updates, you'll need macOS 10.15 or later. This computer is using macOS 10.13.
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Rates for Alaska, Hawaii, and U.S. territories and possessions are set by the Rates are available between 10/1/2022 and 09/30/2025.
Department of Defense. =

Rates for foreign countries are set by the Department of State. »




4. Locate the daily lodging rate from the chart. For February 2025, the daily lodging rate is
$161/night.
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Daily lodging rates (excluding taxes) | October 2024 - September 2025

Cities not appearing below may be located within a county for which rates are listed. To determine the county a destination is
located in, visit the Census Geocoder (2.

Filter results.
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San Antonio Bexar $137 $137 $137 $13 $161 $137 $137 $137 $137 $137 $137

Showing 1to 1 of 1 entries

5. Scroll down tP;z page and locate the daily meals and incidentals (M&IE) column on the chart.
In this case, the M&IE is $74/day. The first and last days are only 75% M&IE ($55.50).

U.S. General Services Administration D Perdiem lookup

Buythroughus v Selltogovemment +  Realestate v Policyand regulations ~  Smallbusiness v~ Travel v Technology v Aboutus v

Home > Travel resources > Perdiemrates > Results

San Ay wear Jxar Jxar Jxar vxo1 vrox J1vx Jxar a1 Jxat Jxot Jxar Jxar

Showing 1to 1 of 1 entries

Meals and incidental expenses (M&IE) rates and breakdown

The M&IE total is the full daily 2mount for a single calendar day when that day is neither the first nor Last day of travel. The amount received on the first and last day
of travel equals 75% of the M&IE total. See M&IE breakdowns for information related to the individual meal amounts.

Filter

Primary

Breakfast Lunch Di Incidental First and last
destination Cournty reakda une inner expenses day of travel
San Antonio Bexar $18 $20 $31 $5 $55.50

Showing 1to 1 of 1 entries



6. To complete the Travel Reimbursement Request, enter the required information. Only fill out
the blue areas. The gray areas will auto populate. Use Google Maps to determine the distance
and enter it into the “Number of Auto Miles” column. Only enter one-way distances on the first
and last day of travel. Enter the GSA results into the “Lodging” and “Per Diem” columns. Enter
any registration fees into the “Conference/Registration Cost” column (Only enter the total cost
on the first day). Include any notes that will help explain the cost estimate.

PEASTER EDUCATION FOUNDATION
TRAVEL REIMBURSEMENT REQUEST
NAME: [1.M. Teacher | CONVENTION/CONFERENCE: [TMEA Conference
PURPOSE OF TRAVEL:
/Attending the Texas Music Educators Conference (TMEA) in San Antonio, TX February 12-15, 2025.
Transportation / \
Date Departure Address Destination Address Number of Personal Auto Ground Air ing 'er Diem ‘Conference DALY
mmisyyyy Auto Miles Romtursamant (Tad, Rertal Car, (M&EI) IRegistration TOTALS
(W) ber) ($0.57milo) o) Cost
Peaster, TX San Antonio, TX 265 $ 177.55 161.00 55.50 130.00 524.05
$ - S 161.00 74.00 N $ 23500
. $ - 161.00 74.00 $ 23500
San Antonio, TX Peaster, TX 265 $ 177.55 55.50 \ $ 23305
$ - \ $ -
| \J o
s - 75% of M&IE for
$ - first and last day.
$ -
$ $
$ $
$ $
$ - $ -
DAILY TOTALS 355.10 0.00 0.00 483.00 259.00| 130.00| $ 1.227.10
NOTES:
Registration fee includes conference fee and membership TMEA membership fee.




