
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. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4. Locate the daily lodging rate from the chart. For February 2025, the daily lodging rate is 
$161/night. 

 
5. Scroll down the 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). 

 
 
 
 
 
 
 
 
 
 
 
 
 



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. 

 

75% of M&IE for 
first and last day. 


