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Click  to continue. On the itinerary, enter the dates of the business travel. Click  

on this and the next screen. 

 

 
 

Select any meals that were provided to the traveler by checking the corresponding box. Click 

. 
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PROCEDURE ² PERSONAL DATE(S) IN MIDDLE OF TRIP 

 

If personal travel was in the middle of business travel, no changes are required on the report 

header. However, 


