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7. Put the M&IE Rate in the Meal per Diem Rate
8. Fillin the Dates of travel. Place an X next to any meals provided by the conference/class or the
hotel and those meals will be automatically deducted.
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9. The total will automatically go into the Totals column.
10. Put in the Budget Code.
11. The ATM Fees is automatically calculated at $10.00. A 199 budget MUST be provided for the

ATM Fee.
12. Parking, Taxi, Tolls is automatically calculated at 45% of Meals. Put in the Budget Code.
e You have the option of removing Parking, Taxi, Tolls by typing the word Yes in the Remove?
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