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A. PURPOSE 
 

The purpose of this procedure is to provide reimbursable meal and lodging limits and 
other associated guidance for Old Dominion University employees.  

 
B. DESIGNATED STAFF & RESPONSIBLE DEPARTMENT(S) 
 

Individual travelers 
Budget Unit Directors
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H. INVOLVEMENT EXTERNAL TO ODU 
 

Vendors providing travel related goods or services to ODU employees on official 
University business. 

 
 
I. PROCEDURE: 
 

1. For Areas within the Contiguous United States (GSA CONUS) - The U.S. 
General Services Administration provides the daily M&IE (meals and incidental 
expenses) GSA CONUS per diem rates including taxes and tips, and the 
maximum amount for one (1) night of lodging 
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Contacts: 
 
For questions regarding this procedure and/or practice contact the Accounts Payable Manager 
at 683-4813 or the Accounts Payable Travel Supervisor at 683-5020. 


