PER DIEM, TRAVEL AND TRANSPORTATION ALLOWANCE COMMITTEE
4800 Mark Center Drive, Suite 04J2501
Alexandria, VA 22350-9000
www.defensetravel.dod.mil

PDTATAC/tgh 4 February 2016
MEMORANDUM FOR SEE DISTRIBUTION
SUBJECT: UTD/CTD for MAP/CAP 012-16(1) — Redirect Appendix R to the GSA Website

for Conference Planning

1. SYNOPSIS: Redirects JTR users to the GSA website (owners) for information on conference planning in order to
eliminate redundancy.

2. The attached revision is forwarded for information purposes only. No coordination or comments are required.
3. This revision was initiated by the DTMO Policy Reform Team.

4. These changes are scheduled to appear in the JTR, dated 1 March 2016.

5. This determination is effective when published in the JTR.

6. Action Officer: Tim Haddix (timothy.g.haddix.civ@mail.mil).

//Approved//
JOEL T. RIDENOUR
Chief, Policy and Regulations Branch

Attachment:
Rev 1

Uniformed E-Mail Distribution:
MAP Members P&R Branch PMO-DTS  GSA-3FT GSA-OGP(MTT) DTMO PPC

Civilian E-Mail Distribution:
CAP Members  P&R Branch PMO-DTS GSA-3FT  GSA-OGP(MTT) DTMO  CBCA Judges
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JTR REVISIONS

4050-D:

*D. Meeting and Convention. When a meeting/conference is arranged and reduced cost lodging accommodations
are prearranged at the meeting/conference site, the Component sponsoring the meeting/conference must recommend
a reasonable per diem rate to the participating agencies/components.

4205:

A. PMR Application

1. _ 3 *kkkk

*4. The following example shows how to compute the PMR and a PMR voucher. PMR is an amount based on
the locality meal rate and the GMR. Please check App A1, for the current GMR.

a. The PMR example uses the Standard CONUS M&IE rate of $51 and the Standard GMR of $13.85 to
compute the PMR amount. The $51 consists of $46 for meals and $5 for incidental expenses. Disclaimer:
The numbers in this example are for illustrative purposes only.

Example computation rules: the PMR is an average of two rates — (1) the locality meal rate and the GMR
which are added, (2) averaged and rounded up to the nearest dollar. To compute the Proportional M&IE
rate, (3) add the appropriate incidental expense rate, and (4) the total becomes the proportional M&IE
amount.

NOTE: The meal rate ONLY, and not the entire M&IE rate, is used to compute the PMR. The appropriate
incidental expenses rate is added to the PMR to create the proportional M&IE rate.

Step 1 | Add the locality meal rate and GMR $46 + $13.85 = $59.85
Step 2 Divide Step 1 total in half (rounded to the next highest $59.85 + 2 = $29.925

dollar) (Rounded to $30)
Step 3 | Add Step 2 total to the CONUS incidental expense rate $30 + $5 = $35
Step 4 | Proportional Meal and Incidental Expense Rate $35

b. PMR Voucher Computation Example: A traveler is TDY for 3 days to a conference at a CONUS
location (Standard CONUS per diem rate applies). Lodging is $55/night and GMR is $13.85. Gov’t
furnished meals are not available for the first and last day; however, two Gov’t meals are available for the
second day. The AO authorizes a PMR of $30 for the second day. NOTE: Gov’t dining facility/ mess
deductions are not taken for the arrival and departure travel days (see pars. 4065-4080).

ITINERARY:
Day 1 Depart Residence/Arrive TDY
Day 2 TDY
Day 3 Depart TDY/Arrive Residence
REIMBURSEMENT:

Day Computation Total
Day 1 $55 + [($51(M&IE) x 75 %) = $38.25] = $93.25
Day 2 $55 + $30 (PMR) + $5 IE = $90.00
Day 3 $51 x 75% = $38.25
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TOTAL $221.50

1345:
*7345 CONFERENCE REGISTRATION FEES

*See App R2, par. E.

App 13-B3d:

*3. Advance Arrangements. The following travel arrangements require a written or electronic advance order:

Q. — C, *FEHR*

*d. Travel expenses related to conference attendance.

C *kkkk

App 14-A2, Item 16h:
*h. Conference Registration Fee -- Indicate whether or not meals (and if so, the number and dates) and/or
lodgings are included in the registration fee if a registration fee is authorized.

App R:
APPENDIX R: CONFERENCES

PART 1: CONFERENCE PLANNING POLICY (FTR Part 301-74)

*See GSA guidance for conference planning and attendance at
http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter301p074.html/category/21868/#wp1201610

APPENDIX R: CONFERENCES

PART 2. CONFERENCE ATTENDANCE
A. = C, **xkx

*D. Non-Government Sponsored Conferences

*1. General. Conference attendance at non-Federal technical, scientific, professional, and comparable private
membership organizations may be authorized.

2 *kkkk

*E. Conference Registration Fees and Reimbursable Expenses
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1. When Travel Is Involved. Conference registration fees authorized in the travel order or approved on a travel
claim voucher are reimbursable. The PMR applies on any day that the cost for one or two meals is included in
the conference registration fee (see par. 4205). Information should be included on the travel order as to whether
or not the conference registration fee includes charges for meals, and if so, the number of meals and the dates on
which furnished. When the conference registration fee includes lodgings without charge, only the appropriate
applicable PMR or TDY locality M&IE rate is paid.

2. When No Travel Is Involved. The conference registration fee may be reimbursed when attendance is
authorized for a conference in the local area that:

a. Does not involve travel,
b. Does not involve per diem, and
¢. For which a travel order is not issued.

3. Limitation on Reimbursement for Meal Costs when Attending a Conference/Meeting Sponsored by a
Service/DoD Component. The cost of each meal, whether included in a conference registration fee or
contracted for separately, at a Service/DoD Component sponsored conference/meeting must be identified. The
total amount paid by the Gov’t for meals cannot exceed the locality meal rate prescribed for the TDY
assignment location (if travel is involved) or the meeting location (when travel is not involved), unless AEA
reimbursement for the meal(s) involved has been authorized/approved in accordance with Ch 4, Part C. When
travel is involved, the maximum contracted amount for 1 or 2 meals cannot exceed the difference between the
locality meal rate and the PMR.

4. Reimbursable Expenses. Independent charges/fees for light refreshments/snacks are not a reimbursable
expense.

5. Conferences/Training at the PDS. Payment of conference registration fees, meals, lodging, travel, and/or
other expenses required for conferences/training at the PDS cannot be paid as travel allowances per 37 USC
8404. Authority to pay related training costs at the PDS is in 10 USC §2013; 5 USC 8§4109; 42 USC §218a; and
14 USC 8469. The costs must clearly be an integral part of the training (39 Comp. Gen. 119 (1959); and B-
244473, 13 January 1992). When training events require subsistence costs at the PDS, authority for training
expense payment is made through the training and/or comptroller personnel using the above legal authority.
This payment is not a travel and transportation allowance and these regulations are not the authority for the
payment.

Charges/fees for light refreshments/snacks are reimbursable ONLY when included as part of the conference
registration fee.

F. Membership Fees and Dues. The Secretary Concerned or DoD Component Head may pay membership fees or
dues from appropriated funds when the membership is in the Gov’t's interest and the membership is in the

Service’s/DoD Component’s name (e.g., Defense Travel Management Office). See 31 Comp. Gen. 398 (1952); 33
id. 126 (1953).

G. Entertainment Expenses. Entertainment expenses for social events and other personal expenses not directly
required by official duties are not reimbursable.

H. Advance Payment of Discounted Conference Registration Fee (FTR §301-74.25)

1. General. It is a general practice for conference planners to offer discounted “early bird” conference
registration fees, which are available in the months prior to the beginning of the conference. If a GTCC IBA is
to be used to pay this fee, to take advantage of such specials, a traveler should be given oral or written order to
register early, charge the conference registration fee to the GTCC IBA, and claim reimbursement for the
discounted conference registration fee as soon as a written order to attend the conference has been generated.
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When the authority to register early is oral, the written order must reference the oral authority for the early
conference registration. This does not prevent other payment methods for advance conference registration fees
(e.g., Gov’t purchase card (not a GTCC)).

2. Traveler is Unable to Attend an Event for which Reimbursement Was Made (adopted from FTR §301-
74.26). In any case in which a traveler is unable to attend an event for which a discounted conference
registration fee was paid and reimbursed in advance of the event, the traveler must seek a conference
registration fee refund and repay the advance with any refund received. If no refund is made, the Service/DoD
Component concerned must absorb the advanced payment as a preparatory travel expense if the traveler’s
failure to attend the event was caused either by a decision of the Service/DoD Component concerned or for a
reason beyond the traveler’s control that is acceptable to the Service/DoD Component concerned, e.g.,
unforeseen illness or emergency. If no refund is made, and the traveler’s failure to attend the scheduled event
is due to a reason deemed un-excusable by the Service/DoD Component concerned, the traveler must repay
the amount advanced.

*1. Government Accountability Office Guidance Concerning Reasonable Conference Costs Including Meals and
Light Refreshments at a Formal Conference. See the Digest portion of the GAO Decision (B-300826, 3 March
2005) rendered to the National Institutes of Health concerning reasonable conference costs.

*
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for Conference Planning
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JTR REVISIONS

4050-D:

| *D. Meeting and Convention. When a meeting/conference is arranged and reduced cost lodging accommodations
are prearranged at the meeting/conference site, the Component sponsoring the meeting/conference must recommend
a reasonable per diem rate to the participating agencies/components.—See-App-R-regarding-attendance-at-a-meeting

4205:

A. PMR Application

1.-

3 *kkkk

*4, The following example shows how to compute the PMR and a PMR voucher. PMR is an amount based on
the locality meal rate and the GMR. Please check App Al, for the current GMR.

a. The PMR example uses the Standard CONUS M&IE rate of $51 and the Standard GMR of $13.85 to
compute the PMR amount. The $51 consists of $46 for meals and $5 for incidental expenses. Disclaimer:
The numbers in this example are for illustrative purposes only.

Example computation rules: the PMR is an average of two rates — (1) the locality meal rate and the GMR
which are added, (2) averaged and rounded up to the nearest dollar. To compute the Proportional M&IE
rate, (3) add the appropriate incidental expense rate, and (4) the total becomes the proportional M&IE
amount.

NOTE: The meal rate ONLY, and not the entire M&IE rate, is used to compute the PMR. The appropriate

incidental expenses rate is added to the PMR to create the proportional M&IE rate.

Step 1 | Add the locality meal rate and GMR $46 + $13.85 = $59.85
Step 2 Divide Step 1 total in half (rounded to the next highest $59.85 + 2 = $29.925

dollar) (Rounded to $30)
Step 3 | Add Step 2 total to the CONUS incidental expense rate $30 + $5 = $35
Step 4 | Proportional Meal and Incidental Expense Rate $35

b. PMR Voucher Computation Example: A traveler is TDY for 3 days to a conference at a CONUS
location (Standard CONUS per diem rate applies). Lodging is $55/night and GMR is $13.85. Gov’t
furnished meals are not available for the first and last day; however, two Gov’t meals are available for the
second day. The AO authorizes a PMR of $30 for the second day. NOTE: Gov’t dining facility/ mess
deductions are not taken for the arrival and departure travel days (see pars. 4065-4080).

ITINERARY:
Day 1 Depart Residence/Arrive TDY
Day 2 DY
Day 3 Depart TDY/Arrive Residence
REIMBURSEMENT:

Day Computation Total
Day 1 $55 + [($51(M&IE) x 75 %) = $38.25] = $93.25
Day 2 $55 + $30 (PMR) + $5 IE = $90.00
Day 3 $51 x 75% = $38.25
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| ToTAL | $ 221,50

7345:

*7345 CONFERENCE REGISTRATION FEES

*See App R2, par. EFFR301-74-23App-R2par-E.

App 13-B3d:

*3. Advance Arrangements. The following travel arrangements require a written or electronic advance order:

Q. — ¢, FHREF*

*d. Travel expenses related to conference attendance-(App-R).

C *kkkk

App 14-A2, Item 16h:

*h. Conference Registration Fee -- Indicate whether or not meals (and if so, the number and dates) and/or
lodgings are included in the registration fee (App-R2,par—E)-if a registration fee is authorized.

App R:
APPENDIX R: CONFERENCES

PART 1: CONFERENCE PLANNING POLICY (FTR Part 301-74)

*See GSA guidance for conference planning and attendance at
http://www.gsa.gov/portal/ext/public/site/ FTR/file/Chapter301p074.html/category/21868/#wp1201610
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APPENDIX R: CONFERENCES

PART 2: CONFERENCE ATTENDANCE

A. — C *kkhkk

| *D. Non-Government Sponsored Conferences

*1. General. Conference attendance at non-Federal technical, scientific, professional, and comparable private

membership organizations is-subject-to-the-conditionsr-App-Rimay be authorized.

2 *khKkk

| *E. Conference Cenference-Registration Fees and Reimbursable Expenses

1. When Travel Is Involved. Conference registration fees authorized in the travel order or approved on a travel
claim voucher are reimbursable. The PMR applies on any day that the cost for one or two meals is included in
the conference registration fee (see par. 4205). Information should be included on the travel order as to whether
or not the conference registration fee includes charges for meals, and if so, the number of meals and the dates on
which furnished. When the conference registration fee includes lodgings without charge, only the appropriate
applicable PMR or TDY locality M&IE rate is paid.

2. When No Travel Is Involved. The conference registration fee may be reimbursed when attendance is
authorized for a conference in the local area that:

a. Does not involve travel,
b. Does not involve per diem, and
¢. For which a travel order is not issued.

3. Limitation on Reimbursement for Meal Costs when Attending a Conference/Meeting Sponsored by a
Service/DoD Component. The cost of each meal, whether included in a conference registration fee or
contracted for separately, at a Service/DoD Component sponsored conference/meeting must be identified. The
total amount paid by the Gov’t for meals cannot exceed the locality meal rate prescribed for the TDY
assignment location (if travel is involved) or the meeting location (when travel is not involved), unless AEA
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reimbursement for the meal(s) involved has been authorized/approved in accordance with Ch 4, Part C. When
travel is involved, the maximum contracted amount for 1 or 2 meals cannot exceed the difference between the
locality meal rate and the PMR.

4. Reimbursable Expenses. Independent charges/fees for light refreshments/snacks are not a reimbursable
expense.

5. Conferences/Training at the PDS. Payment of conference registration fees, meals, lodging, travel, and/or
other expenses required for conferences/training at the PDS cannot be paid as travel allowances per 37 USC
8404. Authority to pay related training costs at the PDS is in 10 USC §2013; 5 USC §4109; 42 USC §218a; and
14 USC 8§469. The costs must clearly be an integral part of the training (39 Comp. Gen. 119 (1959); and B-
244473, 13 January 1992). When training events require subsistence costs at the PDS, authority for training
expense payment is made through the training and/or comptroller personnel using the above legal authority.
This payment is not a travel and transportation allowance and these regulations are not the authority for the
payment.

Charges/fees for light refreshments/snacks are reimbursable ONLY when included as part of the conference
registration fee.

F. Membership Fees and Dues. The Secretary Concerned or DoD Component Head may pay membership fees or
dues from appropriated funds when the membership is in the Gov’t's interest and the membership is in the

Service’s/DoD Component’s name (e.g., Defense Travel Management Office). See 31 Comp. Gen. 398 (1952); 33
id. 126 (1953).

G. Entertainment Expenses. Entertainment expenses for social events and other personal expenses not directly
required by official duties are not reimbursable.

H. Advance Payment of Discounted Conference Registration Fee (FTR §301-74.25)

1. General. It is a general practice for conference planners to offer discounted “early bird” conference
registration fees, which are available in the months prior to the beginning of the conference. If a GTCC IBA is
to be used to pay this fee, to take advantage of such specials, a traveler should be given oral or written order to
register early, charge the conference registration fee to the GTCC IBA, and claim reimbursement for the
discounted conference registration fee as soon as a written order to attend the conference has been generated.
When the authority to register early is oral, the written order must reference the oral authority for the early
conference registration. This does not prevent other payment methods for advance conference registration fees
(e.g., Gov’t purchase card (not a GTCC)).

2. Traveler is Unable to Attend an Event for which Reimbursement Was Made (adopted from FTR §301—
74.26). In any case in which a traveler is unable to attend an event for which a discounted conference
registration fee was paid and reimbursed in advance of the event, the traveler must seek a conference
registration fee refund and repay the advance with any refund received. If no refund is made, the Service/DoD
Component concerned must absorb the advanced payment as a preparatory travel expense if the traveler’s
failure to attend the event was caused either by a decision of the Service/DoD Component concerned or for a
reason beyond the traveler’s control that is acceptable to the Service/DoD Component concerned, e.g.,
unforeseen illness or emergency. If no refund is made, and the traveler’s failure to attend the scheduled event
is due to a reason deemed un-excusable by the Service/DoD Component concerned, the traveler must repay
the amount advanced.

*I. Government Accountability Office Guidance Concerning Reasonable Conference Costs Including Meals and
Light Refreshments at a Formal Conference. Felowing-isSee the Digest portion of the GAO Decision (B-300826, 3
March 2005) rendered to the National Institutes of Health concerning reasonable conference costs.
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