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J. P. MCLAURIN THOMAS F. FISHER
Deputy Assistant Secretary of Acting Director of Personnel
the Army (MPP) Management
ANITA BLAIR NICHOLAS A. PRAHL
Deputy Assistant Secretary RADM, NOAA
of the Navy (Personnel Programs) Deputy Director, NOAA Corps
KELLY A. CRAVEN DENISE CANTON
Deputy Assistant Secretary CAPT, USPHS
of the Air Force (FMP) Acting Director

Division of Commissioned Personnel

This change includes all material written in MAP Item 42-02 and military editorials U03068 and U03070 through
U03074. Insert the attached pages and remove the corresponding pages.  This cover page replaces the Change 206
cover page.

BRIEF OF REVISION
These are the major changes made by Change 207:
U2020-A: U3415; U4520-B9; U5310-F; U5400; U5500; Appendix A: Appendix E; Appendix L; Appendix O.

Reflects the name change of the Military Traffic Management Command (MTMC) to the Military Surface
Deployment and Distribution Command (SDDC), effective 1 JAN 04.

U2600; U4173-D; U4175-B; U7150. Changes the TDY mileage rates for privately owned automobiles to $0.375,
motorcycles to $0.285, and airplanes to $0.995 effective 1 January 2004.

U3145-C, FAQ 17; Appendix E. Deletes Mr. Thomas Uberto from the list of contacts at GSA on the city pair
program and adds Mr. Gene Lee.

U3415-Clg. Corrects paragraph reference.
U5630-B. Establishes a uniform policy on circumstances that the Services would not pay partial DLA.

Appendix Q. Adds a 24 months accompanied tour length for members assigned in Vietnam effective 1 December
2003.
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Appendix S. Authorizes FEML for Havana, Cuba to Miami, Florida for U.S. Coast Guard uniformed member only
until 18 December 2005.
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Change 207 vi

3/1/04



Administration and General Procedures U2020

CHAPTER 2
ADMINISTRATION AND GENERAL PROCEDURES

PART A: TRAVEL POLICY
U2000 GENERAL
Each Service shall:

1. authorize only travel necessary to accomplish the mission of the Government effectively and economically,
and

2. establish internal controls to ensure that only travel essential to the needs of the Government is authorized.
U2010 OBLIGATION TO EXERCISE PRUDENCE IN TRAVEL

1. A member must exercise the same care and regard for incurring expenses to be paid by the Government as
would a prudent person traveling at personal expense.

2. A member must maintain records to validate individual expenses of $75 or more and all lodging costs. All
receipts should be maintained as required by finance regulations.

3. Excess costs, circuitous routes, delays or luxury accommodations that are unnecessary or unjustified are the
member’s financial responsibility.

4. Members are advised that the Army Lodging Success Program, Navy Elite Lodging Program, and GSA’s
Federal Premier Lodging Program provide quality lodging at or below per diem and often are close to worksites
at TDY locations. Use of lodging facilities in these programs often results in cost savings to the Government.
Not all programs are available to all travelers.

U2015 USE OF GOVERNMENT TRAVEL CHARGE CARDS

It is the general policy of DoD that the Government-sponsored, contractor-issued travel card be used by DoD
personnel to pay for all costs incidental to official business travel, including travel advances, lodging, transportation,
rental cars, meals and other incidental expenses, unless otherwise specified, (OSD (C) memo of 28 March 1995,
subject: Travel/Reengineering Implementation Memorandum #2--Maximized Use of the Travel Charge Card).

DoD Uniformed Services: The policies and procedures for the Government travel charge card program
(including central billing and unit cards) are found in the DoD Financial Management Regulation (DoD
7000.14-R), Volume 9, “Travel Policy and Procedures.”

Non-DoD Uniformed Services: The policies and procedures for the Government travel charge card program
(including central billing and unit cards) are found in Service regulations.

U2020 OFFICIAL DISTANCE DETERMINATION

A. Privately Owned Conveyance (Except Airplane). The Defense Table of Official Distances (DTOD):

1. is the only official source for worldwide PCS and TDY distance information,
2. replaces all other sources used for computing distance (except for airplanes see par. U2020-B below),

3. uses city to city distance (not zip code to zip code),

Change 207 U2A-1
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Administration and General Procedures U2025

*NOTE: All DoD installations (CONUS and OCONUS) are supposed to be listed in the DTOD. If an
installation cannot be located, the DTOD PMO should be informed of the missing location. All missing
installations will be added to the DTOD system. All feedback should be directed through the DTOD website
at http://dtod]1.sddc.army.mil.

4. provides distances which must be rounded to the nearest mile for each leg of a journey,

5. does not apply to the following travel distances that are determined by odometer readings:
a. in and around the PDS or TDY sites,
b. between home/office and transportation terminal,
c. for short distance moves, within the same city, or

d. round trip travel between home and active duty tour site for Reserve members performing active duty
when the member commutes under the provisions of par. U7150-A1b, and

*6. website is found at http://dtod1.sddc.army.mil.

B. Privately Owned Airplane

1. When privately owned airplane use is authorized/approved for transportation, the distance between origin
and destination must be determined from aeronautical charts issued by the Federal Aviation Administration
(FAA).

2. If adverse weather, mechanical difficulty, or unusual conditions cause necessary detours, the additional air
distance must be explained.

3. If distance cannot be determined by aeronautical charts, the flight time multiplied by the aircraft's cruising
speed is used to determine distance.

C. Official Distances Use. Official distances are used in determining the distance between any two of the locations
listed in par. U3010.

D. Personally Procured Moves. The DTOD (shortest distance) is the only official source for distances for
personally procured moves.

U2025 STANDARD CONUS PER DIEM RATE

1. The Standard CONUS per diem rate is the rate for any CONUS location not included in a defined locality
(county/area) in the CONUS per diem rates at http:/www.dtic. mil/perdiem/pdrform. html.

2. Effective 1 October 2003 the Standard CONUS per diem rate is:

LODGING M&IE TOTAL

$55 $31 $86
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Administration and General Procedures U2615

PART H: MILEAGE & MALT RATES

*U2600 TDY & LOCAL TRAVEL

Effective for travel performed on or after 1 January 2004 the mileage rates for local and TDY travel are:

POC Rate Per Mile
Airplane $0.995
Automobile $0.375
Motorcycle $0.285

NOTE: Use of a privately owned aircraft other than an airplane (e.g., helicopter) is not reimbursed on a mileage
basis. See par. U3305-C.

U2605 PCS TRAVEL

A. General. The monetary allowance in lieu of transportation (MALT) for the authorized use of a POC during
official PCS travel depends on the:

1. official distance for which MALT may be paid under the circumstances (as determined in accordance with
the applicable provisions of this regulation); and

2. the number of authorized travelers transported.

B. PCS MALT Rates. MALT rates per authorized POC (see par. U5015) are:

Number of Authorized Travelers Rate Per Mile
One Authorized Traveler $0.15
Two Authorized Travelers $0.17
Three Authorized Travelers $0.19
Four or More Authorized Travelers $0.20

NOTE: Regardless of the type of POC used (except as described in par. U2615), these are the mileage rates for
PCS travel. See U2020 for official distance determination.

U2610 CONVERTING KILOMETERS TO MILES

One kilometer equals .62 mile. To convert kilometers to miles, multiply the number of kilometers times .62 to give
the equivalent number of miles. The equation for this would be Kilometers X .62 miles/km = Miles.

EXAMPLE: To convert 84 kilometers to miles, multiply 84 times .62 which equals 52 miles. The equation for this
would be 84 km X .62 miles/km = 52 miles.

U2615 SELF-PROPELLED MOBILE HOME

Mileage reimbursement for a self-propelled mobile home driven overland/over water is the automobile mileage rate
in par. U2600 for the official distance between authorized points. See also par. U5510-B.

Change 207 U2H-1
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Transportation, Accompanied Baggage, and Local Travel U3145

13. Can I combine two contract fares to save money?

If there is a contract fare for the route, the answer is no. If there is no contract fare for the route, the answer is yes.
14. How do I know whether or not there is a contract fare?

Contract fares are identifiable because they normally carry the fare designator YCA. You can ask your Travel

Management Center (TMC) or (Contracted) Commercial Travel Office (CTO) or check on the following city-pair
website: http:/pub.fss.gsa.gov/citypairs/.

15. Why does the Government have to pay the Airline Passenger Excise tax? Isn't it exempt from taxes?

The Federal Government is often exempted from state and local taxes. However, the airline passenger excise tax is
a federal tax and the Federal Government is subject to it.

16. Ilive in a city with multiple airports. What is the rule regarding what airport I must use when traveling
on official Government business?

Travelers can use the airport which best suits their needs in cities with multiple airports, unless otherwise prohibited
by their agency. Cities with multiple airports include, Chicago, Dallas/Fort Worth, Detroit, Houston, Los Angeles,
New York, San Francisco and Washington, DC.

17. The Topic refers to a new program for FY02. If fares are booked "early" the Gov't receives a discount to
the normal City Pairs Fare. But my question is: How early is early? Thank you!

We are encouraging the Government travelers to book their reservations as early as possible. Once you have
decided that a trip is necessary, the reservation should be made. The earlier the reservation the better the chances
are that you will receive the additional savings (capacity control fares).

For more information on GSA's Airline City Pairs Program, see the GSA website at
http://www.fss.gsa.gov/citypairs/, or contact one of the following PoCs below. Phone access should be used only by
those without access to the internet.

Ms. Linda L. Smith Ms. Andrea Dingle
Contract Specialist Contracting Officer
(703) 305-7640 (703) 305-6190

*Mr. Gene Lee
Contract Specialist
(703) 308-1618
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Transportation, Accompanied Baggage, and Local Travel U3415

PART E: TRAVEL BY TAXICAB, SPECIAL CONVEYANCE, BUS, STREETCAR,
SUBWAY OR OTHER PUBLIC CONVEYANCE

U3400 GENERAL

This Part prescribes the allowable reimbursements for commonly incurred expenses associated with public or
special conveyances use during TDY or PCS travel. For non-PCS/TDY transportation expenses incurred in and
around duty stations, see Part F.

U3405 MISCELLANEOUS EXPENSES

A member may be reimbursed for miscellaneous transportation-related expenses described in this Part which are
incurred for travel between two points that are a separate journey (see par. U3010) when mileage is not payable,
even though the member begins or ends in a mileage status during the same calendar day. Members who are paid
mileage for the entire journey may not be reimbursed for miscellaneous transportation expenses regardless of the
transportation mode.

U3410 TAXICAB/LIMOUSINE SERVICE USE

A. To/from Transportation Terminals. Reimbursement is authorized for taxi/limousine service fares plus tip as
follows:

1. between place of residence, lodging, or place of duty at the PDS or TDY station and transportation terminal;
2. between transportation terminals to change conveyance when free timely transfer is not provided; or

3. from transportation terminal to lodging and return when needed due to en route transportation delays beyond
the member’s control; and

4. between a transportation terminal and limousine service terminal.

The boundaries of the member's PDS for the purpose of reimbursement for travel to and from a carrier terminal
serving that area includes the place within a reasonable distance from which the member commutes daily to and
from the place of duty.

B. Between Residence and PDS on Day Travel Performed. Reimbursement is authorized for fares plus tip from the
member's residence to the PDS on the day the member departs on TDY requiring at least one night's lodging, and
from the PDS to the residence on the day of return from the TDY.

U3415 SPECIAL CONVEYANCE USE
A. General. An order-issuing official may authorize/approve a special conveyance when advantageous to the
Government. Travelers’ personal preference or minor inconvenience shall not be the basis for

authorizing/approving special conveyance use.

B. Selecting a Rental Vehicle

1. Defense Transportation Regulation (DTR), (DoD 4500.9-R) Part I, Passenger Movement, Chapter 106,
Policy (website address: http:/www.transcom.mil/j5/pt/dtr. html)

a. It is mandatory, within DoD, to obtain rental vehicles through the CTO, when available. NOTE: It is
not mandatory to use a CTO when renting an airplane or bus.
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Transportation, Accompanied Baggage, and Local Travel U3415

b. When selecting commercially rented vehicles, the lowest cost rental service that meets the mission
requirements must be selected.

*c. Use of companies and rental car locations participating in the SDDC agreement is encouraged because
their Government rate includes full liability and vehicle loss and damage insurance coverage for the
traveler and the government.

d. Justification for additional rental car costs may be required before reimbursement is allowed when a
traveler makes rental car arrangements through the TO/CTO but subsequently disregards/changes those
rental car arrangements.

e. For policies, instructions, and guidance regarding motor pools and rental of automobiles from
commercial rental companies, see DTR, Chapter 106 and Service regulations.

*2.  Military Surface Deployment and Distribution Command (SDDC) Policy (website address:
http://www.sddc.army.mil)

a. SDDC vehicle rental agreements apply to all DoD components and activities and non-Defense Agencies.

b. Current domestic and foreign rental car ceiling rates and additional rental vehicle information may be
obtained from the Commander, SDDC, ATTN: SDDC-AQ, Hoffman Building II, Room 10N35, 200
Stovall Street, Alexandria, VA 22332-5000, or via the SDDC website at http://www.sddc.army.mil.

3. Reimbursement. When an available CTO is not used, reimbursement is limited to what it would have cost if
a CTO had made the rental vehicle arrangements.

4. Non-DoD Services. For CTO use in connection with rental cars, see Service Regulations.

C. Reimbursement for Special Conveyance Use
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Transportation, Accompanied Baggage, and Local Travel U3415

1. Reimbursable Expenses. When a rental automobile or other special conveyance is authorized/approved, the
rental or hiring charge and operating expenses incurred on official business (if not included in the rental or
hiring charge) are reimbursable. When the operating expenses are included in the rental or hiring charge, there
should be a record of those expenses available to submit with the receipt. These expenses include:

a. fuel and oil;

b. parking;

c. garage, hangar or boathouse rental;
d. subsistence of operator;

e. ferry fares;

f.  bridge, road and tunnel tolls;

*g. liability insurance required by the company furnishing the special conveyance as a rental condition (see
par. U3415-C2, below, for insurance);

h. optional extra collision hull insurance for rental aircraft;
i.  traveler access fee (when charged); and
*j any per-day administrative fee called for in the SDDC rental car agreements.

2. Insurance on a Rented Automobile

a. Cost of Insurance. The cost of buying collision insurance (e.g., Collision Damage Waiver (CDW)
Adjustment, Theft Protection, etc.) is reimbursable only if:

(1) The insurance is required by the rental agency to provide full coverage insurance but only when
renting an automobile in a foreign area or country, or

(2) certain classified special operations are involved.

b. Damage to Rented Motor Vehicle. A member may be reimbursed for personal funds paid to car rental
companies for damage sustained by a rented motor vehicle that is damaged in the performance of official
business if the claim is adjudicated as being payable. The Government may make direct payment to car
rental companies instead of to the member, if appropriate. In either case, the reimbursement is a
miscellaneous transportation expense. Reimbursement for personal funds paid for damage sustained by a
rented automobile while being used on other than official business is not authorized.

c. Damage Claims. Requests from a member, or from a rental company for reimbursement or payment
should be documented and submitted in accordance with the DoD Financial Management Regulation,
Volume 9, Chapter 4 (found at website http://www.dtic.mil/comptroller/fmr/), (or appropriate Service
regulations for the non-DoD Services). Statements, itemized bills, and an accident report are typical
requirements (47 Comp. Gen. 145 (1967)).

3. Receipts for Special Conveyances. See par. U2500-B.

D. To/from Carrier Terminals. Special conveyance use may be authorized/approved for travel to and from carrier
terminals. Special conveyance use to, from, and between carrier terminals, other than local terminals, may be
authorized/approved by the order-issuing official when neither public nor Government transportation between the
points meets the requirements of the ordered travel.
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E. Between Duty Stations. The order-issuing official may authorize/approve travel by special conveyance to,
from, or between TDY stations under circumstances not permitting travel by the usual transportation modes, or
when special conveyance use is determined to be advantageous to the Government. Reimbursement is authorized
for the total expense incurred in the use of the conveyance. For rental vehicle use on a PCS, see par. U5105-A.

F. Special Conveyance Use in and Around PDS or TDY Station. For reimbursement for special conveyance use
within and around the PDS and TDY station, see Part F.

G. Limited to Official Purposes. Use of a special conveyance is limited to official purposes, including
transportation to and from (65 Comp. Gen. 253 (1986)):

1. duty sites,

N

. lodgings,

3. dining facilities,

4. drugstores,

5. barber shops,

6. places of worship,

7. cleaning establishments, and

8. similar places required for the traveler's subsistence, health or comfort.
U3420 BUS, STREETCAR, AND SUBWAY USE

A. To/from Transportation Terminals. Reimbursement is authorized for bus, streetcar, and subway fares as
follows:

1. between place of residence, lodging, or duty at the PDS or TDY station and transportation terminal;
2. between transportation terminals to change conveyance when free/timely transfer is not provided; or

3. from transportation terminal to lodging and return when needed due to en route transportation delays beyond
the member’s control.

The boundaries of the member’s PDS for the purpose of reimbursement for travel to and from a transportation
terminal serving that area includes the place within a reasonable distance from which the member commutes daily to
and from the duty site.

B. Between Residence and PDS on Day Travel Performed. Reimbursement is authorized for bus, streetcar, and
subway fares from the member's residence to the PDS on the day the member departs on TDY requiring at least one
night's lodging and from the PDS to the member's residence on the day of return from TDY.

U3430 COURTESY TRANSPORTATION USE

Available courtesy transportation services furnished by a hotel, motel, or similar facility should be used to the
maximum extent possible.
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Temporary Duty Travel U4173

B. U.S. and Non-foreign OCONUS Lodging Taxes. The maximum amount allowed for lodging in the U.S. and
non-foreign OCONUS areas (see http://www.dtic.mil/perdiem/pdrates.html/) does not include an amount for
lodging taxes. Taxes on lodging in the U.S. and non-foreign OCONUS areas are separately reimbursable travel
expenses, except when MALT PLUS per diem for POC travel is paid.

C. Foreign Lodging Taxes. The maximum amount allowed for lodging in foreign areas (see foreign locations in
http://www.dtic.mil/perdiem/opdrform.html) includes an amount for lodging taxes. Taxes on lodging in foreign
areas are not separately reimbursable.

Effective 1 October 2003

D. Examples.
EXAMPLE 1
Per Diem Rate
Max Lodging M&IE Total
$57 $31 $88
Actual lodging cost is $62 per night and Government mess is not available at the TDY point.
ITINERARY:
Date Travel Status Transportation Mode Mileage
10 May Depart PDS POC
Arrive TDY Station 340 miles
11 May TDY
12 May TDY
13 May Depart TDY Station POC
Arrive PDS 340 miles
*REIMBURSEMENT:
5/10 75% times $31 = $23.25 plus $57 $80.25
($62 limited to $57)
5/11 $31 plus $57 88.00
5/12 $31 plus $57 88.00
5/13 75% times $31 23.25
1 round trip of 680 miles x $0.375 per mile = 255.00
Total Reimbursement = $534.50
EXAMPLE 2
Per Dem Rate
Max Lodging M&IE Total
$55 $31 $86
A member is TDY to a U.S. Installation. Lodging on the U.S. Installation in Government quarters is $6 per night.
The Government meal rate is directed. Breakfast is not available on the 17" and the authorizing/order-issuing
official approves the increase to the PMR for the 17". NOTE: Government mess deductions are never made for
arrival and departure days. In this example, a GMR of $8 is used, and a proportional meal rate (PMR) of $18 is
used.
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ITINERARY:

Date Travel Status

15 March Depart Residence

Arrive US Installation

16 March TDY

17 March TDY

18 March TDY

19 March Depart US Installation

Arrive Residence

REIMBURSEMENT:
Date Computation Total
15 March ($31 (M&IE) x 75 maximum %) + $6 (Govt. quarters) = $ 29.25
16 March | $10 (GMR) + $6 — 16.00
17 March ($18 (PMR) + $6 = 24.00
18 March $10 + $6 = 16.00
19 March $31 x75% = 23.25
TOTAL $ 108.50

U4175 RETURN TO PDS FROM TDY FOR PERSONAL REASONS

A. General. A member who voluntarily returns to the PDS, or residence from which the member normally
commutes daily to the PDS, during a TDY period for personal reasons is authorized the lesser of:

1. per diem or AEA for the actual travel time (no per diem or AEA while at the PDS) and transportation
expenses for the travel from the TDY point to the PDS and return; or

2. per diem or AEA that would have been allowed had the member stayed at the TDY point.
NOTE: No allowances are credited for any day the member was in a leave status.
Effective 1 October 2003
B. Computation. The following are examples of computing per diem allowances and making cost comparisons

under this paragraph:

NOTE: The GMR used in the following example(s) are for illustrative purposes only. Please check Appendix A
(GMR) for current Government meal rates.

EXAMPLE 1

Member performed TDY. The member returned to the PDS during the intervening weekend.

ITINERARY:
23 June Dep: PDS POC
Arr: TDY Station 325 miles
24-26 June TDY
27 June Dep: TDY Station POC
Arr: PDS (personal 325 miles
reasons)
28 June At PDS
29 June Dep: PDS POC
Arr: TDY Station 325 miles
30 June — 2 July TDY
3 July Dep: TDY Station POC
Arr: PDS 325 miles
Change 207 U4B-14
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Lodging cost $60 per night. Per diem rate is $82, lodging is $52 and M&IE maximum is $31. Government mess is not

available at the TDY point.

In this example the member is due $1,079.50 since it is less than the amount of the actual travel back to the PDS
and return to the TDY location for personal reasons.

*REIMBURSEMENT:
Cost Comparison
Actual Cost:
6/23 75% times $31 = $23.25 plus $52 ($60 limited to $52)

= § 75.25
6/24 $31 plus $52 83.00
6/25 $31 plus $52 83.00
6/26 $31 plus $52 83.00
6/27 75% times $31 23.25
6/29 75% times $31 = $23.25 plus $52 ($60 limited to

$52)= 75.25
6/30 $31 plus $52 = 83.00
7/1 $31 plus $52 83.00
7/2 $31 plus $52 83.00
7/3 75% times $31 23.25
2 round trips of 650 miles = 1300 x
$0.375 per mile= 487.50
Total Reimbursement= $1,182.50
*Constructed Cost:
6/23 75% times $31 = $23.25 plus $52 ($60 limited to

§52 = § 75.25
6/24 $31 plus $52 = 83.00
6/25 $31 plus $52 = 83.00
6/26 $31 plus $52 = 83.00
6/27 $31 plus $52 = 83.00
6/28 $31 plus $52 = 83.00
6/29 $31 plus $52 = 83.00
6/30 $31 plus $52 = 83.00
7/1 $31 plus $52 = 83.00
7/2 $31 plus $52 = 83.00
7/3 75% times % $31 = 23.25
1 round trip of 650 miles = 650 x
$0.375 per mile = 243.75
Total Reimbursement = $1,089.75

*EXAMPLE 2

Member performed TDY with the following itinerary. The member returned to the PDS during the intervening

weekend for personal reasons.

ITINERARY:
9 July Dep: PDS POC
Arr: TDY Station 185 miles
10 July TDY
11 July Dep: TDY Station POC
Change 207
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Arr: PDS 185 miles
12 July At PDS
13 July Dep: PDS POC

Arr: TDY Station 185 miles
14 & 15 July TDY
16 July Dep: TDY Station POC

Arr: PDS 185 miles

Lodging on post in Government quarters costs $6 per night and a Government mess is available for all three meals
and its use directed. Per diem rate is $86, lodging maximum is $55 and M&IE rate is $31. In this example, a GMR

of $8.00 is used.

REIMBURSEMENT:

Cost Comparison

Actual Cost:

7/9 75% times $31 = $23.25 plus §6 = $29.25
7/10 $10.00 plus $6 = 16.00
7/11 75% times $31 = $23.25 = 23.25
7/13 75% times $31 = $23.25 plus §6 = 29.25
7/14 $10.00 plus $6 = 16.00
7/15 $10.00 plus $6 = 16.00
7/16 75% times $31 = $23.25 = 23.25
2 round trips of 370 miles = 740 x

$0.375 per mile = 277.50
Total Reimbursement = $430.54
Constructed Cost:

7/9 75% times $31 = $23.25 plus $6 = $29.25
7/10 $10.00 plus $6 = 16.00
7/11 $10.00 plus $6 = 16.00
7/12 $10.00 plus $6 = 16.00
7/13 $10.00 plus $6 = 16.00
7/14 $10.00 plus $6 = 16.00
7/15 $10.00 plus $6 = 16.00
7/16 75% times $31 = $§23.25 = 23.25
1 round trip of 370 miles = 370 x

$0.375 per mile = 138.75
Total Reimbursement = $287.25

In this example the member is due $287.25.

U4177 NO PER DIEM OR RATES OF PER DIEM IN LESSER AMOUNTS THAN THOSE PRESCRIBED
IN HTTP:/WWW.DTICMIL/PERDIEM/PDRATES.HTML

The Secretary concerned may authorize zero per diem or rates of per diem in lesser amounts than those prescribed in
http://www.dtic.mil/perdiem/pdrates. html when the circumstances of the travel or duty to be performed so warrant
and are peculiar to that particular Service (also see par. U4105-D). This authority may be delegated to a chief of an
appropriate bureau or staff agency of the headquarters of the Service concerned or to a commander of an appropriate
naval systems command headquarters, but may not be re-delegated. In the absence of such an authorization, travel
orders prescribing rates of per diem different from those prescribed in http:/www.dtic.mil/perdiem/pdrates. html
are without effect and the locality rates in http://www.dtic.mil/perdiem/pdrates.html are used. Reduced rates of
per diem should incorporate amounts for laundry/dry-cleaning/pressing of clothes if the travel is OCONUS or for
less than 7 days in CONUS.
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n. late payment delinquent fees involving the Government-sponsored contractor-issued travel charge card
only for those personnel who are placed in the category of mission critical travel, who are unable to file a
travel voucher and pay the travel card bills because of the specific circumstances of the travel, and through
no fault of their own. (See the revised guidance to DoDFMR, Volume 9, Chapter 3, found in USD(C)
memorandum dated May 7, 2002 for definition of mission critical personnel and processing requirements);

0. lodging fees/daytime lodging charges (e.g., room occupancy lodging charges for late departure, early
arrival, or airport daytime lodging facilities due to travel arrangements that are not for the convenience of
the member).

5. Certain laundry/dry-cleaning expenses:
a. The cost incurred during TDY travel (not after returning to/arriving at PDS) for personal laundry/dry-
cleaning and pressing of clothing, up to an average of $2 per day, is a separately reimbursable travel
expense in addition to per diem/AEA when travel within CONUS requires at least 7 consecutive nights
TDY lodging in CONUS (i.e., 6 nights, no laundry, 7 nights, NTE $14, 8 nights, NTE $16).;
b. The cost incurred during TDY/PCS travel for personal laundry/dry-cleaning and pressing of clothing is
not a separately reimbursable expense for OCONUS travel and is part of the incidental expense allowance
included within the per diem rates/AEA authorized/approved for OCONUS travel.;

6. use of computers, printers, faxing machines, scanners, telegrams, cablegrams, or radiograms;

7. a Value Added Tax (VAT) certificate used to avoid paying TDY lodging taxes;

8. customary tips for handling Government property at terminals and hotels;

*9. any per-day administrative fee called for in the SDDC rental car agreements (including GARS); and

10. similar travel and transportation related expenses (i.e., Do not reimburse mission-related or personal
expense which include batteries, tools, film, gifts for child care, pet care, hotel concierge, or workout
room/gym fees.)

C. PCS Travelers. Members are authorized the expenses listed in par. U4520-A for PCS travel. In addition to those
expense listed in par. U4520-A, the member is authorized reimbursement for:

1. POC transportation costs (mileage) to and from the transportation terminal (see par. U3320);
2. tips to stewards and other attendants paid by or on behalf of the dependents aboard commercial vessels; and

3. when dependents travel without the member MALT, as prescribed in par. U5203-A, first itemization, item 3
for POC travel, when POC used to and from the transportation terminal.

U4535 REGISTRATION FEES

Registration fees reimbursement is authorized/approved when such fees are a condition for attendance. When the
registration fee includes the cost of meals, per diem is computed under par. U4165-2b.

U4539 REIMBURSMENT OF PREPARATORY TRAVEL EXPENSES WHEN THE ORDER IS
AMENDED, MODIFIED, CANCELED OR REVOKED

Miscellaneous preparatory travel expenses (e.g., fees for traveler’s checks, passports, visas (including green cards),
(see par. U4550), communications service.) incurred prior to order change are reimbursable provided the action
taken is beyond the member’s control, in the Government’s interest, and a refund unobtainable.
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Effective 4 November 2004
U4550 CONTEMPLATED OFFICIAL TRAVEL, PASSPORTS, AND VISA (INCLUDING GREEN
CARDS) FEES

A. General (TDY or PDT)

1. A member is reimbursed the associated expenses if officially required to obtain a change of status and/or to
renew passports and/or visas (including green cards), for the member and/or dependents.

2. These expenses do not include any fees/charges for legal services even though local laws or custom may
require the use of lawyers to process applications for passports, visas (including green cards), or changes in
status.

B. Reimbursement. Reimbursement authority is for a member who is:
1. Assigned to a foreign OCONUS area,

2. Required to renew passports and/or visas (member’s and/or dependents') as a result of a continued
assignment in a foreign OCONUS area, or

3. Described in par. U4550-C.

C. Passports and/or Visas (Including Green Cards), for Emergency Technical Support Personnel. Commands may
be required to have emergency technical support personnel available for official travel on short notice. These
personnel, if directed in writing by the authorizing/order-issuing official to maintain current passports and/or visas
(including green cards), in preparation for such travel, may be reimbursed the fees paid for such documents.

D. Reimbursement when No Travel is Involved. Actual travel to obtain the required documents is not required for
reimbursement (e.g., the expenses may be related to mail).

E. Voucher Submission. DoDFMR, Volume 9, Travel Policy and Procedures, at website
http://www.dtic.mil/comptroller/finr/, prescribes the requirements for voucher submission, with supporting
authority. Funds must be obligated in accordance with finance policy (ordinarily at the time the expense is
incurred).
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C. Professional Books, Papers, and Equipment (PBP&E). A member is authorized PBP&E transportation, when the
member certifies the PBP&E as necessary for official duty. PBP&E is transported in the same manner as HHG,
including incident to separation, relief from active duty or retirement, but is not charged against the authorized
weight allowances in par. U5310-B. When the items no longer qualify as PBP&E, they may be transported or
placed in NTS incident to the next PCS as PBP&E. Articles which lose their identify as PBP&E are HHG, if
otherwise qualified.

NOTE: PBP&E must be declared at origin and documented in accordance with transportation policy and
procedures.

Effective 10 November 1998

D. Additional Consumable Goods. A member, assigned to a PDS designated in Appendix F, Part I is entitled to
transportation of consumable goods in addition to the authorized HHG weight allowance. The consumable goods
must be for the personal use of the member and/or dependents. OCONUS locations and their consumable goods
weight allowances are contained in Appendix F, Part I. Instructions for adding a location to the list are contained in
Appendix F, Part II.

E. Certain Articles Involving a Weight Additive. When HHG include an article (such as a boat or trailer in excess
of 14 feet) for which a weight additive is assessed by a carrier (as prescribed in the applicable tariff), the weight
additive is added to the shipment’s actual net weight each time a weight is computed. It becomes part of the weight
shipped for comparison against the weight allowance in par. U5310-B. In instances when an article that involves a
weight additive also requires special packing, crating, and handling, the member is responsible for these expenses.

*F. Excess Costs for Transportation of Boats as HHG. The following examples outline excess cost determination,
using various rates available from SDDC, in connection with transportation of a boat as HHG. NOTE: The various
Government 'rates’ in the examples are used strictly for the examples and should not be used for actual
calculations.

*EXAMPLE 1

Member on PCS from San Diego, CA, to Washington, DC (2,595 miles).

Member is 0-6 with a weight allowance of 18,000 lbs.

Member transports HHG weighing 12,000 Ibs. (net less 10%) and a boat (no trailer) weighing 20,000 1bs. (includes
weight additive, see par. U5310-E).

The lowest usable applicable Government rate (SDDC's D-X or discount rate plus the MaxPac rate) for HHG
transportation of 18,000 Ibs. between authorized points is $69.65/cwt.

The SDDC one-time-only (OTO) rate for movement of boat between authorized points is $5,000.

EXCESS COST COMPUTATION

STEP 1:

Government's Maximum Transportation Cost Liability. Multiply the SDDC lowest usable applicable Government
rate times the sum of the weight of HHG transported (if any) plus the boat's actual weight plus any weight
additive(s).

NOTE: If the sum exceeds the member's authorized weight allowance, multiply the lowest usable applicable
Government rate, times the member's maximum weight allowance.

HHG transported (net less 10%) 12,000 lbs.
Weight of boat and additive(s) + 20,000 Ibs.
Total weight of HHG and boat (including additive(s)) 32,000 Ibs.*
Exceeds member's maximum weight allowance

Member's maximum weight allowance (18,000 lbs. = 180 cwt) 180 cwt

Times lowest usable applicable Government rate x $69.65/cwt

Gov’t’s maximum transportation cost liability $12,537.00
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STEP 2:
Actual HHG Transportation Cost. Add the sum of the SDDC OTO rate for the boat and the lowest usable applicable
Government rate, times the weight of HHG actually transported, other than a boat.

OTO single factor (flat) rate for moving boat $ 5,000.00
Weight of HHG actually transported (12,000 lbs. = 120 cwt) 120 cwt

Times lowest usable applicable Government rate X 69.65 $ 8358.00
Total $13,358.00
STEP 3:

Compare the results of STEPS 1 and 2.
In this case, the cost in STEP 2 is more than the cost in STEP 1.
The member owes for excess:

Total STEP 2 $13,358.00

Less STEP 1 - $12,537.00

Difference (if negative amount enter zero) $ 821.00

Additional accessorial costs member owes (lift on/off charges) +$ 300.00

Total cost member owes for transportation $ 1,121.00
*EXAMPLE 2

Member on PCS from Scott AFB, IL, to Andrews AFB, MD (790 miles).

Member E-6 (with dependents) with a weight allowance of 11,000 Ibs.

Member transports HHG weighing 8,000 Ibs. (net less 10%) and a 17' bass boat and trailer weighing 2,800 Ibs.
(includes weight additives, see par. U5310-E).

The lowest usable applicable Government rate (SDDC's D-X or discount rate plus the MaxPac rate) for HHG
transportation of 11,000 Ibs. between authorized points is $39.05/cwt.

The SDDC OTO rate for movement of boat/trailer between authorized points is $900.

EXCESS COST COMPUTATION

STEP 1:

Government's Maximum Transportation Cost Liability.

Multiply the SDDC lowest usable applicable Government rate times the sum of the weight of HHG transported (if
any) plus the boat's actual weight plus any weight additive(s).

NOTE: If the sum exceeds the member's authorized weight allowance, multiply the lowest usable applicable
Government rate, times the member's maximum weight allowance.

HHG transported (net less 10%) 8,000 Ibs.

Weight of boat and additive(s) + 2,800 Ibs.

Total weight of HHG and boat (including additive(s)) 10,800 lbs.*

Does not exceed member's maximum weight allowance

Weight of HHG actually transported (10,800 lbs. = 108 cwt) 108 cwt

Times lowest usable applicable Government rate X §  39.05/cwt

Gov’t’s maximum transportation cost liability $4,217.40

STEP 2:

Actual HHG Transportation Cost.

Add the sum of the SDDC OTO rate for the boat and the lowest usable applicable Government rate, times the weight
of HHG actually transported, other than a boat.

OTO single factor (flat) rate for moving boat $ 900.00
Weight of HHG actually transported (8,000 lbs. = 80 cwt) 80 cwt

Times lowest usable applicable Government rate x $39.05/cwt = + $3,124.00
Total $4,024.00
Change 207 USD-4
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STEP 3:

Compare the results of STEPS 1 and 2.
In this case, the cost in STEP 2 is less than the cost in STEP 1.
The member does not owe any excess:

Total STEP 2 $4,024.00

Less STEP 1 -$4,217.40

Difference (if negative amount enter zero) $ 000.00

Additional accessorial costs member owes +$ 000.00

Total cost member owes for transportation $ 000.00
*EXAMPLE 3

Member on PCS from Ft Clayton, Panama to Ft. Benning, GA.

Member is E-6 (with dependents) with a weight allowance of 11,000 Ibs.

Member transports HHG weighing 7,000 1bs. (net less 10%) and a 22' sailboat and trailer weighing 1,834 Ibs.
(includes weight additives, see par. U5310-E).

The lowest usable applicable Government rate (SDDC's I-X single factor international rate) for HHG transportation
of 11,000 Ibs. between authorized points is $40.45/cwt.

The SDDC OTO rate for movement of boat between authorized points is $4,055.86.

EXCESS COST COMPUTATION

STEP 1:

Government’s Maximum Transportation Cost Liability.

Multiply the SDDC lowest usable applicable Government rate times the sum of the weight of HHG transported (if
any) plus the boat’s actual weight plus any weight additive(s)).

NOTE: If the sum exceeds the member's maximum authorized weight allowance, multiply the lowest usable
applicable Government rate, times the member's maximum weight allowance.

HHG transported (net less 10%) 7,000 Ibs.

Weight of boat and additive(s) + 1,834 Ibs.

Total weight of HHG and boat (including weight additive(s)) 8,834 1bs.*

Does not exceed member's authorized weight

Weight of HHG and boat actually transported (8,834 lbs. = 88.34 cwt) 88.34 cwt

Times lowest usable applicable Government rate X $40.45/cwt

Gov’t’s maximum transportation cost liability $3,573.35

STEP 2:

Actual HHG Transportation Cost.

Add the sum of the SDDC international OTO rate for the boat and the lowest usable international OTO HHG rate
times the weight of HHG actually transported, other than a boat.
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NOTE: When HHG including a boat are transported OCONUS together, the HHG are transported at an OTO
HHG rate also.

International OTO rate for moving boat $4,055.86
Weight of HHG actually transported (7,000 Ibs. = 70 cwt) 70 cwt

Times lowest usable applicable international OTO HHG rate x $79.00/cwt = + $5.530.00
Total $9,585.86
STEP 3:

Compare the results of STEPS 1 and 2.
In this case, the cost in STEP 2 is more than the cost in STEP 1.
The member owes the following excess:

Total STEP 2 $9,585.86
Less STEP 1 - $3.573.00
Difference (if negative amount enter zero) $6,012.86
Additional accessorial costs member owes + 000.00
Total cost member owes for transportation $6,012.86

NOTE 1: All rates used in the above examples are for illustrative purposes only. SDDC domestic rates plus
MaxPac rates for domestic shipments, and SDDC International single factor rates for international shipments,
change periodically. In the above examples, these rates are shown as D-X or I-X rates. The above examples are
designed to establish a standardized procedure to compute excess costs incurred for transportation of a boat as
HHG.

NOTE 2: If boat is under 14' in length and no boat trailer is involved, or if it is a dinghy or scull of any size, the
normal JFTR method of computing excess cost applies.

NOTE 3: Members are responsible for all additional accessorial arrangements and costs related to the boat,
including "lift-on" and/or "lift-off" services.

G. Civilian Clothing of Recruits. Recruits, required by Service regulations to dispose of civilian clothing when they
receive their uniform clothing, are authorized transportation of up to 50 pounds of civilian clothing to their HORs.

H. Storage. HHG temporary storage is part of HHG transportation (par. U5375). NTS may be authorized/approved
as an alternative to HHG transportation of any or all of a member's HHG.

I. Services. Incident to HHG transportation, the HHG are packed, crated, unpacked and uncrated, drayed and
hauled (as necessary). Drayage or hauling includes the use of special rigging and equipment for heavy or delicate
articles and handling including, but not limited to, any combination of the following:

1. at point of origin:

a. from quarters to packing/crating facility and/or to place of storage;

b. from packing/crating facility to quarters, when a portion of the HHG, after being packed and crated, is to
be joined with the remainder of the HHG;

c. from packing/crating facility to place of storage;
d. to carrier's station from quarters, packing/crating facility, and/or place of storage.

2. enroute or in transit, such as from:

Change 207 USD-6
3/1/04



Permanent Duty Travel U5410

PART E: POV TRANSPORTATION AND STORAGE
SECTION 1: POV TRANSPORTATION

*U5400 GENERAL

A. This Section prescribes POV transportation and associated allowances, including those for travel to and from
designated POV loading/unloading ports/VPCs.

B. These allowances are discretionary.
C. POV transportation is authorized unless restricted by the AO or Service regulations.

D. See the SDDC website at: http://www.sddc.army.mil/, and "Shipping your POV" at:
http://www.usapa.army.mil/pdffiles/p55_2.pdf for other requirements related to shipping a POV.

US405 ELIGIBILITY

Transportation of a POV (see definition of POV in Appendix A) for the member’s or dependents’ personal use may
be authorized for a member:

1.  when ordered to make a PCS to, from or between OCONUS stations;
2. upon change of homeport of the vessel to which assigned; or
3. when ordered to make a PCS within CONUS and the member cannot drive (see par. U5414-C).

Once the POV transportation has been authorized/approved, the member is entitled to the related
shipment/transportation.

U5410 TRANSPORTATION

A. Transportation Permitted

1. From Old to New PDS. When a POV shipment is authorized, one POV NTE 20 measurement tons may be
transported from the POV port/VPC serving the old PDS or a POV port/VPC serving the passenger POD or any
POV port/VPC in between the old and new PDS to the:

a. POV unloading port/VPC serving the new PDS;

b. POV unloading port/VPC serving another authorized place (see pars. U5410-B, U5455-A and U5455-
B);

c. new PDS if authorized/approved by the Secretarial Process for those locations requiring approval; or
d. POV port/VPC serving the passenger POD or any POV port/VPC in between the old and new PDS.

2. To First PDS. For POV shipment to the first PDS, or to the POV unloading port/VPC serving the first PDS,
the "old PDS" is the HOR or PLEAD of the member.

3. Upon Separation/Retirement. For POV shipment upon separation or retirement, the "new PDS" is the
member’s HOR/PLEAD, or authorized HOS under par. U5130-A1.

4. For Member-Married-to-Member. For combining POV shipping weight limits when husband and wife are
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members, see par. U5415-D.
5. Restrictions. POV transportation must be denied when restricted, suspended, or prohibited (see par. U5415).

B. POV Shipment When Transportation to the New PDS Not Permitted

NOTE: For storage when POV transportation is not authorized to a foreign OCONUS PDS, see Chapter 5, Part
E.

1. General. If a member is not permitted transportation of a POV when ordered on a PCS to an OCONUS PDS
because

a. POV transportation is not permitted to the new PDS,

b. the member serves a dependent restricted or unaccompanied tour and electes not to have a POV
transported to the new PDS, or

c. the member elects not to have a POV transported to the new PDS when concurrent travel of dependents
has been denied and dependents have moved to a designated place (see par. U5222-C3a), then

transportation of one POV, intended for the member’s or dependents’ use, is permitted from the designated
POV loading port/VPC ordinarily serving the old PDS to the designated POV unloading port/VPC ordinarily
serving:

a. any place in CONUS the member designates, if the old PDS is OCONUS;

b. Alaska, Hawaii, Puerto Rico, or any United States territory or possession, to which dependent
transportation is authorized under Part C; or

c. any OCONUS location to which dependent transportation is authorized under par. U5222-Dlc, or

d. POV transportation to locations justified under par. U5222-D1d must be authorized/approved by the
Secretarial Process.

2. Subsequent Shipment

a. A member serving a dependent restricted or unaccompanied tour at a PDS may, upon receipt of
command sponsorship of dependents at the PDS, be authorized shipment of a POV from the POV loading
port/VPC serving the designated place to which dependents were previously moved to the POV unloading
port/VPC serving the member’s PDS.

b. A member ordered on a PCS to a PDS to which POV transportation is permitted, or to which dependent
transportation is authorized, may be authorized shipment of a POV from the POV loading port/VPC
serving the place to which a POV was shipped under par. U5410-B1, to the POV unloading port/VPC
serving the place to which the member is authorized to travel under PCS orders. NOTE: There is no
authority for CONUS to CONUS POV transportation except as specifically authorized in par. U5414-C
or in connection with authorized POV storage in Chapter 5, Part I.

C. Replacement POV Transportation. When a POV, transported to an OCONUS area at government expense, is
no longer adequate for transportation needs, the Secretarial Process may permit transportation of a replacement
POV. Such replacement may be permitted only if the:

1. POV being replaced has deteriorated due to severe climatic conditions or was lost through fire, theft, or
similar cases; or

2. member is serving consecutive OCONUS tours of duty and the POV being replaced has worn out due to
age and normal deterioration (B-212338, December 27, 1983).
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PART F: MOBILE HOME TRANSPORTATION

US500 PRIVATELY OWNED MOBILE HOMES

*A. General. This Part prescribes mobile home allowances and transportation entitlements for members ordered to
make PCS moves. Shipment of the TDY weight allowance under Chapter 4, Part G for TDY en route, is authorized
in addition to mobile home allowances. The Government's cost liability to transport the mobile home, any HHG
removed from the mobile home (see par. U5515-G), and unaccompanied baggage/HHG to the new PDS for the
member's use, shall not exceed the Government's cost to transport the member's PCS weight allowance between
the old/new PDSs. The entitlement measure for mobile home transportation is always the transportation cost of the
member's PCS HHG weight allowance between the authorized points. (Example: A member moves from a PDS in
North Carolina to a PDS in California. The mobile home is moved from North Carolina to Missouri. The cost of
the mobile home transportation from North Carolina to Missouri is compared to the PCS HHG weight allowance
cost from North Carolina to California.) For the Armed Forces, the member's maximum entitlement is determined
by using 105 percent of the Code 1 segmented line-haul and 105 percent of the Code 1 max-pack base line rates (see
the SDDC website at: http:/www.sddc.army.mil/persprop/dompub.html for rates). For NOAA and PHS, what it
would have cost the Government to transport the member's PCS weight allowance is determined by using the
method the Service would have selected to move the member's HHG.

B. Eligibility. A member authorized HHG transportation at Government expense may be authorized mobile home
transportation allowances (in lieu of HHG transportation) when:

1. The mobile home is acquired on or before the effective date of the member's PCS order;

2. The member certifies that the member or member's dependents intend to use the mobile home as a residence
at the location to which it is being moved (see exceptions in par. U5505-C);

3. The mobile home body and chassis, including tires and tubes, have been placed in fit condition at the
member's (or dependents'/heir's) expense and to the Government's satisfaction to withstand the transportation
rigors; (See par. U5505-E for mobile home body and chassis preparation costs which are reimbursable or which
may be performed at Government expense.); and

4. The member is ordered on a PCS between places discussed in par. U5505, or mobile home transportation is
authorized under par. U5540, U5545 or U5915.

C. Geographic Limitations. Mobile home transportation allowances may be authorized only for movement
between:

1. PDSs within CONUS, within Alaska, and between a PDS in CONUS and a PDS in Alaska. Mobile home
transportation for an authorized member (or dependent/heir) is from the old PDS to the new PDS or between
any other two points subject to the following limitation. The Government's cost liability is limited to the total
cost to the Government to transport the member's PCS HHG weight allowance between the old and new
PDSs.

2. CONUS or Alaska PDS and a PDS neither in CONUS or Alaska. A member, or the member's
dependent/heir (in the case of the member's death), is authorized mobile home allowances:

a. Within CONUS or Alaska,

b. Between CONUS and Alaska, or

c. From the old CONUS or Alaska PDS to a border crossing point/appropriate port, or

d. From a border crossing point/appropriate port in CONUS to a new CONUS PDS or in Alaska or from a

border crossing point/appropriate port in Alaska to a new Alaska PDS.
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NOTE: Appropriate port is a port within CONUS or Alaska ordinarily used when a mobile home is transported at
personal expense between a port in CONUS or Alaska and a PDS neither in CONUS nor Alaska. Border
crossing point is a crossing point between CONUS (or Alaska) and Canada (or Mexico) ordinarily used for
mobile home movement.

U5505 MOBILE HOME TRANSPORTATION ENTITLEMENTS

A. Definition. Transportation entitlements ("transport") in this Part include packing, pickup, line-haul or drayage,
delivery and unpacking.

B. Member Married to Member. When both husband and wife are members, they may combine their prescribed
PCS HHG weight allowances to determine the maximum amount the Government may pay to move their mobile
home when each member is:

1. Authorized a mobile home allowance, and
2. Authorized movement of a mobile home on a PCS order.

NOTE: When one spouse is a uniformed member and the other an employee, and each has a separate PCS
order/travel authorization, they may combine their PCS HHG weight allowances. See JTR, par. C10000-C.

C. Single Member/Concurrent Travel Performed. A member:

1. Without dependents, or
2. Whose dependents travel concurrently to the new PDS that is neither in CONUS nor Alaska,
is authorized the same mobile home transportation to a selected point as authorized in par. U5505-D below.

NOTE: A selected point is a location within CONUS or Alaska where the mobile home is kept while a member
and dependents (or single member) is at an OCONUS PDS other than in Alaska.

D. Dependents Travel to/from a Designated Place/Selected Point in CONUS or Alaska. When dependents are
authorized travel to/from the designated place/selected point in either CONUS or Alaska to a member's new PDS
(which is neither in CONUS or Alaska), the member is authorized mobile home transportation and the shipment of
HHG removed from the mobile home (see par. U5515-G) to

1. the boarder crossing/appropriate port,
2. designated place, or
3. selected point.

The member also may transport unaccompanied baggage and HHG (including packing, pickup, line-haul or drayage,
delivery and unpacking) to the new PDS. The Government's cost liability to transport the mobile home, any HHG
removed from the mobile home (see par. U5515-G), and unaccompanied baggage/HHG to the new PDS for the
member's use, shall not exceed the Government's cost to transport the member's PCS HHG weight allowance
between the old/new PDSs. (See Example.)
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14. Both Spouses Below Grade E-6 Assigned to Sea Duty. The senior spouse of a member-married-to-member
couple (both below grade E-6) is authorized a DLA if the spouses:

a. have no dependents,

b. are assigned simultaneously to permanent duty aboard ship(s),

c. elect not to occupy assigned shipboard quarters, and

d. occupy non-Government or family-type Government quarters ashore,
(73 Comp. Gen. 6 (1993)).

*15. Housing Moves at a PDS for Government Convenience. A partial DLA of $544.96 (effective 1 January
2004) must be paid to a member who is ordered to occupy/vacate Government family-type quarters due to:

(a) privatization,
(b) renovation, or
(c) any other reason for the convenience of the Government other than PCS.
NOTE: For purposes of par. U5630-B, item 15(c) above partial DLA is not authorized for those local moves:
1. from Government quarters upon separation/retirement,
2. incident to PCS;
3. for the member’s convenience to include promotion, change in family size or bedroom requirement;
4. voluntarily initiated by the member;
5. pending divorce or family separation; or
6. due to the member’s misconduct.

C. Special Categories DLA Not Authorized. DLA is not authorized in connection with a PCS:

1. from home or from PLEAD to first PDS unless the dependents actually move from the member’s residence
to the PDS or designated place in connection with the PCS;

2. from last PDS to home or to the PLEAD;

3. from last PDS in one period of service to first PDS in another period of service when there was no ordered
PCS between those stations;

4. when the member does not relocate the household NOTE: Relocation of a household is not limited to HHG
shipment. A member may relocate the household and not ship HHG or move dependents (e.g., A member
with dependents who leaves the dependents in place, takes some personal belongings and moves to the new
PDS has in fact relocated the household and the member may be eligible for a DLA if Government quarters
are not available at the new PDS.); or

5. for a member with dependents, in connection with PCS travel performed under the conditions outlined in
pars. U5203-Bla, U5203-Blb, U5203-Blc, U5203-B1d, U5203-B2a, U5203-B2b, U5203-B2c; U5203-B2d,
U5203-B2e, U5203-B2f; and U5203-B3b.
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D. Relocation of Household Incident to Alert Notification. A member with dependents,

1. who relocates the household incident to official alert notification,

2. but before PCS orders are issued, which provide for transfer to an OCONUS PDS to which dependent
travel is not authorized under par. U5240-D,

is entitled to the DLA only when the PCS has been completed.
E. Entitlement when a Member Married to a Member Is Transferred to a New PDS. One DLA (at the rate payable

to the senior member) is authorized to be paid to a member-married-to-member couple, assigned to family-type
Government quarters, if both:

1. are without dependents, and
2. move to a new PDS.

Table U5G-3 is for a member, married to a member, who incident to a PCS disestablishes a household at one PDS
and establishes a household at a new PDS.
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(2) Active Duty at More than One Location. When the active duty is to be performed at more than one
location, per diem or AEA is payable at any location where the duty is for less than 20 weeks as
provided for TDY in Chapter 4.

d. Active Duty and Active Duty Extensions (Other than Training) of 140 or More Days

(1) Except when paid station allowances under par. U7150-H2, a member away from home for other
than training purposes who is called to active duty for:

(a) aperiod of 140 or more days, or
(b) less than 140 days but extended to be 140 or more days (from the extension date),
may be authorized per diem for the entire period if the call to active duty/extension is required by:
(c) unusual circumstances,
(d) emergency circumstances, or
(e) exigencies of the Service concerned,
as determined by the Secretarial Process.

(2) Per diem, travel and transportation allowances, when authorized are paid as for any member on
TDY.

5. TDY Per Diem Computation. When a member is ordered on TDY away from the PDS as indicated in par.
U7150-A4c(1), per diem or AEA is computed under Chapter 4.

B. Active Duty without Pay

1. Standby Reserve. There is no entitlement to travel and transportation allowances for members of the
Standby Reserve of the Armed Forces who voluntarily perform active duty training without pay.

NOTE: par. U7150-B2 is effective as of 10 February 1996.
2. Technicians (Dual Status). Per diem may be authorized by the Secretarial Process for dual status military

technicians (as described in 10 U.S.C. §10216) while on leave from technical employment and performing
active duty without pay (as authorized by 5 U.S.C.§6323(d)) outside the United States.

3. Others. Except as provided in par. U7150-B2, other reserve component members who perform duty without
pay as described in par. U7150-A may be authorized/approved to receive the applicable automobile or
motorcycle mileage rate, for travel to and from their duty stations including travel required in connection with
qualifying physical examinations or conditions precedent to the duty involved, and/or reimbursement for
occasional meals and/or quarters (see par. U4510). They are not authorized per diem and AEA at the duty
station (44 Comp. Gen. 615 (1965); 46 id. 319 (1966)).

C. Inactive Duty Training with Pay
1. General. The following definitions apply to this subparagraph.

a. Assigned Unit. For travel allowance purposes, a reserve member’s assigned unit is the designated post
of duty.
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b. TDY Station. An alternate site outside the local commuting area (see par. U3500-B) of the member’s
assigned unit or home.

2. Travel from Home to Assigned Unit or Alternate Site in Local Commuting Area
a. Entitlement. There is no entitlement to travel or transportation allowances for:
(1) inactive duty training at the:
(a) training duty station,
(b) drill site,
(c) city/town where the assigned unit is located, or in the
(d) local area of assigned unit or home, or
(2) travel between home and:
(a) the assigned unit,
(b) the place of attendance at unit training assemblies, or
(c) the place of duty instead of a unit training assembly.
b. Transportation Reimbursement. Reimbursement of transportation expenses incurred on official
business in and around the:
(1) training duty station,
(2) drill site, or
(3) city/town,
may be authorized/approved under Chapter 3, Part F. When the member travels between home and an
alternate site, the member is paid mileage for the distance that exceeds the distance from home to the
assigned unit. The member is financially responsible for travel from home to the assigned unit.
*Effective 1 January 2004
Example 1: A member's home is Springfield, VA, and the assigned unit (ordinary drill site) is Ft.
Belvoir, VA, (18 miles round trip). The member drives to an alternate duty site at the Pentagon (38
miles round trip). The member is due reimbursement for 20 miles (38 - 18) @ $0.375 = $7.50.
Example 2: A member's home is St. Louis, MO, and the assigned unit is the Pentagon (in VA) (842
miles). The member ordinarily flies to Ronald Reagan National Airport and takes a subway to the
Pentagon. In this instance, the member drills at an alternate duty site, Andrews AFB, MD, which is
inside the local Washington, D.C., area. The member flies to Ronald Reagan National Airport and
takes a taxi to Andrews AFB, MD, (850 miles from St. Louis). The member is due reimbursement for
8 miles (850 - 842) x 2 (round trip) @ $0.375 = $6.00.
3. Travel from Home/Assigned Unit to TDY Station
a. [Entitlement. A member directed to travel from the home/assigned unit to a TDY station is entitled to
the TDY allowances in Chapter 4.
Change 207 U7G-+4
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b. Transportation Reimbursement. When the member travels directly from the home/assigned unit to the
TDY station, reimbursement is limited to the travel cost from the assigned unit to the TDY station.

Example: A member’s home is Salt Lake City, UT, assigned unit is Denver, CO, and TDY is Dover,
DE. The member travels directly from home to Dover, DE. The member is due travel cost from Salt
Lake City, UT to Dover, DE limited to the travel cost from Denver, CO to Dover, DE.

4. Travel from a Location Other than Home/Assigned Unit to a TDY Station
a. Entitlement. A member directed to travel from a location other than the home/assigned unit to a TDY
station is entitled to the TDY allowances in Chapter 4.
b. Transportation Reimbursement. When the member travels directly from the other location to the TDY
station, reimbursement is limited to the travel cost from the assigned unit to the TDY station.
Example: A member’s home is Salt Lake City, UT, assigned unit is Denver, CO, and TDY is Dover,
DE. The member is authorized to travel from another location, Chicago, IL, a location where the
member is on business for a civilian job. The member is due travel cost from Chicago, IL, to Dover,
DE, limited to travel cost from Denver, CO, to Dover, DE.
5. Travel from a Location other than Home/Assigned Unit to an Alternate Site within the Local Commuting
Area
a. Entitlement. A member directed to travel from a location other than the home/assigned unit to an
alternate site within the local commuting area of the assigned unit/home is not entitled to travel and
transportation allowances.
b. Transportation Reimbursement. When the member travels directly from the other location to the
alternate site, the member is paid mileage for the distance limited to the distance from the assigned unit to
the alternate site less distance from home to assigned unit.
*Effective 1 January 2004
Example: A member's home is Springfield, VA, and the assigned unit is Ft. Belvoir, VA, (9 miles from
Springfield) with an alternate duty site of the Pentagon (16 miles from Ft. Belvoir). The member is
authorized to travel from Dallas, TX, to the Pentagon (in VA) (1,315 miles). The member is paid for
the distance traveled from Dallas to the Pentagon (1,315 miles) limited to Ft. Belvoir to the Pentagon
(16 miles) less Springfield to Ft. Belvoir (9 miles). The member is due reimbursement for 7 miles
(1,315 NTE 16 - 9 =7) x 2 (round trip) @ $0.375 = $5.25.
6. Reimbursement of Service Charges for Transient Government Housing Use. Members of the Reserve

components not entitled to per diem or AEA, who occupy transient Government housing (while performing
inactive duty training with pay) may be reimbursed for the lodging service charges, or they may be provided
lodgings in kind. Reimbursement for other than service charges for the use of Government quarters (see
Appendix A) is not authorized.

D. Inactive Duty Training without Pay

1. Standby Reserves. There is no entitlement to travel and transportation allowances for Armed Forces’ Standby
Reserve members who voluntarily perform inactive duty training without pay.

2. Other than Standby Reserves. Other Armed Forces’ Reserve component members authorized to perform
inactive duty training without pay are authorized the travel and transportation allowances in par. U7150-C.

Members of the Reserve components not authorized per diem or AEA, who occupy transient Government
housing while performing inactive duty training without pay, may be reimbursed for lodging service charges, or
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they may be provided lodgings in kind. Reimbursement for other than service charges for the use of
Government quarters (see Appendix A) is not authorized.

E. SROTC Members

1.

Applicability. This subparagraph applies to designated SROTC applicants and members appointed under 10

U.S.C. §2104 and §2107.

2. Advanced Training (10 U.S.C. §2104)

a. Transportation for Field or At-Sea Training. SROTC Advanced Training members or designated
applicants are authorized transportation between home or the location of the SROTC unit, as specified in the
orders, and the authorized field or at-sea training site.

b. Transportation for Examination or to Observe. SROTC Advanced Training members or designated
applicants may be furnished transportation and subsistence, or be paid mileage as prescribed in pars. U7150-
E2c and U7150-E2d for travel to and from installations: 1) for medical or other examinations, 2) to observe
military functions or operations, or 3) for other observations deemed appropriate by the Service concerned.

c. Transportation and Meals. Government or Government-procured transportation and Government-supplied
meals are authorized.

d. Mileage. In lieu of transportation and meals, the automobile mileage rate (no per diem) is authorized for
travel performed under par. U7150-E2a or U7150-E2b at personal expense. It may be paid in advance of
return from the activity site. When transportation for part of the journey is personally procured, the
automobile mileage rate (no per diem) is authorized for travel between home and the nearest appropriate
public transportation terminal thereto, and between the activity site and the nearest appropriate public
transportation terminal thereto.

e. Mixed Modes. If travel under par. U7150-E2a or U7150-E2b is by mixed modes, entitlement is to the
automobile mileage (no per diem) for the distance of the ordered travel up to the constructive cost of
Government-procured transportation plus Government-supplied meals for travel between the authorized
points (minus the cost of any Government-procured transportation and/or Government-supplied meals).

f. Per Diem Not Authorized. There is no per diem entitlement for members and designated applicants
appointed under 10 U.S.C. §2104 (53 Comp. Gen. 957 (1974)).

g. Lodging and Meal Expense at Point of Delay. Reimbursement for lodging/meal expenses is authorized
for a member when traveling to/from field training/practice cruises when, through no fault of the member, a
delay occurs at a place where no Government quarters or mess are available (B-195791, March 31, 1980).
Reimbursement for the cost of occasional meals/quarters is made in accordance with par. U4510.

3. Financial Assistance Program for Cadets or Midshipmen in SROTC (10 U.S.C. §2107)

a. Travel to Accept Appointment. A person who travels to an educational institution to accept an
appointment as a cadet or midshipman in the Financial Assistance Program is entitled to PCS allowances in
Chapter 5, Part B, but they may not exceed those payable from the appointee's permanent residence, home,
school, or duty station at the time travel begins to the educational institution. Entitlement is demonstrated by
a notice of selection for appointment or other evidence showing the travel is or was in connection with
appointment.

b. Travel under TDY Orders. TDY travel entitlements are the same as the travel and transportation
allowances prescribed for cadets and midshipmen of the Service academies in par. U7001 for TDY, except
while performing field or at-sea training when both Government quarters (other than temporary lodging
facilities) and Government mess are available. This includes travel from home or the SROTC unit location
(as specified in the orders) to the place designated for field or at-sea training and return. For the purpose of
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AUTHORIZED. The giving of permission before an act.

AUTHORIZING/ORDER-ISSUING OFFICIAL. The official who directs travel and has responsibility for the
funding.

AUTOMATED TELLER MACHINE (ATM) SERVICES. Contractor-provided services that allow cash
withdrawals from participating ATMs to be charged to a contractor-issued charge card.

AUTOMOBILE MILEAGE RATES: See MILEAGE (ALLOWANCE).

BAGGAGE. Personal effects of a traveler that are needed in connection with official travel and immediately upon
arrival at the point of assignment. Material belonging to the Government may be included. NOTE: Baggage may
accompany a traveler or be transported separately.

BAGGAGE, ACCOMPANIED. Baggage that consists of coats, brief cases, suitcases, and similar luggage that
accompanies a traveler free under carriers’ tariffs on a transportation ticket.

BAGGAGE, HOLD. Unaccompanied baggage that is transported in the hold of a ship.

BAGGAGE, UNACCOMPANIED. That part of a member’s prescribed weight allowance of HHG that:
1. is not carried free on a ticket used for personal travel,
2. ordinarily is transported separately from the major bulk of HHG, and

3. usually is transported by an expedited mode because it’s needed immediately or soon after arrival at
destination for interim housekeeping pending arrival of the major portion of HHG.

NOTE 1: Unaccompanied baggage in connection with permanent duty and COT/IPCOT travel may consist of
personal clothing and equipment, essential pots, pans, and light housekeeping items; collapsible items such as
cribs, playpens, and baby carriages; and other articles required for the care of dependents. Items such as
refrigerators, washing machines, and other major appliances or furniture must not be included in
unaccompanied baggage.

NOTE 2: In connection with an extended TDY assignment, unaccompanied baggage is limited to the necessary
personal clothing and effects for the individual and equipment directly related to the assignment.

BLANKET TRAVEL ORDER. (4lso called Repeat Travel Order, Unlimited Open Travel Order, or Limited
Open Travel Order.) An order issued to a traveler who regularly and frequently makes trips away from the PDS
within certain geographical limits for a specific time period in performance of regularly assigned duties. (Also see
Travel Orders.) NOTE: Blanket travel orders are not used in DTS.

CALENDAR DAY. The 24-hour period from one midnight to the next midnight. NOTE: The calendar day
technically begins one second after midnight (reflects as 0001) and ends at midnight (2400.)

CERTIFICATED AIR CARRIER. See U.S. Flag Air Carrier.

CIRCUITOUS TRAVEL. Travel by a route other than the one that ordinarily would be prescribed by a
transportation officer between the places involved. Also referred to as Indirect Travel.

COMMAND, COMBATANT. An organization with a broad continuing mission under a single commander,
established and so designated by the President, through the Secretary of Defense with the advice and assistance of
the Chairman, Joint Chiefs of Staff. Combatant commands typically have geographic or functional responsibilities.
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COMMANDANT'S PAROLE. The conditional release (parole) from confinement of a prisoner from a
disciplinary barracks whose parole the Secretary concerned has approved and whose court-martial sentence has not
been ordered executed because appellate review of the case has not been completed. NOTE: The prisoner must
remain under the supervision of the Commandant of a U.S. disciplinary barracks.

COMMAND SPONSORED DEPENDENT. See DEPENDENT, COMMAND SPONSORED.

COMMERCIAL POV STORAGE FACILITY. Any commercial fee-for-service facility open to the public for
daily or long-term storage of motor vehicles.

COMMERCIAL TRANSPORTER. A transporter operating under the Interstate Commerce Commission
Termination Act of 1995 (Public Law 104-88) in interstate commerce or under appropriate State statutes in intrastate
commerce.

COMMON CARRIER. Private-sector supplier of air, rail, bus, or ship transportation.

CONFERENCE. A meeting, retreat, seminar, symposium or event that involves attendee travel. Also applies to
training activities that are conferences under 5 CFR 410.404. NOTE: This does not include regularly scheduled
courses of instruction conducted at a Government or commercial training facility.

CONSECUTIVE OVERSEAS TOUR (COT). (Aiso see IN PLACE CONSECUTIVE OVERSEAS TOUR.)
The PCS reassignment of a member from one OCONUS PDS to another OCONUS PDS.

CONTINENTAL UNITED STATES (CONUS). The 48 contiguous States and the District of Columbia.
CONTINGENCY OPERATION. A military operation that:

1. is designated by the Secretary of Defense as an operation in which members of the armed forces are or may
become involved in military actions, operations, or hostilities against an enemy of the United States or against
an opposing military force; or

2. results in the call or order to, or retention on, active duty of members of the uniformed services under 10
U.S.C. §688, §12301(a), §12302, §12304, §12305, or §12406; Chapter 15 of title 10, or any other provision of
law during a war or during a national emergency declared by the President or Congress.

CONTRACT CARRIERS. U.S. certificated air carriers that are under contract with the Government to furnish
Federal employees and other persons authorized to travel at Government expense with passenger transportation
service. This also includes GSA’s scheduled airline passenger service between selected U.S. cities/airports and
between selected U.S. and international cities/airports at reduced fares.

(CONTRACTED) COMMERCIAL TRAVEL OFFICE (CTO). A commercial activity providing a full range of
commercial travel and ticketing services for official travel under a contract and/or memorandum of understanding
with the Government.

*DEFENSE TABLE OF OFFICIAL DISTANCES (DTOD) The DoD standard source for worldwide distance
information based on city to city distance (rot zip code to zip code) replacing all other sources used for computing
distance (except airplanes). For more information refer to the DTOD website at http:/dtod1.sddc.army.mil.

DEPARTMENT OF DEFENSE (DOD) COMPONENTS. The Office of the Secretary of Defense (including the
organization of the Joint Chiefs of Staff), American Forces Information Service, Ballistic Missile Defense
Organization, Defense Advanced Research Projects Agency, Defense Commissary Agency, Defense Contract
AuditAgency, Defense Contract Management Agency, Defense Finance and Accounting Service, Defense
Information Systems Agency, Defense Intelligence Agency, Defense Legal Services Agency, Defense Logistics
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APPENDIX A
PART II: ACRONYMS
AEA Actual Expense Allowance
AMC Air Mobility Command
AOR Area of Responsibility
ATM Automated Teller Machine
AWOL Absent Without Leave
BAH-II Basic Allowance for Housing II (replaces BAQ effective 1 January 1998)
BAH Basic Allowance for Housing
BAS Basic Allowance for Subsistence
COLA Cost-of-Living Allowance
CONUS Continental United States
CONUS COLA (CONUS COLA) Continental United States Cost of Living Allowance
COSTEP Commissioned Officer Student and Extern Program
COT Consecutive Overseas Tour
CTO (Contracted) Commercial Travel Offices
CWT Hundred weight
DDESS Domestic Dependent Elementary and Secondary School
DLA Dislocation Allowance
DOD Department of Defense
DoDEA Department of Defense Education Activity
DOHA Defense Office of Hearings and Appeals
DPM Direct Procurement Method
DSSR Department of State Standardized Regulations
DTOD Defense Table of Official Distances
DTR Defense Transportation Regulation
DTS Defense Travel System
EUM Essential Unit Messing
FAM Foreign Affairs Manual
FEMA Federal Emergency Management Agency
FEML Funded Environmental and Morale Leave
FSH Family Separation Housing (replaces FSA-I effective 1 January 1998)
FTR Federal Travel Regulation
FTS Federal Telecommunications System
GAO General Accounting Office
GARS Government Administrative Rate Supplement
GMR Government Meal Rate
GOCO Government Owned Contractor Operated
GSA General Services Administration
GSBCA General Services Administration Board of Contract Appeals
GTR Government Transportation Request (SF 1169)
HHG Household Goods
HOR Home of Record
HOS Home of Selection
HP Homeport
IADT Initial Active Duty for Training
IPCOT In-Place Consecutive Overseas Tour
IRS Internal Revenue Service
ITA Invitational Travel Authorization
ITGBL International Through Government Bill of Lading
ITO Installation Transportation Officer
D Joint Determination
JFTR Joint Federal Travel Regulations
JTF Joint Task Force
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LPDCI Living Pattern Data Collection Instrument

LPQ Living Pattern Questionaire

LPS Living Pattern Survey

M&IE Meals and Incidental Expenses

MALT Monetary Allowance in Lieu of Transportation

MALT PLUS Monetary Allowance in Lieu of Transportation Plus Flat Per Diem
MARS Military Affiliate Radio System

MIA Missing in Action

MIHA Move-In Housing Allowance

MOU Memorandum of Understanding

MSC Military Sealift Command

NOAA National Oceanic and Atmospheric Administration (Same as "USNOAA")
NTS Nontemporary Storage

OCONUS Outside the Continental United States

OGE Office of Government Ethics

OHA Overseas Housing Allowance

OPM Office of Personnel Management

OSD Office of the Secretary of Defense

PBP&E Professional Books, Papers and Equipment

PCS Permanent Change of Station

PD Per Diem Determination

PDS Permanent Duty Station

PDT Permanent Duty Travel

PDTATAC Per Diem, Travel and Transportation Allowance Committee
PEB Physical Evaluation Board

PHS Public Health Service (Same as USPHS)

PITI Principal, Interest, Taxes and Insurance

PLEAD Place From Which Entered (or Called) to Active Duty
PMR Proportional Meal Rate

POA Privately Owned Automobile

POC Privately Owned Conveyance

PoC Point of Contact

POD Port of Debarkation

POE Port of Embarkation

POV Privately Owned Vehicle

POW Prisoner of War

PPGBL Personal Property Government Bill of Lading

PRO-Gear Professional Gear (also referred to as PBP&E)

RDD Required Delivery Date

RPDCI Retail Price Data Collection Instrument

*SDDC (Military) Surface Deployment and Distribution Command
SROTC Senior Reserve Officers' Training Corps

SR&R Special Rest and Recuperative Absence

SSN Social Security Number

STS Specialized Treatment Services

TAD Temporary Additional Duty

TDRL Temporary Disability Retired List

TDY Temporary Duty

TGBL Through Government Bill of Lading

TLA Temporary Lodging Allowance

TLE Temporary Lodging Expense

T™C Travel Management Centers

T™MS Travel Management System

UN United Nations
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a. Contractors working under a cost reimbursement contract; and

b. Contractors working for the Government at specific sites under special arrangements with the
contracting agency, and that are wholly Federally funded (e.g., Government-owned, contractor operated,
federally funded research and development, or management and operating contracts).

2. Contract Air Passenger Transportation Practices. Use of GSA contract air passenger fares is governed by
GSA’s contracts with the airlines and by the Defense Transportation Regulation (DoD 4500.9-R), Part I,
Chapter 103. As of October 1, 1998, under GSA’s contracts for air passenger transportation services,
contractors are not eligible to use GSA’s contract city-pair fares. ITAs must not be issued for Contractors at
the Government contract fare, nor should contractor travel be issued on Government centrally billed
accounts at the Government contract fare. For more information contact:

Services Acquisition Center (FCXB)
Federal Supply Service

General Services Administration
Washington, DC 20406

(703) 305-7261

3. Discount Rail Service. AMTRAK voluntarily offers discounts to Federal travelers on official business.
These discounted rates may be extended to eligible contractors traveling on official Government business. A
contractor-issued letter of identification is required (see subpar. 8).

4. Discount Hotel/Motel Practices. Several thousand lodging providers extend discount-lodging rates to federal
travelers. Many currently extend their discount rates to eligible contractors traveling on official Government
business. A contractor-issued letter of identification is required (see subpar. 8). For more information contact:

GSA Travel and Transportation (9FBT-1)
450 Golden Gate Avenue, 4™ Floor W
San Francisco, CA 94102

(415) 522-4671

*S. DoD Car Rental Practices. DoD's Military Surface Deployment and Distribution Command (SDDC)
negotiates special rate agreements with car rental companies available to all Government employees while
traveling on official Government business. Some car rental companies offer these discount rates to eligible
Government contractors at the vendor's option, with appropriate identification from the contracting DoD
component (see subpar. 8). For more information contact:

Military Surface Deployment and Distribution Command
ATTN: SDDC-AQ

Hoffman Building I, Room 10N35

200 Stovall Street

Alexandria, VA 22332-5000

(703) 428-3270/1, DSN (312) 328
Complaints/Discrepancies/Claims (703) 428-3008

or see the SDDC website at http://www.sddc.army.mil.

6. Vendor Requirements. The entity providing the service may require that the Government authorized
contractor furnish a letter of identification signed by the authorizing DoD component’s contracting officer.
Paragraph 8 illustrates a standard letter of identification to request eligible Government contractors use of travel
and/or transportation discounts negotiated by the Government, where available.
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7. DoD Component Responsibilities. DoD components should know which hotels and car rental companies
offer Government discount rates to Government contractors and ensure that their authorized contractors know
how to obtain this information. This information is provided to and published by several commercial
publications including the Official Airline Guides Official Traveler (800) DIAL-OAG, Innovata (800) 846-
6742, and National Telecommunications (201) 928-1900. In addition, GSA contract Travel Management
Centers (TMCs) and DoD’s (Contracted) Commercial Travel Offices (CTOs) have this information.

All DoD components should circulate this information to contracting officers and to Government authorized
contractors, where applicable. For more information contact:

Renita Townsend Nowlin

Service Acquisition Center

Service Contracts Division (FCXB)
Crystal Mall #4, Room 506
Washington, DC 20406

(703) 305-7640

8. Contractor Letter of Identification. DoD components should furnish Government contractors with the
following identification letter, for presentation to AMTRAK, hotel/motel, car rental firms and/or use of DoD
facilities (when permitted) upon request. It should be noted, however, that the vendors are under no obligation
to extend the discounted Government rates to contractors working on behalf of the Federal Government.
Letters of identification/introduction must not contain any accounting information/data or in any way be
made to resemble an official travel authorization.

OFFICIAL AGENCY LETTERHEAD
TO: Participating Vendor

SUBJECT: OFFICIAL TRAVEL OF GOVERNMENT CONTRACTORS

(FULL NAME OF TRAVELER), the bearer of this letter, is an employee of (COMPANY NAME) which has a
Government contract number (CONTRACT NUMBER) with this agency. Government contractors and
Government contractor employees are not eligible for Government Contract City Pair air fares. During the period
of the contract (GIVE DATES), AMTRAK, hotels/motels and rental car companies may elect to provide
transportation, lodging and rental cars to contractors and contractor employees at discounted rates specified for
Government employees in Government contracts and/or agreements. AMTRAK, hotels/motels and rental car
companies, however, are under no obligation to extend the discounted Government rates to contractors working on
behalf of the Federal Government.

SIGNATURE, Title and telephone number of Contracting Officer
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APPENDIX E
INVITATIONAL TRAVEL AUTHORIZATIONS
PART II: SAMPLE FORMAT INVITATIONAL TRAVEL AUTHORIZATION

The sample format below may be used as a guide (for all Services) to prepare an ITA. Use of the sample format is
not mandatory.

INVITATIONAL TRAVEL AUTHORIZATION

Name TRAVEL AUTHORIZATION NUMBER

Address

DATE APPROVED

You are invited to proceed from

in sufficient time to arrive at by

(Date)
for the purpose of
for approximately days. Upon completion, you shall return to the point of origin.

You are authorized to travel by: [ ] Rail [ ] Commercial Air [ ] Military Aircraft [ ] Bus
See below for travel by Privately-Owned Conveyance

[] The authorizing/order-issuing agent has arranged Transportation.

[] Transportation tickets are included with this authorization.
[] Transportation tickets shall be provided at a later date

NOTE: PLEASE GUARD TRANSPORTATION TICKETS CAREFULLY. However, if a transportation ticket in
your possession is lost or stolen, you must make an immediate report to the command sponsoring the travel. You
are required to pay for a replacement ticket and will be reimbursed for the second ticket, not to exceed the cost of
the first ticket, ONLY AFTER the Government is refunded for the lost/stolen tickets. You must return unused
transportation tickets with the travel claims.

[] To arrange transportation call: ()

[] You may arrange your transportation. The following rules apply:

You must arrange your transportation with a (Contracted) Commercial Travel Office (CTO) when the contract
with the CTO permits the CTO to arrange transportation for travelers who are not Government employees. If
you are in a foreign country, except for Canada and Mexico, you may use a travel office not under contract to
the Government if ticketing cannot be secured from a branch office or general agent of an American-flag
carrier. If you purchase transportation from a travel office (travel agency) not under contract to the
Government, reimbursement is limited to the Government’s cost on a constructed basis, for transportation that
would have been arranged by a CTO if available. If the contract between the Government and the CTO does
not permit the CTO to arrange transportation for travelers who are not Government employees, reimbursement
for transportation may not exceed the least expensive coach class air accommodations unless otherwise
permitted in JTR, par. C2204-A.

It is DoD policy that in using regularly scheduled air transportation:
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(a) accommodations selected shall be the least costly unrestricted service that permits satisfactory
accomplishment of the traveler’s mission, and

(b) United States carriers must be used for all commercial foreign air transportation if service provided by
those carriers is available; otherwise reimbursement for the cost of transportation is not allowed.

Effective 1 January 2004

*[_] You are authorized to travel by privately owned conveyance (POC) as advantageous to the Government.
Reimbursement is at the rate of $0.375 cents per mile, plus the cost of necessary parking fees and bridge, ferry, and
tolls incurred including per diem while in travel status under this travel authorization.

[ ] You are authorized to travel by privately owned conveyance (POC) on a constructive basis. You would
normally be authorized to travel by common carrier. Reimbursement is limited to the transportation cost by the
usual common carrier mode, including per diem.

Receipts: Ticket stubs are required to substantiate your transportation cost. Receipts are required for any lodging.
Receipts are required for all items of expense in an amount of $75 or more plus any applicable tax.

[] You are paid a per diem allowance to cover your expenses for lodging, meals, and incidental expenses. Room
taxes at locations in the 50 states, District of Columbia, US territories and possessions and the Commonwealths of
Puerto Rico and the Northern Mariana Islands are reimbursed separately. Room taxes in foreign areas are included
in the total lodging cost and are not reimbursed separately. While traveling in connection with this Invitational
Travel Authorization, you are authorized a per diem equal to the daily amount you pay for lodging, plus a fixed
amount for meals and incidental expenses. That amount is limited to the applicable maximum amount prescribed on
the Per Diem Committee homepage: http:/www.dtic.mil/perdiem/pdrates.html for the locality concerned. Even if
your costs, particularly for lodging, are more than the applicable maximum per diem rate prescribed, only the
maximum per diem rate is payable. (See JTR, Chapter 4, Part L for applicable rules.)

Applicable Per Diem Rates:

Maximum Meal & Incidental
Locality Lodging Rate Expense Rate Total Per Diem

[l You shall be paid an actual subsistence expense allowance (AEA) for lodging and a per diem for meals and
incidentals (M&IE). You are required to itemize your lodging expenses only.

[l You are to be paid an actual subsistence expense allowance (AEA) for lodging and meals and incidental
expenses (M&IE). You must itemize all your subsistence expenses. Subsistence expenses include lodgings; meals;
fees and tips to waiters, bellboys, maids, porters; personal laundry, pressing, and dry cleaning (see NOTE below);
local transportation (including usual tips) between places of lodging, duty, and places at which meals are taken; and
other necessary expenses. You are to be reimbursed for the actual expenses incurred, but not to exceed the
maximum amount authorized for the locality concerned as indicated below. (See JTR, Chapter 4, Part M for
applicable rules.)

Actual Subsistence Expense Allowance (AEA) Authorized:
Maximum AEA | Amount allowed for Meals & Incidental
Locality Allowance Expenses if M&IE authorized on a per diem basis.
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d. Jet Service: This factor gives preference to jets over propeller aircraft. All these factors are weighed
against price and a best value decision is made.

9. Why isn't every award for nonstop service?

Even though nonstop service is heavily favored, it is not always available or the best value. Some of the reasons that
connect service is awarded are as follows

e There is no nonstop carrier for a specific route.

e  The nonstop carrier did not offer on the city-pair. Some carriers have so much traffic on certain routes
that they do not want the Government business for the route.

e The nonstop carrier did not meet the minimum requirements as outlined in the RFP. For example, the
nonstop flights might be too late at night to be beneficial for our Federal traveler.

e  The non-stop carrier has offered an unreasonably high price.

e The connect service carrier has offered a fare so low that it was the best overall value, even considering
all the advantages of nonstop service.

10. Can't GSA make a carrier add nonstop service?

No. Even though the City-Pair Program is huge, with sales well over $1 billion per year, it still represents only
about 2% of the airlines business. Unless the commercial traffic warrants it, a carrier will not add a new route or
improved service levels for the Government.

11. Can you require the airlines to offer smoke free international flights?

GSA is buying a commercial service under the same terms and conditions as other buyers. Thus, GSA does not
have the authority to require the airlines to offer smoke free flights. However, the Department of Transportation is
working closely with the airline industry to encourage them to offer smoke free flights. There is an exception in the
contract to the use of the contract carrier when smoking is permitted on the contract flight (see paragraph 5, above,
last exception listed).

12. Can I use a contract fare for personal travel? What if the personal travel is being taken in conjunction
with official government travel?

No. Use of contract fares is limited to official travel only. If personal travel is being taken in conjunction with
official government travel, the contract fares cannot be used for that portion of the trip that is personal. NOTE:
Gov’t funded travel to and from RAT leave locations and when ordered TDY while on leave is official travel and
therefore contract fares may be used to and from this leave location (see JTR, pars. C4162 and C4440 for RAT).

Example:

Travel authorization states the official travel itinerary as:
From: Atlanta, GA

To: San Francisco, CA and

Return to Atlanta, GA

City-pair one-way contract fare from Atlanta, GA, to San Francisco, CA, is $251 with United Airlines. Round trip
totals $502.

For personal reasons, employee wants to go to Chicago for several days resulting in the following:
From: Atlanta, GA
To: Chicago, IL
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From: Chicago, IL
To: San Francisco, CA and
Return to Atlanta, GA

Since the itinerary portion from Atlanta to Chicago and Chicago to San Francisco is for personal reasons, the
traveler is not authorized to use the city-pair contract fares for these trip portions. Commercial fares are applicable
to this trip portion with the maximum cost to the Government of $251. The city-pair contract fare is applicable only
to the trip portion from San Francisco, CA, to Atlanta, GA, with United Airlines at $251.

NOTE: The traveler is responsible for any additional costs when, for personal convenience, a circuitous route is
used or the traveler interrupts a direct travel route (e.g., by taking an unauthorized overnight en route).
Reimbursement in this case is limited to the transportation cost by a usually traveled direct route on an
uninterrupted basis (e.g., $502).

13. Can I combine two contract fares to save money?

If there is a contract fare for the route, the answer is no. If there is no contract fare for the route, the answer is yes.
14. How do I know whether or not there is a contract fare?

Contract fares are identifiable because they normally carry the fare designator YCA. You can ask your Travel

Management Center (TMC) or (Contracted) Commercial Travel Office (CTO) or check on the following city-pair
website: http:/pub.fss.gsa.gov/citypairs/.

15. Why does the Government have to pay the Airline Passenger Excise tax? Isn't it exempt from taxes?

The Federal Government is often exempted from state and local taxes. However, the airline passenger excise tax is
a federal tax and the Federal Government is subject to it.

16. Ilive in a city with multiple airports. What is the rule regarding what airport I must use when traveling
on official Government business?

Travelers can use the airport which best suits their needs in cities with multiple airports, unless otherwise prohibited
by their agency. Cities with multiple airports include, Chicago, Dallas/Fort Worth, Detroit, Houston, Los Angeles,
New York, San Francisco and Washington, DC.

17. The topic refers to a new program for FY02. If fares are booked "early" the Gov't receives a discount to
the normal City Pairs Fare. But my question is: How early is early? Thank you!

We are encouraging the Government travelers to book their reservations as early as possible. Once you have decided
that a trip is necessary, the reservation should be made. The earlier the reservation the better the chances are that
you will receive the additional savings (capacity control fares).

For more information on GSA's Airline City Pairs Program, see the GSA website at
http://www.fss.gsa. gov/citypairs/, or contact one of the following PoCs below. Phone access should be used only by
those without access to the internet.

Ms. Linda L. Smith Ms. Andrea Dingle
Contract Specialist Contracting Officer
(703) 305-7640 (703) 305-6190

*Mr. Gene Lee
Contract Specialist
(703) 308-1618
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s. National Imagery and Mapping Agency
Attn: Administrative Office

8613 Lee Highway

Fairfax, VA 22031-2137

t.  National Security Agency/Central Security Service
Attn: M6
Ft. George G. Meade, MD 20755-6000

u. Office of Economic Adjustments
Attn: Administrative Officer

400 Army Navy Drive, Suite 200
Arlington, VA 22202-2884

v. TRICARE Management Activity
Attn: TMA Budget Officer

5111 Leesburg Pike, Suite 810

Falls Church, VA 22041-3206

w. Uniformed Services University of the Health Sciences
Attn: Resource Management

4301 Jones Bridge Road

Bethesda, MD 20814-4799

x. United States Court of Appeals for the Armed Forces
Attn: Clerk of the Court

450 “E” Street, NW

Washington, DC 20442-0002

Army:

a. For DA Staff and Field Operating Agencies not specifically listed: AEA authority is delegated to the
authorizing/order-issuing official. Personnel assigned to the Major Army Commands (MACOMs) listed
below submit requests to the authority indicated for each MACOM (MACOM Commanders may delegate
AEA authority to the lowest practicable level, but not beyond the level of authorizing/order-issuing
officials. If MACOM not listed the AEA authority has been delegated to the authorizing/order-issuing

official.);

b. Commander, Army Materiel Command (AMC), Attn: AMCPE-P, 5001 Eisenhower Ave., Alexandria,
VA 22333-0001; Message Address: CDRUSAMC ALEXANDRIA VA//AMCPE-P//; Telephone: DSN
767-5511, Commercial (703) 617-5511;

*c. Headquarters, Military Surface Deployment and Distribution Command (SDDC), Attn: SDDCRM-F,
Hoffman Building II, Room 11S67, 200 Stovall Street, Alexandria, VA 22332-5000; Message Address:
CDRSDDC ALEXANDRIA VA//SDDCRM-F//; Telephone: DSN (312) 328-2350, Commercial (703)
428-2350;

d. Commander, Eighth U.S. Army (USAEIGHTH), Attn: FKCS, APO AP 96205-0010; Message
Address: CDRUSAEIGHTH SEOUL KOR//FKCS//; Telephone: DSN 723-5241;

e. Commander, U.S. Army Information Systems Command (USAISC), Attn: ASRM-F-MA, Fort
Huachuca, AZ 85613-5000; Message Address: CDRUSAISC FT HUACHUCA AZ//ASRM-F-MA//,
Telephone: DSN 879-6446, Commercial (520) 538-6446;
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f.  Headquarters, U.S. Army South (USARSO), Financial Services Division, Attn: SORM, P. O. Box
34000, Fort Buchanan, PR 00934,

g. Commander, Military District of Washington (MDW), Attn: ANRM-Z, 103 Third Ave., Fort McNair,
Washington, DC  20319-5058; Message Address: CDRMDW WASHINGTON DC//ANRM-Z-//;
Telephone: DSN 335-2048, Commercial (202) 475-2048;

h. Commander, U.S. Army Training and Doctrine Command (TRADOC), Attn: ATRM-AT, Fort Monroe,
VA 23651-5000; Message Address: CDRTRADOC FT MONROE VA//ATRM//, Telephone: DSN (312)

680-4221; Commercial (757) 788-4221; NOTE: Delegated to Installation and Major Subordinate
Commanders with further delegation authorized.

i.  Commander, U.S. Army Criminal Investigation Command (USACIDC), Attn: CISP-RM, 6010 6th
St., Fort Belvoir, VA 22060-5506; Message Address: CDRUSACIDC WASHINGTON DC//CISP-RM//;
Telephone: DSN 656-0194, Commercial (703) 806-0194, e-mail address: CISP-RMP@belvoir.army.mil;
j-  Commander, U.S. Army Medical Command (MEDCOM), Attn: MCRM-F, 2050 Worth Rd., Fort Sam
Houston, TX 78234-6000; Message Address: CDRUSAHSC FT SAM HOUSTON TX/MCRM-F//;
Telephone: DSN 471-8141, Commercial (515) 221-8141 or 221-7298;

k. Commander, U.S. Army Pacific (USARPAC), Attn: APRM-BAA, Fort Shafter, HI 96858-5100;
Message Address: CDRUSAPAC FT SHAFTER HI//APRM-BAA//; Telephone: DSN 438-2710 or 438-
2918;

[, Commander, U.S. Army Special Operations Command (USASOC), Attn: AOFI-RM, Fort Bragg NC
28307-5200; Message Address: CDRUSASOC FT BRAGG NC//AOFI-RM//; Telephone: DSN 239-2022,
Commercial (910) 432-2022;

m. Department of the Army, Army National Guard, Attn: NGB-ARC, 111 S. George Mason Dr.,
Arlington, VA 22204-1382; Message Address: CNGB WASHINGTON DC//NGB-ARC//; Telephone:
DSN 327-7563, Commercial (703) 607-7563; NOTE: Delegated to USPFOs.

n. Commander/Deputy to the Commander, U.S. Army Central Identification Laboratory, Hawaii, 310
Worchester Avenue, Hickam AFB, HI 96853-5530.

3. Navy:

a. Military Personnel: Authorizing/order-issuing officials;

b. Civilian Employees: Heads of Activities/commands or their designees.
4. Marine Corps:

a. Military Personnel: Authorizing/order-issuing officials;

b. Civilian Employees: Heads of Activities/Commands or their designees.
5. Air Force:

a.  Wing Commander or equivalent, who may delegate no lower than the Group Commander;
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1. Mandatory Policy. It is DoD mandatory policy that travelers use available CTOs to arrange official travel,
including transportation and rental cars.

2. Service Regulations. See DoD component/Service regulations for CTO use information.

3. Failure to Follow Regulations

a. Commands/units are expected to take appropriate disciplinary action when travelers and/or
authorizing/order-issuing officials fail to follow the regulations concerning CTO use (see par. T4005).

b. Disciplinary action should be for willful violations and may be in the form of counseling (oral/written),
or non-judicial action (uniformed personnel), or other personnel means (civilian employees). Action must
not be through refusal to reimburse. See par. T4025-A4 below for exceptions when reimbursement is not
allowed.

4. Reimbursement Not Allowed. Reimbursement shall not be allowed when the traveler does not follow the
regulations for foreign flag carriers (see par. T4025-C).

B. Requirements

1. When making travel arrangements, travelers should use the following:
a. services available under a TMS (see Appendix A), or
b. in-house travel offices.

2. All travel arrangements must be made in accordance with:

a. DoDD 45009 (Transportation and Traffic Management) at http://web7.whs.osd.mil/
dodiss/directives/dir2.html;

b. DoDI 4500.42 (DoD Passenger Transportation Reservation and Ticketing Services) at
http://web7.whs.osd.mil/dodiss/instructions/ins2.html; and

c. Service regulations.

C. Foreign Ship or Aircraft Transportation. Transportation on foreign ships or aircraft shall not be
authorized/approved unless the conditions in par. T4060-B1d are met (see also JFTR, par. U3125-C and JTR, par.
C2204-B).

D. Transportation Reimbursement

1. CTO Available. When a CTO is available but the traveler arranges transportation through a non-contract
travel agent or common carrier direct purchase, reimbursement is limited to the amount the Government would
have paid if the arrangements had been made directly through a CTO.

2. CTO Not Available. When the AO certifies that a CTO was/is not available to arrange transportation,
reimbursement is paid for the actual cost of the authorized or approved transportation NTE the least expensive
unrestricted commercial coach fare that meets mission requirements.

T4030 GETTING THERE AND BACK (TRANSPORTATION ENTITLEMENTS)

A. Type of Travel. The AO may direct travel by any mode (e.g., Government or commercial air, bus, train) except
the AO cannot require the traveler to use a personal or rental vehicle for official travel. If a certain mode is directed
and another mode is used, the traveler may only receive transportation reimbursement up to the directed
transportation mode cost.

B. Commercial Transportation. The CTO must arrange commercial transportation in accordance with law,
Government policies, agreements and contracted rates using American flag carriers and coach accommodations
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whenever possible. The AO may authorize the CTO to arrange other than contract flights, or to arrange foreign flag
carriers, or premium (but not first) class accommodations when needed to fulfill a documented mission requirement
as specified in par. T4060-B1. Only the traveler’s Service or Agency Headquarters may authorize reimbursement
for first-class accommodations.

Effective 1 January 2004

*C. Rental Vehicles (Includes Aircraft). When use of a rental vehicle is authorized for official business by the AO,
reimbursement is authorized for the rental costs, taxes and local assessments on rental vehicle users, necessary gas
and oil, landing and tie-down fees, and transportation to and from the rental facility (see JFTR, par. U4520 and JTR
par. C4720). When possible, the CTO, per TRANSCOM policy, reserves a rental vehicle from a company that
subscribes to the SDDC rental car agreement. Travelers are not reimbursed for rental car insurance coverage
purchased in the United States or its territories and possessions regardless of the vendor from whom the rental
car is rented. Travelers are reimbursed for mandatory rental car insurance coverage required in foreign countries.
When a compact rental car (the "standard" for TDY travel), does not meet requirements, the AO may authorize the
size vehicle appropriate to the mission. Claims for damage to rental vehicles while being used for official business
are reimbursable to the traveler or the rental car company, as appropriate, as miscellaneous transportation expenses
if adjudicated as payable under the procedures set forth in the DoD Financial Management Regulation (Volume 9,
Chapter 4) (found at website http://www.dtic.mil/comptroller/fmr/) (or appropriate Service regulations for the non-
DoD Services). Reimbursement for personal funds for damage sustained by a rented automobile while being
used on other than official business is not authorized.

D. Government Transportation

1. The TO arranges international government airlift under Air Mobility Command (AMC) contract/control,
when it is available and satisfies mission requirements.

2. The TO provides Government ground transportation. (Within the Navy, Government vehicles are obtained
directly from the providers, normally Public Works.) Only use Government transportation for official business
to go to and from: the TDY location, where the traveler is staying, places to eat, and other places for comfort
and health reasons. If it is used for any other purpose and the traveler has an accident, the traveler may have to
cover the expenses and liabilities. Use Government servicing for the vehicle whenever possible. When
Government servicing is not available, the AO may authorize reimbursement of actual vehicle operating
expenses.

E. Private Vehicle. When a private vehicle use is approved by the AO as the best way for travel to be performed,
reimbursement is authorized at the standard rate per mile for the type of vehicle and the distance between duty
locations or between home and TDY location(s). Reimbursement of parking fees, ferry fares, road, bridge and
tunnel tolls for travel over a direct route is authorized. If the AO does not approve using a private vehicle and one is
used anyway, reimbursement is authorized at the standard rate per mile plus reimbursable expenses but the amount
is limited to the should-cost estimate of AO-approved transportation. In either case, reimbursement is only
authorized for the driver. If reimbursement at the published rate does not cover expenses, or if there is no
established rate for the type of vehicle being used, the AO may authorize reimbursement of necessary transportation
costs incurred for uniformed personnel. For distance determination see JFTR, par. U2020 or JTR, par. C1065
(DTOD requirements).

F. Rest Stops. Normally, travelers are not required to travel during unreasonable hours at night. If the traveler is
required to travel during normal sleeping hours, or the scheduled flight time including stopovers and plane changes
exceeds 14 hours and the traveler is not authorized first/business-class accommodations, the AO may authorize a
rest stop en route or a rest period at the TDY location before reporting for duty. Scheduled flight time is the time
between the scheduled aircraft departure from the airport serving the PDS/TDY point and the scheduled aircraft
arrival at the airport serving the TDY point/PDS. Rest stops shall not exceed 24 hours. NOTE: A traveler is
disqualified from using business-class accommodations at Government expense if (a) a 'stopover' en route is an
overnight stay, (b) a rest stop en route is authorized, or (c) an overnight rest period occurs at the TDY location
before beginning work.

G. Insurance Coverage in Foreign Areas. The AO may authorize reimbursement for additional insurance coverage
in foreign areas for a rental, Government, or private vehicle used for official travel.

H. Allowable Travel Days. The number of days allowed for travel is determined by the mode of travel. For travel
by commercial air, one day is allowed in CONUS and within overseas areas. For travel between CONUS and
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19. similar travel related expenses NOTE: Do not reimburse mission-related or personal expenses which
include batteries, tools, film, gifts for child care, house care, pet care, hotel concierge, or workout room/gym
fees; and

Effective 1 January 2004
*20. any per-day administrative fee called for by the SDDC rental car agreements.

F. Reimbursement for Travel Expenses at the TDY Location

1. Reimbursement is authorized for necessary travel expenses at the TDY location.

2. Use of a Government vehicle/special conveyance is limited to official purposes such as transportation to and
from (65 Comp. Gen. 253 (1986)):

a. duty sites,

b. lodgings,

o

. dining facilities,

d. drugstores,

[¢]

. barber shops,

=

places of worship,
g. cleaning establishments, and
h. similar places required for the traveler's subsistence, health or comfort.

3. If a Government vehicle/special conveyance is not authorized, the traveler is entitled to reimbursement for
necessary public transportation costs.

4. [If private vehicle use is authorized, reimbursement is the automobile mileage rate times the miles driven for
the necessary travel around the TDY location.

5. Travelers must note the required miles driven.

T4045 TRAVEL ENTITLEMENTS FOR RESERVE COMPONENT PERSONNEL (48 Comp. Gen. 301
(1968))

A. General. This paragraph applies to Reserve Component personnel on active/inactive duty under orders that
provide for return home. For travel of cadets and midshipmen, applicants and members of the Senior Reserve
Officers’ Training Corps (SROTC), Reserve travel for medical and dental care, members of the Ready Reserve on
muster duty, retirees called to active duty and active duty for training tours of 20 or more weeks at one location
(except as noted in par. U2146), see par. U7150.

B. Inactive Duty Training. Reserve Component personnel commit to an obligation to participate in 48 scheduled
training periods (inactive duty training (IDT) unit drills) a year. Services have different terms for these drills, such
as unit training assemblies, or weekend drills. Inherent in this obligation is the travel between the member’s home
and the location where the member normally performs “drill” (the armory, reserve center, assembly location, etc.).
They receive no reimbursement for that commute. For purposes of this subparagraph, Assigned Unit is a reserve
member’s designated post of duty and TDY Station is an alternate site outside the local commuting area (see par.
U3500) of the member’s assigned unit or home.

1. Travel from Home to Assigned Unit or Alternate Site in Local Commuting Area. There is no entitlement to
travel and transportation allowances. The member may be authorized reimbursement under par. T4040-F for
transportation expenses in and around the unit/site. When the member travels between home and an alternate
site, the member is paid mileage for the distance that exceeds the distance from home to the assigned unit.
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2. Travel from Home/Assigned Unit or Other Location to TDY Station. The member is entitled to allowances
in par. T4040 and par. T4030, limited to travel cost from the assigned unit.

3. Travel from a Location Other than Home/Assigned Unit to an Alternate Site within the Local Commuting
Area. There’s no entitlement to travel and transportation allowances; however, the member is paid mileage for
the distance traveled limited to the distance from the assigned unit to the alternate site less the distance from
home to assigned unit.

C. Travel for Annual Training (AT). For AT travel, members are entitled to payment for 1 round trip between
home and the AT site under par. T4030. If the AT is performed in two or more separate tours, the AO may
authorize round-trip transportation for each tour. Per diem is payable under par. T4040-A for travel days to and
from the AT location, unless the member commutes daily or the AO determines the member can commute.

D. No per diem is payable to:

1. Reservists at an AT site when both Government quarters and meals are available, but the member is
entitled to reimbursement for the Government quarters charge. If Government quarters and/or meals are not
available, per diem is payable under par. T4040-A;

2. Reservists on active duty without pay;

3. Newly enlisted members undergoing training when both Government quarters and meals are available;

4. Public health service Officers called to active duty for Commissioned Officer Student Extern Program
(COSTEP);

5. Reservists who commute daily or AO determines members can commute except for entitlement under par.
T4040-C if required to remain at the place of duty overnight outside the home’s city limits;

6. Reservists on inactive duty training except when duty is performed at a location other than the assigned unit
(designated post of duty includes training duty station, drill site and city where located) or local area (see par.
U3500) of the assigned unit or home. If required to occupy transient Government housing, reimbursement for
actual lodging cost is authorized;

7. Standby Reserves voluntarily performing without pay.

E. When a Reserve Component member is ordered:

1. to schoolhouse training, par. T4030 applies for transportation entitlement and par. T4040-B for per diem
entitlement;

2. to deploy, to be one of personnel traveling together under orders directing no/limited reimbursement, on unit
travel, field duty, or at sea training, par. T4040-C applies for per diem entitlement for periods under 20 weeks.
Par. T4030 applies for transportation entitlement;

3. to active duty for any other purpose for less than 20 weeks, per diem entitlement is determined under
business travel rules in par. T4040-A, and transportation entitlement under par. T4030;

4. to active duty for other than training for 140 or more days (20 or more weeks) because of unusual or
emergency circumstances or exigencies of the Service and the Secretarial Process authorizes per diem, per diem
is determined under the business travel rules in par. T4040-A (or deployment rules in par. T4040-C), and
transportation under par. T4030.

F. Funeral Honors Duty. Members of the Reserve Components who perform funeral honors in a funeral honors
duty status (under 10 U.S.C. §12503 or 32 U.S.C. §115) at a location 50 or more miles from the member’s residence
are entitled to travel and transportation allowances as for business travel under pars. T4030 and T4040-A & T4040-
D.
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TAJIKISTAN 24 12
THAILAND (except as indicated) 24 18

Bangkok 36 24
TUNISIA 24 18
TURKEY (except as indicated) 24 15

Elmadag, Karatas, Malatya 24 12

Balikesir, Cakmakli, Corlu, Erhac, Eskisehir,

Erzurum, Iskendrum, Istanbul, Izmir, Izmit,

Murted, Oratakoy, Pirinclik, Sahihtepe, Sinop,

and Yumurtalik NA 12
TURKMENISTAN 24 12
UKRAINE

Kiev 24 12
UNITED ARAB EMIRATES 24 12
UNITED KINGDOM (except as indicated) (Note 3) 36 24

RAF Fylingdales, RAF Machrihanish (Scotland) 24 18
URUGUAY 36 24
UZBEKISTAN 24 12
VENEZUELA 24 18
*VIETNAM Effective 1 December 2003 24 12
VIRGIN ISLANDS 36 24
WAKE ISLAND NA 12
WEST INDIES

Anguilla 24 18

Antigua 24 12

Barbados 36 24

St. Lucia NA 12
Yugoslavia, Fed Rep 24 18
NOTES:

1. Tour-length policies for service members assigned to duty stations within Alaska and Hawaii are outlined in

DoDI 1315.7, paragraph E3.1.4.

2. Dependents are permitted only when Government quarters are available.

3. A maximum of a 48-month tour is permitted for Navy personnel.

4. Not all service members are eligible to serve an accompanied-by-dependents tour in those locations where such tours
are authorized. Eligibility is contingent upon the service member’s actual duty assignment and is controlled by U.S.
Forces Korea. Those not eligible to serve accompanied-by-dependents tour shall be considered to be serving a
dependent-restricted tour. (Command-sponsored dependents for service members assigned to Suwon are required to

reside at Osan AB.)
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Appendix S

APPENDIX S

AUTHORIZED FEML LOCATIONS/DESTINATIONS

The following are authorized FEML locations/destinations for members (and their dependents) and, effective 2

November 2002, for civilian employees and their dependents:

Command Authorized Recertification Due

Authorized FEML Location Region Destination Date
Albania, Tirana European Frankfurt 1 January 2003
Argentina Southern Miami 30 April 2005
Armenia, Yerevan European Frankfurt 30 April 2005
Australia, Alice Springs Pacific Honolulu 31 August 2003
Australia, Exmouth Pacific Perth 31 August 2003
Australia, Learmonth Pacific Perth 31 August 2003
Azerbaijan, Baku European Frankfurt 31 July 2005
Bahrain Central Frankfurt 31 October 2004
Bangladesh Pacific Honolulu 31 August 2003
Barbados Southern Miami 30 April 2005
Belarus, Minsk European Frankfurt 30 April 2005
Belize Southern Miami 30 April 2005
Bolivia Southern Miami 30 April 2005
Botswana, Gaborone European Frankfurt 31 March 2005
Brazil Southern Miami 30 April 2005
Bulgaria, Sofia European Frankfurt 31 March 2005
Burma Pacific Honolulu 31 August 2003
Cambodia, Phnom Penh Pacific Honolulu 31 August 2003
Cameroon, Yaounde European Frankfurt 30 April 2005
Canada, British Columbia, Masset Atlantic Vancouver 30 April 1999
Chad, N’djamena European Frankfurt 30 April 2005
Chile Southern Miami 30 April 2005
China, Beijing Pacific Honolulu 31 August 2003
Columbia Southern Miami 30 April 2005
Costa Rica, San Jose Southern Miami 31 March 2004
Croatia, Zagreb European Frankfurt 31 March 2005
Cuba, Guantanamo Bay Southern Jacksonville 31 December 2004
*Cuba, Havana for Coast Guard uniformed USCG Miami 18 December 2005
members only
Cyprus, Nicosia European Frankfurt 31 March 2005
Democratic Republic of Congo, Kinshasa European Frankfurt 30 April 2005
Djibouti Central Frankfurt 31 October 2004
Dominican Republic Southern Miami 30 April 2005
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Ecuador Southern Miami 30 April 2005
Egypt Central Frankfurt 31 October 2004
El Salvador Southern Miami 30 April 2005
Eritrea, Asmara Central Frankfurt 31 October 2004
Estonia, Tallinn European Frankfurt 31 March 2005
Ethiopia, Addis Ababa Central Frankfurt 31 October 2004
Fiji Pacific Honolulu 31 August 2003
Gabon, Libreville European Paris 31 October 2004
Georgia, Tbilisi European Frankfurt 31 March 2005
Ghana, Accra European Frankfurt 30 April 2005
Greece, Athens European Frankfurt 31 March 2005
Greece, Larissa European Frankfurt 31 March 2005
Greenland, Thule * European Baltimore 31 March 2004
Guatemala Southern Miami 30 April 2005
Guinea, Conakry European Paris/Frankfurt 31 January 2005
Guyana Southern Miami 30 April 2005
Haiti Southern Miami 30 April 2005
Honduras Southern Miami 30 April 2005
Hong Kong Pacific Los Angeles 31 August 2003
India, New Delhi Pacific Honolulu 31 August 2003
Indonesia Pacific Honolulu 31 August 2003
Israel, Tel Aviv European Frankfurt 31 March 2005
Ivory Coast, Abidjan European Frankfurt 31 March 2005
Jamaica Southern Miami 30 April 2005
Jordan Central Frankfurt 31 October 2004
Kazakhstan, Almaty Central Frankfurt 31 October 2004
Kenya Central Frankfurt 31 October 2004
Kuwait Central Frankfurt 31 October 2004
Kyrgyzstan, Bishkek Central Frankfurt 31 October 2004
Latvia, Riga European Frankfurt 30 April 2005
Lithuania, Vilnius European Frankfurt 31 March 2005
Macedonia, The Former Yugoslavia European Frankfurt 31 March 2005
Republic of Macedonia, Skopje
Malaysia, Kuala Lumpur Pacific Sydney 31 August 2003
Mali, Bamako European Frankfurt 30 April 2005
Marshall Islands, Majuro Pacific Honolulu 31 August 2003
Mexico Southern San Antonio 30 April 2005
Moldova, Chisnau European Frankfurt 30 April 2005
Mongolia, Ulaanbaatar Pacific San Francisco 31 August 2003
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Morocco, Rabat European Frankfurt 31 March 2005
Mozambique, Maputo European Frankfurt 31 March 2005
Namibia, Windhoek European Frankfurt 30 April 2005
Nepal, Kathmandu Pacific Honolulu 31 December 2004
Nicaragua Southern Miami 30 April 2005
Niger, Niamey European Frankfurt 31 March 2005
Nigeria, Lagos European Frankfurt 31 March 2005
Oman Central Frankfurt 31 October 2004
Pakistan Central Frankfurt 31 October 2004
Panama Southern Miami 30 April 2005
Paraguay Southern Miami 30 April 2005
Peru Southern Miami 30 April 2005
Philippines, Metro Manila Pacific Honolulu 31 August 2003
Poland, Warsaw European Frankfurt 31 March 2005
Qatar Central Frankfurt 31 October 2004
Romania, Bucharest European Frankfurt 31 March 2005
Russia, Moscow European Frankfurt 31 March 2005
Rwanda, Kigali European Frankfurt 30 April 2005
Saudi Arabia Central Frankfurt 31 October 2004
Senegal, Dakar European Frankfurt 30 April 2005
Serbia and Montenegro, Belgrade European Frankfurt 3 June 2005
Singapore Pacific Sydney 31 August 2003
South Africa, Pretoria European Frankfurt 31 March 2005
Sri Lanka, Columbo Pacific Frankfurt 31 August 2003
Suriname Southern Miami 30 April 2005
Syria, Damascus European Frankfurt 31 March 2005
Tanzania, Dar Es Salaam European Frankfurt 30 April 2005
Thailand, Bangkok Pacific Honolulu 31 August 2003
Thailand, Chiang Mai Pacific Honolulu 31 August 2003
Trinidad and Tobago Southern Miami 30 April 2005
Tunisia, Tunis European Frankfurt 31 March 2005
Turkey, Ankara European Frankfurt 30 April 2005
Turkey, [zmir European Frankfurt 1 January 2003
Turkmenistan, Ashgabat Central Frankfurt 31 October 2004
Uganda, Kampala European Frankfurt 30 April 2005
Ukraine, Kiev European Frankfurt 31 March 2005
United Arab Emirates Central Frankfurt 31 October 2004
Uruguay Southern Miami 30 April 2005
Uzbekistan, Tashkent Central Frankfurt 31 October 2004
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Venezuela Southern Miami 30 April 2005
Vietnam, Hanoi Pacific Honolulu 31 August 2003
Yemen Central Frankfurt 31 October 2004
Zambia, Lusaka European Frankfurt 31 October 2004
Zimbabwe, Harare European Frankfurt 31 March 2005

* Exception to the 24-month tour requirement approved by ASD(FMP) on 18 March 2002 memo.
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