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JOINT FEDERAL TRAVEL REGULATIONS, VOLUME 1 (JFTR)

Change 287 — 1 November 2010

A. Authorized Personnel. These regulation changes are issued for al personsin the Uniformed Services.

B. New Regulation Changes. Material new to this changeis indicated by an asterisk (*) and is effective 1
November 2010 unless otherwise indicated.

C. Uniformed Service Principals. The following are the current Uniformed Service Principals:

SAMUEL B. RETHERFORD CURTIS B. ODOM
Deputy Assistant Secretary of the Army Director of Personnel Management
(Military Personnel) United States Coast Guard
DR. RUSSELL BELAND JONATHAN W. BAILEY
Deputy Assistant Secretary of the Navy (MPP) RADM, NOAA
(Manpower and Reserve Affairs) Director, NOAA Corps
BILL BOOTH DENISE S. CANTON
Deputy Assistant Secretary of the Air Force RADM, USPHS
(Force Management Integration) Director, OCCFM

D. Applicable MAP Items. Thischangeincludesall material written in the following MAP items. 89-10(E),
91 -10(E), 95-10(E), 105-10(1), 107-10(1) through 113-10(1).

E. Brief of Revision. The following are this month’s major revisions:

U1039-E2b, U2510, U4129-H, T4050-B2, and T4040-A1h. Clearly state that atraveler may not be reimbursed
for a hotel booked using online booking agents unless an itemized receipt from the hotel is provided and a
traveler must not submit a'lost receipt' statement to substitute for an online booking hotel receipt.

U1045-A, U2012-D, U4100, and T4040-A1. Add DOHA Claims Case No. 2009-CL-080602.2 indicating that
Army Lodging Success Program properties and other similar program properties not located on an Installation to
which the member/employeeis assigned, including GOV’ T contracted quarters, are not GOV'T quarters for the
purpose of limiting per diem.

U1060-B, U2515-A6, APP A1, APPE3, APPP1, APP P2, APP R1, and APP R2. Updates GSA and other URLs
associated with the update to the GSA website.

U2025-B. Changes the Standard CONUS per diem rate from $116 ($70/ $46) to $123 ($77/ $46) effective 1
October 2010.

U3015. Revisesthelanguage in JFTR, par. U3015 and JTR, par. C2302-B to allow the AO to authorize/approve
excess accompanied baggage instead of the Secretarial Process IAW Service/Agency regulations.

U3130-F2. Corrects paragraph reference.

U3415-C3. Correctsreference to par. U2510.

U5250-C3. Corrects paragraph reference.

U7551. Adds attendant for dependent traveling to repatriation or memorial serviceto par. U7551.
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APP G (ATM Use (Uniformed Member)). Clarifiesthat ATM fees may be reimbursed if an advanceis not
provided by cash, check or EFT.

APP N, Part 2, Table 1. Correctsthe effective date for Sri Lanka MIHA Security.
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APPO 287 286 285 282 282 282 280 280 279 278 276 276 275
Appendix P
TOC 287 286 267 267 267 267 267 267 267 267 267 267 267
Part 1 287 280 280 280 280 280 280 280 267 267 267 267 267
Part 2 287 286 278 278 278 278 278 278 278 278 274 274 274
Appendix Q
TOC 263 263 263 263 263 263 263 263 263 263 263 263 263
Part 1 286 286 285 273 273 273 273 273 273 273 273 273 273
Part 2 263 263 263 263 263 263 263 263 263 263 263 263 263
Part 3 286 286 285 275 275 275 275 275 275 275 275 275 275
Part 4 263 263 263 263 263 263 263 263 263 263 263 263 263
Appendix R
TOC 287 267 267 267 267 267 267 267 267 267 267 267 267
Part 1 287 276 276 276 276 276 276 276 276 276 276 276 272
Part 2 287 278 278 278 278 278 278 278 278 278 276 276 275
Appendix S
APPS 285 285 285 284 283 282 274 274 274 274 274 274 274
Appendix T
TOC 284 284 284 284 267 267 267 267 267 267 267 267 267
APPT 286 286 274 274 274 274 274 274 274 274 274 274 274
Appendix U
APPU 285 285 285 283 283 272 272 272 272 272 272 272 272
Appendix V
APPV 267 267 267 267 267 267 267 267 267 267 267 267 267
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PART A: APPLICABILITY AND GENERAL INFORMATION
U1000 APPLICATION

A. Authority. The JFTR contains basic statutory regulations concerning a Uniformed Service member’ stravel and
transportation, certain OCONUS station allowances (COLA, TLA), housing allowances (BAH, FSH, and OHA), and
CONUS COLA. These regulations have been interpreted to have the force and effect of law. The JFTR isissued
primarily under the authority of 37 USC 8411 and 37 USC Chapter 7.

B. Application. Each Active and RC member, without regard to the Service, Agency (i.e., DIA), or other GOV'T
entity (e.g., DHS, DOS) to which assigned, is covered by JFTR. APPs A1 for definitions and A2 for acronyms.

C. Authorization Not Stated. There may be circumstances under which payment of certain allowancesis prohibited
in JFTR. Those circumstances are stated. However, the absence of a prohibition does not imply or grant authority
or permission for any action for which authority does not exist/is not explicitly allowed in JFTR (i.e., just because
the JFTR does not say something cannot be done does not mean that it can be done).

D. Duplicate Payment. A duplicate payment isa GOV’ T payment claimed by atraveler for an expense paid/to be
paid to the traveler by another entity. If an expense isincurred and reimbursed by another entity that would
otherwise be reimbursed by the GOV’ T, that expense must not be claimed against, nor paid by the GOV'T. Par.
U4165-D for an exception. A non-deductible meal as listed in par. U4167 provided to a traveler in a per diem
status does not result in a duplicate payment. Thetraveler isfinancialy responsible to the GOV'T for al duplicate
travel and transportation allowance payments received. This includes any and all allowances covered in these
regulations. The Improper Payments Information Act of 2002, Public Law 107-300 may apply.
http://mww.whitehouse.gov/omb/memoranda/m03-13-attach.pdf.

U1005 GENERAL

Except asindicated in par. U1006, a member on loan, assignment, or detail to another department or agency is
authorized JFTR allowances as opposed to the allowances of the department or agency to which loaned, assigned, or
detailed, unless otherwise provided for by law (5 USC 85536).

U1006 COMPLEMENTARY REGULATIONS

DIA prescribes regulationsin DIA Manua (DIAM) 100-1, Volume 1, Part 4. NOTE: DoDD 5154.29 requires that
PDTATAC staff review all written material that implements JFTR provisions. The DIAM 100-1 provides special
allowances for a DoD member, who isa U.S. national, assigned to or in designated training for assignment to a DAS
or DIA liaison detachment station outside the U.S or in a non-foreign OCONUS location. The DIAM 100-1 also
affects dependents. A member may not receive allowances under the DIA regulations and allowances prescribed
in JFTR for the same purpose. The member is financially responsible for all duplicate travel and transportation
allowances received under par. U1006 authority. The allowancesinclude:

1. Environmental and morale leave transportation NOTE: Funded EML (FEML) and the ‘Special R&R
Program’, covered under DIAM 100-1, are one in the same program. This means that trips under both
programs are not authorized. If a total of two trips are authorized (for a 36-month tour), one may be taken
under each program or both under one program. If one trip is authorized for a 24-month tour, only one trip
may be taken, but it may be taken under either program.,

2. Travel and other expenses for dependent education,
3. Home visitation between consecutive tours,

4. Dependent travel ICW TDY,
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5. Dependent visitation,

6. Dependent care expenses connected with training of responsible dependents,
7. Dependent representational travel,

8. Removal of dependents and HHG,

9. Transportation of a POV.

Address requests for copies of DIAM 100-1 to Department of Defense, Defense Intelligence Agency, Attn: DA,
Washington, DC 20340-5339.

U1007 COMPUTATION RULES
A. Computation Rules. The computation rules in these regulations may be unique to JFTR. Consult the relevant

Chapters and Parts to determine the correct computation process for the specific travel and transportation
allowances.

1. Usethe actual amount without rounding when computing TDY mileage, MALT, TLA/TLE and per diem
computation. AEA and PMR computations are rounded to the next highest dollar with the par. U1007-A2
provisionsin force.

2. AEA computation is rounded up to the nearest dollar. For example, $29.25 = $30.00. The AEA must not
exceed the approved maximum locality per diem rate percentage. When AEA for M&IE exceeds the
maximum locality AEA M&IE rate, decrease the AEA M&IE rate to the allowable AEA dollar amount and
add the extra cents to the AEA lodging rate. For example, reduce an AEA M&IE of $76.50 to $76 asshown in
par. U4265, Example 3.

3. PMR computation is rounded-up to the nearest dollar.

NOTE: A conference lodging allowance is a pre-determined allowance of up to 125 percent of the applicable
lodging per diem rate (rounded to the next highest dollar). For example, the locality lodging rate of $100 may be
increased to $125. A conference lodging allowance is not an AEA and must not used with AEA per diem. APP
R, Part 2, par. M.

B. AEA Limitation. The AEA limit is 300% of the maximum locality per diemrate. For OCONUS travel, the
PDTATAC Chief may authorize a per diem rate exceeding 300% only prior to the official travel IAW par. U4250.

U1008 CHAPLAIN-LED PROGRAMS

Title 10 USC §1789 authorizes the Secretary of a military department (i.e., Air Force, Army, Navy) to provide
Chaplain-led programs that provide assistance to an active duty and/or RC member in an ‘active status' as defined in
10 USC § 10141, and the member’simmediate family, in building and maintaining a strong family structure. A
chaplain and/or other member ordered, and/or family members authorized, to attend these functions in an official
capacity as outlined in APP E, Part | are to be sent using an official TDY order or an ITA, as appropriate. For all
others, the JFTR is not the authority for payments connected with attendance at these programs and the
payments are not travel and transportation allowances. An ITA is not used to document attendance at, or
payments related to, attendance by an individual participating in an unofficial capacity at these Chaplain-led
programs. The travel-directing/sponsoring organization or agency should be consulted to determine the appropriate
funds (for attendees not attending in an officia capacity) for these events.

U1010 IMPLEMENTATION

A. Allowance Regulations. The allowance regulations in JFTR require no further allowances implementation.
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When necessary, they may be supplemented by administrative regulations that must not prescribe allowances
different from those in these regulations. It is recommended that each supplemental directive paragraph reference
the JFTR. DoDD 5154.29 (http://www.dtic.mil/whs/directives/corres/pdf/515429p.pdf) requiresthat PDTATAC
staff review all DoD written material that implements JFTR provisions to ensure per diem, travel and transportation,
and other allowances are uniformly applied. Non-DoD Uniformed Services may submit their written material as
desired. Par. U1000 for the applicable JFTR provisions which are subject to review by the PDTATAC staff.
Written material in Word should be forwarded, via the Service MAP representative found in the Introduction
Feedback Reporting section, for review to:

1. Email address: pdtatac@dtmo.pentagon.mil; or

2. Fax: (703) 696-7890 (DSN 312-426-7890); or
3. Mail to:

Per Diem, Travel and Transportation Allowance Committee
Attn: Regulations Branch

4601 North Fairfax Drive

Suite 800

Arlington, VA 22203-1546

B. Implementation Regulations. Each Service or Servicesjointly, should issue implementing administrative and/or
procedural directives for certain allowances. The listing below cites allowances that do or should have implementing
instructions provided by Service regulations. There may be additional implementing instruction regquirements that
are not specifically cited below.

1. Completion and submission of travel vouchers (Ch 2, Part F);

2. Appropriate authority/approval level for business-class air travel (par. U3125-B2b);

3. Order endorsements related to foreign flag carrier use (par. U3125-C3);

4. Meal ticket issuance, use, and care, and for the payment for meals procured with the tickets (par. U1500);
5. Procedures and conditions under which advance payments are authorized including those in:

a. PDT: Ch 5, Parts B (par. U5104); C (par. U5204); D (par. U5319); E2 (par. U5479); F (par. U5560); G
(par. U5600); and H (par. U5725) may be paid IAW par. U5020.

b. Evacuation Allowances: Ch 6, Parts A and B (pars. U6001-F and U6050-F);
c¢. Recruiting expenses (par. U7033);
d. TLA (par. U9157);
e. OHA (par. U10028) NOTE: Advance MIHA is not authorized.
6. Appropriate separation or retirement activities (pars. U5125-A3 and U5130-A3);

7. Required documentation for personally procured transportation reimbursement or POC travel for dependents
ICW a ship being constructed or undergoing overhaul or inactivation (pars. U5222-M5 and U7115-D);

8. Claimsfor personally procured HHG transportation (par. U5320-D);

9. Member financial responsibility (pars. U2010, U3015, U5340-A2, U5380-A, U5417-Ald, U5420-C, U5445,
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U5474, and U5520);

10. Personal emergency determination (par. U7205-A);

11. Transportation of the remains of a deceased member and/or a deceased dependent (Ch 5, Part R);
12. Currency loss/gain procedures for OHA (Service Regulations IAW par. U10028-D);

13. Command sponsorship criteria (APP A DEPENDENT, COMMAND SPONSORED definition);
14. Establishing children’s dependency (APP A DEPENDENT definition),

15. CTO use policy (par. U3120);

16. Travel and transportation for a family member incident to the repatriation of a member held captive (par.
U5258);

17. Proceduresfor extending safe haven allowances incident to an evacuation (par. U6054-D2); and
18. Order writing procedures for certain foreign uniformed personnel (Ch 7, Parts Z1 and Z2).
19. Dependent escort travel and transportation allowances (par. U5241-E).

U1015 EXPENDITURE AUTHORITY

Nothing in these regulations provides authority for expenditures for purposes not provided for in appropriations and/
orinlaw.

U1020 REGULATION CHANGE EFFECTIVE DATE

A change to JFTR is effective, unless otherwise noted, on the published change date in which it first appears. This
date appearsin the lower left corner of each page. When an effective date is different from the published change
date, that effective date isindicated.

U1025 GAO (COMP. GEN.), DEFENSE OFFICE OF HEARINGS AND APPEALS (DOHA), GENERAL
SERVICES ADMINISTRATION BOARD OF CONTRACT APPEALS (GSBCA) OR CIVILIAN BOARD
OF CONTRACT APPEALS (CBCA), AND OFFICE OF THE SECRETARY OF DEFENSE (OSD)
GENERAL COUNSEL (GC) DECISIONS

The application of basic laws, appropriation acts, JFTR, JTR, and departmental instructions to specific travel
circumstances is subject to interpretation by the Comp. Gen., DOHA, occasionally GSBCA or CBCA, and OSD GC.
GAO, DOHA, GSBCA, CBCA and OSD GC decisions provide guidance for similar cases/situations involving the
same circumstances.

U1030 TERMINOLOGY

The terminology used in JFTR may be unique to JFTR. Consult APP A, and the relevant Chapters and Parts, to
determine the exact definition of a specific term. Definitionsin JFTR are not necessarily applicable to other
Volumes or to other GOV'T regulations.

U1031 REIMBURSEMENT OF DEPARTMENT OF DEFENSE DOMESTIC DEPENDENT SCHOOL
BOARD MEMBERS FOR CERTAIN EXPENSES

The SECDEF may provide for reimbursement of a school board member for expenses incurred by the member for
travel, transportation, lodging, meals, program fees, activity fees, and other appropriate expenses that the Secretary
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determines are reasonable and necessary for the performance of school board duties by the member. Department of
Defense Domestic Dependent School Directives. DDESS funds and issues necessary orders.

U1035 PAY AND ALLOWANCES CONTINUATION (PAC) PROGRAM

If amember is authorized PAC IAW OUSD (P& R) Memorandum, 15 May 2008, and DoDFMR, Volume 7A,
Chapter 13, the member is authorized | E as part of the PAC even though not in atravel status.

U1037 TDY CANCELED OR CHANGED

A traveler must promptly cancel airline and/or lodging reservations when it is known that they will not be used (e.g.,
TDY canceled, curtailed or changed). All unused tickets must be promptly turned into the issuing CTO. A traveler's
failure to follow these procedures may make the traveler financially liable for any resulting losses.

U1039 DEFENSE TRAVEL SYSTEM (DTS)

A. General. Atlocations at which DTS has been fielded, TDY vouchers are paid using DTS. The Services must
require that the CTO arrange commercial transportation |AW law, JFTR, GOV'T policies, agreements and
contracted rates using U.S.-certificated carriers and coach/economy-class accommodations whenever possible along
usually-traveled routes.

B. Travel Computed under DTS. DTS coversindividual TDY travel for business, travel for schoolhouse training,
deployment or personnel traveling together with or without no/limited reimbursement, and certain travel under
special circumstances. It does not cover travel for PCS (Ch 5), or evacuation (Ch 6). It does, however, cover RC
travel in locations where RC travel has been fielded by the particular Service except for:

1. Senior ROTC,
2. RC member travel for medical and dental care,
3. Retiree called to active duty,
4. A Ready RC member authorized a muster duty allowance, and
5. Active duty for training tours of 140 or more days at one location (except as noted in par. U2146) and active
duty for other than training for more than 180 days at one location (except when due to unusua circumstances
per diem has been authorized |AW par. U7150-A4b(3)).
TDY performed as part of a PCS move (i.e., TDY en route) is not paid under DTS.
C. AO's Responsihilities. The AO has broad authority to determine when TDY travel is necessary to accomplish
the unit’s mission, authorize travel, obligate unit travel funds, approve trip arrangements and authorize travel
expense incurred ICW that mission and IAW these regulations. The AO must determine the travel purpose (APP H)

for notation on the Trip Record. The information provided by the DTS Reservation Module or directly from the
CTO iscentral in helping to execute those responsibilities. The AO also must:

1. Usethe cost estimate on the Trip Record to determine if the travel budget can support the travel. If the
standard arrangements made in compliance with travel policiesusing GOV’ T negotiated airline, lodging and
rental car rates do not meet mission needs, the AO may authorize other travel options requested by the traveler,
provided they conform to law, regulation, policy and contractual obligations. The AO authorizes the cost
estimate.

2. Get information on policies relating to transportation and travel arrangements from the CTO and TO,
command channels or Service headquartersto assist in travel decisions.
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3. Assurethetraveler has accessto a GTCC (the unit'sor a CBA), if the traveler does not have a GTCC IBA.
Refer inquiries about card usage to the local GTCC program coordinator or the TO.

4. Adhereto policies and procedures IAW these regulations, use good judgment in obligating unit funds, and
ensure the traveler receives adequate reimbursement | AW these regulations.

5. Review the amounts claimed on the traveler’s expense report as soon after receiving it as possible. The AO’s
signature on the expense report certifies that the travel was taken, the charges are reasonable, the phone calls
authorized for reimbursement are in the GOV’ T’ s best interest, and approves the reimbursement of the
authorized expenses. Expense reports are subject to random selection for examination based on financial
management directives.

6. Permit atraveler to combine officia travel with leave or personal travel. However, contract fare travel must
not be used for personal travel (APP P, Part I1, item 12). The officia portion isto be arranged through the
CTO. Transportation reimbursement is authorized for the cost of official round trip travel between duty stations
only. The traveler may make other travel plans and pay the excess above the official cost; no excess costs for
travel or M&IE are paid by the GOV'T. A member is not authorized per diem on any day leaveis charged. The
AO is not to permit a TDY trip that is an excuse for personal travel.

D. Traveler's Responsibilities

1. A traveler updates the trip record as soon as possible after personally making arrangements.

2. When using the DTS for TDY over 45 days, atraveler should include a request for scheduled partial
payments with the order so the traveler is paid every 30 days. This ensures the traveler is paid for expensesin
about the same time as the IBA bills are received.

E. A Typica Business Trip

1. Beforethe Trip

a. Cost Estimate. A traveler should obtain a should-cost estimate for the trip. It isthe key to several travel
and trip funding decisions. It lets the traveler and the AO know up-front the standard and actual
arrangements, their associated costs, and the allowance maximums. It includes transportation costs to and
fromthe TDY location, lodging costs (including tax), and (if one is authorized) rental car fees as
determined by the DTS Reservation Module or directly fromthe CTO. The estimate also must reflect the
per diem rate broken out by M&IE and lodging and should also include any known planned reimbursable
expenses. A traveler may ask the CTO to estimate the amount for using commercial transportation.

b. Tailoring the Trip. The AO decidesif the traveler should use non-standard arrangements for mission
reasons. The AO may authorize certain changes for the traveler’s convenience (for example, using a POC
instead of flying). However, the standard arrangement’ s should-cost estimate (as the AO approves for
mission reasons) is the reimbursement baseline.

c. Authority for Travel. The AO authorizesthe TDY, the arrangements, determines the fund cite, and
obligates funds to pay for the trip, to include the payment of atravel advance or scheduled partial payment
if included. The resulting document isthe Trip Record.

d. Travel Packet. The CTO updatesthe Trip Record with the confirmed reservations and commercial ticket
information. The TO provides the documents needed for GOV'T transportation if the CTO does not
provide this service.

e. Paying for Arranged Services and Obtaining Cash to Pay Expenses while Traveling. The CTO typically

uses the traveler’ sindividual (IBA) or unit GTCC to charge or hold reservations. Airline and/or rail tickets

in some cases may be charged to a GTCC CBA. While on thetrip, the traveler should charge expenses
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incident to official travel on the IBA or unit GTCC whenever possible. For official travel-related expenses
that cannot be charged, the traveler can avoid using personal funds by using the IBA to obtain cash
advances or travelers checks. An advance isnot an option on a unit GTCC.

2. During the Trip

a. Changing Plans. If travel plans change from the itinerary, the traveler should call the CTO'S'TMC's 24-
hour toll-free number, if possible, to have the needed changes made. The AO may approve the changes
after the trip is complete; however, it is best if the traveler gets the AO’ s authority up-front, and has the Trip
Record updated. In any case, the traveler is reimbursed only for changes the AO approves on the Trip
Record.

*h. Receipts. Thetraveler must produce each lodging receipt and each receipt for any individua official
travel expense of $75 or more. A ‘hotel’ receipt from an online booking agent, that is not itemized, is not
a lodging receipt.

3. After the Traveler Returns

a. Completing the Expense Report. A traveler should complete and submit the Trip Record expense report
portion within 5 working days after returning from the trip. The receipts (lodging, and individual expenses
of $75 or more) must be attached to the expense report.

b. AO Approval. The AO must approve the expenses on the Trip Record for the traveler to get paid. This
includes reviewing the required receipts.

¢. Turning in the Expense Report. If using the DTS, the expense report is automatically routed to a
disbursing office for payment. If not using the DTS, afinance office or an office contractually arranged by
the traveler’s Service or Agency may provide this service. The amount paid is the amount the AO
approves.

d. Random Audits. Random audits of travel expense reports are conducted. The traveler or AO may be
required to provide additional information to the audit team.

e. Lost or Stolen Tickets. Par. U2515.

U1040 GAIN-SHARING PROGRAM

The Gain-Sharing Program is a bonus-oriented incentive program designed to share GOV’ T travel and transportation
cost savings with atraveler. While authority existsin 5 USC, Chapter 45, Subchapter 1 for a Gain-Sharing Program
for civilian employees, there is no known authority for such a program for uniformed personnel. Participationin a
Gain-Sharing Program is not covered by, nor addressed in, the JFTR.

U1041 PILOT PROGRAM ON CAREER FLEXIBILITY TO ENHANCE RETENTION
Effective 1 January 2009 through 31 December 2012

Sec 533 of FY09 NDAA (P.L. 110-417) allows the Secretary of each military department to set up a pilot program
on career flexibility to enhance retention. The pilot program allows up to 20 enlisted personnel and 20 officers of
the Regular Components of each Armed Force each year to be inactivated from active duty to the Ready Reserve to
meet personal or professional needs and return to active duty within 3 years. The pilot program runs from calendar
years 2009-2012. A member chosen for the pilot program is authorized to select aHOS in the U.S. and receive
travel and transportation allowances to that HOS upon release from active duty, rather than being limited to the HOR
or PLEAD asdescribed in pars. U5125, U5225, U5360 and U5410-A3. Upon return to active duty the member is
authorized travel and transportation allowances from the PLEAD, limited to the HOS at the time of release from
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active duty (pars. U5000-B3, U5120-A, U5201-A2a, U5222-A1, U5345-A, U5345-B, U5410-A2). A member must
return to active duty within 3 years of release but NLT 31 December 2015.

U1045 GOV’'T QTRS USE/AVAILABILITY

A. QTRSAvailable

*1. A member ordered to aU.S. INSTALLATION (as opposed to a geographic location like atown or city) is
required to check GOV’ T QTRS availability (e.g., through the CTO) at (not near) the U.S. INSTALLATION to
which assigned TDY to facilitate the AO’ s decision about requiring GOV’ T QTRS use.

*2. The AO may direct adequate (based on DoD and Service standards) available GOV'T QTRS use for a
uniformed member on (not near) aU.S. INSTALLATION only if the uniformed member isTDY to that U.S.
INSTALLATION. (DOHA Claims Case No. 2009-CL-080602.2, 7 July 2010).

*3. GOV'T QTRS availability/non-avail ability must be documented as indicated in par. U1045-C.

*4. A member, as a prudent traveler, should use adequate available GOV'T QTRS onthe U.S.
INSTALLATION at which assigned TDY'; however:

*a. When adequate GOV'T QTRS onthat U.S. INSTALLATION use is directed, and
*h. Those QTRS are available on the U.S. INSTALLATION to which amember isassigned TDY, and
*c. The member uses other lodgings as a personal choice,

lodging reimbursement is limited to the GOV’ T QTRS cost on the U.S. INSTALLATION to which assigned
TDY (44 Comp. Gen. 626 (1965)).

*5. Per diem cannot, however, be limited based on the presence of ‘nearby’ GOV'T QTRS (i.e,, not onthe U.S.
INSTALLATION to which the member is assigned TDY but on another ‘nearby’ U.S. INSTALLATION or
other uniformed facility or elsewhere). The non-availability documentation indicated in par. U1045-C is
required only for GOV'T QTRS ‘on’ the U.S. INSTALLATION at which the member isassigned TDY .

NOTE 1: FOR COAST GUARD, NOAA, AND PHS PERSONNEL ONLY: GOV’'T QTRS are available only if
use is directed in the order.

NOTE 2: The member is not required to seek (or check for) GOV’T QTRS when TDY to a U.S. INSTALLATION
after non-availability documentation has been initially provided. Checking QTRS availability is a one-time
requirement at a TDY U.S. INSTALLATION. (Ex: A member, who is required to check QTRS availability on
arrival at a U.S. INSTALLATION, does so and is issued non-availability documentation, cannot be required to
re-check later for QTRS availability at that U.S. INSTALLATION during that TDY period there). Par. U1045-C.

B. QTRS Not Available. GOV’T QTRS are not available:
1. WhenaTDY/delay point is at other than aU.S. INSTALLATION;
2. When an AO determines that GOV’ T QTRS use would adversely affect mission performance, except for:
a. A member attending a service school at a uniformed service facility; and
b. Anofficer in grades O-7 through O-10 who personally determines QTRS availability;

3. During all periods of en route travel;
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4. For any TDY/delay of lessthan 24 hours at one location;
5. When travel isICW aPCS:
a. When per diem is payable under ‘MALT-Plus' (par. U5105-B);

b. When amember is authorized concurrent travel, and the family (including the member) cannot lodge
together in GOV'T QTRS at a POE/POD; or

c. Toaship/afloat staff with an OCONUS home port, and;

(1) A member is accompanied by dependents authorized concurrent travel;

(2) Isputon TDY at the home port while awaiting ship/staff arrival or onward transportation;
and GOV’ T QTRS are not available for the entire family; or

6. When amember isTDY at amedical facility asanon-medical attendant accompanying a dependent in an
outpatient status. Par. U7551.

C. Order or Voucher
1. Documentation. An/A order/voucher must document availability/non-availability by:
a. Confirmation number provided by the Service'slodging registration process;

b. The date the member attempted to make reservations, and the phone number and name of the billeting
office PoC; or

c. Member certification that GOV’ T QTRS were not available on arrival.

2. Authorization/Approval. When a member provides acceptable documentation on a order/voucher of GOV’ T
QTRS non-availahility, the AO must authorize/approve reimbursement for commercial lodgings.

3. Paper Non-Availability Statement Not Required (Effective 1 October 1995). Per USD memorandum, dated
29 August 1995, a DoD traveler is not required to obtain paper non-availability statements to justify
reimbursement for commercial lodging and per diem.

U1050 CONFERENCE/TRAINING AT THE PDS

Registration fees, meals, lodging, travel, and/or other expenses required for conferences/training at the PDS may not
be paid as travel alowances per 37 USC, 8404. Authority to pay related training costs at the PDSisin 10 USC
§2013; 5 USC 8§4109; 42 USC 8218a; and 14 USC 8469. The costs must clearly be integral to the training (39
Comp. Gen. 119 (1959); and B-244473, 13 January 1992). When training events require lodging and subsistence
costs at the PDS, authority for training expense payment is made through the training and/or comptroller personnel
using the above legal authority.

U1051 HOTEL AND MOTEL FIRE SAFETY - APPROVED ACCOMMODATIONS

GOV'T policy isto save lives and protect property by promoting the use of fire safe hotels and other establishments
that provide lodging. Each DoD component must ensure that not less than 90% of all official travelers who use
commercial lodgings while on official travel in the U.S. or non-foreign OCONUS areas are booked in fire-safe
approved places of public accommodation. Lodgings that meet GOV'T requirements are listed on the U.S. Fire
Administration's Internet site at http://www.usfa.fema.gov/hotel/index.htm. Services arein compliance with the
90% requirement if travel arrangements are made through use of an agency-designated TMS (APP A, TRAVEL
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MANAGEMENT SYSTEM (TMS)) whenever possible (5 USC 8§85707a).
U1055 APPROPRIATE ACTION FOR FAILURE TO FOLLOW JFTR

Each command/unit is expected to take appropriate disciplinary action when amember and/or AO fails to follow the
JFTR. Disciplinary action should be for willful violations and may be in the form of counseling (oral/written), non-
judicial action, or other appropriate means. Action must not be through refusal to reimburse. Par. U3120-A4 for
exception when reimbursement is not allowed.

U1060 REGISTERED AND/OR TRUSTED TRAVELER PROGRAM MEMBERSHIP FEE

A. General. Registered and/or trusted traveler programs (i.e., FlyClear) are voluntary individual private sector
programs designed to expedite the security screening process at participating airports. Registered/trusted travelers
pass through special, shorter security lines, which require the individual traveler to provide personal information in
advance. Collection of the personal information requires memberships to be obtained by individual travelers as
opposed to an agency.

*B. Participation. Participation in this program is voluntary and is not required by the GOV'T. GOV'T fund use to
obtain membership in such a program is statutorily prohibited by 5 USC 85946 per GSA Bulletin FTR 08-05 of 25
June 2008.

C. Enrollment Fee. Enrollment feesin this program are not reimbursable (APP G).
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PART A: TRAVEL POLICY
U2000 GENERAL

A. Travel and Transportation Policy. The following applies to every uniformed member and/or their dependents:

1. They must use the least expensive unrestricted economy transportation accommodations (APP A) unless
otherwise provided for in par. U3125-B, U3130, or U3135.

2. Other than Economy/Coach (First and Business) Class Travel/Accommodations. (APP A1l): See pars.
U3125-B2a, U3125-B2b and U3135-C (trains only) to determine whose authority is required for GOV’ T-
funded other than economy/coach class transportation to be provided. See APP H2, Sec C, for afirst-class and
H3, Sec B for a business-class decision support tool.

NOTE: Thetravel order MUST include the cost difference shown in items 13 and 14, and the information in
items 16 and 17, of APP H, Part I, Section A (Other than economy/coach Class Travel Reporting Data
Elements and Procedures). Example: “Business (or First) —class accommodations have been justified and
authorized/approved based on JFTR, par. U3125-B4a. The cost difference between the business-classfare
and the least expensive unrestricted coach-class fare is $765.00. LtGen. Aaaaa Bbbbb, HQ USA/XXXX,
authorized/approved this use of other than economy/coach class accommodations. Full documentation of
the authorization/approval for use of these other than economy/coach class accommodationsison filein the
office of the other than economy/coach class AO.”

a. Requests for other than economy/coach class accommodations must be made and authorized in advance
of the actual travel unless extenuating circumstances or emergency situations make advance authorization
impossible. If extenuating circumstances or emergency situations prevent advance authorization, the
member must obtain written approval from the appropriate authority within 7 days of travel completion. If
other than economy/coach class travel is not approved after-the-fact, the member is responsible for the cost
difference between the other than economy/coach class transportation used and the transportation class for
which the member (and/or dependents(s)) was/were eligible. A travel order authorizing other than
economy/coach class accommodations due to extenuating circumstances or emergency situations must
clearly explain the situation circumstances (i.e., not ssimply state the JFTR phrase, but provide the
background and justification to enable an audit of the upgrade rationale) and include the difference in cost
between the other than economy/coach class and coach-class fares, authority and authorization source
(memo/letter/message/etc.), including date and position identity of the signatory for other than
economy/coach class). Appropriate GOV'T transportation documents must be annotated with the same
information.

b. Only aperson senior to the member may authorize/approve other than economy/coach class
accommodations for the member/dependents (DoD 4500.9-R, par. E.3.1.4, Encl 3, 12 February 2005). Par.
U3125-B2.

c. Other than economy/coach class accommodations may be authorized/approved by the other than
economy/coach class AO due to medical reasons only if acompetent medical authority certifies sufficient
justification of medical disability/special need exists and that the medical condition/special need
necessitates (for a specific time period or on a permanent basis) the other than economy/coach class
accommodations upgrade. The other than economy/coach class AO must be able to determine that, at the
time of travel, other than economy/coach class accommodations are/were necessary because the member or
dependent is/'was so disabled/limited by the special need that other lower-cost economy accommaodations
(e.g., ‘bulk-head’ seating, or providing two economy seats) cannot/could not be used to meet the

traveler’ s’dependent’ s requirements.

NOTE: The attendant who is authorized transportation under par. U7250-B or U7251-B may be
authorized/approved for other than economy/coach class accommodations use to accompany the
attended member or dependent, when the attended member or dependent is authorized other than
economy/coach class accommodations use and requires the attendant’ s services en route. Authorization
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for one member of a family to use other than economy/coach class accommodations due to a disability
does not authorize the entire family to use other than economy/coach class accommodations during
official travel. Other than economy/coach class authorization islimited to the disabled traveler and
attendant (if required). See APP A SPECIAL NEEDS definition.

d. Use of other than economy/coach class accommodations is not authorized during travel incident to PCS,
COT leave, emergency leave, R& R, FEML, or personnel evacuations unless for physical handicap or
medical reasonsin par. U2000-A2c.
3. Travel other than by a usually traveled route must be justified.
4. A member or dependent may not be provided contract city-pair airfares provided under GSA contract (APP
P) or any other airfaresintended for official GOV’'T business for any portion of a circuitous route traveled for
personal convenience.

5. The member and/or dependent(s) is/are personally financially responsible for any additional expense accrued
by not complying with par. U3125-C.

6. Personnel directives dictate if/how leave isto be charged for workday time not justified as official travel.

7. A member may voluntarily use/accept, and the GOV’ T may furnish, accommodations that do not meet
minimum standards if the member’s or Service's needs require use of these accommaodations.

8. A member may not be reimbursed for travel at personal expense (par. U3120-D) on non-U.S.-certificated
ships/aircraft, except as specified in par. U3130-F.

9. Each dependent is allowed a seat.

B. Service Responsibility. Each Service must:

1. Authorize only travel necessary to accomplish the GOV’ T's mission effectively and economically.
2. Establish internal controlsto ensure that only travel essential to the GOV’ T’ s needs are authorized.
U2010 OBLIGATION TO EXERCISE PRUDENCE IN TRAVEL

A. General. A member must exercise the same care and regard for incurring expenses to be paid by the GOV'T as
would a prudent person traveling at personal expense.

B. Receipts. A traveler must maintain records to validate individual expenses of $75 or more and for all lodging
costs (except when authorized aflat rate 55% contingency per diem, par. U4105-14). All receipts should be
maintained as required by finance regulations.

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

D. Lodging Programs

*1. The Army Lodging Success Program, Navy Elite Lodging Program, and GSA’s FedRooms Lodging
Program provide adequate quality lodging at/below per diem and properties often are closeto TDY location
worksites.

*2. Use of lodging facilities in these programs often results in cost savingsto the GOV'T.

*3. The FedRooms Lodging Program lodging rate isindicated by the use of an ‘XV U’ rate code as opposed to
a‘'GOV'’ or other rate code.
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4. Not al programs are available to all travelers.

*NOTE: The Army Lodging Success Program, Navy Elite Lodging Program, GSA’s Fed Rooms L odging
Program, including GOV’ T contracted quarters not located on an I nstallation to which the member is assigned
arenot GOV'T QTRS. (DOHA Claims Case No. 2009-CL-080602.2, 7 July 2010).

U2015 GOV'T TRAVEL CHARGE CARD (GTCC) USE

A. General Policy. “Itisthe general policy of DoD that the (GTCC) be used by DoD personnel to pay for all costs
incidental to official businesstravel, including travel advances, lodging, transportation, rental cars, meals and other
IE, unless otherwise specified,” (OSD (C) memo of 28 March 1995, subject: Travel/Reengineering |mplementation
Memorandum #2--Maximized Use of the Travel Charge Card).

B. DoD Palicy. The policies and proceduresfor the GTCC program (including central billing and unit cards)
arefound in the DODFMR(DoD 7000.14-R), Volume 9, “ Travel Policy and Procedures.” The DoD Comptroller
Finance Management Regulation website is found at http://mww.dtic.mil/comptroller/fmr/.

C. Non-DoD Policy. The policies and procedures for the GTCC program are found in Service regulations.

D. Centrally Billed Account (CBA)/Individually Billed Account (IBA) Statement. A statement must be on each
travel order indicating whether transportation tickets ordinarily are purchased using a GTCC CBA or an IBA. This
statement alerts voucher examiners when a transportation cost shows up as a reimbursable expense, and assists
in preventing duplicate payments.

NOTE: DoDFMR 7000.14-R, Volume 9, Chapter 3, par. 030607 (available at:
http://imwww.dod.mil/comptroller/fmr/09/09_03.pdf) indicates the purposes for which a DoD GTCC may be used.
Charging personal travel expensesis GTCC misuse. A DoD traveler who misusesthe GTCC is subject to
administrative or disciplinary action. To prevent misuse of the GTCC IBA and city-pair airfaresfor leisure
travel, a copy of the relevant travel order must be provided to the CTO before the final ticketing. An electronic
DTS generated order, available on line for viewing or reproducing, suffices to meet this requirement and
preclude the necessity of the order being physically provided. A CTO may issue tickets for official travel
authorized by proper oral, letter, or message authority if travel must begin or is performed before a written travel
order isissued; however, the official who directed the travel isresponsible for providing a confirmatory travel
order to the CTO as soon as possible.

U2020 OFFICIAL DISTANCE DETERMINATION

A. POC (Except Airplane). The DTOD:

1. Istheonly official source for worldwide PCS and TDY distance information.
2. Replaces all other sources used for computing distance (except for airplanesasin par. U2020-B below).

3. Useszip code to zip code distance within the CONUS and non-foreign OCONUS areas and city to city
distance elsewhere (e.g., within foreign locations or to/from foreign locations).

NOTE: All DoD facilities (CONUS and OCONUS) are supposed to be listed in the DTOD. If a facility
cannot be located, SDDC should be informed of the missing location. A missing facility can be added to the
DTOD system. All feedback should be directed through the DTOD website at http://dtod.sddc.army.mil.

4. Provides distances which must be rounded to the nearest mile for each leg of ajourney.
5. Does not apply to the following travel distances that are determined by odometer readings:

a Inand around the PDS/TDY sites,
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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 an RC member performing active duty

when the member commutes under the provisions of par. U7150-A1b.

6. Websiteisfound at http://dtod.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 Distance Use. The officia distance is used in determining the distance between any two locationsin

par. U3010.

D. Personally Procured Moves. The DTOD (shortest distance) isthe only official source for distances for

personally procured moves.

U2025 STANDARD CONUS PER DIEM RATE

A. 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.

*B. Effective 1 October 2010, the Standard CONUS per diem rateis:

LODGING

TOTAL

$77

$123
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PART F: TRAVEL CLAIMS AND RECEIPTS
U2500 TRAVEL VOUCHER SUBMISSION
Members should submit travel vouchers as specified in Service administrative and/or procedural directives and

DODFMR, Volume 9. The DOD Comptroller Finance Management Regulation website is found at
http: //www.dtic.mil/comptroller/fmr/.

U2505 FRAUDULENT CLAIM

See DODFMR, Volume 9, or appropriate Service regulations for non-DOD Services, for the requirements regarding
payments when fraudulent expense(s) are suspected. Generally, when there is a reasonabl e suspicion of afalsified
expense (other than the cost of lodging, meals or incidentals), the suspect expenseis not allowed. When thereisa
reasonable suspicion of a falsified expense for lodging, meals or incidentals, the applicable per diem or AEA is
denied for the entire day on which the suspected expenseis claimed. Per the DODFMR, or Service regulations for
non-DOD Services, if payment is made before discovery of a suspected falsified expense, the payment recipient
must reimburse the GOV’ T (57 Comp. Gen. 664 (1978) and 61 id. 399 (1982)).

U2510 RECEIPT REQUIREMENT
*A. General. A receiptisrequired for:

*1. Each lodging expense regardless of amount, and

*2. Eachindividual expenditure of $75 or more.
The receipt must show when specific services were rendered or articles purchased, and the unit price.
*B. Lost Receipt. If areceipt isimpracticable to obtain or has been inadvertently lost/destroyed, a statement
explaining the circumstances must be furnished. For lodging, a statement must include the lodging facility’ s name
and address, the dates lodging was obtained, whether or not others shared the room (and the sharer’ s status as an
official traveler), and the cost incurred. A 'lost receipt’ statement does not substitute for an online booking hotel

receipt.

*C. Review and Administrative Approval. The AO must determine whether or not the expenses claimed are
reasonable. If an expenseis:

1. Inflated, or

2. Higher than normal for similar servicesin the locality,
the expense must be disallowed.
*NOTE: Each traveler must be advised to retain ALL receiptsfor tax or other purposes.
U2515 LOST/STOLEN/UNUSED TICKET/GTR REIMBURSEMENT

A. Lost/Stolen/Unused Ticket. The traveler:

1. Must safeguard tickets, if issued, carefully at all times;
2. Must immediately report alost or stolen ticket to theissuing CTO;

3. Isfinancially responsible to purchase a replacement ticket;
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4. Must not be reimbursed a replacement ticket purchase until the GOV’ T has received arefund for the
lost/stolen ticket;

5. Isauthorized reimbursement initially only for the first ticket purchased (if the traveler paid for both tickets).
If that first ticket isrecovered, turned in for refund, and the GOV’ T is repaid, reimbursement may be made for
the second ticket, NTE the cost of the first ticket; and

*6. Must return unused ticketsto the CTO. NOTE: SF-1170, Redemption of Unused Tickets, found at
http: //www.gsa.gov/portal/content/102011, is usable, if authorized in Service regulations, ICW turning in
unused tickets.

B. Lost/Stolen/Unused GTR. Travelersand other personnel accountable for GTRs must safeguard them
carefully at all times. However, the traveler or other accountable person must immediately notify the proper official
(as prescribed in Service procedures) if aGTR islost or a GTR in the care of any of them is stolen. If the lost/stolen
GTR shows the carrier service desired and origin point, the named carrier and other local initial carriers also must be
promptly notified IAW Service procedures. A GTR, recovered after it has been reported lost, must not be used but
rather be sent to the activity specified in Service procedures. A traveler or other accountable person may be held
liable for any GOV’ T expenditure caused through negligence on that person’s (the member for the dependent also
under most circumstances) part in safeguarding GTRs.

NOTE 1: Travelerswithout sufficient funds to purchase duplicate transportation may be furnished the necessary
transportation on a cost charge basis according to individual Service procedures (see DOD 4900.9-R (DTR, Part
|. for DOD personnel and Service regulations for the non-DOD Services). The necessary transportation is
furnished as a personal loan for the traveler’ s benefit. Thetraveler remainsfinancially responsible to the
GOV'T for the cost of thelost or stolen ticket, regardless of fault or negligence.

NOTE 2: A GTR may beissued and used only for official travel. A GTR must not be issued or used for personal
travel regardless of the reason, even on areimbursable basis.
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U3430 COURTESY TRANSPORTATION USE

PART F: LOCAL TRAVEL IN AND AROUND PDS OR TDY LOCATION

U3500 GENERAL

Authority

Loca Area

Control and Delegation
Reimbursable Expenses

Travel to and from Medica Facilities

moow2

U3505 PDS AREA TRAVEL

General

Commercial Transportation

POC Travel

Both Commercial Transportation and POC Travel
Examples

moowy

U3510 TRAVEL AT THE TDY LOCATION
A. Travel Points
B. Meadsand/or Lodging Unavailable at Duty Site
C. Commercial Travel
D. POC Travel

U3535 TAXICAB USE INCIDENT TO AUTHORIZED WORK OUTSIDE REGULARLY

SCHEDULED WORKING HOURS

A. Generd
B. Authorization/Approval Authority
C. Finance Regulations Requirements
D. POC Mileage
U3540 VOUCHERS AND SUPPORTING DOCUMENTS

PART G: PARKING EXPENSES FOR CERTAIN MEMBERS

U3550 GENERAL
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PART A: APPLICABILITY AND GENERAL RULES
U3000 SCOPE

A. Applicability. This Chapter appliesto all travel incident to TDY and PCS by any transportation mode. It
prescribes rules concerning accommodations a member or dependents may use on a specific mode, U.S.-certificated
carrier use, travel agency use, transportation expense reimbursement, travel within and around a member’s TDY or
PDS location, and accompanied baggage transportation authority.

B. Transportation Mode. Official TDY or PCS travel may be authorized/approved on any combination of the
following:

1. GOV'T (including foreign government) aircraft, train, bus, vehicle, or vessel (ocean, waterway or ferry),

2. Commercial (including GOV’ T-contracted) aircraft, train, bus, or ship (ocean, waterway or ferry), NOTE:
The English Channel Tunnel (CHUNNEL) used for travel between the United Kingdom and Europeisa
ferry for computation purposes.

3. POC,

4. Specia conveyance,

5. Taxicab, bus, streetcar, subway or other public conveyances, and
6. Airport limousine, or courtesy conveyance.

NOTE: For the limited number of senior officials designated by Secretary of Defense as*“ required use” travelers
on military aircraft see DoDD 4500.56, DoD Palicy on Use of GOV’ T Aircraft and Air Travel, Encl. 2.

U3001 ALLOWABLE TRANSPORTATION EXPENSES

Transportation expenses include the cost of airling, train (including sleeping accommodations or parlor car seats),
ship (including ocean, waterway or ferry), and bus tickets, transportation to/from carrier terminals and special
conveyance cost. POC operating expenses ordinarily are reimbursed through a mileage allowance. Transportation
expenses reimbursement and mileage are in addition to the per diem or actual expense allowances prescribed in Ch
4, Part B and C.

U3002 DIRECTING TRANSPORTATION MODE
NOTES:

1. Throughout par. U3002 and the rest of JFTR, users must remember that itis MANDATORY DoD policy
tousea CTO for all official transportation requirements.

2. Non-motorized transportation mode (bicycle, etc.) may be authorized by the AO; however, a mileage
allowance is not authorized for the official travel (par. U2600). The AO may authorize reimbursement of
transportation related expenses involving non-motorized transportation in the GOV’ T'sinterest NTE the
most advantageous transportation mode cost per the AO determination.

A. General. The AO official may direct the use of one or more transportation modes for a member on TDY travel
that does not involve a PCS move. Service regulations may, under limited circumstances, specify when a particular
mode (other than a POC or special conveyance) may be directed (par. U5107) for an individual PCS move. Par.
U5108-A for transoceanic PCStravel. A member may not be directed to use a POC or a special conveyance, nor
may dependent travel be directed by a particular mode. The member may select POC for overland PCStravel. If
no mode is directed, the member may select a transportation mode that allows the mission to be completed within
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the prescribed time limits. The member isbound by all regulations pertaining to the directed or, if appropriate, the
selected transportation mode.

B. Travel Reimbursement. Except PCS transoceanic travel (par. U5108-A), when a specific transportation mode is
directed a member may be reimbursed for personally procured transportation NTE the directed mode cost. NOTE:
This policy does not apply to pars. U5108-A, U7200-Cla, U7205-A, U7206, U7400, U7401, U7450-A, U7451,
U7500 and U7551, items 3 and 4. Par. U3120 regarding mandatory CTO use.

C. Other Reimbursable Expenses. Reimbursement for additional TDY transportation expenses (e.g., taxicab, bus,
streetcar fares) is allowable as authorized in Ch 3, Part E.

U3003 AUTHORIZED MODE

The AO, when not required to direct the transportation mode, ordinarily determines the authorized transportation
mode, taking into account mission requirements, time limits, transportation availability, and economic
considerations. If the AO failsto make a determination or direct the mode, air transportation is the authorized mode
for travel time and per diem calculation purposes for TDY and transoceanic PCS travel, unless the member
demonstrates that air transportation cannot meet the mission requirements efficiently or economically.

U3005 TRAVEL TIME

A. Travel by GOV'T Conveyance and/or Common Carrier on GOV’ T-Procured Transportation. Travel time for
travel by GOV'T conveyance (except GOV’ T automobile) and/or common carrier obtained by GOV’ T-procured
transportation is allowed for the actual time needed to travel over the direct route including necessary delays for the
transportation mode used. Travel time for travel by GOV’ T automobile is computed under par. U3005-C.

B. Travel by other than Directed Mode. A member, directed to travel by an available specific transportation mode
but who electsto travel by another mode, is limited to the actual travel time used, NTE the allowable travel time for
the directed transportation mode.

C. POC
1. TDY. Generally, 1 travel day isallowed for each 400 miles of ordered travel officia distance. If the excess
distanceis 1 or more miles after dividing the total official distance by 400, one additional travel day is allowed.
When the total official distanceis 400 or fewer miles, 1 day of travel timeisalowed. Thisappliesto travel by:
a. POC if to the GOV’ T's advantage, and
b. Special conveyance (vehicle) as an authorized TDY transportation mode, and
c. GOV'T vehicle.
2. PCS. Generdly, 1 travel day isallowed for each 350 miles of ordered travel official distance. If the excess
distanceis 51 or more miles after dividing the total official distance by 350, one additional travel day is

allowed. When the total official distance is 400 or fewer miles, 1 day of travel timeisalowed. Par. U5160-E
ICW additional travel time.

3. Driving Distance Per Day. There is no mandatory distance that must be driven per day.

D. Travel by Aero Club. When atravel order does not direct travel by a specific transportation mode and the
member travels by Aero Club aircraft, allowable travel timeis the actual travel time, including necessary delays, up
to the time allowed if commercial transportation had been used.

E. TDY Travel by Mixed Mode

1. POC Useto the GOV'T’s Advantage. If amember travels partly by POC and partly by common carrier for a
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leg of ajourney, travel timeis computed IAW par. U3005-C for the distance traveled by POC, to whichis
added the actual travel time using commercial transportation. The total allowable time cannot exceed that
authorized in par. U3005-C for POC travel for the ordered travel officia distance.

2.

POC Use Not to the GOV’ T's Advantage. If a member travels partly by POC and partly by common carrier

for aleg of ajourney, travel timeis computed IAW par. U3005-C for the distance traveled by POC, to whichis
added the actual travel time using commercial transportation. The total time cannot exceed that authorized in
par. U3005-A for commercial transportation for the ordered travel official distance.

F. Travel by Special Conveyance. When special conveyance use is authorized/approved, allowable travel timeis

the actual time needed to perform travel. NOTE: If travel is by vehicle, authorized travel timeis computed under
par. U3005-C.

U3006 TRAVEL SCHEDULE

In determining atravel schedule, select the scheduled transportation that most nearly coincides with the departure
and arrival times needed to carry out the mission and the provisions of par. U3006. Consider:

1

2.

3.

4.

5.

6.

Duty hours;

Duty requirements;

Lodging availability at points of origin, destination or intermediate stops;
The need for onward transportation;

The traveler's comfort and well being; and

The traveler not being scheduled for departures and arrivals between 2400 and 0600 unless that is the only

schedule available or is required by the mission.

U3010 SEPARATE JOURNEYS

When determining payabl e allowances, travel between any two points in the following categories is computed
separately as a separate journey:

1.

2.

8.

9.

PDS,

TDY station,
POE,

POD,

First duty station,
Last duty station,
HOR,

HOS,

PLEAD,

10. A designated place,
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11. A COT leavelocation,

12. Safe haven location IAW par. U5120-1,

13. POV loading port/VPC,

14. POV unloading port/VPC, and

15. POV storage facility.
*U3015 ACCOMPANIED BAGGAGE AND EXCESS ACCOMPANIED BAGGAGE TRANSPORTATION
A. General. This par. prescribes transportation authority for:

1. Accompanied baggage transported free on a transportation ticket, and

2. Excess accompanied baggage.
See APP A for definitions of BAGGAGE and BAGGAGE, ACCOMPANIED.

B. Accompanied Baggage

1. General. The rules governing accompanied baggage allowances and charges for excess accompanied
baggage are outlined in the carrier’ stariff. Travelers should check with individual transportation carriers, prior
to travel, for guidance on the allowances and limitations of baggage weight and size as well as the number of
bags allowed.

2. Accompanied Baggage Transfer. Itemized necessary accompanied baggage transfer expenses are
reimbursable except when the member isreceiving TDY mileage or MALT.

3. Accompanied Baggage Return as Part of a Troop Movement. When a member's accompanied baggage is
transported as part of atroop movement but the member is later removed from the movement order, expedited
transportation may be used to return/forward the accompanied baggage to the member. This expedited
transportation must be authorized/approved |AW Service regulations.

C. Excess Accompanied Baggage

1. Definition. Accompanied baggage in excess of the weight, size, or number of pieces carried free by a
transportation carrier or when charged a fee by the airline to transport accompanied baggage.

2. Traveler Responsibility. The traveler should be financially prepared to pay for excess accompanied
baggage while traveling.

3. Authorization/Approval. Excess accompanied baggage may be authorized/approved by the AO.

4. Expense Reimbursement (APP G)

a. Reimbursement Allowed. Examples of when excess accompanied baggage may be necessary (ICW
official travel) are:

(1) Family size;
(2) A traveler with adisability/special needs (i.e., ambulatory/respiratory aids); or

(3) Professional article(s)/material required for official duties at the TDY /next PDS location.
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b. Reimbursement Not Allowed. Excess accompanied baggage reimbursement isnot for:

(1) Pets (par. U5810-D); and/or

(2) Costsincurred when atraveler purchases an airline ticket to accommodate circuitous/personal
convenience travel ICW official travel and excess accompanied baggage costs would not have been
incurred if a GOV’ T-procured airline ticket was available and used (par. U2010).

5. Transportation Charges. Excess accompanied baggage charges that have been authorized before travel may
be:

a. Included in GOV’ T-procured transportation documents,
b. Reimbursed to the traveler, or

c. Paid for with a Miscellaneous Charge Order (MCO).
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SECTION 3: COMMERCIAL SHIP TRANSPORTATION
U3130 COMMERCIAL SHIP TRANSPORTATION

A. General. Commercial transoceanic ship transportation may be directed only for operational reasons and may be
authorized/approved only as prescribed in par. U3130-B. A member and/or dependentstravel by car ferry IAW par.
U5116-C3. Without authorization/approval, reimbursement for transoceanic ship transportation is based on
constructed air transportation costs.

B. Commercia Ship Use Authorization. Commercial ship use may be authorized/approved by the AO when the
travel can be:

1. Completed only by ship.
2. Performed more economically or efficiently by ship.
NOTE: See. par. U2000-A2c for medical reasons.

C. Ship Accommodations. A member and/or dependents authorized to travel by ship at Gov't expense must use the
least costly room accommodations. More costly room accommodations at Gov't expense must be authorized/
approved AW par. U3130-D for reimbursement to be paid for the more expensive accommodations. Rooms aboard
ship are normally sold based on double occupancy and there is arate per person. A person traveling aloneis
normally charged 1.5 times the per person rate when not sharing the room.

D. Authorization/Approval for More Costly Ship Accommodations Use at Gov't Expense. NOTE: See par.
U2000-A2b.

1. Authorization/Approval. Use of more costly accommodations, under the circumstances specified in par.
U3130-E, may be authorized/approved IAW par. U3125-B2.

2. Requirements. Authorization for more costly ship accommodations use at GOV’ T expense should be
received in advance of the travel unless extenuating circumstances or emergency situations make advance
authorization impossible. In these cases, the member must request written approval from the appropriate
authority at the earliest possible time. See par. U2000-A2a.

E. More Costly Ship Accommodations Use. (OMB Bulletin 93-11, 19 April 1993) (See APPH, Part I1, Section C
for requirements/procedures.) More costly accommodations at Gov't expense may be authorized/ approved only
when:

1. Less costly accommodations are not available.
2. Medical reasons require the more costly accommodations. See par. U2000-A2c.
3. There are exceptional security requirements. Examples are;

a. A member or dependent whose use of less costly accommodations would entail danger to the member’s
or dependent’slife or Gov't property.

b. Protective detail agent accompanying an individual authorized to use more costly accommodations.

c. A courier and/or control officer accompanying a controlled pouch or package and adequate lower cost
accommodations are not available.

F. Use of Shipsof U.S. Reqgistry

1. General. Shipsof U.S. registry must be used except as provided in pars. U3130-F2 and U3130-F3 (46 USC
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§1241 (a)). Thisappliesto al official travel and accompanied baggage transportation without regard to the
source of funds used to pay (57 Comp. Gen. 546 (1978)). When ship transportation is authorized/approved and
aship of U.S. registry cannot provide the transportation service required, transportation may be obtained aboard
aforeign-registered ship (B-190575, 1 May 1978).

*2. Ship of U.S. Registry Use Impracticable. When use of a ship of U.S. registry would serioudly interfere
with/prevent the performance of official business, the AO may authorize/approve foreign-registered ship use.
Documentation required by par. U3125-C3 explaining why use of a ship of U.S. registry isimpracticable must
be provided to the traveler to justify transportation reimbursement. An order endorsement is acceptable.

3. Ship of U.S. Registry Unavailable. When aship of U.S. registry is not available, the transportation/other
appropriate officer may authorize/approve foreign-registered ship use. Documentation required by par. U3125-
C3isused explaining why a ship of U.S. registry is unavailable, and must be provided to the traveler to justify
transportation reimbursement. An order endorsement is acceptable.

4. Determination Required. The authorizations/approvals referred to in pars. U3130-F2 and U3130-F3 must
not be based on inconvenience in securing transportation on a ship of U.S. registry, short delaysin awaiting
transportation, arranging circuitous routes for traveler convenience, or similar reasons.
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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 PCStravel. Part F for non-PCS/TDY transportation expensesincurred in
and around duty stations.

U3405 REIMBURSABLE EXPENSES
A member may be reimbursed for transportation-related reimbursable expenses described in this Part (and APP G)
which areincurred for travel between two points that are a separate journey (par. U3010) when TDY mileageis not

payable, even though the member begins or endsina TDY mileage status during the same calendar day. A member
who ispaid TDY mileage for the entire journey may not be reimbursed for reimbursabl e transportation expenses.

U3410 TAXICAB/LIMOUSINE SERVICE USE

A. To/From Transportation Terminal. Reimbursement is authorized for taxi/limousine service fares plustip as
follows:

1. Between place of residence, lodging, or place of duty at the PDS or TDY station and the transportation
terminal;

2. Between transportation terminals to change conveyance when afree 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 atransportation terminal and limousine service terminal.

The member's PDS boundary for travel reimbursement to/from a transportation terminal serving that areaincludes
the place, within areasonable distance, from which the member commutes daily to/from the place of duty.

B. Between Residence and PDS on the Day Travel Is Performed. Reimbursement is authorized for taxi/limousine
fares plus tip from the member's residence to the PDS on the member’s departure day on TDY requiring at least one
night's lodging, and from the PDS to the residence on the return day fromthe TDY ..

U3415 SPECIAL CONVEYANCE USE

A. General. An AO may authorize/approve a special conveyance when to the GOV’ T's advantage. A traveler's
personal preference or minor inconvenience must not be the basis for authorizing/approving special conveyance use.
When the AO does not authorize/approve special conveyance use, reimbursement is limited to the appropriate TDY
POC mileage rate in par. U2600 plus constructed per diem for the official distance NTE the GOV’ T's constructed
cost. Par. U3310-A.

B. Selecting a Rental Vehicle

1. Defense Transportation Regulation (DTR), (DoD 4500.9-R) Part |, Passenger Movement, Chapter 106,
Policy (website address: http://mmww.transcom.mil/j5/pt/dtrpartl/dtr_part_i _106.pdf)

a. Itismandatory, within DoD and in the NOAA Corps, to obtain rental vehiclesthrough the CTO,
when available. NOTE: It is not mandatory to use a CTO when renting an airplane or bus.

b. Thelowest cost rental service that meets the mission requirement must be selected when selecting
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commercially rented vehicles.

¢. Use of acompany and rental car location participating in the DTMO rental car agreement is encouraged
because its GOV'T rate includes full liability and vehicle loss and damage insurance coverage for the
traveler and the GOV'T. NOTE: To view appropriate rental car companies and rates go to the DTMO
website at http://www.defensetravel .dod.mil and click on Car/Truck Programsin the left-hand column.
A vehiclelisted in the rental car agreement on the DTMO website is covered under the DTMO rental-car
agreement. A vehicle, offered by a company that is under the DTMO rental car agreement but not listed
on the DTMO list asa vehicle “in that category”, does not have the full liability and vehicle loss and
damage insurance coverage for the traveler and the GOV’ T and should not be rented for official GOV' T
travel. Usually, thereisat least one company listed that has a vehicle necessary for official GOV'T
travel and this company should be used.

Example: Rental Car Company A may have a standard SUV to rent listed on the DTMO website. If this
type SUV isrented, it is covered under the DTMO rental car agreement and hasfull liability and vehicle
loss and damage insurance coverage for the GOV’ T traveler traveling on official GOV’ T business.
However, Rental Car Company B may not list any SUVs on the DTMO website but may have an SUV to
rent at the rental office at which atraveler picks up the vehicle. If thetraveler rentsan SUV from
Rental Car Company B who does not have SUVslisted on the DTMO website as participating vehicle
under the DTMO rental car agreement, the SUV is not covered with liability and vehicle loss and
damage insurance coverage and should not be rented for official GOV'T travel.

d. A traveler disregarding rental car arrangements made by a CTO may be required to provide justification
for additional rental car costs before reimbursement is allowed.

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

2. DTMO Padlicy (website address: http: //www.defensetravel .dod.mil)

a. DTMO vehicle rental agreements apply to all DoD components and activities and non-Defense GOV' T
Agencies.

b. Current domestic and foreign rental car ceiling rates and additional rental vehicle information may be
obtained from:

Defense Travel Management Office (DTMO)
Commercia Travel Division

Travel Management Branch

4601 North Fairfax Drive, Suite 800
Arlington, VA 22203-1546

or viathe DTMO website at http://www.defensetravel .dod.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. Service regulations for CTO use ICW rental cars.

C. Specia Conveyance (Includes Aircraft) Reimbursement

1. Reimbursable Expenses

a. Itismandatory to obtain arental vehicle (except for an aircraft or a bus) through the CTO per
TRANSCOM policy, when the CTO is available.
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b. The AO may authorize/approve an appropriately sized vehicle IAW mission requirements when a
compact car (the ‘standard’ for TDY travel) does not meet the requirement.

¢. When the AO authorizes/approves special conveyance/rental vehicle use for official business, the
following reimbursements are authorized per APP G:

(1) Renta codt, tax and local assessments on rental vehicle users, necessary gas and oil, aircraft
landing and tie-down fees, and transportation to and from the rental facility.

(2) Parking; ferry fares; bridge, road and tunnel tolls; traveler access fee (when charged); any per-day
GARS called for in the DTMO rental car agreements; garage (POC parking is a reimbursable expense
— APP G), hangar or boathouse rental; operator’s subsistence; and optional extra collision hull
insurance for rental aircraft.

(3) Mandatory rental car insurance coverage required in foreign countries.

(4) A claim for damageto arental vehicle, while the vehicle is being used for official business, may
be reimbursable to the traveler or the rental car company when appropriate as a reimbursabl e expense.
The claim must be adjudicated as payable per the DODFMR, Volume 9, Chapter 4,
(http://www.dtic.mil/comptroller/fmr/) or appropriate Service written material for the non-DoD
Services. If damageisto arental car under the DTMO rental car agreement, a DoD traveler may file
an accident report at the DTMO website http: //www.defensetravel .dod.mil/Rental/.

d. The AO has authority to authorize/approve the following rental-rel ated expenses when a special
conveyance/rental vehicle is authorized/approved for official business. Reimbursement for purchase of
any itemsis not authorized.

(1) Snow tires and similar non-standard equipment necessary for travel by the GOV'T renter, may
incur additional charges which are reimbursable when authorized in the travel order. Reimbursement
islimited to the rental conveyance upgrade costs necessary for the required non-standard equipment.
A traveler who disregards a specia conveyance arrangement made by a CTO must be prepared to
provide justification for additional special conveyance costs before reimbursement (beyond the cost
using the CTO) is allowed.

(2) Global Positioning System (GPS) rental when necessary for the official use.
(3) Toll Collection Transponder installed in rental car when necessary for official use (for both tolls
and daily/weekly fee). Activation of the Toll Collection Transponder installed in a rental car for

optional use is not reimbursable unless the AO can determine it was necessary for official business.

2. Rented Automobile Insurance

NOTE: Par. U3415-B1c for information on other vehicles that are not covered with liability and vehicle loss
and damage insurance for the traveler or the GOV’ T when rented for official GOV'T travel.

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

(1) Theinsuranceisrequired by the rental agency in aforeign area or country to provide full coverage
insurance but only when renting an automobile, or

(2) Certain classified special operations are involved.

b. Rented Motor Vehicle Damage. 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
businessif the claim is adjudicated as being payable. The GOV'T may make direct payment to car rental
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companies instead of to the member, if appropriate. In either case, the reimbursement is a miscellaneous
reimbursabl e transportation expense. Reimbursement for personal funds paid for damage sustained by a
rented automobile while being used on other than official businessis not authorized.

c. Damage Claims. A request from a member, or from arental company for reimbursement or payment
should be documented and submitted |AW the DODFMR, Volume 9, Chapter 4,
(http:/Awwwe.dtic.mil/comptroller/fmr/), or appropriate Service written material for the non-DoD Services.
Statements, itemized bills, and an accident report are typical requirements (47 Comp. Gen. 145 (1967)). If
damageisto arental car under the DTMO rental car agreement, a DoD traveler may file an accident report
at the DTMO website http://www.defensetravel.dod.mil/Rental/.

*3. Specia Conveyance Receipts. Par. U2510.

NOTE:
1. Atraveler isnot reimbursed for rental car insurance coverage purchased in the United States or in a non-
foreign OCONUS location regardless of from whom the rental car is rented.

2. Reimbursement for personal funds paid for damage sustained by a rented automobile while being used on
other than official businessis not authorized.

3. Some vehicles are not covered with liability and vehicle loss and damage insurance for the traveler or the
GOV’ T when rented for official GOV'T travel. To view appropriate rental car companies and rates go to the
DTMO website at http: //www.defensetravel.dod.mil and click on Car/Truck Rental Agreementsin the left-
hand column. A vehiclelisted in therental car agreement on the DTMO website is the only vehicle covered
under the DTMO rental-car agreement. A vehicle, offered by a company that isunder the DTMO rental car
agreement but not listed on the DTMO list asa vehicle “in that category”, does not have the full liability and
vehicle loss and damage insurance coverage for the traveler and the GOV’ T, and should not be rented for
official GOV'T travel. Usually, thereisat least one company listed that has a vehicle necessary for official
GOV'T travel and this company should be used.

D. To/From Transportation Terminals. The member:

1. May be authorized/approved special conveyance use for travel to and from local transportation terminals;

2. May be authorized/approved special conveyance use to, from, and between transportation terminals, other
than local terminals, by the AO when neither public nor GOV’ T transportation between the terminals meets the
ordered travel requirements; and

3. Cannot be directed to use a special conveyance for transportation to/from transportation terminals.

E. Between Duty Stations. The AO 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
useis determined to be advantageous to the GOV’ T. Reimbursement is authorized for the total expense incurred in
the conveyance use. Par. U5105-A for rental vehicle use on a PCS.

F. Special Conveyance Usein and around PDS or TDY Station. Part F for reimbursement for special conveyance
use within and around the PDS and TDY station.

G. Limited to Official Purposes. Special conveyance useis limited to official purposes, including transportation to
and from (65 Comp. Gen. 253 (1986)):

1. Duty sites,

2. Lodgings,
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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 places of residence, lodging, or duty at the PDS or TDY station and the transportation terminal;
2. Between transportation terminals to change conveyance when freg/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 member’s PDS boundary for travel reimbursement to/from a transportation terminal serving that area includes
the place, within a reasonable distance, from which the member commutes daily to/from the place of duty.

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

U3430 COURTESY TRANSPORTATION USE

Auvailable courtesy transportation services furnished by a hotel, motel, or similar facility should be used to the
maximum extent possible.
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PART B: PER DIEM
U4100 GENERAL

*Per diem is designed to offset lodging and M& | E costs incurred while performing travel, and/or TDY away from the
PDS. Per diemis payable for whole days, except for PDS departure/return days that are reimbursed |AW par. U4147.
The per diem rate isdetermined based on the TDY location, not the lodging location. Par. U4129-G if neither
GOV'T QTRS nor commercial lodgings are available at the TDY location.

*NOTE 1: When the TDY point or new PDSisareservation, station, or other established area (including
established large reservation subdivisions (e.g., Pentagon, McGuire AFB, and Ft. Dix) that fallswithin two or more
corporate city limits (e.g., the districts of Honolulu and any other such as Ewa, Hawai'i) or crosses recognized
borders (e.g., Ft. Campbell isin Tennessee and Kentucky)), the per diem rate is the locality rate specifically listed for
the reservation, station or other established area. (DOHA Claims Case No. 2009-CL-080602.2, 7 July 2010).

*NOTE 2: When the location (reservation, station or other established area) isnot specifically listed in the per diem
table, the applicable per diem rateis based on the front gate location for the reservation, station or other established
area. Refer to the U.S. Census Bureau website (http: //quickfacts.census.gov/cgi-bin/gfd/lookup) which can help
determine in which county a destination is located.

*NOTE 3: If the specific location (e.g., city or town) is not listed in the per diem list, but the county is, then the
county per diem rateisthe ratefor all citiesand townsin the county. If neither the city/town nor the county islisted,
that area isa Standard CONUS per diem rate location (par. U2025).

U4101 WHEN IS PER DIEM AUTHORIZED

Unless otherwise specifically provided for or restricted in JFTR, the per diem prescribed in this Part applies for al
TDY periods, and related travel, including but not limited to the following:

1. Periods of necessary delay awaiting further transportation,
2. Periods of delay at POEs and PODs ICW aPCS,
3. TDY periods directed in a PCS order,
4. Delaysto qualify for reduced travel fares (par. U4326-E).
U4102 CIRCUMSTANCES IN WHICH PER DIEM IS NOT AUTHORIZED

A. When Not in aTravel Status. A member is not authorized per diem for any day before the day during which a
travel status begins or for any day after atravel status ends (par. U2200-C).

B. Day of Leave or Proceed Time. A member is not authorized per diem on any day classified as |eave or proceed
time. Par. U7225 when on leave during a CONTINGENCY OPERATION TDY or par. U7226 when on leave from
aTDY siteto visit evacuated dependents at a safe haven location.

NOTE: A day used in a constructed PCS mixed-mode travel computation does not make that day a travel day
(par. U5160).

C. When PCS ‘MALT-Plus' Per Diem IsPaid. A member isnot authorized ‘ Lodgings-Plus’ per diem for any day
that PCS ‘MALT-Plus' per diemis paid.

D. Travel or TDY within PDS Limits. Except as authorized in par. U4105-H, a member is not authorized per diem
for travel or TDY performed within the PDS limits. This does not preclude per diem payment on the departure day
from or return day to the PDSICW TDY away from the PDS. Ch 3 for transportation allowances. Par. U4102-D
does not prohibit reimbursement under par. U4510 for occasional meals and lodgings necessarily procured within
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the PDS limits by a member escorting arms control inspection team/a member while engaged in activities related to
the implementation of an arms control treaty or agreement during the in-country period referred to in the treaty or
agreement (DoD Authorization Act, FY 93, P.L. 102-484, dated 23 October 1992). Except asindicated below, per
diemis not payable at the old or new PDSfor TDY en route ICW PCStravel. This applies even if the member
vacated the permanent residence at the old PDS and was in temporary lodgings during the TDY. Exception: A
member who detaches (signs out PCS) from the old PDS, performs TDY en route elsewhere, and returns TDY en
route to the old PDS is authorized per diem at the old PDS (B-161267, 30 August 1967). Example: A member
departs the Pentagon (Arlington, VA) PCS on 15 June, performs TDY en route at Ft. Leavenworth 1 -31 July,
returns TDY en route to the Pentagon 5-15 August, and then signsin PCSto Ft. Polk on 31 August. The member is
authorized per diem at the Pentagon (old PDS) 5-15 August. If the member had departed on 15 June but performed
TDY in Arlington, VA, first, no per diem is payable for the TDY in Arlington immediately after detachment. This
does not preclude per diem ‘|E’ payment IAW par. U1035 for a member hospitalized at the PDS.

E. TDY within the PDS L ocal Area (Outside the PDS Limits). A member is not authorized per diem for TDY
performed within the PDS local area (outside the limits) as defined in par. U3500-B, unless overnight lodging is
required. Occasiona meals may be paid under par. U4510 when the member is required to procure meals at personal
expense outside the PDS limits. Par. U3001 for trangportation allowances. This does not preclude per diem‘IE’
payment |AW par. U1035 for a member hospitalized within the PDS local area.

F. Round Trip within 12 Hours. A member is not authorized per diem for TDY that is performed entirely within 12
hours. Occasional meals may be reimbursed IAW par. U4510 when the member is required to procure a meal(s) at
personal expense outside the PDS limits. Ch 3 for transportation allowances.

G. Members Traveling Together with No/Limited Reimbursement. Members traveling together under an order
directing no/limited reimbursement (par. U4102-O) are not authorized per diem except as noted in par. U4102-P.
Occasiona meals or QTRS necessarily procured are paid under par. U4510.

H. Navigational and Proficiency Flights. A member is not authorized per diem for a navigational and proficiency
flight when the flight is authorized at the member's request.

|. Assigned to Two-crew Nuclear Submarines. A member under a PCS order is not authorized per diem after 2400
on the day the member, assigned to a two-crew nuclear submarine (SSBN), arrives at the ship’s home port and no
further travel is performed away from the home port under that order (57 Comp. Gen. 178 (1977)).

J. TDY or Training Duty aboard a GOV'T Ship. A member is not authorized per diem for any TDY period or training
duty aboard a GOV’ T ship when both GOV’ T QTRS and dining facility/mess are available. The period during which
this prohibition isin effect begins at 0001 on the day after the arrival day aboard and ends at 2400 on the day before the
departure day. Thereisno per diem paid for thefirst and/or last travel day by GOV’ T ship when it departs from the
port at the member’s PDS and/or returnsto the port at the PDS. The TDY training duty is unbroken when a member
transfers between GOV’ T ships at the same place and the transfer is made within a 10-hour period. When lodgings are
required to be retained at the same or aprior TDY location, reimbursement for the lodgings cost is AW par. U4135.

K. Aboard Ship Constructed by a Commercial Contractor. A member is not authorized per diem for the period
aboard a ship constructed by a commercial contractor during acceptance trials before commissioning when both
QTRS and all meals are furnished without charge. The period during which this prohibitionisin effect begins at
0001 on the day after the arrival day aboard and ends at 2400 on the day before the departure day. When lodgings
arerequired to be retained at the same or aprior TDY location, reimbursement for the lodgings cost is made under
par. U4135.

L. Field Duty. A member on field duty is not authorized per diem except when the:

1. Senior commander in charge of the exercise (or designated representative) for each operating location issues
a statement to the member indicating that either GOV’ T QTRS at no charge and/or GOV’ T meals at no charge
for an enlisted member, were not available during stated field duty periods.

2. Member is participating in the operation advance planning or critique phase.
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3. Secretary Concerned authorized per diem payment to a member who is performing field duty whilein a
travel status IAW par. U4105-D.

The period during which this prohibition isin effect begins at 0001 on the day after the day on which field duty
begins and ends at 2400 on the day before the day on which it ends. Par. U4102-L does not prohibit reimbursement
under par. U4510 for occasional meals or lodgings necessarily procured. NOTE: Par. U4800-E for a member on
TDY within a Combatant Command or Joint Task Force AOR.

M. TDY aboard Foreign (Non-government) Ship. A member is not authorized per diem for any TDY period aboard
a non-government foreign ship when both QTRS and all meals are furnished without charge. The period during
which this prohibition isin effect begins at 0001 on the day after the arrival day on board and ends at 2400 on the
day before the departure day. If amember is required to retain unoccupied lodgings at the location where TDY was
performed just before performing duty aboard a non-government foreign ship, reimbursement for the lodgings cost
must be made under par. U4135.

N. Member in aMissing Status. A member is not authorized per diem after 2400 of the day the member is
officially carried as, or determined to be, absent in a missing status under the Missing Persons Act (44 Comp. Gen.

657 (1965)).

O. Members Traveling Together. ‘Memberstraveling together’ refersto travel away from the PDS during which the
mission requires the travel ers to remain together as a group while actually traveling. Ordinary travel reimbursements
apply unless the members order(s) direct(s) limited or no reimbursement, in which case transportation, food, lodging,
and other items ordinarily reimbursed, must be provided without cost to the members. No per diem is payable on days
memberstravel when the order(s) direct(s) limited or no reimbursement for memberstraveling together. The
restriction appliesto per diem payment only on the travel days between duty locations and does not include per diem
for full days at the duty locations. The per diem prohibition begins when the member departs the PDS and ends at 2400
the day the member arrives at the TDY location. The prohibition begins again at 0001 the departure day from the TDY
location and continues until arrival a the PDS. Directing several membersto travel together with limited or no
reimbursement must never be done simply to save travel funds. If meals or lodgings are not available, occasional
meals and lodgings are paid |AW par. U4510. Limited reimbursement refers to reimbursement for occasional meals
and lodgings.

P. Straggler. A member, who becomes separated from the others while traveling as one of severa members
traveling together under an order directing limited or no reimbursement, must be provided for in the manner
prescribed in Ch 7, Part N.

U4105 PER DIEM PAYABLE IN SPECIFIC CASES

A. TDY ICW Fitting-out or Conversion of a Ship or Service Craft. A member, assigned to TDY ICW fitting-out or
conversion of a ship (or service craft) is authorized per diem during each fitting-out or conversion period. This
period includes the day the ship is commissioned or service craft is placed in-service and day the ship is
decommissioned or service craft is placed out-of-service. Per diem authority ends on the date the member's
assignment is changed from TDY |CW fitting-out or conversion of a ship (or service craft) to permanent duty
aboard that ship (or service craft) (or from permanent duty aboard the ship ICW ship decommissioning or service
craft placement out-of-service), even if that status change is effected prior to the ship commissioning/
decommissioning or service craft placement in- (or out-of-) service date. Par. U4102-K applies after a ship, or
service craft, under construction is delivered to the GOV'T.

B. Travel by U.S. or Foreign Government Ship for 24 or More Hours

1. Member Not Charged for Meals. A member is not authorized per diem when traveling aboard a U.S. or
foreign government ship when meals are furnished without charge, except on days of embarkation and
debarkation if otherwise authorized under par. U4105-C.

2. Member Charged for Meals. A member traveling aboard a U.S. or foreign government ship, other than an
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oceangoing car ferry, of 24 or more hours as a passenger (except those aboard for TDY or training) who is
charged for mealsis authorized per diem equal to the cost of the meals furnished, except on the embarkation
and debarkation days.

C. Travel, TDY Aboard a Commercial Ship or aU.S. GOV'T Ship Totally Leased for Commercial Operation.
Except for the days of arrival/embarkation and departure/debarkation, for travel aboard a commercial ship, a per
diem rate equal to the anticipated expenses should be set. The AO should state in the order the circumstances
warranting the rate.

D. Field Duty. The Secretary Concerned may authorize a per diem rate in alesser amount for a unit deployed
OCONUS away from the unit's PDS. Thisrateispaidin lieu of the prescribed rate regardless of the OCONUS location
and may be paid during a period that would otherwise be field duty, taking into account the reduced expenses, if any, a
member would have while performing field duty during the period covered by the order. The authorized rate should be
paid for the specified time period and be such that the total per diem paid during the entire period that the member is
subject to the authorized rate is about equal to the per diem rate that would have been received for the same period,
calculated | AW the computation procedures in this Part and excluding the time during which the member performs
field duty. The Secretary Concerned may del egate this authority to prescribe such arate to a chief of an appropriate
bureau or staff agency of the appropriate Department headquarters or to acommander of an appropriate naval systems
command headquarters, but there may be no further re-delegations. NOTE: Par. U4800-E for a member TDY within
a Combatant Command or Joint Task Force AOR.

E. Member DieswhileinaTDY Status. When a member dieswhileinaTDY status, per diem accrues through the
date of death. Reimbursement for transportation, TDY mileage, or MALT, accrues from the PDS, old station, or last
TDY station (as appropriate) to the place of death NTE the ordered travel official distance.

F. Orderedto TDY whileon Leave. Par. U4105-F appliesonly if the need for the TDY is unknown to the member
prior to the member’sdeparture on leave. If the TDY isknown by the member before departure on leave, the member
isreimbursed actua travel expenses NTE the constructed round-trip cost between the PDS and TDY location. City-
pair airfaresare not authorized for use to/from the leave point if the TDY reguirement is known before leaveis
begun (APP P2).

1. TDY at Leave Point. A member on leave away from the PDS, who receivesa TDY order to perform TDY at
the leave point, is authorized per diem for the TDY performed in compliance with the order.

2. TDY at other than Leave Point

a. Authorized to Resume Leave upon TDY Completion. A member on leave away from the PDS, who
receivesa TDY order to other than the leave point, is authorized round-trip transportation and per diem for
travel between the leave address (or the place at which the order is received, whichever applies), and the
TDY location (par. U3100-B). TDY allowances are payable at the TDY location.

b. Directed to Return to PDS upon TDY Completion. A member away from the PDS, who receivesa TDY
order at other than the leave point, is authorized:

(1) Transportation and per diem for travel from the:

(a) Leave address (or place at which the order is received, whichever applies), to the TDY station
(par. U3100-B), and

(b) TDY station to the PDS.
(2) TDY dlowances at the TDY location.

c. Directed to Proceed to New PDS upon TDY Completion. A member directed to proceed to anew PDS
upon TDY completion is authorized:
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(1) PCStravel and transportation allowances for travel performed from the:

(a) Old PDSto the leave address or to the place at which the order was received, whichever
applies, NTE in either case the official distance from the old PDS to the new PDS; and

(b) Leave address or place at which the order is received, as applicable, to the TDY station; and
(c) TDY station to the new PDS.
(2) TDY dlowancesat the TDY location.
G. Order Canceled while the Member Isen routeto aTDY Station. If aTDY order is canceled while a member is
enrouteto a TDY station, round trip travel and transportation allowances are authorized from the PDS (or residence,
as appropriate) to the point at which the cancellation notification was received (includes a leave point) and return to

the PDS, NTE the round trip distance from the PDSto the TDY station. Per diem is not authorized for any day on
which member wasin a leave status (51 Comp. Gen. 548 (1972)).

H. TDY within the PDS Limits. Travel and transportation allowances are authorized for a member performing
TDY (other than at the member’s residence or normal duty location) within the PDS limits when authorized by
competent authority. The allowances in this par. are authorized when such duty is performed under emergency
circumstances that threaten injury to human life or damage to Federal GOV'T property provided overnight
accommodations are used by reason of such duty. Ch 3 for transportation allowances.

I. CONTINGENCY OPERATION Flat Rate Per Diem. The Secretary Concerned may authorize a CONTINGENCY
OPERATION flat rate per diem for amember assigned TDY to a CONTINGENCY OPERATION for more than 180
consecutive days at one location. The CONTINGENCY OPERATION flat rate per diem is equal to 55% of the
applicable maximum locality per diem rate. Retroactive application of this authority to an existing order dated prior to
par. U4105-1 effective date of 1 February 2008 violates par. U2105. Except to correct or to complete an order to show
the original intent, an order must not be revoked or modified retroactively to create, deny, or change an allowance (24
Comp. Gen. 439 (1944)) (APP A).

1. Limitations. The following circumstances may affect per diem reimbursement.
a. Retained lodging expenses during a member’s authorized absence (pars. U7225 and U7226).
b. CONTINGENCY OPERATION flat rate per diem appliesto TDY at the specified location. If a
member issent TDY to another location, the appropriate per diem, computed using the ‘ Lodgings-Plus’
method, for that area applies.
c. Dual lodging (par. U4135).

2. Delegation Authority. The Secretary Concerned may delegate authority to prescribe a CONTINGENCY

OPERATION flat per diem rate viathe Secretarial Process to an official at the O-6 or GS-15 level with no
further re-delegation authorized.

3. CONTINGENCY OPERATION Per Diem Exception. The Secretary Concerned or authorized delegated
authority may adjust the CONTINGENCY OPERATION flat rate per diem when the 55% rate is determined to
be insufficient or overly generous. Per diem rate adjustment must be authorized before travel. For example,
the Secretary Concerned or the authorized delegated authority, before travel begins, may authorize the
following per diem rate adjustments:

a. Lower the 55% to 50% to accommodate slightly lower than expected anticipated expenses; or
b. Increase the 55% to 60% to accommodate slightly higher than anticipated expenses; or

c. Increase the per diemin 10% increments above 60% (NTE 100%) if 60% is insufficient.
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d. Full locality per diem rate (and ‘ Lodgings-Plus’ computation) continuation when reduced cost long-term
rental or lease facilities are not available at the specified location.

4. Per Diem Computation. The CONTINGENCY OPERATION flat rate per diem rate is rounded up to the next
higher dollar and paid in afixed amount NTE 55% of the applicable TDY locality per diem rate, plus lodging tax
(par. U4105-14c). A lodging receipt isnot required for lodging reimbursement (par. U2510-14); however, a
lodging receipt may be necessary to support a lodging tax reimbursable expense (APP G) if required by Service
regulations. Ensure the member has asked about and taken advantage of any tax exemption that may exist.

a. Pay 55% (or the appropriate percentage) of the locality per diem rate (plus CONUS lodging tax asa
reimbursable expense (APP G) if applicable on the 55% or appropriate percentage) except for the days of
departure from and/or return to the PDS (par. U4147).

b. Pay 75% of the M&IE rate plus the lodging cost if applicable on the arrival date at the TDY location and
75% of the M&IE on the return day at the PDS.

c¢. Lodging tax in CONUS and in a non-foreign OCONUS areais a reimbursable expense (APP G) in addition
to the 55% (or appropriate percentage) per diem. Lodging tax in a FOREIGN AREA ispart of the per diem
lodging ceiling and is not a reimbursable expense.

d. If authorized travel requires more than one day en route to the TDY CONTINGENCY OPERATION
location where a CONTINGENCY OPERATION flat per diem rate is authorized, per diem at the stopover
point is based on the stopover locality per diem rate and is not at the 55% rate (par. U4145-B). The
CONTINGENCY OPERATION flat rate per diem rate is effective the day after the member reports to the
TDY location (pars. U4149 or U4151).

e. For multiple TDY assignments between the CONTINGENCY OPERATION TDY location and other
locations such as a uniformed service facility where GMR or PMR or similar deductible meals are available
(par. U4165) or commercial lodging the locality per diem applies for the official travel days. When dual
lodging is authorized, pay NTE the maximum locality per diem lodging rate (not the flat rate per diem
amount) for the CONTINGENCY OPERATION TDY location (par. U4105-11c). The applicable per diem
rate is effective the day after the reporting date to the TDY location (pars. U4149 or U4151).

5. Computation Example. A member isordered TDY to a CONUS location for two years ICW a
CONTINGENCY OPERATION. The Secretary Concerned authorizes 55% CONTINGENCY OPERATION
flat rate per dieminthe TDY order at the onset. The locality per diem rate for the location is $259 ($198/ $61).
The actual long-term lodging cost is anticipated to be $95/night (on a monthly or yearly lease) and the daily
lodging tax is $15, areimbursable expense (APP G).

The CONTINGENCY OPERATION flat rate per diem is set at 55% or $143 ($259 x 55% = $142.45, rounded
up to $143), pluslodging tax of $15/night.

Pay the reduced flat rate per diem of $143, plus $15 lodging tax/night. NOTE: If the $95/night rateis
known before the fact, the flat rate percentage could be reduced to 50% (or $198 x .5 = $99) plusthe
appropriate lodging tax.

Pay thefirst TDY day - $140.75 (Lodging - $95 + M&IE - $45.75 ($61 x 75% = $45.75)) plus lodging tax
of $15.

Pay the second TDY day up to the day before departure from the TDY location - $143/day plus $15
lodging tax.

Pay the departure TDY day to the PDS - $45.75 ($61 x 75% = $45.75).

Change 287 U4B-6
11/01/10


http://www.defensetravel.dod.mil/perdiem/pdrates.html�

Ch 4: Temporary Duty Travel (TDY) U4100-U4183
Part B: Per Diem

J. Whenthe TDY Station Becomesthe PDS. A member, who whileat aTDY dtation receivesa PCS order or
information indicating that the member will be transferred to the TDY station on a specified future date, is authorized
payment of otherwise proper TDY allowances for the TDY involved and return travel to the old PDS. Par. U7125-D if
the TDY dtation is designated asthe new PDS effective immediately.

U4115 INTERNATIONAL DATELINE

A. International Dateline (IDL). TheIDL isahypothetical line along the 180th meridian where each calendar day
begins. For example, when it is Thursday east of the IDL it is Friday west of the IDL.

B. Computing Per Diem when Crossing the International Dateline (IDL)

180 Degrees
IDL

Friday 0900 | Thursday 0900

C. Computation. The following are examples of computing per diem and making cost comparisons under par.
U4115:

Example 1
TDY Travel Involving IDL with a ‘Lost’ Day

The TDY location lodging cost is $135/night. The per diem rate is $225 ($135/ $90).

The traveler departs (heading west) on 8/18 and arrives at the TDY location on 8/20.

When crossing the IDL in awestward direction, the dates 8/18 -8/19 are treated as one day for per diem computation purposes
because the traveler did not arrive at the TDY location until 8/20. Upon return (west to east) when traveler crosses the IDL, the
traveler is paid M&IE for two 8/25 dates.

A GOV'T dining facility/mess is not available at the TDY point. AEA is not authorized.

ITINERARY
Date Depart Arrive At
18 Aug Wednesday PDS/Residence
20-24 Aug (Friday-Tuesday) TDY Station
25 Aug Wednesday TDY Station
25 Aug Wednesday PDS/Residence
REIMBURSEMENT (Actual and Constructed Cost Comparison)

18 Aug Wednesday 75 % x $90 = $67.50
19 August Thursday NO PER DIEM
20-24 Aug (Friday-Tuesday) $135 + $90 = $225/day x 5 days = $1,125.00
25 Aug Wednesday $90 (M&IE) = $90.00
25 Aug Wednesday 75 % x $90 = $67.50
Total $1,350.00
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Example 2
TDY Travel Involving IDL without a ‘Lost” Day

TDY location lodging cost is $140/night. The per diem rateis $218 ($146/ $72).

The traveler departs (heading west) on 8/18 and arrives at the TDY location on 8/19.

When crossing the IDL in awestward direction, the date 8/19 (Thursday) is treated as a full day for per diem computation
purposes as the traveler arrived on 8/19. Upon return (west to east) when traveler crossesthe IDL, the traveler is paid M& I E for
one 8/25 date.

A GOV'T dining facility/mess is not available at the TDY point. AEA is not authorized.

ITINERARY
Date Depart Arrive At
18 Aug Wednesday PDS/Residence
19-24 Aug (Thursday-Tuesday) TDY Station
25 Aug Wednesday TDY Station
25 Aug Wednesday PDS/Residence
REIMBURSEMENT (Actual and Constructed Cost Comparison)
18 Aug Wednesday 75 % x $72 = $54.00
19-24 Aug (Thursday-Tuesday) $140 + $72 = $212/day x 6 days = $1,272.00
25 Aug Wednesday 75%x $72 = $54.00
Total $1,380.00

U4125 PER DIEM UNDER THE ‘LODGINGS-PLUS’ COMPUTATION METHOD

Per diem computed under this Part is based on the ‘ Lodgings-Plus' computation method. Thetotal daily per diem
amount is NTE the applicable daily locality rate. Par. U2510 concerns receipts.

U4127 LODGING TAX UNDER ‘LODGINGS-PLUS’

A. CONUS and Non-foreign OCONUS Area. The locality per diem lodging ceiling in CONUS and in anon-foreign
OCONUS area does not include lodging tax. Lodging tax in CONUS and in a non-foreign OCONUS areaisa
reimbursable expense (APP G) when per diem (or AEA asin Ch 4, Part C) is paid except when ‘MALT-Plus' per diem
for POC PCStravel ispaid.

B. Foreign Area. The per diem locality lodging ceiling in aforeign areaincludes lodging tax. Lodging tax in a
FOREIGN AREA isnot a reimbursable expense when per diem (or Ch 4, Part C AEA) is paid.

U4129 LODGING UNDER THE ‘LODGINGS-PLUS’ COMPUTATION METHOD

A. General. Theamount allowed for lodging expense is the expense actually incurred or the maximum TDY locality
lodging ceiling, whichever isless. Reimbursement computation isin par. U1045 for the commercial lodging cost
incurred for any day that the member was TDY toaU.S. INSTALLATION and GOV'T QTRS were available and
directed on that U.S. INSTALLATION.

B. Commercia Lodging. Except as provided for double occupancy in par. U4129-D, when a member uses
commercial lodging facilities (i.e., hotels, motels, and boarding houses), the allowable lodging expense is based on
the single room rate for the lodging used.

C. GOV'T QTRS. A fee/service charge paid NTE the TDY locality lodging ceiling for GOV'T QTRS useisan
allowable lodging expense. Reimbursement to the member for GOV’ T QTRS use is NTE the maximum locality per
diem lodging ceiling.

D. Multiple Occupancy. For multiple occupancy, each official traveler is allowed the appropriate percentage (e.g.,
2 occupants —each receive 50%; 3 occupants, each receive 33%) of the rate charged if aroom is shared with
another/other official traveler(s). NOTE: Multiple occupancy does not limit a traveler’s lodging per diem ceiling
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eligibility. Ex: Two official travelers who share a room in a $100/night lodging area have $200 with which to pay
for aroom. Otherwise, the official traveler is allowed the single room rate. The official traveler must be provided
the single room rate.

E. Lodging with a Friend or Relative. Lodging cost reimbursement is not authorized for a member who stays with
afriend or relative. A member, who lodges with friends or relatives, is authorized the TDY location M& I E rate, if
otherwise eligible. The lodging reimbursement examples below apply for official travel to include as an attendant/
escort, evacuation, extended TDY,, limited evacuation and other circumstances in which the member has the option
to stay with friends or relatives. The Service/Agency cannot direct the member to lodge with friends or relatives.

Example 1: A member (outpatient) and a DoD civilian employee (attendant), each traveling under an official
TDY order to Location A, reside together with family members who live at/near Location A during the TDY .
They commute daily to the TDY location. The member is not authorized lodging reimbursement, but the DoD
civilian employee possibly may be eligible for reimbursement of some lodging costs (JTR, par. C4555-B3).

Example 2: A member isTDY (active duty call-up) to Location A and staysin commercial lodging. A family
member later joins the member at personal expense. The member is authorized up to the single room rate and
room tax on the single rate, if applicable.

F. Lodging in other than Commercial Facilities. When no commercial lodging facilities are available (i.e., in
remote areas) or when there is aroom shortage because of a special event (e.g., World Fair or International Sporting
Event), the cost of lodging obtained in other than commercial facilities may be allowed. Such facilities may include
college dormitories or similar facilities as well as rooms made available to the public by arearesidentsin their
homes. In these cases, the member must provide a written explanation that is acceptable to the AO/designated
representative.

G. Lodging Not Available at TDY Station. The TDY locality per diem rate or the AEA (Ch 4, Part C) ceiling for
the location at which lodging is obtained is used for computation only when amember isTDY at a place where
neither GOV'T QTRS nor commercial lodgings are available. NOTE: This par. applies only when the locality per
diem rate for the lodging location is higher than the locality per diem rate for the TDY location. The higher per
diem rate must be authorized/approved by the AO.

*H. Online Booking Tool. Despite any savings realized through online booking agents, subject to Service
requirements the CTO should be used for lodging arrangements or the traveler should reserve aroom directly with the
hotel/chain (including the hotel’ s online website). Lodging reimbursement is not authorized for hotel lodging
obtained through online booking agents unless an itemized receipt from the hotel is provided.

U4131 APARTMENT, HOUSE, OR RECREATIONAL VEHICLE REIMBURSEMENT WHILE TDY

A. General. An apartment, house, or recreational vehicle (includes a mobile home, a camper, a camping trailer, or
self-propelled mobile recreational vehicle) qualifies aslodgings. Par. U4129-E applies for lodging with a friend/
relative.

B. Expenses. In determining the daily amount of expense items which do not accrue on adaily basis such as cost
for connection/ disconnection of utilities, dumping fees, shower fees, cleaning charges, monthly telephone use fee,
etc., these expenses are averaged over the number of days the traveler is authorized per diem during the entire TDY
trip. Allowable lodging expenses are:

1. Apartment, house, or recreational vehicle rent;

2. Parking space for the recreational vehicle rent;

3. Appropriate and necessary furniture rental, such as a stove, refrigerators, chairs, tables, beds, sofas,
television, and a vacuum cleaner;
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NOTE 1: Some rental agreements (i.e., furniture rental agreements) include option-to-buy clauses that result
in the renter owning the rented item (i.e., furniture) at the contract term end. A traveler may be reimbursed
for the cost of such arental agreement (i.e., cost of furniture rental as part of the lodging cost) whileon TDY
if the traveler has no other choice but to enter into such an agreement. However, if the traveler exercisesthe
purchase option, the amount that is being credited toward the purchase must be returned to the GOV' T by
the traveler if paid to the traveler as part of the travel claim settlement (B-259520, 7 December 1995).

NOTE 2: A member who rents and occupies a residence at the TDY location may not be reimbursed for the
cost of: 1. shipment of furniture from a previousresidence, or 2. purchase of furniture needed for
unfurnished temporary duty lodgings, even if shipment/purchase was |less expensive than rental would have
been. Adopted from GSBCA 16699-TRAV, 17 August 2005 (http://mww.gshbca.gsa.gov/travel/u1669917.pdf).

4. Connection, use, and disconnection costs of utilities including electricity, natural gas, water, fuel oil and
sewer charges;

5. Dumping fees;

6. Shower fees;

7. Maid fees and cleaning charges;

8. Monthly telephone use fees (does not include installation charges and unofficial long distance calls.
When a personally-owned cellular phoneisused in lieu of an installed phone, the monthly cell phone fee

may not be claimed. APP G for official communications.);

9. The costs of special user fees such as cable TV charges and plug-in charges for automobile head bolt heaters,
if ordinarily included in the price of a hotel/motel room in the area concerned; and

10. Exchange fee (but not the annual maintenance fee) paid by a member to acquire use of timeshare lodgings
at the TDY point (B-254626, 17 February 1994).

U4133 LODGING COST UNDER THE BARTER SYSTEM

A member, TDY in aremote location at which there are no GOV’ T QTRS or other suitable commercial lodging
facilities, may be reimbursed the cost of barter goods used in exchange for lodgings obtained in private dwellings.
Reimbursement may not exceed 20% of the locality per diem lodging ceiling. As an exception to the $75 or more
receipt rule, the traveler should be prepared to provide receipts for the barter goods together with the traveler's
certification that the barter goods were delivered to the householder for lodgings received if required by finance
regulations.

U4135 DUAL LODGING REIMBURSEMENT ON A SINGLE DAY

A. Per Diem Basis. When the AO determinesit is necessary for atraveler to retain lodgings at one TDY location
(Location A) for other than personal convenience and procure lodgings at asecond TDY location (Location B) on the
same calendar day, the lodging cost incurred at the second TDY location (Location B) at which the traveler remained
overnight is used for computing the member’s per diem for TDY at that location (Location B) for that day.

B. AO Considerations. The AO must verify that the traveler acted reasonably and prudently. Considerations for dual
lodging reimbursement include:

1. Theinability to occupy lodging at the first TDY location was due to conditions beyond the traveler’ s control
(60 Comp. Gen. 630 (1981));

2. Economical impact (daily, weekly, monthly room rate, availability, storage charges, or shipment costs)
(GSBCA 15321-TRAV 26 October 2000; GSBCA 15482-TRAV 18 October 2001); and

Change 287 U4B-10
11/01/10


http://archive.gao.gov/legald426p1/155745.pdf�
http://www.gsbca.gsa.gov/travel/u1669917.pdf�
http://archive.gao.gov/lglpdf63/150870.pdf�
http://redbook.gao.gov/15/fl0073332.php�
http://www.gsbca.gsa.gov/topical/t1532126.txt�
http://www.gsbca.gsa.gov/topical/t1548218.txt�

Ch 4: Temporary Duty Travel (TDY) U4100-U4183
Part B: Per Diem

3. Practicality of checking out (B-257670, 10 January 1995).

C. Reimbursable Expense for Lodging. The lodging cost incurred at the first location (Location A) isreimbursable as
areimbursable expense (APP G) if approved by the AO (60 Comp. Gen. 630 (1981)).

D. Maximum Reimbursement. Actual lodging cost reimbursement at the first TDY location (Location A) isNTE the
amount of per diem or AEA pluslodging tax that would have been paid had the traveler remained at Location A
overnight. Receiptsare required for dual lodging claims.

E. Limitation. Dual lodging existsto cover lodging expenses that arise because of unexpected circumstances
beyond the traveler’ s control during TDY travel. Dual lodging must be approved after the fact by an amended order
or by the approving official on thetravel voucher. Any period of dua lodging reimbursement is limited to a maximum
of 14 consecutive days, with extensions beyond 14 consecutive days only if approved by the Secretarial Process.

F. Long-term Dual Lodgings Occupancy. Long-term reimbursement for dual lodging is not permitted and an order
may not contain such a provision.

G. Example. Anorder is prepared to direct TDY at Location C for 150 days. The AO knows the member isto spend
limited time at Location C and is a so going to one or more other locations for lengthy periods during the TDY period.
Using par. U4135 to authorize multiple long periods (or a single all-encompassing period) of dual lodging
reimbursement for lodging retained at Location C violates the intent of thisauthority and is not authorized. The
known TDY locations must be named in the order.

Example 1
NOTE: Lodging tax is not a reimbursable expense in addition to per diem when TDY isin aforeign area.

A traveler, who leased an apartment while TDY at Location A, was required to perform additional TDY in Location B for 5 days.
The AO agreed that it would be more economical for the traveler to retain the Location A apartment while TDY in Location B and
authorized/approved the $45/day Location A apartment cost as areimbursable expense (APP G). The Location B lodging cost
($95/day) was used for computing the traveler’ s per diem while TDY in that location.

Per Diem Rates for This Example

Location Max Lodging M&IE Total
A $130 $46 $176
B $119 $46 $165

Reimbursement for the Location A Apartment for 5 days
Lodging Cost Number of Days Totd
$45 5 $225
Per Diem for the TDY Assignment in Location B
First Day
(Departure day from Location A and arrival day in Location B):

Lodging M&IE Totd

$141
$95 $46 plus lodging tax (NOTE)

Second thru Fifth Day
(Lodging cost + M&IE/day) x 4 days

Lodging M&IE Totd
$141/day x 4 days = $564
$95 $46 plus lodging tax (NOTE)

Return day to Location A
(Lodging cost + M&IE)

Lodging M&IE Totd

$45 $46 $91
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Example 2
NOTE: Lodging tax is not a reimbursable expensein addition to per diem when TDY isin a foreign area.

A traveler occupied GOV’ T QTRS while on atraining assignment at aU.S. INSTALLATION in Location C. Thetraveler was
required to perform additional TDY for 3 daysin Location D. If the traveler vacated the GOV’ T QTRS (daily cost $25) while on
the 3-day TDY assignment, the QTRS might not be available upon return. The AO agreed that it would be more economical for
thetraveler to retain the GOV’ T QTRS while TDY in Location D and authorized/approved the cost of those QTRS as a
reimbursable expense (APP G). The Location D lodging cost ($110/day) was used to determine the traveler’ s per diem while TDY
there.

Per Diem Rates for This Example

Location Max Lodging M&IE Total
C $109 $38 $147
D $130 $46 $176

Reimbursement for GOV'T QTRS for 3 Days
Lodging Number of Days Tota
$25 3 $75
Per Diem for the TDY Assignment in Location D
First Day
(Departure day from Location C and arrival day in Location D):
Lodging M&IE Totd
$156
$110 $46 plus lodging tax (NOTE)

Second and Third Day
(Lodging Cost + M&|E/day) x 4 days

Lodging M&IE Totd
$156/day x 2 days = $312
$110 $46 plus lodging tax (NOTE)

Day of Return to Location C
(Lodging Cost + M&IE)

Lodging M&IE Totd

$25 $38 $63

U4137 ALLOWABLE EXPENSES WHEN A RESIDENCE IS PURCHASED AND USED FOR TDY
LODGINGS

A. Purchased Residence. A member may purchase and occupy aresidence at aTDY location. Allowable expenses
are prorated based on the number of daysin the month, rather than by the actual number of days the member
occupied the residence (57 Comp. Gen. 147 (1977)), and include the monthly:

1. Mortgage interest;
2. Property tax; and

3. Utility costs actually incurred (does not include any installation and hook-up charges), e.g., electricity,
natural gas, water, fuel oil, sewer charges;

B. Limitation. In no case may the total lodgings per diem payable exceed the applicable TDY maximum locality
lodgings ceiling unless an AEA (Ch 4, Part C) is authorized/approved. Par. U4141 does not apply when the
residence is purchased.

NOTE: A member who purchases and occupies a residence at the TDY location may not be reimbursed for any
cost associated with rental, purchase or shipment of furniture.

U4139 COST FOR LODGINGS JOINTLY OCCUPIED BY MEMBER AND DEPENDENTS

The cost for lodgings jointly occupied by a member and a dependent(s) is 50% for the member and 50% for the
dependent(s) (regardless of the number of family members) when a member in a per diem status receives TLA for a
dependent(s) (par. U9160-C). When a dependent(s) is not traveling at GOV’ T expense, the member is authorized
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the single room rate.

U4140 LODGINGS WHEN TDY AT ONE LOCATION FOR MORE THAN 30 DAYS

If atraveler isTDY at onelocation for more than 30 days, lodging reservations should be made on a weekly, monthly,
or other long-term basis, if possible. The CTO should be used to make these arrangements unless the CTO does not
provide this service (pars. U4131, U4137, and U4141).

U4141 LODGINGS OBTAINED ON A WEEKLY, MONTHLY, OR LONGER TERM BASIS

When atraveler obtainslodging on a weekly, monthly, or longer term basis, the daily TDY lodging cost is computed

by dividing the total periodic (e.g., weekly, monthly) lodging cost by the number of days the member is authorized
the lodging portion of per diem (62 Comp. Gen. 63 (1982)).

This computation presumes that the member acts prudently in renting by the week or month, and that the GOV’ T
cost does not exceed the cost of renting conventional lodgings at adaily rate. NOTE: This does not apply when a
residenceis purchased (par. U4137).

Example

A member isTDY at alocation at which the per diem is $116 ($70/ $46).

The member obtains lodgings on along-term basis and is paying $900 a month for an apartment and utilities.

The daily lodging cost per month is $30 ($900/30 days).

In June the member took leave for 10 days and is authorized per diem for only 20 days.

IS B ISl

. The daily lodging rate for the member during June is computed to be $45/day ($900/20). Since the $45/day lodging cost does
not exceed the authorized $70 locality lodging ceiling, the member is reimbursed $45/day for 20 days of lodging in June.

NOTE: Par. U7225 if lodging is obtained on a daily basis and a member takes an authorized absence while on
TDY in support of a CONTINGENCY OPERATION or par. U7226 if a member takes leave | CW an
authorized/ordered evacuation to visit dependents at their safe haven.

U4143 LODGINGS AND/OR MEALS OBTAINED UNDER CONTRACT

When a contracting officer contracts for rooms and/or meals for a member traveling on TDY,, the total daily amount
paid by the GOV'T for the member’slodging, M&IE is NTE the applicable per diem authorized in this Part (60
Comp. Gen. 181(1981) and 62 Comp. Gen. 308 (1983)) unless an AEA is authorized/approved under Ch 4, Part C.
NOTE: Thereis NO reimbursement for any items rented for contract QTRS that are rented with an “ option to
buy” (GSBCA 15890-TRAV, 29 July 2003).

U4145 PER DIEM COMPUTATION

A. General. Ordinarily, per diemis based on the member’s TDY location at 2400. There are occasions, however,
when the member isen routeto a TDY location and does not arrive at the lodging site until 2400 or later. In that
case, lodging is claimed for the preceding calendar day and the maximum per diem for the preceding day is
determined asif the member had been at the stopover point or TDY location at 2400 of the preceding day. If no
lodging isrequired, the per diem rate is till determined as if the member had been at the stopover point or TDY
location at 2400 of the preceding day.

B. Stopover Point. If authorized travel requires more than 1 day and a stopover for the night that includes lodging
(NOTE: Lodging does not include sleeping in the transportation terminal.) is required, per diem at the stopover
point is based on the stopover point locality per diem rate.

C. M&IE Payment. The M&IE rate is payable to the member without expense itemization and without receipts.
Box lunches, in-flight meals and rations furnished by the GOV'T on military aircraft are not a GOV'T dining
facility/mess for per diem computation purposes. NOTE: Par. U4800-E for a member on TDY within a
Combatant Command or Joint Task Force AOR.
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D. Mea Rate. The meal rate established by the order cannot be reduced after the ordered travel has been completed
except for adeductible meal (GOV'T meals paid for by the member and consumed in aGOV'T dining facility/mess
are not deductible meals). Par. U4165. However, an AO/schoolhouse commander may amend an order to direct
immediate and/or future meal rate changes.

U4147 PER DIEM FOR DEPARTURE FROM AND RETURN TO PDS

A. Rate. 75% of the appropriate locality M& | E rate is paid for the days of departure from and/or return to the PDS
ICW TDY, regardless of what time the member departs or returns. On these days, the GMR, PMR, $3.50 OCONUS
| E, or reduced per diem rate do not apply.

B. Departure Day. The per diemrate for the PDS departure day is based on the member’s TDY /stopover location at
2400 on that day. If the member istraveling and lodging is not procured for that night, the locdity M&IE rate for the
next destination (TDY /stopover point) isthe applicable M&IE rate.

C. Return Day. For any full calendar travel day when lodging is not required while the traveler is en route
overnight returning to the PDS, home, or other authorized point, the per diem is based on the M& | E rate applicable
to the preceding calendar day. For the day travel ends (return day to the PDS, home, or other authorized point), the
per diem is based on the M& | E rate applicable to the preceding day (last TDY or authorized delay point). Any TDY
en route locations, on the day travel ends, do not affect the M& IE rate for the return day unless overnight lodgings
arerequired. NOTE: For USCG only: For the day travel ends (return day to the PDS, home or authorized delay
point), the per diem isbased on the M& | E applicableto the last TDY or authorized delay point, whether or not
overnight lodgings were required there.

Example
1 Sep Depart PDS
1 Sep Arrive TDY A ($50 M&IE)
10 Sep Depart TDY A
10 Sep Arrive TDY B ($60 M&IE)
10 Sep Depart TDY B
10 Sep Arrive PDS
Pay 75% of $50 (TDY A M&IE for preceding day) on 10 Sep

U4149 M&IE RATE DETERMINATION FOR CONUS FULL DAYS

A. Locality Rate. The applicable per diem rate for reimbursement of subsi stence expensesincurred during officia
CONUS travel. Usethe M&IE rate for the locality concerned.

B. GMR. The standard GMR paid for mealsin aGOV'T dining facility/mess plus $5 |IE is paid. This rate applies
each day that:

1. Adequate GOV'T QTRS are available on the U.S. INSTALLATION, to which the member isassigned TDY
(par. U4149-D),

2. The GMR isdirected,

3. The GOV'T dining facility/messis available for all three meals on the U.S. INSTALLATION to which the
member isassigned TDY, and

4. The member is not traveling.

C. PMR. ThePMR plus$5 IE ispaid. The PMR applies each day that:
1. Adequate GOV'T QTRS are available on the U.S. INSTALLATION, to which the member is assigned TDY
(par. U4149-D),
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2. Atleast one medl isavailable and directed ina GOV’ T dining facility/mess on the U.S. INSTALLATION to
which the member isassigned TDY, and

3. The member is not traveling.

D. Member Directed to Procure Private Sector L odgings off the U.S. Installation. When adequate GOV'T QTRS are
available but a member is directed to procure private sector lodgings off the U.S. INSTALLATION, the member is
treated as though the GOV'T QTRS are not available and is authorized the locality meal rateinstead of the GMR or
PMR and $5 IE. Just because GOV’ T QTRS are available, acommand cannot send a member into private sector
lodgings off the U.S. INSTALLATION and use the technical GOV'T QTRS ‘availability’ to reduce the locality meal
rate to the GMR or PMR.

U4150 PER DIEM AND AEA ON A SINGLE TRIP

A member performing TDY at more than one location on aper diem and actual expense basisfor asingletripis
authorized the allowancesin par. U4260-D.

U4151 M&IE RATE DETERMINATION FOR OCONUS FULL DAYS

A. Locality Rate. The applicable per diem rate for reimbursement of subsistence expensesincurred during officia
OCONUS travel. Use the M&IE rate for the locality concerned.

B. GMR. The Standard GMR paid for MealsinaGOV'T dining facility/mess plus the appropriate |E rateis paid.
This rate applies each day that:

1. Adequate GOV'T QTRS are available on the U.S. INSTALLATION, to which the member isassigned TDY
(par. U4151-E),

2. The GMR isdirected,

3. The GOV'T dining facility/messis available for all three meals on the U.S. INSTALLATION to which the
member isassigned TDY, and

4. The member is not traveling.
C. PMR. ThePMR plusthe IE rateis paid. The PMR applies each day that:

1. Adequate GOV'T QTRS are available on the U.S. INSTALLATION, to which the member isassigned TDY
(par. U4151-E),

2. At least one med isavailable and directed in a GOV’ T dining facility/mess on the U.S. INSTALLATION to
which the member is assigned TDY, and

3. The member is not traveling.
D. OCONUSIE

1. Except for USCG members and other memberstraveling under USCG funds, the OCONUS locality |E rateis
the applicable rate, or $3.50 when the AO determines $3.50 to be adequate for anticipated expenses. Regardless
of the location at which the member islodged, the $3.50 must be stated on the travel order for it to be paid for
travel beginning on or after 1 July 2009. The $3.50 | E rate does not apply on any day the member istraveling.

2. For USCG members and other memberstraveling on USCG funds, the OCONUS locdlity |E rateisthe
applicable rate when the member is not ordered TDY to aU.S. INSTALLATION

(http: //vwww.defensetravel .dod.mil/perdiem/pdrates.html), or $3.50 when the member isTDY toaU.S.
INSTALLATION and GOV'T QTRS are available (par. U4151-E) on that U.S. INSTALLATION. Two
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exceptions are noted below. The AO may determine that $3.50 is:

a. Adequate when the member isnot lodged on aU.S. INSTALLATION. The OCONUSIE rate of $3.50
may be authorized and must be stated in the order.

b. Not adequate when the member islodged on a U.S. INSTALLATION. Thelocality | E rate
(http://www.defensetravel.dod.mil/perdiem/pdrates.html) may be authorized and must be stated in the order.

E. Member Directed to Procure Private Sector Lodgings off the U.S. Installation. When adequate GOV'T QTRS are
available but amember is directed to procure private sector lodgings off the U.S. INSTALLATION, the member is
treated as though the QTRS are not available and is authorized the locality meal rate instead of the GMR or PMR plus
the locality |E rate unless the $3.50 | E rate is authorized under par. U4151-D. Just because QTRS are available, a
command cannot send a member into private sector lodgings off the U.S. INSTALLATION and use the technical
QTRS ‘availahility’ to reduce the locality M& I E to the GMR or PMR.

U4153 PER DIEM ON ARRIVAL AT OR DEPARTURE FROM A TDY POINT

The M&IE rate payable on the days of arrival at and departure from the TDY point isthe M&IE rate for that
location, unless the member isin adifferent TDY location at 2400 on that day. On a ship, the embarkation/
debarkation port M& | E rate applies.

U4155 SCHOOLHOUSE TRAINING (FORMAL COURSES OF INSTRUCTION)

A schoolhouse commander is authorized to determine if one of the two meal rates based on GOV’ T dining facility/
mess availability (PMR or GMR) is appropriate in lieu of the locality meal rate - regardless of what the AO may put
inaTDY order to the contrary. If there isinformation about the course that provides the appropriate meal rate, that
information, and its source, should be in the order. If that information is not available prior to order issuance it must
be provided to the member by the schoolhouse commander (or designee) upon arrival at the school and submitted
with the travel voucher.

U4157 LODGING PER DIEM COMPUTATION

Lodging reimbursement while on TDY or at adelay point, is NTE the locality per diem lodging ceiling for the TDY or
delay location. Thelodging cost or the locality lodging ceiling, whichever isless, is added to the M&IE rate for that
location to determine that day’ s per diem rate. Thetotal amount is NTE the maximum per diem rate for the TDY (or
stopover) locality unless an AEA is authorized/approved IAW Ch 4, Part C. When lodging has been obtained at a
location other than the TDY location the per diem rate for the lodging location may apply if par. U4129-G applies.

U4159 PER DIEM COMPUTATION FOR TDY OF MORE THAN 12 BUT LESS THAN 24 HOURS

M&IE of 75% of the M&IE rate for the TDY location is payable for each travel day. If morethan one TDY locationis
involved and lodging is not required, M& IE of 75% of the highest M& | E rate is payable on each day (e.g., 15-hour trip
covering 2 days with three stops on day 1 and two stops on day 2 —the highest of the three rates on day 1 for day 1 and
the highest for the 2 on day 2 for day 2). If lodging must be obtained, therules for travel of more than 24 hours apply.
Per diem is not authorized under par. U4159 when travel is performed in thelocal area unless overnight lodging is
required. If overnight lodging isrequiredin thelocal areathese rulesor rulesfor over 24 hoursapply. Par. U4510
for occasiona meals authority.

U4160 PER DIEM FOR TDY TRAVEL BY CAR FERRY

A. General. When amember on TDY travels by POC partly by road and partly by car ferry (circuitously or
otherwise), the member is authorized per diem while traveling on the ferry. Par. U3330 for transportation
reimbursement.

B. Lodging. Reimbursement for the actual cost of required accommodations (unlessincluded in the ferry
trangportation cost) is authorized.
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C. M&IE when Travel Includes an Overnight on a Car Ferry Anywhere in the World. M&IE is based on and
computed for the member using the highest CONUS M& I E rate for the arrival day (embarkation) on the ferry through
the day before the departure day (debarkation) from the ferry. M&IE for the departure day (debarkation) from the ferry
isthe rate applicable for the member’slocation at 2400 on that day. Par. U4145-A.

D. M&IE when Travel Does Not Include an Overnight on a Car Ferry. If the ferry passage does not include an
overnight, the applicable M& IE while on the ferry is that rate applicable to the member’slocation at 2400 on the
debarkation day. Par. U4145-A.

U4163 ESSENTIAL UNIT MESSING (EUM)

A. Authority. Thereis no authority to pay the M&IE meal portion when the Secretary Concerned, or for aJTF the
Combatant/JTF Commander, determines that GOV’ T dining facility/mess useis essential to accomplish training and
readiness.

1. The prohibition on paying the M&IE meal portion begins at 0001 on the first full EUM day and ends at 2400 on
last full EUM day.

2. The CONUSIE rateis $5, or the appropriate OCONUS | E rate, or $3.50 OCONUS when the AO determines
$3.50 to be adequate for anticipated expenses. The $3.50 rate must be stated on the order for it to be paid.

B. Mea Procurement Required. A member ordered to use EUM, who must procure occasional meals, is authorized
reimbursement under par. U4510.

C. IERate. 1AW par. U4151-D, if an order does not state otherwise, locality | E rateis paid.
U4165 DEDUCTIBLE MEALS

A. PMR Application. The PMR in pars. U4149-C and U4151-C applies on any day when one or two deductible meals
igare provided (APP R2, par. J). The GOV'T should not pay for the same meal twice (e.g., originally by registration
fee, etc., and then again through per diem). A meal provided to the traveler for which the GOV’ T pays nothing does
not affect per diem payment.

B. Deductible Meal. A deductible meal isameal:

1. Made available pursuant to an agreement between a Uniformed Service and any organization, if the order
directs use of the facility providing the meal(s);

2. Included in aGOV’ T-paid registration fee;

3. Furnished at no cost to the traveler by a school while attending a course of instruction if the GOV’ T ultimately
pays the school for the meal cogt;

4. Furnished by the GOV'T at no cost to amember (par. U4167);

5. Provided by alodging establishment for which acharge is added in the lodging cost (ex., lodging cost $75
without breakfast; lodging cost $85 with breakfast); or

6. Provided by alodging establishment when the mesal(s) isare included in the lodging cost under an agreement
between the GOV’ T and the lodging establishment (ex., an agency arranges for lodging at a conference/meeting
and the cost of one or more mealsisincluded in thelodging cost). NOTE: A negotiated rate should fall either
within the locality lodging rate, or if declared (APP R), within the conferencelodging rate. 1f the negotiated
rate exceedsthelocality (or conference) lodging rate, an AEA lodging rate should be provided to cover the
higher lodging rate that includes the meal(s).
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NOTE: ‘Light refreshments’ (including a continental breakfast) are a deductible meal if otherwise qualified above
and served at a meal time (e.g., breakfast - 0600-0800). Light refreshments served during a break (not at a meal
time) are not a deductible meal.

C. Meals Provided/Consumed. If al three meals are provided/consumed at no cost to the traveler, only the |E amount
for that day is payable ($5 CONUSIE, or the applicable locdlity |E rate, or $3.50 OCONUS).

D. The AO may authorize/approve the locality med rate or PMR, as applicable, if the member:

1. Isunable to eat an otherwise deductible meal because of medical requirements or religious beliefs (the AO may
request substantiati ng documentation from the appropriate professional authority), and

2. Attempted, but was unable, to make, alternative meal arrangements for a substitute meal, and
3. Must purchase a meal that satisfies the medical requirements or religious beliefs.
4. Isunable to eat the deductible meal due to mission.

U4167 NON-DEDUCTIBLE MEALS

A. Non-Deductible Meal. The following are not deductible meals:

1. Box lunches, (which include such things as C Rations, K Rations, MRES) - except when MREs and/or other
box lunches are the only method of providing adequate subsistence to amember. NOTE: Par. U4800-E for a
member on TDY within a Combatant Command or Joint Task Force AOR.,

2. In-flight medls,

3. Rationsfurnished by the GOV'T on miilitary aircraft,

4. GOV'T mealspaid for by the member and consumed inaGOV' T dining facility/mess,

5. Mealsfurnished on commercial aircraft,

6. Mealsprovided by privateindividuas, or

7. Meal(s) provided by alodging establishment on a complimentary basis without adding a charge for the meal(s)
in the lodging cost (ex., lodging cost $75 with or without breakfast).

B. Meals Provided/Consumed. If al three meals are provided/consumed at no cost to the member, only the |E amount
for that day is payable ($5 CONUSIE, or the applicable locdlity |E rate, or $3.50 OCONUS).

U4169 LODGINGS REQUIRED ON THE DAY TRAVEL ENDS

When lodging is required on the day travel ends and the AO authorizes/approves the member to obtain lodging, the
lodging reimbursement is based on the locality rate, or AEA if appropriate, for theenroute TDY site.

U4171 MEALS PROVIDED BY A COMMON CARRIER OR COMPLIMENTARY MEALS PROVIDED
BY A LODGING ESTABLISHMENT

Mesls provided by acommon carrier do not affect per diem. Complimentary meals provided by alodging
establishment do not affect per diem aslong as the room charge is the same with or without mesals. Pars. U4165-B5
and U4165-B6 when a charge for mealsis added to the lodging cost. Adopted from CBCA-1900-TRAV, 3MAY
2010.
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U4173 PER DIEM COMPUTATION EXAMPLES

A. GMR. The GMR inthe following examplesisfor illustrative purposes only (APP A for GMR).

B. U.S. and Non-foreign OCONUS Area Lodging Tax. Thelocality per diem lodging ceilingin CONUS and in anon-

foreign OCONUS area does not include lodging tax. Lodging tax in CONUS and in a non-foreign OCONUS areaisa
reimbursable expense (APP G), except when ‘MALT-Plus per diem for POC travel is paid.

C. Foreign Lodging Tax. The locality per diem lodging ceiling in a FOREIGN AREA includeslodging tax. Lodging

tax in aFOREIGN AREA is not areimbursable expense (APP G).

D. Examples

1. Example 1. Per Diem Rate/POC TDY Mileage Computation

Example 1

Per Diem Rate/POC TDY Mileage Computation

A traveler isauthorized TDY from aPDS for two days, POC use between the residence and TDY station (not aU.S.
INSTALLATION) isto the GOV’ T's advantage and authorized on the order (par. U3305-B). Thetraveler arrives at the TDY station
on day 2 and completesthe TDY assignment on day 4.

Reimbursement islimited to the actual lodging cost NTE the maximum locality per diem lodging rate plus the appropriate M& I E.

The maximum per diem rate for the TDY location is $116 ($70/ $46); actua lodging cost is $72/night. The 12-hour rule does not
apply becausethe TDY period isover 12 hours.

AEA isnot used for this example but may apply for the actual lodging expense exceeding the maximum per diem lodging rate
when authorized/approved by the AO (Ch 4, Part C).

ITINERARY
Date Depart Arrive Per Diem Rate Lodging Cost POC Distance

10 May Residence 1st Stopover $116 ($70/ $46) $60 400 miles

11 May En Route TDY Station $116 ($70/ $46) $72 15 miles

12 May TDY Station TDY Station $116 ($70/ $46) $72

13 May TDY Station 2nd Stopover $118 ($72/ $46) $60 365 miles

14 May En Route Residence Use 2" Stopover M& IE 50 miles

REIMBURSEMENT

Day 1 $60 + ($46 x 75%) = $94.50
Day 2 $72 = ($72 limited to $70) + $46 = $116.00
Day 3 $72 = ($72 limited to $70) + $46 = $116.00
Day 4 $60 + $46 = $106.00
Day 5 $46 x 75% = $34.50
1 round trip of 830 miles (official distance) x $0. 50/mile = $415.00
Total Reimbursement $882.00
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2. Example 2. Per Diem Rate —- GMR/PMR and POC TDY Mileage Computation

Example 2

Per Diem Rate - GMR/PMR and POC TDY Mileage Computation

A member isTDY toaU.S. INSTALLATION at which GOV'T lodging ($6/night) and dining facility/messisavailable. The GMR
isdirected in the order. The AO approvesthe PMR on the 17" because breakfast was not available.

POC use between the residence and TDY station isto the GOV’ T's advantage and is authorized on the order (par. U3305-B).

The maximum per diem rateis $116 ($70/ $46). GMR (par. U4149-B) is $10.80 and the PMR (par. U4149-C) is $26 plusthe
CONUS $5 | E rate appliesin this example.

NOTE: GOV'T dining facility/mess deductions are never made for arrival and departure days (par. U4147, item 1). The GMR

and PMR rates used in this example are for illustrative purposes only ~APP A for the current GMR.

ITINERARY

Date Depart Arrive POC Distance
10 March Residence TDY Station 325 miles
16-18 March At TDY Station
19 March TDY Station Residence 325 miles

REIMBURSEMENT
15 March $6 + ($46 x 75%) = $40.50
16 March $6 + $10.80 (GMR) + $5 (IE) = $21.80
17 March $6 + $26 (PMR) + $5 (IE) = $37.00
18 March $6 + $10.80 (GMR) + $5 (IE) = $21.80
19 March $46 X 75% = $34.50
1 round trip of 650 miles (official distance) x $0. 50/mile = $325.00
Total Reimbursement $480.60
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3. Example 3. Per Diem Rate— AOR Travel Computation

Example 3
Per Diem Rate — AOR Travel Computation

A member isauthorized TDY inan AOR. On 2 Jan, the member departed the residence via POC, and was en route awaiting
transportation without procuring lodging, from 2-3 Jan, arriving a the AOR TDY station on 4 Jan. The member stayed in GOV'T
QTRS and received the AOR per diem rate from 5-30 Jan. The member departed the AOR TDY station and arrived at another
AOR location on 31 Jan. The member departed the AOR location and arrived at an approved delay stopover point procuring
lodging on 1 Feb. The member departed the stopover point and arrived at the residence on 2 Feb. Per diemis computed as follows:

Date Travel Plan Transportation Reason Per Diem Rate
Mode/Means For Stop

2 Jan Dep Residence (Departure Day) PA A

En route (no lodging required) TP AT $15 ($0/ $15) TDY Destination
3Jan En route (no lodging required) TP AT $15 ($0/ $15) TDY Dedtination
4 Jan Arr TDY location (enter AOR) TP D $15 ($0/ $15) TDY Dedtination
530Jan | TDY (AOR) - D $15 ($0/ $15) TDY Destination
31 Jan Dep TDY (AOR) TP —

En route (AOR to AOR) TP AT $3.50 AORT0 AOR
1Feb En route (exit AOR/lodging) TP AD $190 ($126/ $64) Stopover Point
2Feb Arr Residence PA MC $190 ($126/ $64) Preceding calendar

day'sM&IErate
Reimbursement

2 Jan $15/day x 75% = (Departure Day = 75% of TDY destination M& IE, no lodging required) $11.25
3Jan $15/day x 1 day = (TDY destination M& | E, no lodging required) $15.00
4 Jan $15.00/day (TDY destination M& I E, lodging $0) $15.00
5-30Jan | $3.50/day x 26 days = (AOR M&IE, lodging $0) $91.00
31 Jan $3.50/day (En route AOR to AOR M&IE, lodging $0) $3.50
1Feb $70 + $64 = $134/day (Exit AOR to AD stopover point, stopover point M& IE, lodging procured at $70) $134.00
2 Feb $64/day x 75% = (75% of preceding calendar day’ s M& |E rate) $48.00
Reimbursement for per diem due member $317.75

U4174 RETURN TO PDS DURING EXTENDED TDY

A. Genera
1. For par. U4174, "extended TDY" means directed travel of 3 or more weeks.
2. A member on extended TDY (other than deployment) may be authorized to periodically return in an official
travel statusto the PDS, or place of abode from which the member commutes daily to the PDS, on weekends or

other non-workdays.

3. Reimbursement for transportation and per diem ison the same basisas TDY travel, but isnot limited to the
expenses otherwise payable had the member remained at the TDY location.

4. Authorized return to the PDS or place of abodeis not authorized for Coast Guard.

B. Authorized Return

1. Atraveler, who travelsto a location (other than the PDS or place of abode from which the traveler
commutes daily to the PDS) for personal reasons and returnsto the TDY location is not authorized
reimbursement for transportation expenses (par. U4176).

2. A statement that return travel is authorized must be included in the order, or on the travel voucher if approved
after the travel has been performed. Thistravel isan exception to the policy of scheduling travel during regular
duty hours. Accordingly, the authorized return should be performed outside the member's regular duty hours or
during authorized leave periods.
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3. A traveler who is not authorized/approved to return to the PDSis paid for personal returns AW par. U4175.
C. Lodgings Retained at TDY Location.
1. Lodging Retained at TDY L ocation during VVoluntary Return. 1f the member retainslodging at the TDY

location during avoluntary (per par. U7175) return, the member is financially responsible for the retained room
cost while gone except |AW pars. U7225 or U7226.

2. Lodging Retained at TDY L ocation during Authorized Return. The AO may authorize/approve rei mbursement
for the cost of lodging retained at the TDY site as mission essential considering:

a. Thereasons for retaining the lodging are reasonable and necessary and not strictly for the traveler's
convenience;

b. Thetraveler's effortsto obtain lodging on aweekly or monthly basis or other long-term rental agreement;
and

¢. When the retained lodging is charged on adaily basis, such factorsasthe TDY duration, the amount of
personal belongings, the establishment’ s capability to store those belongings, and the traveler’ s ability to
Secure aroom upon return.

3. Lodging Retained at the TDY Location Reimbursement. |f authorized/approved, the costs of lodging retained
at the TDY site are paid as areimbursable expense (APP G - NTE thelocality per diem lodging ceiling). Par.
U7225 for lodging reimbursement if TDY supportsa CONTINGENCY OPERATION.

U4175 RETURN TO PDS FROM TDY FOR PERSONAL REASONS
A. General

1. Authorized Member. Par. U4175 appliesto an active or an RC member.

2. Authorized Allowances. Based on the transportation expenses incurred, a member who voluntarily returns
to the PDS or residence from which the member ordinarily commutes daily to the PDS, duringa TDY period,
for personal reasons, is authorized the lesser of:

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

b. The per diem or AEA that would have been allowed had the member stayed at the TDY point.

NOTE: Lodging tax isnot included in the constructed cost for a CONUS/non-foreign OCONUS location asitis
areimbursable expense (APP G). FOREIGN AREA lodging tax is not a reimbursable expense.

3. Allowances Not Authorized. No per diemis credited for any day the member wasin a leave status.

4. CONTINGENCY OPERATION. Par. U7225 concerning reimbursement for lodging retained at a
CONTINGENCY OPERATION TDY location during leave away from that location.

B. Computation. Following are examples of computing per diem and making cost comparisons under par. U4175:

NOTE: The GMR used in the following example(s) isfor illustrative purposes only (APP A for GMR).
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1. Example 1l

Example 1

Per Diem and POC TDY Mileage Computation

A traveler performed TDY (not at aU.S. INSTALLATION) and returned to the PDS during the TDY period on the weekend for
persond reasons. The TDY location lodging cost is $65/night. The maximum per diem rate is $119 ($73/ $46). AEA isnot
authorized and per diemis not payable for 28 June (actual cost computation) because the traveler is at the PDS (par. U4102-D).

POC use between the residence and TDY gtation isto the GOV’ T' s advantage and is authorized on the order for one round trip

(par. U3305-B).

Thetraveler isdue $1,458 (constructed cost sinceit isless than the actual cost for this example).

AEA isnot used for this example, but may apply for the actual lodging expense exceeding the maximum per diem lodging rate
when authorized/approved by the AO (Ch 4, Part C).

ITINERARY
Date Depart Arrive POC Distance
23 June PDS TDY Station 325 miles
24-26 June At TDY Station
27 June TDY Station PDS (persona reasons) 325 miles
28 June PDS
29 June PDS TDY Station 325 miles
30 June-2 July At TDY Station
3duly TDY Station PDS 325 miles
REIMBURSEMENT (Actual and Constructed Cost Comparison)
23 June $65 + ($46 x 75%) = $99.50
2410 26 June $65 + $46 = $111/day x 3 days = $333.00
27 June $46 x 75% = $34.50
28 June Per diem is not payable at the PDS (par. U4102-D) $0.00
29 June $65 + ($46 x 75%) = $99.50
30 June-2 July $65 + $46 = $111/day x 3 days = $333.00
3duly $46 x 75% = $34.50
2 round trips of 650 miles (official distance) = 1,300 miles x $0. 50/mile = $650.00
Actual Cost Total $1,584.00
Constructed Cost
23 June $65 + ($46 x 75%) = $99.50
24 June-2 July $65 + $46 = $111/day x 9 days = $999.00
3duly $46 x 75% = $34.50
1 round trip of 650 miles (official distance) x $0. 50-/mile = $325.00
Constructed Cost Total $1, 458.00
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2. Example 2

Example 2
Per Diem, GMR and POC TDY Mileage Computation

A memberisTDY a aU.S. INSTALLATION at whichaGOV'T dining facility/messis available for all meals and the lodging
cost is$6/night. GOV’ T dining facility/mess useis directed and per diemisnot paid on 12 July (actual cost computation) while the
member is at the PDS (par. U4102-D). The member returned by POC to the PDSwhile TDY on the weekend for personal reasons.
The maximum per diem rate is $116 ($70/ $46). The GMR (par. U4149-B) is $10.80 plus $5 | E for this example.

POC use between the residence and TDY dtation isto the GOV’ T' s advantage and is authorized on the order for one round trip
(par. U3305-B).

The member is due $391.30 (constructed cost sinceit isless than the actual cost for this example).

NOTE: GOV'T dining facility/mess deductions are not made for arrival and departure days (par. U4147, item 1). The GMR
rate used in the exampleisfor illustrative purposes only —APP A for the current GMR.

ITINERARY
Date Depart Arrive POC Distance
9 July PDS TDY Station 185 miles
10 July At TDY Station
11 July TDY Station PDS 185 miles
12 July PDS (persona reasons)
13 July PDS TDY Station 185 miles
14-15 July At TDY Station
16 July TDY Station PDS 185 miles
REIMBURSEMENT (Actual and Constructed Cost Comparison)
9.July $6 + (346 X 75%) = $40.50
10 July $6 + $10.80 + $5 (IE) = $21.80
11 July $46 X 75% = $34.50
12 July Per diem is not payable a the PDS (par. U4102-D) $0.00
13 July $6 + (346 X 75%) = $40.50
14-15 July $6 + $10.80 + $5 (IE) = $21.80/day x 2 days = $43.60
16 July $46 x 75% = $34.50
2 round trips of 370 miles (official distance) x 2 = 740 miles x $0.50/mile = $370.00
Actual Cost Total $585.40
Constructed Cost
9.July $6 + (346 x 75%) = $40.50
10-15 July $6 + $10.80 + $5 (IE) = $21.80/days x 6 days = $130.80
16 July $46 X 75% = $34.50
1 round trip of 370 miles (official distance) x $0. 50/mile = $185.50
Constructed Cost Total $391.30

U4176 TRAVEL TO AN ALTERNATE LOCATION ON NON-DUTY DAYS

A TDY member who travelsto a location, other than the PDS or home, for personal reasons on non-duty days (and
returnsto the TDY location) is not authorized transportation expense reimbursement. The member is authorized
only per diem-related expenses based on the TDY location per diem rate and any reimbursable expenses (APP G) that
would have been allowable had the member remained at the TDY location. Reimbursement is NTE what would have
been paid had the member remained at the TDY location (B-200856, 3 August, 1981; and B-214886, 3 July, 1984).

Example 1: Member TDY from Location A to Location B (with alocality per diem rate of $173 ($122/ $51) drivesto
Location C on Friday night and returns to Location B Sunday night. The member checks out of the Location B hotel
(which cost $120/night plus arelmbursable expense for the 12% tax ($14.40) on Friday and staysin a Location C hotel
Friday and Saturday nights. The member pays $145 plus a 13% tax ($18.85) per night for Location C lodging for
Friday and Saturday. Even though the Location C locality per diem rate is $203 ($149/ $54), the member is limited to
$122/night for lodging (and lodging tax on $122 — 129% of $122 ($14.64) and to $51/day for M&IE on Friday and
Saturday. Thisis because the Location B locality diem rate is $173 ($122/ $51) and the member is being paid per
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diem that would have been paid (max $122 for lodging + $51 for M&IE) had the member remained in Location B.
The member’ s lodging tax in Location C each night is reimbursed but limited to $14.64 per night (12% of $122).
The member isreimbursed NTE $29.28 for lodging tax while in Location C. The member is not authorized any
TDY mileage for driving between Locations B and C.

Example 2: Member TDY from Location X to Base Y (with a maximum per diem rate of $161 ($110/ $51)) where the
member is staying on the U.S. INSTALLATION for $20/night with no tax and is being paid the $29 PMR + $5
CONUS | E rate (total $34) based on the order content that indicates GOV'T QTRS and the PMR is directed. The
member drivesto Location Z on Friday night and returnsto Base Y Sunday night. The member checks out of the Base
Y GOV'T QTRSon Friday and staysin a Location Z hotel Friday and Saturday nights. The member pays $75 and
12% lodging tax ($9.00) for Location Z lodging each night on Friday and Saturday. Even though the Location Z per
diemrate is $128 ($79/ $49), the member islimited to $20/night for lodging, no reimbursement of Location Z lodging
tax, and is paid $34/day for M&IE on Friday and Saturday. Thisisbecause the member isbeing paid per diem ($20 for
lodging + $34 for the PMR-based rate of M&|E) that would have been paid had the member remained in Base Y and
limited to the GOV’ T QTRS cost and PMR + CONUS “IE” since they were directed in the order. The member is not
authorized any TDY mileage for driving between Locations Y and Z.

Example 3: Member TDY from Location D to Location E (with a per diem rate of $161 ($110/ $51)), where the
traveler is staying with friends and incurring no lodging costs. The member drivesto Location F on Friday night and
returnsto Location E Sunday night. The member staysin aLocation F hotel Friday and Saturday nights and pays $75
and 12% lodging tax ($9.00) for Location F lodging each night. Even though the Location F per diem rate is $114
($70/ $44), the member is paid $75/night for lodging, and reimbursement of Location F lodging tax ($18 for both
nights), and is paid $51/day for M&IE on Friday and Saturday. Thisis because the member isbeing paid per diem
(NTE $110 for lodging + $51 for M&IE) that would have been paid had the member remained in Location E. The fact
that the member was staying with friends has no effect on the traveler’ s per diem on days when not staying with
friends. The member isnot authorized any TDY mileage for driving between Locations E and F.

U4177 NO PER DIEM OR APER DIEM RATE IN A LESSER AMOUNT

The Secretary Concerned may authorize per diem rates in lesser amounts (to zero) when the circumstances of the
travel or duty to be performed so warrant and are peculiar to that particular Service (par. U4105-D). This
authority may be delegated to a chief of an appropriate bureau or staff agency of the appropriate Service, but may
not be further re-delegated. The authorized reduced per diem rate must be stated on the order before travel begins
(or aspart of an order amendment/modification covering a prospective period after the original order modification
wasissued). In the absence of such authority, an order prescribing a different per diem rate is without effect and
the applicable locality per diem rateisused. The reduced or zero per diem rate does not apply to any day the
member istraveling. Reduced per diem rate establishment should incorporate an amount for clothes laundry/dry-
cleaning/pressing if the travel is OCONUS or for less than 7 daysin CONUS.

U4179 PER DIEM RATE REVIEW

A. General. When a member, command or AO thinks that the lodging and/or meal expenses for an area are
inconsistent with the prescribed per diem rate, a letter identifying the location and nature of the problem should be
sent to the appropriate activity listed in par. U4179-B via (1) the appropriate command channels and (2) viathe
applicable department/office listed below:

1. Army - Army Military Advisory Panel Member, HQDA, Deputy Chief of Staff G-1, Attn: DAPE-PRC, 300
Army Pentagon, Washington, DC 20310-0300.

2. Navy - Navy Military Advisory Panel Member, Chief of Naval Operations (N130E), 2 Navy Annex,
Washington, DC 20370-2000.

3. Marine Corps - Marine Corps Military Advisory Panel Member, Headquarters U.S. Marine Corps,
Manpower and Reserve Affairs (MPO), 3280 Russell Road, Quantico, VA 22134-5103.
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4. Air Force - Air Force Military Advisory Panel Member, HQ USAF/ALPA, 2221 S. Clark Street, Crystal Plaza
6 Ste 500, Arlington, VA 22202-3745.

5. Coast Guard - Commandant (CG-1222), U.S. Coast Guard, 2100 2nd Street SW STOP 7801, Washington, DC
20593-7801.

6. NOAA Corps - Director, Commissioned Personnel Center, NOAA Corps (Attn: Military Advisory Panel
Member), PDTATAC (CPC1), 8403 Colesville Road, Suite 500, Silver Spring, MD 20910-6333.

7. U.S. Public Health Service - Office of Commissioned Corps Force Management, (Attn: PDTATAC MAP
Member), 1101 Wootton Parkway, Plaza Level, Suite 100, Rockville, MD 20852-1061.

8. Office of the Secretary of Defense and other DoD Components - Per Diem, Travel and Transportation
Allowance Committee, ATTN: E& SBranch, 4601 North Fairfax Drive, Suite 800, Arlington, VA 22203-1546.

NOTE: Ch 4, Part C for one-time necessary expenses in excess of the prescribed per diem rate.

B. Final Submission Process. The Service determines the survey request is valid (depending on the location in
guestion along with other factors) and then may submit the request to:

CONUS L ocations Non-Foreign OCONUS Locations  Foreign OCONUS L ocations
General Services Administration Per Diem, Travel and Department of State
Office of Governmentwide Policy Transportation Allowance Director of Allowances
Travel Management Policy (MTT) Committee (PDTATAC) State Annex 1, Room L314
1800 F Street NW, Room G-219 ATTN: Allowances Branch Washington, DC 20522-0103
Washington, DC 20405-0001 4601 North Fairfax Drive

Or Suite 800
Jill.denning@gsa.gov Arlington, VA 22203-1546

U4181 PER DIEM AND AEA ON A SINGLE TRIP

A member performing TDY at more than one location on a per diem and actual expense basisfor asingletripis
authorized the allowances prescribed in par. U4260-D.
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U4183 QUICK REFERENCE TABLES - PER DIEM

Thefollowing tables are for reference purposesonly. Ch 4, Part B for applicablerules. Pars. U4163 & U4800 when
JTF operations are involved.

Quick Reference - Per Diem

TDY Travel of More Than 12 Hours

Footnotes. Seetable # 4

(1) Departure Day from PDS

A B C D E F
Arrived at the TDY | Arrived at the TDY Arrived at the Traveled Overnight Arrived at the
location (not on a location (onaU.S. TDY location (on | overnight —no lodging required TDY location
us. INSTALLATION) aU.s. lodging required. | at astopover en on the same day
INSTALLATION) on the sameday as INSTALLATION routetothe TDY | asdeparted
onthesameday as departed the PDS - -GOV'T QTRS location. fromthe PDS
departed the PDS. GOV'T QTRS are available) on the (perdiemat a
occupied. sameday as lesser amount
departed the PDS. thanthe TDY
The member locality rate
eected not to prescribed
occupy available authorized
directed GOV'T under par.
QTRS. U4105-1 or
u4177.)
Per Diem for 75% of the M&IE 75% of TDY locality | 75% of the TDY 75% of the 75% of the 75 % of the
the Departure | ratefor the TDY M&IE rate”, plus locality M&IE M&IE rate for M&IE ratefor the | TDY locality
Day fromthe | locdity, plusthe | theGOV'T QTRS rate' plusthe the next enroutestopover | M&IE rate”
PDS ¥ lodging cost NTE cost™?. cogt of lodgings | destination locality, plusthe | pluslodging %
the TDY locality occupied NTE the | (TDY/stopover lodging cost NTE | “ cost NTE the
maximum lodging available GOV'T | point) locaity ¥ the stopover TDY locaity
ceiling, 2 QTRScost™. No | for the departure | locality maximum
lodging tax day. maximum lodging ceiling.
reimbursement. !Vodgi ng ceiling. %
Change 287 u4B-27

11/01/10




Ch 4: Temporary Duty Travel (TDY)
Part B: Per Diem

U4100-U4183

(2) Whole Travel Days — CONUS

A B C D E F
Traveled overnight | Traveled Eachwholeday ata | Eachwholeday at | Each wholeday at | Each whole day
& arrived at a overnight & CONUSTDY aCONUSTDY aCONUSTDY at a CONUS
CONUSTDY arrived at a locality (not on a locality (onaU.S. | locality (onaU.S. | TDY locdlity at
location (not on a CONUSTDY .S INSTALLATION) | INSTALLATION) | which per diem
us. locality (onaU.S. | INSTALLATION). | —GOV'T QTRS at whichamember | inalesser
INSTALLATION) | INSTALLATION) are occupied. electsnot to amount than the
on theday after on the day after occupy available prescribed rate
departing the PDS. | departing the PDS directed GOV'T for TDY location
-GOV'T QTRS QTRS. was authorized
are occupied. under par.
U4105-1 or
U4177.
Per TDY locality M&IE, plusthe The CONUSTDY M&IE, plusthe M&IE, plusthe Per diem at the
Diem M&IE (unlessthe GOV'T QTRS locality M&IE, plus | GOV'T QTRS lodging cost NTE rate authorized
for AO specifiesthe cost. Y M&IE the lodging cost cost™¥. M&IE the GOV'T QTRS | under par.
Whole PMR for may be at the TDY | NTE the TDY may be at (1) the cost'’. Lodging U4105-1 or
Travel deductible meals), locdity, or PMR locality maximum TDY locality rate, | taxisnot u4177.”
Days S/ plus the lodging plus $5 IE if the lodging ceiling (2) Standard reimbursable
cost NTE the TDY | AO specifiesthe (unlessthe AO GMRY plus$51E, | M&IE may beat
locality maximum | PMRbasedon1or | specifiesthePMR (3) PMR¥¥% plys | (1) the TDY
lodging ceiling . 2 deductiblemeals. | plus$51Ewhenlor | $51E, or (4) $51E | locality rate, (2)
2160 ve 2 deductible meals only whenthe AO | Standard GMR®
areprovided ® —par. | directsEUM (pars. | plus$51E,, (3)
U4165) U4163 & U4800) PMRY¥% plus $5
or 3 deductible IE,or(4) $51E
meals. Pars. only when the AO
U4102-L, U4105- directs EUM (pars.
D & U4800 for U4163 & U4800)
field duty. or 3 deductible
mesals. Pars.
U4102-L, U4105-
D & U4800 for
field duty.
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(3) Whole Travel Days — OCONUS

A B c D E F
Traveled overnight | Traveled overnight | Each wholeday at | Eachwholeday at | Each wholeday at | Each whole day at
& arrived at an & arrived at an the OCONUS an OCONUS TDY | an OCONUSTDY | an OCONUSTDY
OCONUSTDY OCONUSTDY TDY locality (not locality (onaU.S. | locality (onaU.S. | locality at which
location (not on a locality (onaU.S. | onaU.S. INSTALLATION) | INSTALLATION) | perdiemina
us. INSTALLATION) | INSTALLATION) | - GOV'T QTRS at which amember | lesser amount than
INSTALLATION) | ontheday after are occupied. electsnot to the prescribed rate
on the day after departing the PDS occupy available for the TDY
departing the PDS. | - GOV'T QTRS directed GOV'T location was
are occupied. QTRS. authorized under
par. U4105-1 or
U4177.
Per The OCONUS M&IE plusthe The OCONUS M&IE plusthe M&IE plusthe Per diem at the
Diem TDY locality GOV'T QTRS TDY locdity GOV'T QTRS lodging cost NTE | rate authorized
for M&IE ¥ rate cost™. (M&IE M&IE ¥rateplus | cost. M&IEmay | theGOV'T QTRS | under par. U4105-1
Whole | (unlessthe AO may beat the TDY | thelodging cost ¥ beat (1) theTDY | cost“*. M&IE or U4177."
Travel specifiesthe PMR locality rate, or NTE the TDY locality meal rate, | may beat (1) the
Days 5| for deductible PMR plus locality locality maximum (2) Standard TDY locality meal
meals) plus the IEif theAO lodging ceiling. If | GMRY, (3) rate, (2) Standard
lodging cost specifiesthePMR | the AO specifies PMRE or (4) GMRY (3)
NTE the TDY and1or2 thePMR when 1 or | no amount for PMR¥91Y or (4)
locality lodging deductible meals 2 deductiblemeals | mealswhen the no amount for
ceiling. are provided. Y9 are provided, the, AO directs EUM meals when the
M&IEis (pars. U4163 & AO directsEUM
PMRY 917 plys U4800) or 3 (pars. U4163 &
locality or $3.50 IE | deductible medls. U4800) or 3
8 _ par. U4165-1. Add thelocality or | deductible meals.
$3.50 IE¥" Pars. Add thelocality or
U4102-L, U4105- $3.50 IE¥.
D & U4800 for
field duty.
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(4) Day of Return to PDS

A B C D E
Arrived at the PDS on Traveled overnight (no | On the departure day On the day travel Arrived at the PDS on
same day as departed lodging required) & from the TDY location | ended lodging was the same day as
the TDY location. arrived at the PDS on overnight lodgingwas | required enroutetothe | departed the TDY
the day after departing | required at a stopover PDS. location where per

the TDY location.

en route to the PDS.

diem in alesser amount
than the prescribed rate
was authorized under

par. U4105-1 or U4177.

Per 75% of last TDY For the departure day For the departure day 75% of theM&IErate, | 75% of the TDY
Diem locality M&IE rate. ¥ from the TDY location, | from the TDY location, | plusthe lodging cost locality M&IE rate.
for the the TDY locality M&IE, plus lodging % based on the locality
Return M&IE rate. For the “ cost NTE the rate at which lodging
Day to arrival day at the PDS, | stopover locality was obtained if
the PDS 75% of the TDY lodging ceiling. For authorized/approved
S/ locality M&IE rate. Y | thearrival day at the by the AO. Par.
PDS, 75% of the U4169.
stopover locality
M&IE rate.
Footnotes

1/ GMR/PMR, areduced per diem rate IAW pars. U4105-1 and U4177 and the $3.50 |E rate do not apply on the departure day from, or return day
to, the PDS, or any day the member istraveling. The PMR for deductible meels can apply on an interim travel day.

2/ Lodging tax is a separate reimbursable expense (APP G) in CONUS and in anon-foreign OCONUS area because lodging tax is not included in
the applicable locality per diem lodging ceiling.

3/ For OCONUS travel the AO can determinethat an |E of $3.50, in lieu of the TDY locality IE, is adequate for anticipated expenses. Regardless
of at what location the member islodged, the OCONUS I E rate of $3.50 may be authorized and must be stated in the order for travel beginning on
or after 1 July 2009.

4/ Lodging tax is not a separate reimbursable expensein a FOREIGN AREA because alodging tax isincluded in the applicable FOREIGN AREA

locdlity per diem lodging ceiling.

5/ (8) Thecost incurred during TDY travel (not after returning to the PDS) for persona laundry/dry-cleaning and pressing of clothing, up to an
average of $2 per day, is areimbursable expense (APP G) 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, etc.). There must be expense; this
isnot an automatic payment.

(b) Thecost incurred during TDY travel for personal laundry/dry-cleaning and pressing of clothing is not areimbursable expense for OCONUS
travel and is part of the IE included within the per diem rates/ AEA authorized/approved for OCONUS travel.

6/ On any day that 3 deductible meals are provided without cost to the member, no meal reimbursement is allowed.

7/ When areduced per diem rate is authorized in the traveler’s order IAW par. U4105-1 or U4177, the per diem authorized in the order applies
beginning on the day after arrival a the TDY location and ends on the day before departing the TDY location.

8/ The GMR appliesif the AO specifies the GMR based on available GOV’ T dining facility/mess at the ingtallation to which the member is TDY .
Pars. U4149-B, U4151-B, and U4400.

9/ The PMR appliesif the AO specifies PMR based on 1-2 GOV’ T meals availablein a GOV’ T dining facility/mess at the installation to which the
member issent TDY. Pars. U4149-B, U4151-B, and U4400.

10/ The PMR appliesif the AO specifies the PMR for deductible medls. Par. U41665.

11/ Reimbursement for GOV’ T QTRS cost is NTE the maximum locality lodging ceiling.
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SECTION 6: UNUSUAL/EMERGENCY CIRCUMSTANCES
U5240 DEPENDENT TRAVEL UNDER UNUSUAL/EMERGENCY CIRCUMSTANCES
NOTE: Par. U5905-C2 for HHG transportation under unusual/emergency circumstances.
A. General
1. Thispar. covers dependent travel situations that are in:
a. Advance of the member's PCS, and
b. The GOV’ T’sbest interest.
2. These situationsinclude changesin OCONUS duty station status; medical/dental travel; IPCOT PCS-like
travel (par. U7200 for COT leave travel); certain dependent travel ICW a member’s court martial; tour extensions;

and derts.

3. An order authorizing dependent travel and transportation must cite the specific par. U5240 under which the
travel is authorized.

4. Ch 6 for dependent evacuation travel.

5. Part Jfor early return of a dependent, including a dependent in CONUS whose member spouse is court-
martialed OCONUS.

B. PDS Changed to a Dependent-restricted Tour Station, or Sea Duty Changed to Unusually Arduous Sea Duty

1. General. When amember receives a PCS order to a PDS to which dependent travel is authorized and that PDS
islater changed to a dependent-restricted tour station, or when there is a change in the designation of the duty
aboard a ship, afloat staff, or afloat unit from sea duty to unusually arduous sea duty, authority for dependent
travel and transportation allowances to a designated place under par. U5222-D1c is as prescribed in par. U5240-B.
In par. U5240-B, "appropriate POE" isthe port used for seatravel, if there is one; otherwise it isthe aerial POE.

2. Restriction or Change in Designation I mposed after an Order |s Received. When the restriction or changein
designation isimposed after the date the member first receives the PCS order but before the dependent begins
travel from the member's old PDS, the authority for dependent travel and transportation allowancesis determined
under par. U5222-D1.

3. Redtriction or Change in Designation Imposed after a Dependent Begins Travel. When the restriction or
change in the designation isimposed after a dependent begins travel, circuitously or otherwise, on or after the date
the member first receives the PCS order, dependent travel and transportation allowances are authorized from the
old PDS to the place at which notification was received of the restriction or change in designation and from that
place to a designated place authorized in par. U5240-B1. However, the authority in such cases cannot exceed that
accruing from the old PDS to the appropriate:

a. POE serving the member's OCONUS PDS and from the POE to a place authorized in par. U5240-B1in
the case of a change to a dependent-restricted tour, or

b. Home port of the ship and from the home port to a place authorized in par. U5240-B1 in the case of a
change in designation of the duty of a ship.

4. Redtriction or Change in Designation Imposed while the Dependent |s at a Designated L ocation. If the
dependent is at a designated place authorized in par. U5240-B1 where they were located under a prior order on the
date they receive notification of the restriction or change in designation, no dependent travel and transportation
allowances are authorized.
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5. Redtriction or Change in Designation Imposed after a Dependent L eaves the Designated Location. When the
restriction or change in designation isimposed after the dependent begins travel from a designated place
authorized in par. U5240-B1, circuitously or otherwise, on or after the date the member first receives the PCS
order, dependent travel and transportation allowances are authorized from that designated place to the place at
which they receive notification of the restriction or change in designation and from that place to the previous or a
new designated place. However, the authority in this case cannot exceed that from the designated place at which
travel began to the CONUS home port or the appropriate POE serving the member's OCONUS PDS and from that
home port or that POE to the designated place last chosen.

6. Redtriction or Change in Designation I mposed while En Route from Old PDS or Home Port. When the
restriction or change in designation is imposed after the dependent begins travel, but before the dependent arrives
at or in the vicinity of the member's OCONUS PDS or home port, dependent travel and transportation allowances
are authorized from the old PDS or home port where travel begins, to the place at which they receive notification
of the restriction or change in designation and from that place to a

a. Designated placein CONUS;
b. Temporary OCONUS location as may be authorized/approved through the Secretarial Process; or
c. Designated placein anon-foreign OCONUS area if authorized/approved through the Secretarial Process.

7. Redtriction or Change in Designation I mposed after the Dependent Arrives at Member's Duty Station. When
the restriction or change in designation isimposed after the dependent arrives at the member's OCONUS PDS or
home port, or the restriction or change in designation is not made known to the dependent until arrival at or in the
vicinity of that PDS, dependent travel and transportation allowances under par. U5240-B are authorized to the
same locations and under the same conditions as set forth in par. U5240-B6. |f dependent evacuation is
necessary, par. U6005 applies.

8. Subsequent Authority. A member, otherwise authorized dependent travel and transportation allowances under
par. U5201-A:

a. Whose duty station is again changed from one to which dependent transportation is not authorized or to
one to which dependent transportation is authorized, or

b. The duty of a ship, afloat staff, or afloat unit to which assigned is changed from unusually arduous sea
duty, or

¢. Whoistransferred to a station to which dependent transportation is authorized,

is authorized dependent travel and transportation allowances to the PDS or home port of the ship, up to those for
travel from the place to which they were transported under par. U5240-B to the PDS or appropriate home port.
However, when the dependent isin CONUS, the return transportation to the same or another OCONUS PDS
or appropriate home port may be authorized only when at least 12 months remain in the member's OCONUS
tour following the dependent’ s estimated date of arrival at the PDS or home port or on the date command
sponsorship is granted, whichever islater. If the member elects, the dependent may be retained at the place to
which the dependent traveled under pars. U5240-B1 through U5240-B7 until further transportation is authorized.
NOTE: A dependent may be retained at a temporary OCONUS location to which transported under pars.
U5240-B6 and U6005 only when authorized/approved through the Secretarial Process. Travel of the dependent
of a member when the member is not authorized travel and transportation allowances under par. U5201-B is
governed by par. U6005.

C. Dependent Travel and Transportation OCONUS for Medical Care

1. Dependent Definition. As used in par. U5240-C, a "dependent” is any dependent located OCONUS who has
an active duty sponsor and who has been authorized, through the Secretarial Process, medical carein a Service
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medical facility without reimbursement.

2. Local Medica/Dental Care Not Available

a. Authorization/Approval. The commanding officer/other Service designee for a member on OCONUS
active duty may authorize/approve dependent transportation if the dependent:

(1) Isaccompanying the member and the member has been on active duty for more than 30 days; and
(2) Requires care not available in the member's OCONUS PDS area.
b. Medical/Dental Care. A dependent may be provided travel and transportation for medical/dental care to

the nearest appropriate medical/dental facility where adequate medical/dental careis available, except as par.
U5240-C2c.

c. Exceptions. A dependent participating under a dental plan established under 10 USC 81076a (currently
TRICARE) may not be provided transportation to the nearest appropriate dental facility where adequate
dental care is available except for:

(1) Emergency dental care,

(2) Dental care provided at an OCONUS location, or

(3) Dental care not covered by the dental plan.

3. Elective Surgery. Travel and transportation reimbursement is not authorized for a dependent who travels
for elective surgery.

4. Transportation to and from a Medical and/or Dental Facility. When practicable, GOV’ T transportation should
be used for transportation authorized by par. U5240-C. When GOV'T transportation is not available or itsuse is
not practicable, dependent patients must be transported by:

a. GOV’ T-procured commercial transportation,
b. Personally procured commercial transportation, or
c. POC.

When personally procured commercial transportation is used, reimbursement for the actual cost of the
transportation used is authorized. When a POC is used, reimbursement for the actual expensesincurred (e.g., gas,
oil; highway, bridge, and tunnel tolls; parking fees; and other necessary expenses incurred incident to POC use) is
authorized. TDY mileage may not be paid. However, reimbursement for the travel performed by personally
procured commercial transportation or by POC is limited to what it would have cost had the transportation been
furnished by the GOV'T (i.e.,, GOV'T or GOV’ T-procured transportation). NOTE: Thislimit does not apply
when GOV'T or GOV’ T-procured transportation is not available. 1f adependent is transported by POC and an
attendant is authorized a transportation allowance, no additional transportation expense on behalf of the dependent
is authorized.

5. Return Transportation. Upon hospitalization/medical/dental care termination, the dependent’s transportation is
authorized to the member’s PDS or to another place determined appropriate by the AO.

6. Outpatient Transportation. Reimbursement is authorized for the actual expensesincurred for the dependent's
transportation between transportation terminal, medical/dental facility, and lodging when the dependent is
receiving outpatient care at a medical/dental facility outside the member's PDS area. Actual expensesincurred for
transportation cost between medical/dental facility and lodging may be reimbursed for the number of trips the
dependent must make between those two places. The transportation mode used should be the least costly mode
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available that adequately meets the patient's needs. When POC is the appropriate mode, reimbursement for the
actual expensesincurred, asin par. U3305-B1, is authorized. Transportation expenses may not be paid using a
mileage allowance (B-202964, 23 February 1982).

7. Lodging and Meals. The actual cost of dependent’ s lodging (including tax (NOTE), tips, and service charges)
and actual cost of meals (including tax and tips, but excluding alcoholic beverages) may be reimbursed NTE the
locality per diem rate for the medical/dental facility location. The amount paid for lodging and meals may not
exceed the maximum amount allowed for lodging and M& I E, respectively, authorized in the medical/ dental
facility locality per diemrate. A dependent isnot authorized meal expenses for round-trip travel that is
performed within 12 hours (par. U4102-F). Thisincludestravel time to/from the medical/dental facility and time
at the medical/dental facility for outpatients.

NOTE: Thelocality per diem lodging ceiling in CONUS and in a non-foreign OCONUS area (APP A1) does
not include lodging tax. Lodging tax in CONUS and in a non-foreign OCONUS area is a reimbursable
expense (APP G). Thelocality per diem lodging ceiling in aforeign area (APP Al) includes lodging tax.
Lodging tax in a foreign OCONUS area is hot a reimbursable expense.

8. Reimbursable Expenses. The dependent is authorized reimbursement for the reimbursable expenses listed in
APP G except that if a POC is used to and from the transportation terminal, reimbursement is for the actual
expensesincurred, asin par. U3305-B1 and payment of mileageis not authorized. Receipt requirements are the
same as those in par. U2510.

9. Attendants for a Dependent. If adependent isunableto travel unattended, round-trip travel and transportation
allowances are authorized for necessary attendants as provided in Ch 7, Part Q.

10. Advance. Funds may be advanced to cover expenses reimbursable under par. U5240-C.

11. Administrative Provisions. An order authorizing/approving dependent travel for medical or surgical care
must cite par. U5240-C as authority. A statement by a competent medical official (military or civilian, as
available) must support the order asto the seriousness of the condition and the absence of adequate military and
civilian facilities for proper treatment. 1f amedical official isnot available, the order must so indicate and the
AO’s statement in the order that proper medical facilities are not available then suffices. For non-emergency
conditions, the receiving medical facility must agree to accept the patient before the order isissued.

12. Subsequent Travel and Transportation. A member otherwise authorized dependent travel and transportation
allowances under par. U5201-A, whose dependent is transported to a place other than the member's PDS under
par. U5240-C, is authorized, upon reassignment, travel and transportation expenses for that dependent for direct
PCS travel between that place and the destination authorized in the reassignment order.

D. Dependent Travel and Transportation Incident to an Alert Notice

1. General. A member of certain unitsis authorized dependent travel and transportation allowances, as though
assigned to a dependent-restricted tour, under par. U5222-D (45 Comp. Gen. 208 (1965)). Thisappliesto a
member whose unit has been officially alerted for movement to an OCONUS PDS (within 90 days after the alert
notice) to which dependent transportation is not authorized. This also appliesto a member who is transferred or
assigned by a PCS order to a unit so aerted.

2. Member Not Transferred to a Dependent-restricted OCONUS Tour after Alert Notice Announcement. When a
dependent has traveled to a designated place under par. U5240-D1, but the member is not transferred to the
OCONUS PDS contemplated in the alert notice, dependent travel and transportation allowances are authorized
from the designated place to the new PDS. This also appliesto return transportation that PDS if the member is
continued on permanent duty at the station where the alert notice was officially announced.

E. Dependent Travel and Transportation Incident to Tour Extension. A member on atour of less than the prescribed
tour length at a PDS, who used the dependent travel and transportation allowances upon assignment to that PDS, is
authorized dependent travel and transportation allowances from the place the dependent is located to that PDS.

Change 287 U5C6-4
11/01/10



http://redbook.gao.gov/15/fl0072296.php�
http://www.defensetravel.dod.mil/perdiem/pdrates.html�
http://www.defensetravel.dod.mil/perdiem/pdrates.html�
http://www.defensetravel.dod.mil/perdiem/pdrates.html�
http://redbook.gao.gov/4/fl0015300.php�

Ch 5: Permanent Duty Travel U5240-U5258
Part C: Dep T&T Alws: Section 6: Unusual/Emergency Circumstances

NOTE: Theauthority limit is up to that from the old to the current PDS. Authority under par. U5240-E islimited to
the situation in which a member's tour is extended due to:

1. Unusual circumstances, and
2. The needs of the Service.

Authority under par. U5240-E also is limited to the situation where a member did not move a dependent to that PDS
initially because of the anticipated short time of assignment (B-208861, 10 November 1982).

F. Dependent Travel and Transportation Incident to a Court Martial Sentence/ Administrative Discharge under other
than Honorable Conditions (for a Member Stationed in CONUS)

1. Travel and Transportation Allowances. A member (with dependent) stationed in CONUS, is authorized
dependent PCS travel and transportation allowances, if the member:

a. Issentenced by a court martial to:
(1) Confinement for more than 30 days,
(2) Receive adishonorable/bad-conduct discharge, or
(3) Dismissal from a Uniformed Service, or
b. Receives an administrative discharge under other than honorable conditions.

2. Authority. Dependent travel and transportation allowances (including the payment of per diem under par.
U5210) are authorized by a Service-designated authority who determines:

a. The authorized destination, and

b. That areasonable relationship exists between the conditions/circumstances in the specific case and the
authorized destination.

3. Travel Request. Travel may be requested by:
a. The member,
b. The member’s spouse, or
¢. Another dependent (if the member has no spouse, or the spouse is not available).

4. Travel Dedtination. The dependent destination must be a designated place, except that a foreign-born
dependent may be returned to the dependent’ s native country.

5. Travel and Transportation Reimbursement Payment. Travel reimbursement may be paid to the:

a Member, or

b. Dependent or ex-spouse, (when the member authorizes payment to either of them (B-193430, 21 February
1979)).

6. Travel Time Limit. Except when additional time is authorized/approved by the Secretarial Process (par.
U5012-1), dependent travel must start within 180 days from the date:

a. The court-martial is completed, or
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b. Of administrative discharge.

G. Dependent Travel and Transportation Incident to an IPCOT. A member stationed OCONUS who is selected to
serve an IPCOT is authorized dependent travel and transportation allowances as follows:

NOTE: An |PCOT isnot an extension; it is another full tour.

1. Unaccompanied to Accompanied Tour

a. Dependent travel and transportation at GOV’ T expense from a designated place to the current PDS at
which the IPCOT isto be served if the dependent is command-sponsored prior to travel to the current PDS at
which the IPCOT isto be served.

b. A member who acquires a dependent after the PCS order effective date, but before entering an IPCOT, is
authorized dependent travel and transportation allowances to the current PDS at which the IPCOT isto be
served if the dependent is command-sponsored prior to travel to the current PDS at which the IPCOT isto be
served. Travel and transportation allowances in this case are from the place the dependent islocated to the
current PDS.

2. Accompanied to Unaccompanied Tour. The provisions of par. U5222-C4 apply.

3. Accompanied-to-Accompanied Tour. A member who acquires a dependent after the PCS order effective date,
but before entering an IPCOT, is authorized dependent travel and transportation allowances to the current PDS at
which the IPCOT isto be served if the dependent is command-sponsored prior to travel to the current PDS at
which the IPCOT isto be served. Travel and transportation allowances in this case are from the place the
dependent islocated to the current PDS.

H. Travel and Transportation for a Dependent Relocating for Persona Safety. Par. U5205.

U5241 DEPENDENT TRAVEL WHEN MEMBER OFFICIALLY REPORTED AS DEAD, INJURED, ILL,
OR ABSENT FOR MORE THAN 29 DAYS IN A MISSING STATUS, OR UPON DEATH

A. General. Par. U5241-A appliesto a dependent (without regard to command sponsorship (B-158661, 22 December
1966)) whose member sponsor is on active duty and who is officially reported as dead, injured, ill, or absent for a
period of more than 29 daysin a missing status (37 USC §554), or who dies while entitled to basic pay (37 USC
8406(f)).

B. Definitions

1. Dependent. See APP A1l. When a member entitled to basic pay dies while on OCONUS duty, "dependent”
includes an unmarried child who was transported at GOV’ T expense to that member's PDS, incident to the
member's assignment thereto, and became age 21 while the member was serving at that PDS (par. U5215-B).

2. Transportation. "Transportation,” as used in par. U5241, includes transportation-in-kind or reimbursement
therefore under par. U5201-A1b, and/or MALT under par. US015-A.

C. Limitations
1. Dedtination. No travel at GOV’ T expense may be authorized/approved under par. U5241-C unless a
reasonabl e relationship exists between the dependent’ s circumstances and the requested destination, as determined
by the Service Concerned.

2. Time. Authority ends for dependent travel and transportation allowances if the dependent does not begin travel
to the final home within 1 year after the date of the official status report. However, travel at alater date may be
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authorized/approved through the Secretarial Process IAW 37 USC 8554. NOTE: Thetime waiver does not
extend to escort travel authority for the dependent in par. U5241-F.

a. No GOV’ T-funded travel and transportation allowances are authorized under par. U5241 when travel is

delayed and is not performed until after receipt of official notice that the member has returned to an active
status.

b. Effective for deaths occurring on or after 6 January 2006, the dependent has 3 years, beginning on the
member’ s date of the death to choose a HOS for the purpose of travel and transportation all owances.

Examples:

Member on active duty died on 3 January 2006 -- Family had 1 year to make a HOS.
Member on active duty died on 10 January 2006 -- Family had until 9 January 2009 for HOS.

3. Per Diem. A dependent authorized the transportation authorized in par. U5241-D pursuant to the death of a
member entitled to basic pay (37 USC 8406(f)), also is authorized per diem under par. U5210. Per diem is not
payable ICW the other dependent transportation authorized in par. U5241.

D. When Authorized

1. General. A dependent may be furnished transportation to a member's HOR or to another location as may be
authorized/approved by the official designated by the Secretarial Process when the dependent receives official
notice that the member is:

a Dead; or

b. Injured and/or ill and the anticipated period of hospitalization or treatment is expected to be prolonged as
shown by a statement of the commanding officer at the receiving hospital; or

¢. Absent for a period of more than 29 daysin a missing status.
When a dependent is residing OCONUS at the time the member on permanent duty OCONUS dies, the dependent
may be transported to an interim location (within the limitation imposed in par. U5241-C1) to reside pending a
decision by the dependent as to what location to exercise the authority to afinal move at GOV’ T expense. That
final move must be exercised within the time limit established in par. U5241-C2.

2. Additional Moves

a. Status Change. A dependent moved under par. U5241-D1 may again be moved under par. U5241-D1
when official notice is received that the member's status has changed from one to another of those listed in
par. U5241-D1.

b. No Status Change Member Reported as Missing for morethan 1 Year. A dependent moved under par.
U5241-D1 may be moved again under par. U5241-D1 when the member has been reported officially as
absent for a period of more than 1 year in a missing status and the Secretarial Process determines that the
circumstances justify an additional move.

3. Termination of Casualty Status. When the member’s casualty status is terminated, authority for dependent
travel and transportation allowances under par. U5201 is determined | AW this Part.

E. Adminigtrative Instructions. Each Service must issue regulations or instructions deemed necessary for the
judicious administration of the authority contained in par. U5241.

F. Dependent Escort Travel (10 USC 81036). Ch 7, Part Q, for escort travel accompanying an eligible dependent
under par. U5241, when it has been determined by the AO or Commanding Officer that travel by the dependentsis
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necessary; that they are incapable of traveling alone because of age, mental or physical incapacity, or the other
extraordinary circumstances detailed in the Service regulations.

1. Round-trip transportation and travel allowances may be paid to any person for travel performed, or to be
performed, under a competent order as an escort for the member’ s dependent, if the travel is performed not later
than one year after the member (1) dies, (2) is missing or (3) otherwise unable to accompany the dependents.
Travel and transportation allowances extension beyond the stated time limit is not authorized regardless of the
circumstances.

2. Travel and transportation allowances may be paid in advance IAW Service regulations.
U5242 FUNERAL TRAVEL

A. Transportation for Eligible Relatives of a Deceased Member to Attend the Member's Burial Ceremony (37 USC
8411f)

NOTE: The families of cadetymidshipmen are not eligible for thistransportation.

1. General. Andligiblerelativeisauthorized round trip travel and transportation allowances to attend burial
ceremonies for a deceased member who dies while on active or inactive duty. "Eligible relative", as used in par.
U5242, means:

a. The deceased member's surviving spouse (including aremarried surviving spouse);

b. The deceased member’s children (including stepchildren, adopted children and illegitimate children)
regardless of age;

¢. The deceased member’s parent or parents as defined in 37 USC 8401(b)(2) (NOTE 1 below);
d. The deceased member’s siblings;

e. The person who directs the disposition of the deceased member’s remains under 10 USC 8§1482(c) (NOTE
2 below) or, in the case of a deceased member whose remains are commingled and buried in acommon grave
inanational cemetery, the person who would have been designated under 10 USC §1482(c) to direct the
disposition of the remainsif individual identification had been made; and

f. If no person described in par. U5242-Alathrough U5242-A1d is provided travel and transportation
allowances; then no more than two persons, closely related to the deceased member, who are selected by the
person referred to in par. U5242-Ale. A person provided travel and transportation under par. U5242-A1f is
in addition to the person referred to in par. U5242-Ale.

2. Attendant or Escort. An attendant or escort (pars. U7550-A and U7550-B pertain) accompanying an eligible
traveler provided travel and transportation allowances under par. U5242-A1 for travel to the burial ceremony for a
deceased member also may be provided round trip travel and transportation allowances for travel to the burial
ceremony if:

a. The accompanied eligible traveler is unable to travel unattended or unescorted because of age, physical
condition, or other justifiable reason acceptable to the AO; and

b. Thereisno other eligible traveler of the deceased member, traveling to the burial ceremony, eligible for
travel and transportation allowances under par. U5242-A1 and qualified to serve as the attendant or escort.

3. Allowances Limitations. Allowances under pars. U5242-A1 and U5242-A2 are limited to travel and
transportation to attend burial ceremonies of a deceased member at alocation determined through the Secretarial
Process. Per diemis payable for:
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a. Thetime necessary to travel to the location concerned, plus
b. NTE 2 days at that location, and
c. Thetime necessary for return travel from that location.

4. Travel and Transportation Allowances

a. Genera. Individualstraveling under par. U5242-A are authorized one, or a combination, of the following
for the authorized round trip travel:

(1) Transportation-in-kind,
(2) Reimbursement for the cost of personally procured commercial transportation,
(3) Automobile mileage rate (par. U2600) for the official distance traveled by POC.

GOV'T transportation must be used to the maximum extent practicable ICW transoceanic travel.
Reimbursement as provided in par. U5242-A4a(2) is subject to par. U5201-A1b, for land travel and par.
U5205-B for transoceanic travel. When land travel is by mixed modes, reimbursement is for actual travel
NTE the personally procured commercial transportation cost between origin and destination (minus any used
GOV’ T-procured transportation cost). When travel is by POC, only the POC operator is authorized the
allowance prescribed in par. U5242-A4a(3).

b. Per Diem Allowances while Traveling and at the Funeral and Burial Site. An eligible family member is
authorized per diem computed using the ‘ Lodgings-Plus’ method in Ch 4, Part B when traveling under par.
U5242-A. The per diem payable must not exceed the appropriate rate for the area concerned. Per diem must
not be paid for more than two days plus the time necessary to travel to and from the location concerned.

c. Limitations. Per diemis not payable when the eligible relatives' residence and the buria site are in the
same local area as defined in par. U3500-B, or when the total time from departure to return is 12 or fewer
hours.

d. Reimbursable Expenses. The authorized traveler(s) is/are authorized reimbursement for the reimbursable
expenses (APP G) incurred incident to travel under par. U5242. Receipt requirements are the same as those
inpar. U2510.

e. Definitions. Par. U5242-C.

5. Memorial Service. An eligible relative may be authorized travel and transportation allowances for one round-
trip to an installation/home port/unit memorial service if that memorial service for a deceased member who dies
while on active duty occurs at alocation other than the burial ceremony location. This round-trip isin addition to
that to the burial ceremony and must be completed within 2 years following the member’s death, unlessthe time
limitation is waived by the Service Secretary. Allowancesin pars. U5242-A1, U5242-A2, U5242-A3, and
U5242-A4 apply to the additional roundtrip. Travel and transportation allowances may be provided under par.
U5242-5 for travel of eligible relativesto only one installation/home port/unit memorial service for the deceased
member. The memorial service must be in the CONUS, a non-foreign OCONUS area or the deceased member’'s
last PDS or home port, and may not be in atheater of combat operations.

B. Funera Travel of the Family of a Member Who Died while a POW or MIA during the Vietnam Conflict

1. General. Par. U5242-B appliesto an eligible family member (as defined in par. U5242-B2) of a member who
died while officially classified as a POW or as MIA during the Vietnam conflict and whose remains are returned
to the U.S. (37 USC 8406 (Note)).

2. Definition of Eligible Family Member. For purposes of par. U5242-B1, an eligible family member of the
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deceased member of the armed forces includes the following:
a. Surviving spouse (including aremarried surviving spouse) of the deceased member,

b. Child or children, including children described in section 37 USC 8§401(b)(1) (NOTE 4 below) of the
deceased member,

c. The parent or parents of the deceased member as defined in section 37 USC 8401(b)(2) (NOTE 1 below),
d. If no person described in par. U5242-B2a, U5242-B2b, or U5242-B2c is provided travel and
transportation allowances, any brothers, sisters, half-brothers, half-sisters, stepbrothers, and stepsisters of the
deceased member.

3. Allowances. An éligible family member isissued an ITA under APP E2, and is authorized transportation and
travel allowances, as prescribed therein, for travel from place of residence to the place of burial and return.

C. Definition of Burial Ceremony. For the purpose of par. U5242, the term “burial ceremony” includes the following:

1. Aninterment of casketed or cremated remains,
2. A placement of cremated remains in a columbarium;

3. A memorial service for which reimbursement is authorized under 10 USC §1482(d)(2) (NOTE 3 below); and

4. A burial of commingled remains that cannot be individually identified in acommon grave in a national
cemetery.

NOTE 1: For the purposes of par. U5242-Alc and U5242-B2c: 37 USC 8401(b)(2), the term “ parent” means:
a. A natural parent of the member;
b. A step parent of the member;
c. A parent of the member by adoption;
d. A parent, stepparent, or adopted parent of the spouse of the member; and

e. Any other person, including a former stepparent, who has stood in loco parentis to the member at any
time for a continuous period of at least five years before the member became age 21.

NOTE 2: With referenceto par. U5242-A1d(1): 10 USC §1482(c) states. Only the following persons may be
designated to direct disposition of the remains of a decedent covered by this chapter:

a. The surviving spouse of the decedent;

b. Blood relatives of the decedent;

c. Adoptive relatives of the decedent; and

d. If no person covered by clauses (1)-(3) can be found, a person standing in loco parentis to the decedent.
NOTE 3: For the purpose of par. U5242-C3; 10 USC §1482(d)(2) reads as shown below:

“(d) When the remains of a decedent covered by section 1481 of thistitle, whose death occurs after

January 1, 1961, are determined to be non-recoverable, the person who would have been designated under
subsection (c) to direct disposition of the remainsif they had been recovered may be -
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(1) presented with a flag of the U.S.; however, if the person designated by subsection (c) is other than
a parent of the deceased member, a flag of equal size may also be presented to the parents, and

(2) reimbursed by the Secretary Concerned for the necessary expenses of a memorial service.

However, the amount of the reimbursement must be determined in the manner prescribed in subsection (b)
for an interment, but may not be larger than that authorized when the U.S. provides the grave site. A claim
for reimbursement under this subsection may be allowed only if it is presented within two years after the
date of death or the date the person who would have been designated under subsection (c) to direct
disposition of the remains, if they had been recovered, receives notification that the member has been
reported or determined to be dead under authority of Chapter 10 of Title 37, whichever islater.”

NOTE 4: For the purposes of par. U5242-B2b: 37 USC 8401(b)(1), the term “ child” includes a/an:

a. Stepchild of the member (except that such term does not include a stepchild after the divorce of the
member from the stepchild’ s parent by blood);

b. Adopted child of the member, including a child placed in the member’s home by a placement agency
(recognized by the SECDEF) in anticipation of the member’slegal adoption of the child; and

c. lllegitimate child of the member if the member’s parentage of the child is established | AW criteria
prescribed in regulations by the Secretary Concerned.

U5246 TRANSPORTATION AND PER DIEM OF DESIGNATED INDIVIDUALS OF A HOSPITALIZED
WOUNDED, ILL OR INJURED MEMBER

NOTE: Cadets/midshipmen are not eligible for designated individual transportation.

A. General. Ordinarily, not more than three designated individuals (par. U5246-B) of a member described in par.
U5246-A1 or U5246-A2 may be provided transportation and per diem under par. U5246 as determined by appropriate
authority. The Secretarial Process may authorize/approve transportation and per diem for more than three designated
individualsin extenuating circumstances. Par. U1010-B1 for claimsand APP E1, par. A2q for ITA authority.

1. Active Duty Member Including an RC Member on Active Duty

a. Seriously Wounded, Il or Injured. Transportation and per diem is authorized to visit an active duty
member who is seriously wounded, serioudly ill, seriously injured (including having a serious mental
disorder) or in asituation of imminent death, whether or not electrical brain activity still exists or brain death
is declared, and who is hospitalized in a medical facility anywhere in the world.

b. Hospitalized as Result of Combat Wound or Injury. Transportation and per diem, may be authorized for
each designated individual authorized to visit a member, not described in par. U5246-A1a, who has a wound
or aninjury incurred in an operation or area designated by the SECDEF as a combat operation or combat
zone under 38 USC 8§1967(€)(1)(A) and who is hospitalized in amedical facility in the U.S. for treatment of
that wound or injury. This allowance isinitiated when there is a reasonable expectation by the treating
physician that the member will remain hospitalized in an inpatient status in a hospital inthe U.S. Per diem
authority must not exceed 30 days unless an extension is authorized/approved through the Secretarial Process.

2. RC Member Entitled to Disability Pay and Allowances. Transportation and per diem is authorized to visit an
RC member entitled to disability pay and allowances under 37 USC §204(g), who is physically disabled as the
result of an injury, illness, wound, or disease incurred or aggravated, or in a situation of imminent death, whether
or not electrical brain activity still exists or brain death is declared, and who is hospitalized in a medical facility
anywhere in the world if that member became ill or injured or was diseased:

a. Intheline of duty while performing inactive-duty training (other than work or study ICW a
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correspondence course of an armed force or attendance in an inactive status at an educational institution under
the sponsorship of an armed force or the Public Health Service), and

b. While traveling directly to or from such training.

DoDFMR, Volume 7A, paragraph 570604, and table 57-3 at http://comptroller.defense.govifmr/07a/07a_57.pdf
or COMDTINST M7229.29B par. 12-Q and figure 12-1 for a Coast Guard member at
http: //mww.uscg.mil/directives/cim/7000-7999/CI M_7220_29B.pdf

3. Member Retired due to Wound, Iliness or Injury. Transportation and per diem is authorized to visit a member
whoisretired solely because of a serious wound, injury or illness, or because of an imminent death declaration,
whether or not electrical brain activity still exists or brain death is declared, and who is hospitalized in a medical
facility anywhere in the world. This transportation and per diem isto be provided incident to and about the same
time as the occurrence of the serious wound, seriousillness, seriousinjury, or imminent death declaration, and is
not intended to provide transportation at alater date. This authority does not extend to retirees who incur serious
injuries or illnesses after retirement, whose seriousillness or injury that resulted in their medical retirement
reoccurs or is aggravated after retirement, or whose death becomes imminent after retirement.

B. Designated Individuals

1. A designated individual is a person designated by the member whose presence may contribute to the member’s
health and welfare during the member’ s inpatient treatment. In the case of a member who the attending physician
or surgeon determines is not able to make such a designation, an individual who, as designated by the attending
physician or surgeon and the military medical facility commander or head. If the designated individual is a

a. Uniformed Service Member: The member isauthorized TDY travel and transportation allowances.

b. Civilian Employee: AGOV'T civilian employee is authorized the TDY travel and transportation
allowances in regulation used by the agency or department funding the travel. A civilian employee traveling
using DoD fundsisissued aDD Form 1610 TDY travel authorization and/or paid under DTS.

¢ Other Persons: A person, other than a member or civilian employee, should beissued an ITA (APP E1, par.
A1l). Theindividua isauthorized the allowancesin pars. U5246-C, U5246-D and U5246-E.

2. The member may change any or al of the designated individuals during the duration of the member’ sinpatient
treatment. However, during any one time period, there may only be three designated individuals paid per diem —
only two during any period the member is authorized a non-medical attendant IAW par. U5250. These numbers
areincreased if the Secretarial Process has authorized/approved more than three designated individuals lAW par.
U5246-A.

C. Transportation

1. General. One, or acombination, of the following round-trip transportation services between the designated
individual’s home and the medical facility location in which the member is hospitalized may be provided if the
attending physician or surgeon and the commander/head of the military medical facility exercising military
control over the member determines in writing that the presence of the designated individual is necessary for the
member’s health and welfare:

a. Transportation-in-kind;

b. Reimbursement for the cost of personally procured commercial transportation (CTO useis till
MANDATORY);

c. Automobile mileage rate (par. U2600) for the official distance traveled by POC.

GOV’ T/GOV' T-procured transportation must be used to the maximum extent practicable for transoceanic travel.
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Reimbursement provided in par. U5246-C1b is subject to par. U5201-A1b for land travel and par. U5207 for
transoceanic travel. When land travel is by mixed modes, reimbursement is for actual travel NTE the cost of
personally procured transportation between origin and destination (minus the cost of any GOV’ T-procured
transportation used). When travel is by POC, only the POC operator is authorized the allowance prescribed in
par. U5246-Clc.

2. Trips Authorized. Each designated individual may be provided one round-trip between the designated
individual’ s home and the medical facility location in any 60-day period. However, not more than atotal of three
roundtrips may be provided in any 60-day period. Not more than atotal of two round-trips in any 60-day period
during any time the member is authorized a non-medical attendant IAW par. U5250. These numbers are increased
if the Secretarial Process has authorized/approved more than three designated individuals IAW par. U5246-A.

D. Per Diem. When adesignated individual is authorized a round-trip to and from a medical facility at GOV'T
expense per diem may be paid for travel to the medical facility, while at the site during visits with a seriously
wounded, ill or injured member, and for return travel to the designated individual’s home. Comparing costsasin par.
U4175 for voluntary trips away from the medical facility site does not apply to par. U5246-D.

E. Reimbursable Expenses. The reimbursable expenseslisted in APP G incurred incident to travel under par. U5246
may be reimbursed. Receipt requirements are the same as those in par. U2510.

U5250 NON-MEDICAL ATTENDANT FOR VERY SERIOUSLY AND SERIOUSLY WOUNDED, ILL OR
INJURED MEMBER

A. General. A Uniformed Service member covered by par. U5250 is a member who:

1. asaresult of awound, illness, or injury, has been determined by the attending physician or surgeon to be ‘very
seriously wounded, ill or injured’ or ‘seriously wounded, ill, or injured,” and.

2. ishospitalized for treatment of the wound, illness, or injury or requires continuing outpatient treatment for the
wound, illness or injury.

B. Non-Medica Attendant. A non-medical attendant is an individual who is:

1. designated by the member to be a non-medical attendant for the member, and

2. determined by the attending physician or surgeon and the military medical facility commander or head to be
appropriate to serve as a non-medical attendant for the member and whose presence may contribute to the health
and welfare of the member.

C. Regulatory Authority. A non-medical attendant of a member described in par. U5250-A may be provided
transportation and per diem under par. U5250 as determined by appropriate authority. A non-medical attendant under
par. U5250 may not also be a designated individual under par. U5246. Par. U1010-B1 for claims and APP E1, par.
A2qfor ITA authority.

1. Uniformed Service Member: The member is authorized TDY travel and transportation allowances.

2. Civilian Employee: AGOV'T civilian employee is authorized the TDY travel and transportation allowancesin
the regulations used by the agency or department funding the travel. A civilian employee traveling using DoD
fundsisissued aDD Form 1610 TDY travel order and/or paid under DTS.

*3. Other Persons: A person, other than a member or civilian employee, should beissued an ITA (APP E1, par.
A1). Theindividual isauthorized the allowancesin pars. U5250-D, U5250-E and U5250-F.

D. Transportation

1. General. One, or acombination, of the following round-trip transportation services between the non-medical
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attendant’ s home and the location at which the member is receiving treatment may be provided if the attending
physician or surgeon and the military medical facility commander/head exercising military control over the
member determines in writing that the designated individual’s presence may contribute to the member’s health
and welfare:

a. Transportation-in-kind;
b. Reimbursement for personally procured commercial transportation cost (CTO useis still MANDATORY);
¢. Automobile mileage rate (par. U2600) for the official distance traveled by POC,

Reimbursement for personally procured transportation and/or POC use is NTE the GOV’ T-procured commercial
round-trip air travel cost. GOV’ T/GOV'’ T-procured transportation must be used to the maximum extent
practicable for transoceanic travel. Reimbursement provided in par. U5250-D is subject to par. U5201-Alb for
land travel and par. U5207 for transoceanic travel. When land travel is by mixed modes, reimbursement is for
actual travel NTE the cost of GOV’ T-procured commercial air travel between origin and destination (minus the
cost of any GOV’ T-procured transportation used). When travel is by POC, only the POC operator is authorized
the allowance prescribed in par. U5250-D1c.

2. Other Trips. Only one round-trip between the non-medical attendant’s home and the location the member is
receiving treatment is authorized. However, the non-medical attendant also may be provided transportation, while
accompanying the member, from the treatment location to which the round trip was authorized to any other
location to which the member is subsequently transferred for further treatment. The transportation authorized
includes any local travel necessary to obtain treatment for the member at the member’s PDS (par. U3505). Ex:
The attendant lives at Location A, the member is being treated at Location B. While the attendant is with the
member the member must go between Locations B and C. The attendant may be reimbursed to travel with the
member between Locations B and C. However, the attendant may not be paid to return to Location A and then
travel back to Location B or to Location C.

E. Per Diem

1. General. When adesignated individual is authorized a round-trip to and from a medical facility at GOV'T
expense, per diem may be paid for travel to the medical facility, while at the site during visits with a serioudly
wounded, ill or injured member, while accompanying the member to any other location to which the member is
subsequently transferred for further treatment, and for return travel to the non-medical attendant’s home.
Comparing costsasin par. U4175 for voluntary trips away from the medical facility site does not apply to par.
U5250-E.

2. Non-medical Attendant Resides at PDS. A non-medical attendant who resides at the member’s PDS, whichiis
the location at which the member is receiving treatment, is not authorized per diem whilein the local area, but
may be authorized local travel IAW par. U3505 for any travel necessary to obtain treatment for the member at the
member’s PDS. The non-medical attendant may be authorized transportation and per diem while accompanying
the member to any other location outside the local PDS areato which the member is subsequently transferred for
further treatment.

F. Reimbursable Expenses. The reimbursable expenseslisted in APP G incurred incident to travel under par. U5250
may be reimbursed. Receipt requirements are the same as those in par. U2510.

G. Funds Advance. An allowance under par. U5250 may be paid in advance (par. U2300).

U5258 TRAVEL AND TRANSPORTATION FOR FAMILY MEMBERS INCIDENT TO THE
REPATRIATION OF A MEMBER HELD CAPTIVE

A. Definitions

1. “Eligible member” as used in par. U5258 is a member of a uniformed service who:
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a. Isserving on active duty;

b. Was held captive, as determined by the Secretary Concerned; and

C. Isrepatriated to a site inside or outside the U.S.
2. "Family members" as used in par. U5258 are the member's spouse, children (including step, adopted, and
illegitimate children), the member’s siblings and the member’ s parents (includes fathers and mothers through
adoption and persons who have stood “in loco parentis’ to the member for a period of not lessthan 1 year
immediately before the member entered the Uniformed Service). However, only one father and one mother or
their counterparts may be recognized in any one case.

B. Family Authorized Travel and Transportation

1. Not more than three family members of a member (par. U5258-A), or

2. Not more than two persons related to and selected by the member if no family members (as described in par.
U5258-A) are able to travel to the repatriation site.

NOTE: The Secretary Concerned may waive the limitation on the number of family membersto whom travel and
transportation allowances are provided in circumstances determined to be appropriate by the Secretary Concerned.

C. Attendant. In addition to family members or other persons authorized to travel in pars. U5258-B1 and U5258-B2,
the Secretary Concerned may provide travel and transportation allowances to an attendant to accompany a family
member (par. U5258-B1) if the Secretary Concerned determines that:

1. A family member is unable to travel unattended because of age, physical condition, or other reason determined
by the Secretary Concerned; and

2. No other family member or person related to and selected by the member who is eligible for travel and
transportation is able to travel to the repatriation site of the member.

D. Transportation. One, or acombination, of the following round-trip transportation methods may be provided
between the family member’s home (or home of the attendant or person provided transportation) and the repatriation
site location at which the member islocated:

1. Transportation-in-kind.

2. Automobile mileage rate (par. U2600) for the official distance traveled by POC.

3. Reimbursement for the commercial transportation cost NTE the cost of GOV’ T-procured round-trip air travel.
E. Per Diem. A per diem allowance or AEA, whichever applies, as prescribed in Ch 4, Part B or C, for the allowable
travel time computed under par. U3005-C is authorized for travel to, from, and while at the repatriation site for travel
under par. U5258.

F. Funds Advance. An alowance under par. U5258 may be paid in advance IAW par. U2300.
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PART Q: TRAVEL OF ESCORTS AND ATTENDANTS OF DEPENDENTS
U7550 DEFINITIONS OF TERMS USED IN THIS PART

A. Escort. A member, employee, or other person who, |IAW atravel order, accompanies a dependent between
authorized locations, when competent authority has authorized the dependent’ s travel, and the dependent is incapable
of traveling alone. The member’s commanding officer or the AO may appoint an escort.

B. Attendant. A member, employee, or other person who, |AW atravel order, accompanies a dependent authorized
to travel to or from a medical facility for required medical attention that is not available locally. An *“attendant”
takes care of and waits upon the dependent patient in response to the patient’s needs. An attendant’ s duties may
include traveling with the patient and attending to the patient’ s needs at the destination medical facility. A
competent medical authority appoints an attendant.

U7551 GENERAL

This Part prescribes the travel and transportation allowances payable for escorts or attendants for dependents. This
travel may be authorized under the following circumstances, for:

1. A member, employee, or other person to escort a dependent(s) within the 1-year period after the member
dies, isdeclared missing, isinjured (see par. U5241) or is otherwise unable to accompany the dependent;

2. A member, employee, or other person to travel as an attendant or escort for dependent accompanying a
member stationed OCONUS, when the authorized transportation is to/from a medical facility for required
medical attention which is not available locally (see par. U5240-C) and the dependent cannot travel alone;

3. A sole-parent member (but not another person), or either member of a member/member married couple (but
not both), to escort dependent(s) not permitted by the Service concerned to travel concurrently with the member
(or both members in the case of a member/member married couple) to the new PDS. In this case, round trip
travel and transportation is authorized for the member to return for the dependent(s) after dependent travel to the
new PDSisauthorized. Gov't transportation must be used on a space-required basis as the directed mode when
available. If not available, allowances are asin par. U7552; NOTE: The policy in par. U3002-B allowing
reimbursement NTE the directed mode cost does not apply.

4. A sole-parent member (but not another person), or either member of a member/member married couple (but
not both), to escort dependent(s) authorized transportation under the unusual or emergency circumstancesin
pars. U5240 and U5900. Round trip travel and transportation is authorized for the member between the
OCONUS PDS and the dependent’ s destination. Gov't transportation must be used on a space-required basis as
the directed mode when available. If not available, allowancesare asin par. U7552; NOTE: The policy in par.
U3002-B allowing reimbursement NTE the directed mode cost does not apply.

*5. A member, employee, or other person to escort a dependent authorized transportation from the member's
PDS incident to an evacuation under par. U6004-B (OCONUS) or U6050-A (CONUS), and who is later
authorized return transportation to the member's PDS under par. U6004-1 (OCONUS) or U6053-H (CONUS).
For escort travel allowances |CW dependent evacuation travel, see par. U6004-H (OCONUS) or U6053-G
(CONUS);

*6. A member to accompany a dependent as an attendant or escort when the dependent, requiring escort or
attendant to travel, transfersin a patient statusin CONUS from one medical facility to another medical facility and
return for required medical treatment not available locally (see par. U7961 in regard to travel for speciaty care for
TRICARE Prime patients);

*7. A member, employee, or other person authorized to accompany a dependent, authorized transportation to
attend amember’ s burial ceremony or memorial service (see par. U5242) as an escort or attendant;
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*8. A member, employee, or other person authorized to accompany a student when travel is necessary because
medical/educational authorities request a student diagnosis/evaluation under DoDI 1342.12
(http://mwww.dtic.mil/whs/dir ectives/corres/pdf/134212p.pdf)for tuition-free handicapped DODEA students (see
DoDI 1342.12), and one or both of the student's parents or guardians be present to participate in the
diagnosis/evaluation (see par. U5260-C) or to escort the student; or

*9. A member, employee, or other person to travel as an attendant to accompany a dependent authorized to
travel to arepatriation site (see par. U5258) and the family member cannot travel alone.

*Escort or attendant travel is authorized only when the AO determines that dependent travel is necessary and that the
dependent is incapable of traveling alone because of age, physical or mental incapacity, or other extraordinary
circumstance. A travel order for escort or attendant travel must cite par. U7551 as authority. For travel of a
member’s attendant or escort, see Part |.

U7552 MEMBERS AS ESCORTS OR ATTENDANTS OF DEPENDENTS

A member escort or attendant under this Part is authorized TDY travel and transportation allowances.

U7553 CIVILIAN EMPLOYEES AS ESCORTS OR ATTENDANTS OF DEPENDENTS

A U.S. Gov't civilian employee attendant or escort, traveling under par. U7551-1, U7551-2, U7551-5, U7551-7, or
U7551-8, isauthorized the TDY travel and transportation allowances in regul ations issued by the agency or
department funding the travel. See JTR, par. C7100 or C7105.

U7554 OTHER PERSONS AS ESCORTS OR ATTENDANTS OF DEPENDENTS

A person other than a Uniformed Service member or U.S. Gov't civilian employee, designated to travel as an escort
or attendant for a dependent, should be issued an ITA. Thisindividual is authorized the same transportation and
travel allowances as a DOD civilian employee. See APP E for ITA information.

U7555 ADVANCE OF FUNDS FOR ESCORTS AND ATTENDANTS FOR DEPENDENTS

The travel and transportation allowances authorized for an escort and attendant for a dependent may be paid in
advance.
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APPENDIX A: DEFINITIONS & ACRONYMS (JFTR/JTR)

PART 1: DEFINITIONS (JFTR/JTR)
Asused in JFTR & JTR, and unless otherwise specifically provided in JFTR or JTR, the following
definitions apply.

ACADEMY, SERVICE (Uniformed Member Only). The United States Military Academy (Army), United States
Naval Academy, United States Air Force Academy, or United States Coast Guard Academy (37 USC §410(a)).
ACCOMMODATIONS
A. Approved. Any place of public lodging that islisted on the national master list of approved accommodations.
Thislist of all approved accommodations is compiled, periodically updated, and published in the Federal Register
by FEMA. Additionally, the approved accommodation list is available on the U.S. Fire Administration’ s Internet
site (http://www.usfa.fema.gov/hotel/indes.htm).

B. Common Carrier

1. Other Than Economy-/Coach-Class

a. First-class. Generaly, the highest accommodations class offered by commercial airlines, passenger rail
carriers, and passenger ships for cost and amenities and termed “first-class’ by the airlines/train/ships and
in reservations systems. Includes suites offered by commercial ships, and includes bedrooms, roomettes,
club service, parlor car, or any other accommodations other than least expensive unrestricted economy/
coach offered by passenger rail carriers. JFTR, par. U3125-B2a/JTR, par. C2204-B2afor first-class
transportation authority.

b. Business-Class. Other than least expensive unrestricted economy/coach class accommodations offered
by commercial airlines, passenger rail carriers, and passenger shipsthat is higher than coach/economy and
lower than first-class for cost and amenities (e.g., business-class). This class of accommodation is
generally referred to as “business, business elite, business first, world business, connoisseur, or envoy”
depending on the airline, passenger rail carrier, and ship. Itisaso aclass of service offered on Amtrak
Acela/Metroliner extrafare train service. JFTR, par. U3125-B2b/JTR, par. C2204 for business-class
transportation authority (restricted to the two-star flag level and civilian equivalents).

2. Economy-/Coach-Class. The basic least expensive unrestricted accommodations class offered by
commercial airlines, passenger rail carriers, passenger ships, that includes a service level available to all
passengers regardless of the fare paid. The term applies when an airline, passenger rail carrier, or passenger
ship offers only one accommodations class and that classis sold as economy-class (i.e., some airlines, passenger
rail carrier, or passenger ships only offer true business-class/true first-class and are not to be mistaken for this
one accommodations class). The term a so includes tourist-class and economy-class on commercial airlines and
reserved coach and/or slumber coach accommodations on overnight rail travel.

3. Slumber Coach. Slumber coach accommodations on trains offering such accommodations, or the least
expensive sleeping accommodations available on atrain.

4. Extra-Fare Train. A trainthat operates at an increased fare due to the train’s extra performance (i.e., faster
speed or fewer stops).

5. Single-Class. Thisterm applies when an airline offers only one class of accommodationsto all travelers (41
CFR 8301-10.121).
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C. Public. Any inn, hotel, or other establishment within the U.S. that provides lodging to transient guests,
excluding an establishment:

1. Owned by the GOV'T; or
2. Treated as an apartment building by State or local law or regulation; or

3. Containing not more than 5 rooms for rent or hire that also is occupied as a residence by the proprietor of
that establishment.

D. TYPES. Seat space, berths, roomettes, bedrooms, and staterooms on transportation facilities. Typesinclude:

1. Air Economy/Coach/Air Tourist. A type available on commercia aircraft at rates lower than other than
economy/coach class accommodations.

2. Coach or Chair Car (Rail). A type not affording sleeping facilities, at alesser rate than first class (parlor car
seat).

3. Security (Enclosed). Any private room that can be locked for security purposes.

ACTIVE DUTY (Uniformed Member Only). Full-time duty in the active service (37 USC §101(18)) of a
Uniformed Service, including full-time training duty, annual training duty, full-time National Guard duty, and
attendance, while in the active service, at a school designated as a Service school by law or by the Secretary
Concerned. NOTE: A member ison active duty whilein a travel status or while on authorized leave.

ACTIVE DUTY FOR TRAINING (Uniformed Member Only). Full-time training duty in the active military
service for the purpose of training a Ready Reserve member to acquire or maintain required military skills. It
includesinitial basic training, advanced individual training, annual training duty, and full-time attendance at a
school designated as a Service school by law or by the Secretary Concerned.

ACTUAL EXPENSE. Payment of authorized actual expensesincurred, up to the limit prescribed by the
Administrator of GSA or agency, as appropriate. Reimbursement is contingent on eligibility for per diem, and is
subject to the same definitions and rules governing per diem.

ACTUAL RESIDENCE (Civilian Employee Only). The fixed or permanent domicile of a person that can be
reasonably justified as a bonafide residence. Also referred to as the “home of record.” For a separating employee
concluding an OCONUS assignment, the “actual residence” is the residence occupied at the time the employee
received the OCONUS assignment. Thisisthe residence listed in the service or transportation agreement signed by
the employee prior to departure to an OCONUS PDS, pursuant to which the employee is assured that the expenses
of return travel and transportation will be paid by the GOV’ T (GSBCA 16265-REL O, 19 December 2003).

ACTUAL SUBSISTENCE EXPENSES (Uniformed Member Only). The same items as those included under Per
Diem Allowance, NOTE 2.

ADVANCED TRAVEL OF DEPENDENTS (Uniformed Member Only). The movement of dependents based on
aPCS order, but before member travel.

AGENCY

A. Includes:
1. An Executive agency, asdefined in 5 USC 8105;
2. A Military department;

3. An Office, agency or other establishment in the legislative branch;
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4. The Government of the District of Columbia

B. Does NOT include a/an:

1. GOV’ T-controlled corporation;

2. Member of Congress,

3. Office or committee of either House of Congress or of the two Houses,

4. Office, agency or other establishment in the judicial branch.
AGREEMENT (Civilian Employee Only). A written statement required by any of several statutes, signed by a
person selected for appointment or by an employee, prescribing a required period of service and other conditions
related to transportation allowances ICW permanent duty travel. Also called a Service Agreement.
ALTERNATE PLACE (Uniformed Member Only). A CONUS or non-foreign OCONUS place authorized/
approved by the Secretarial Process to which a dependent is authorized to move at GOV’ T expense in conjunction
with an ITDY.
ANNUAL TRAINING DUTY (Uniformed Member Only).

1. Active duty required of the Ready Reserve to satisfy the member’s annual reserve assignment training
requirements.

2. Providing readiness training is the primary purpose of annual training, but annual training also may support
active component missions and requirements (i.e., operational support).

3. See DoD and Service regulations.
APPROVE(D). The ratification or confirmation of an act already done.
APPROVING OFFICIAL (Civilian Employee Only). See TRAVEL-APPROVING/DIRECTING OFFICIAL.
ARMED FORCES. The Army, Navy, Air Force, Marine Corps, and Coast Guard (37 USC §101(4)).
ATTENDANT. An attendant:
1. IsaUniformed member, employee, or other person who, IAW aorder/ITA, accompanies a member/
employee authorized to travel to/from amedical facility for required medical attention that is not available
locally; and
2. Takes care of and waits upon the member/employee patient in response to the patient’s needs; and
3. May travel with the patient and attend to the patient’ s needs at the destination medical facility; and

4. s appointed by competent medical authority.

AUTHENTICATING OFFICIAL (Civilian Employee Only). See AUTHORIZING/ORDER-ISSUING
OFFICIAL (AO).

AUTHORIZE(D)

1. Permission given before an act.
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2. Thegiving, through these regulations, of an allowance to an eligible individual requiring no other action.

(Example: When the regulation states that an allowance is authorized, — the regulation means that an eligible
individual has that allowance without further action by any other activity.)

AUTHORIZING/ORDER-ISSUING OFFICIAL (AO). 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.

BAGGAGE
A. Personal effects of atraveler needed ICW official travel and immediately upon arrival at the assignment point.
B. GOV'T material may be included.

C. Baggage may accompany a traveler (accompanied baggage) or be transported separately from the traveler
(UB).

*1. Accompanied Baggage. Baggage that is not part of the HHG weight allowance and consists of coats, brief
cases, suitcases, and similar luggage that accompanies atraveler without cost on a transportation ticket.

*2. Excess Accompanied Baggage. Accompanied baggage in excess of the weight, size, or number of pieces
carried free by atransportation carrier or when charged a fee by the airline to transport accompanied baggage.

3. Unaccompanied (UB). That part of amember’ s’lemployee’s prescribed weight allowance of HHG that:

a. Isnot carried free on aticket used for personal travel,
b. Ordinarily is transported separately from the major bulk of HHG, and

c. Usually istransported 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.

d. ICW PDT, PCS, RAT, COT/IPCOT travel consists of personal clothing and equipment, essential pots,
pans, and light housekeeping items; collapsible items such as cribs, playpens, and baby carriages; and
other articlesrequired for the care of dependents. Items such asrefrigerators, washing machines, and
other major appliances/furniture must not beincluded in UB.

e. ICW an extended TDY assignment, is limited to the necessary personal clothing and effects for the
individual and equipment directly related to the assignment.

BLANKET ORDER. See ORDER.

BREAK IN SERVICE (Civilian Employee Only). A break in serviceis defined as a period of four or more
calendar days during which an individual is no longer on the rolls of an executive agency (5 CFR 8300.703 (2004)).

BUSINESS-CLASS. See ACCOMMODATIONS.
CALENDAR DAY
1. The 24-hour period from one midnight to the next midnight.

2. The calendar day technically begins one second after midnight and ends at midnight.
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CAPACITY CONTROLLED CITY-PAIR AIRFARE. SeeCITY-PAIR AIRFARE.
CENTRALLY BILLED ACCOUNT (CBA). See GOVERNMENT TRAVEL CHARGE CARD (GTCC).
CERTIFICATED AIR CARRIER. SeeU.S. CERTIFICATED CARRIER.

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

*CITY-PAIR AIRFARE. AnairfareonaU.S. certificated air carrier under contract for a Federal employee for
planning official travel (Airfares (City Pair Program) http://www.gsa.gov/portal/category/27228. Airfares are
priced on one-way routes permitting multiple destination travel. No minimum/maximum length of stay is required.
Tickets are fully refundable, with no cancellation fees. Prices are negotiated each fiscal year. There are two types
of city-pair airfares:

A. Standard City-Pair Airfare (YCA):

1. No advance purchase required
2. Last seat availability
3. Used for cost construction purposes.

B. Dual (Capacity Controlled) City-Pair Airfare (-CA):

1. Lower pricesthan the standard city-pair rates
2. Limited number of seats on each flight
3. Not used for cost construction purposes.

COMMANDANT'S PAROLE (Uniformed Member Only). The conditional release (parole) from confinement of
aprisoner from a disciplinary barracks whose parole the Secretary Concerned has authorized and whose court-
martial sentence has not been ordered executed because appellate review of the case has not been completed. The
prisoner must remain under the supervision of the Commandant of a U.S. disciplinary barracks.

COMMAND, COMBATANT. An organization with a broad continuing mission under a single commander
established and so designated by the President, through the SECDEF with the advice and assistance of the
Chairman, Joint Chiefs of Staff. Combatant commands typically have geographic or functional responsibilities.

COMMAND SPONSORED DEPENDENT (Uniformed Member Only). See DEPENDENT, COMMAND
SPONSORED.

COMMERCIAL POV STORAGE FACILITY (Uniformed Member Only). Any commercial fee-for-service
facility open to the public for daily/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.

COMMUTED RATE (Civilian Employee Only). A price rate used for HHG transportation and storage in transit.
It includes costs of line-haul transportation, packing, crating, unpacking, drayage incident to transportation and other
accessorial charges, and costs of storage in transit within the applicable weight limit for storage including in-and-out
charges and necessary drayage. To get the commuted rates tables for transportation, storage, packing, unpacking,
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crating, drayage and other accessorial charges incident to transportation you must subscribe to the Professional
Movers Commercial Relocation Tariff, STB HGB 400-(Series). See JTR, par. C5160-D4.

CONFERENCE. A mesting, retreat, seminar, symposium or event that involves attendee travel. Also appliesto
training activities that are conferences under 5 CFR 8410.404. Does not include regularly scheduled courses of
instruction conducted at a GOV’ T/commercial training facility.

CONSECUTIVE OVERSEAS TOUR (COT) (Uniformed Member Only). The PCS reassignment of a member
from one OCONUS PDS to another OCONUS PDS. See IN PLACE CONSECUTIVE OVERSEAS TOUR.

CONTINENTAL UNITED STATES (CONUS). The 48 contiguous States and the District of Columbia.

CONTINGENCY OPERATION. A military operation that:

1. Isdesignated by the SECDEF as an operation in which armed forces members are or may become involved
in military actions, operations, or hostilities against an enemy of the U.S. or against an opposing military force;

or

2. Resultsinthecall or order to, or retention on, active duty of Uniformed Services member under 10 USC
8688, §12301(a), §12302, §12304, §12305, or §12406; Ch 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 CARRIER. U.S. certificated air carrier that is under contract with the GOV’ T to furnish Federal
employees, uniformed members, and other persons authorized to travel at GOV’ T expense with passenger
transportation service. Thisalso includes GSA’s contracted scheduled airline passenger service between selected

U.S. citied/airports and between selected U.S. and international cities/airports at reduced fares.

(CONTRACTED) COMMERCIAL TRAVEL OFFICE (CTO). A commercia activity providing afull range of
commercial travel and ticketing services for official travel under a contract and/or memorandum of understanding
with the GOV'T. Also called a Travel Management Center (TMC) under GSA’s program.

CONUS LOCALITY PER DIEM RATES. For current per diem rates, the Per Diem, Travel and Transportation
Allowance Committee website at: http://mwww.def ensetravel .dod.mil/perdiem/pdrates.html.

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

DEPARTMENT OF DEFENSE (DoD) COMPONENTS. (Also ref the Defense Almanac
http://mww.defenselink.mil/pubs/almanac/ and/or the Department of Defense at the mil.com website

http://mwmw.gov.com/agency/dod/agency.html)

DOD BRANCH OF DOD FIELD JOINT SERVICE
SERVICE ACTIVITIES DEFENSE AGENCIES SCHOOLS
The Office of the American Forces DRefensihA g;/:ne?:fg Defense Security
Secretary of Defense | Information Service Agenc ) Cooperation Agency National Defense
(including the Defense Prisoner of gency Intelligence College
organization of the 7 Defense Defense Security (NDIC)
Joint Chiefs of Staff) War/Missing Commissary Agency Service
Personnel Office
Department of the Defense Te(;hnol ogy Defense Contract Defense Threat Defense Acquisition
Army S(lac.unty. Audit Agency Reduction Agency University
Administration
Department of the DOD Defense Contract Missile Defense National Defense
Air Force Counterintelligence M anagement Agency University
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Field Activity Agency
Depar.tment 0 f the DOD Education Defense Finance and | National Geospatial
Navy (including the Activit Accounting Service | Intelligence Agenc
Marine Corps) y 9 9 gency
DOD Human Defense Information | National Geospatial Joint Professional
DOD Inspector Resources Activity Systems Agency Intelligence College . >
. . . Military Education
Genera Office of Economic | Defense Intelligence Colleqes
Adjustments Agency National Security *
TRICARE Agency/Central
Defense Legal . :
U.S. Court of MaAnage_ment Services Agency Security Service Uniformed Services
ctivity S
Appealsfor the Washinaton University of the
Armed Forces 9 Defense Logistics Pentagon Force Health Sciences
Headquarters >
Services Agency Protection Agency

DEPENDENT (Uniformed Member Only). Defined by 37 USC §401.

NOTE: Exception. For authorization purposesunder JFTR

1. A member’s spouse, who also is a member on active duty, istreated as a dependent for travel and
transportation ONLY for purposes of travel between the port of overhaul, inactivation or construction, and the
home port as authorized in JFTR, par. U7115-A, or for transportation for survivors of a deceased member
authorized in JFTR, par. U5242-A1;

2. A childistreated as a dependent of either the mother or the father who are members on active duty (i.e., only
1 member may receive allowances on the child’s behalf);

3. A member (IAW 37 USC 8§421) may not be paid allowances on behalf of a dependent for any period during

which that dependent is entitled to basic pay IAW 37 USC §204.

Except for transportation to obtain OCONUS medical care (JFTR, par. U5240-C1), any of the following individuals:
(Exception NOTES above.)

1. A member's spouse;

2. A member’s unmarried child under age 21 (including an infant born after a PCS order effective date when
the mother’ stravel to the new PDS before the child’ s birth was precluded by Service regulations because of the
advanced state of the mother’s pregnancy or other medical reason(s) as certified by a medical doctor, or for
other official reason(s) such as awaiting completion of the school year by other children in the family (50
Comp. Gen. 220 (1970); 66 id. 497 (1987));

3. A member's unmarried stepchild under age 21 (including the member’ s spouse’ sillegitimate child, B-
177061/B-177129, 13 December 1974) NOTE: A stepchild is excluded as a dependent after the member’s
divorce from the stepchild's parent by blood.;

4. A member's unmarried adopted child under age 21 (including a child placed in the member’s home by a
placement agency for the purpose of adoption);

5. A member's unmarried illegitimate child under age 21 if the member's parentage of the child is established
|AW criteria prescribed in Service regulations;

6. A member's unmarried child who is under 23 including step, adopted, and illegitimate children, enrolled in a
full-time course of study in an institution of higher education approved by the Secretary Concerned, and isin
fact dependent on the member for more than one-half of hig’her support;
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7. A member's unmarried child of any age who is incapable of self-support because of mental or physical
incapacity and is, dependent on the member for over one-half of his’her support; NOTE: A child under this
item include a member's child by blood, a stepchild, an adopted child, a child placed in the member’s home
by a placement agency for the purpose of adoption, and an illegitimate child if the member's parentage of the
child is established | AW criteria prescribed in Serviceregulations,;

8. For transportation authorized in JFTR, par. U5215-B,

a A member's unmarried child who traveled at GOV’ T expense to an OCONUS PDS incident to the
member's assignment there and by reason of age or graduation from, or cessation of enrollment in, an
institution of higher education, otherwise would cease to be the member’ s dependent, while the member is
serving at an OCONUS PDS;

b. A parent, stepparent, or person in loco parentis, who traveled at GOV'T expense to an OCONUS PDS
incident to the member’ s assignment there and ceases to be the member’ s dependent while the member is
serving at an OCONUS PDS;

9. A member's and/or spouse's parent, stepparent, parent by adoption, or any other person (including a former
stepparent) who has stood in loco parentis to the member at any time for a continuous period of at least 5 years
before the member became age 21 who:

a. Is, infact, dependent on the member for more than one half of his’her support and has been so
dependent for a period prescribed by the Secretary Concerned; or

b. Became so dependent due to a change of circumstances arising after the member entered on active duty
and the parent’ s dependency on the member is determined on the basis of an affidavit submitted by the
parent and any other evidence required under regulations prescribed by the Secretary Concerned,;

10. For return transportation to CONUS, the former spouse and/or dependents or former dependent children of
amember when such dependents or former dependents are located OCONUS, even though the marital
relationship with the member was terminated by divorce or annulment before the member was ligible for
return transportation. See JFTR, par. US900-E.;

11. For adependency determination made on or after 1 July 1994, an unmarried person who:

a. Isplaced inthe member’slegal custody as aresult of an order of acourt of competent jurisdictionin a
CONUS or anon-foreign OCONUS areafor a period of at least 12 months; and

(1) Hasnot attained age 21, or

(2) Hasnot attained the age 23 and is enrolled in afull time course of study at an institution of higher
learning approved by the Secretary Concerned, or

(3) Isincapable of self support because of amental or physical incapacity that occurred while the
person was a dependent of the member or former member under (1) or (2), and

b. Isdependent on the member for over one-half of his’her support, as prescribed in regulations of the
Secretary Concerned; and

¢. Resides with the member unless separated by the necessity of military service or to receive institutional
care as aresult of disability, incapacitation, or such other circumstances as the Secretary Concerned may by
regulation prescribe; and

d. Isnot adependent of a member under any other paragraph.

12. Whether or not an individual is considered to be a member’ s spouse for the purpose of alowances
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authorized in these regulations when a “common law marriage” isinvolved is addressed in several GSBCA and
Comptroller General decisions. Some quotes from those decisions are as follows:

GSBCA quotes "Issues of marital status are determined by state law and the relationship of spouse existsif
common law marriage is recognized by the law of the state in which the parties entered into such a marriage”;
and,

"Issues of marital status are determined by state law, James H. Perdue, GSBCA 14122-REL O, 16 March
1998. Some states recognize common law marriage -- "[a] marriage that takes legal effect, without license or
ceremony, when a couple live together as hushand and wife, intend to be married, and hold themselves out to
others as amarried couple." Black's Law Dictionary 986 (7th ed. 1999)"; and,

Aswe recognized in James H. Perdue, GSBCA 14122-REL O, 16 March 1998 the burden of proof is on the
claimant to establish the common law marriage. State law determines issues of marital status, and the
relationship of spouse existsif common law marriage is recognized under the law of the state in which the
parties entered into such amarriage. The following Comptroller General decisions address specific
circumstances. B-260688, 23 October 1995; B-247541, 19 June 1992; B-212900, 15 November 1983; B-
191316, 27 September 1978; B-191316, 6 April 1978; B-186179, 30 June 1976.

The validity of acommon law marriage is determined by the law of the place in which it was contracted, and
if valid there, it will be valid elsewhere, in the absence of contravention of positive law, or consideration of
policy to the contrary. B-186179, 30 June 1978; B-191316, 27 September 1978.

The burden of proof ison the claimant to establish the common law marriage. GSBCA 15207-RELO, 19
May 2000; GSBCA 14122 RELO, 16 March 1998.

Common-Law Marriage is defined as a marriage not solemnized by religious or civil ceremony as defined in
pertinent state law. Some states recognize common law marriage — “[a] marriage that takes legal effect,
without license or ceremony, when a couple live together as husband and wife, intend to be married, and hold
themselves out to others as a married couple.” (DoDFMR, Val. 7B, Glossary)

For dependency determinations, Service PoCs arelisted in JFTR, par. U10104-G3.

Pertinent GSBCA decisions

GSBCA 15947-RELO, 31 March 2003 available at: http://mwww.gsbca.gsa.gov/rel o/r 1594703.txt
GSBCA 15382-RELO, 20 December 2000 available at: http://www.gsbca.gsa.gov/rel o/r 1538220.txt
GSBCA 15207-RELO, 19 May 2000 available at: http://www.gsbca.gsa.gov/relo/r 1520719.txt
GSBCA 14673-RELO, 9 December 1998 available at: http://www.gsbca.gsa.gov/relo/r 1467309.txt
GSBCA 14122-RELO, 16 March 1998 available at: http://www.gsbca.gsa.gov/relo/r 141220.txt

DEPENDENT/IMMEDIATE FAMILY (Civilian Employee Only). Any of the following named members of an
employee's household at the time the employee reports for duty at a new PDS or performs authorized/approved
OCONUS tour RAT or separation travel:

1. Employee's spouse;

2. Children of the employee or employee’ s spouse who are unmarried and under age 21 years or who,
regardless of age, are physically or mentally incapable of self-support. NOTE: “ Children” includes natural
offspring; stepchildren; adopted children; grandchildren, legal minor wards or other dependent children
who are under legal guardianship of the employee or employee’ s spouse; also, a child born and moved after
the employee’ s effective date of transfer because of advance stage of pregnancy, or other reasons acceptable
to the DoD component concerned, e.g., awaiting school year completion by other children. 50 Comp. Gen.
220 (1970); 66 id. 497 (1987)).;

NOTE 1: An employee and spouse at an OCONUS PDS assumed temporary custody of two grandchildren. The
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grandchildren’s parent was a uniformed member on active duty with a DoD Servicein Irag. The uniformed
member (the parent) executed a special military power of attorney granting guardianship of the children to the
children’s grandparent. GSBCA held that the power of attorney did not create a “legal guardianship” asthat
termisused in par. B above to define dependent/immediate family membersfor the purpose of determining
eligibility for relocation allowances. Since theterm “legal guardianship” isnot defined in the JTR, GSBCA
turned to Arizona state law (the state in which the power of attorney was executed and in which the uniformed
member resided) for guidance. Under Arizona law legal guardianship can be established only by judicial
determination and the powers of attorney provided by the uniformed member were not sufficient to create
guardianship. Sincelegal guardianship did not exist, the grandchildren could not be members of the employee’'s
immediate family and the employee was not authorized travel and transportation costs and overseas allowances
(TQSA) on their behalf (GSBCA 16337-REL O, 19 April 2004).

3. Dependent parents (including step- and legally adoptive parents) of the employee or employee's spouse; and

4. Dependent brothers and sisters (including step- and legally adoptive brothers and sisters) of the employee or
employee's spouse who are unmarried and under 21 years of age or who, regardless of age, are physically or
mentally incapable of self-support.

NOTE 2: Generally, theindividuals named in items 3 and 4 are the employee’ s dependentsiif they receive at least
51 percent of their support from the employee or employee's spouse; however, this percentage of support criterion
must not be the decisive factor in all cases. These individuals also may be dependents for the purpose of this
definition if they are members of the employee's household and, in addition to their own income, receive support
(lessthan 51 percent) from the employee or employee's spouse without which they would be unable to maintain a
reasonable standard of living.

NOTE 3: ICW the Missing Persons Act, " dependent” isdefined in JTR, par. C7090-A for the purpose of
transportation eligibility under that Act.

NOTE 4: With respect to emergency leave travel, JTR, par. C7365-D.

NOTE 5: Whether or not an individual is considered to be an employee’ s spouse for the purpose of allowances
authorized in these regulations when a “ common law marriage” isinvolved is addressed in several GSBCA and
Comptroller General decisions. Some quotes from those decisions are as follows:

GSBCA quotes " I ssues of marital status are determined by state law and the relationship of spouse existsif
common law marriage is recognized by the law of the state in which the parties entered into such a
marriage" ; and,

" Issues of marital status are determined by state law, James H. Perdue, GSBCA 14122-REL O, 16 March
1998. Some states recognize common law marriage -- " [a] marriage that takes legal effect, without license
or ceremony, when a couple live together as husband and wife, intend to be married, and hold themselves out
to othersasa married couple." Black'sLaw Dictionary 986 (7th ed. 1999)" ; and,

Aswe recognized in James H. Perdue, GSBCA 14122-REL O, 16 March 1998 the burden of proof ison the
claimant to establish the common law marriage. State law determines issues of marital status, and the
relationship of spouse existsif common law marriage is recognized under the law of the state in which the
parties entered into such a marriage. The following Comptroller General decisions address specific
circumstances: B-260688, 23 October 1995; B-247541, 19 June 1992; B-212900, 15 November 1983; B-
191316, 27 September 1978; B-191316, 6 April 1978; B-186179, 30 June 1976.

The validity of a common law marriage is determined by the law of the placein which it was contracted, and
if valid there, it will be valid elsewhere, in the absence of contravention of positive law, or consideration of
policy to the contrary. B-186179, 30 June 1976; B-191316, 27 September 1978.

The burden of proof ison the claimant to establish the common law marriage. GSBCA 15207-RELO, 19
May 2000; GSBCA 14122 RELO, 16 March 1998.
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Once the employee has submitted evidence in support of the common-law marriage, it should be submitted to
the appropriate agency legal counsel for assistance in determining whether or not the putative spouse
qualifies as a spouse under the specific state and/or Federal law (1 USC §7). PDTATAC does not adjudicate
these cases.

Pertinent GSBCA decisions
GSBCA 15947-REL O, 31 March 2003 available at: http://www.gsbca.gsa.gov/relo/r 1594703.txt
GSBCA 15382-REL O, 20 December 2000 available at: http://www.gsbca.gsa.gov/rel o/r 1538220.txt
GSBCA 15207-REL O, 19 May 2000 available at: http://www.gsbca.gsa.gov/relo/r1520719.txt
GSBCA 14673-RELO, 9 December 1998 available at: http://www.gshbca.gsa.gov/relo/r 1467309.txt
GSBCA 14122-RELO, 16 March 1998 available at: http://www.gsbca.gsa.gov/relo/r 141220.txt

DEPENDENT, ACQUIRED (Uniformed Member Only). A dependent acquired through marriage, adoption, or
other action during the current tour of assigned duty. Does not include persons dependent, or children born of a
marriage that existed, before the beginning of a current tour.
DEPENDENT, COMMAND-SPONSORED (Uniformed Member Only)
1. A dependent residing with a member at an OCONUS location at which an accompani ed-by-dependents tour
is authorized, the member is authorized to serve that tour, and who is authorized by the appropriate authority to
be at the member's PDS.
2. The member is authorized to receive station allowances (COLA and TLA) at the with-dependent rate on
behalf of a command-sponsored dependent as a result of the dependent’ s residence at/in the member’s PDS
vicinity.
3. Command sponsorship is not required to receive OHA at the with-dependent rate.
4. See DEPENDENT
DEPENDENT-RESTRICTED TOUR (Uniformed Member Only)
1. A tour at any overseas PDS with an established tour that does not permit command-sponsored dependents.

2. Also referred to as an unaccompanied hardship overseas tour, or remote tour.

3. Also describes atour at aPDS at which command-sponsored dependents may be authorized, but at which the
member is not eligible to serve the accompanied tour. DoDI 1315.18, par. E2.1.13.

DESIGNATED PLACE

A. UNIFORMED MEMBER

1. Except asused in Ch 6 (Evacuation Allowances):
a. A placein a CONUS/non-foreign OCONUS areg;

b. The foreign OCONUS place to which dependents are specifically authorized to travel under JFTR, par.
U5222-D1, when a member is ordered to an unaccompani ed/dependent restricted tour. Thisislimited to
the native country of aforeign born spouse for DoD Services and Coast Guard.;

¢. The OCONUS place at which a member is scheduled to serve an accompanied tour after completing an
unaccompanied or dependent-restricted tour, as applicable, and to which dependents specifically are
authorized to travel under JFTR, par. U5222-C4, U5222-D1 or U5222-F3;
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d. The OCONUS place in the old PDS vicinity at which dependents remain under the JFTR, par. U5222-
F3, while a member serves a dependent-restricted/unaccompanied tour;

e. Theforeign OCONUS place to which dependents are specifically authorized to travel under JFTR, par.
U5900, when early return of dependentsisauthorized. Thisislimited to the native country of aforeign
born spouse for DoD Services and Coast Guard.

2. Toreceive allowances associated with a designated place move, the member must certify that the designated
place is the place at which the dependents intend to establish a bona fide residence until further dependent
transportation is authorized at GOV’ T expense.

3. For the definition of "designated place" as used in Ch 6 (Evacuation Allowances), see pars. U6002-A and
U6B051-A.

B. CIVILIAN EMPLOYEE. A place designated by the:

1. Commander concerned,
2. Commander’s designated representative, or
3. Employee,
for the movement of dependents or HHG when not accompanying the employee.

DESTINATION RATE (Civilian Employee Only). The per diem rate applicable to the next location at which an
employeeisto perfform TDY or at which an employee makes an en route stopover to obtain overnight lodging.

DETACHMENT (Uniformed Member Only). A part of a unit separated from its main organization for duty
elsewhere, or atemporary military or naval unit formed from other units or parts of units.

DIFFERENT (OR SEPARATE) DEPARTMENTS AND AGENCIES (Civilian Employee Only)
1. The several departments and agencies of the Executive branch of the GOV'T.
2. Within the Department of Defense, the terms " Different Departments' or "Different Military Departments”
means the DoD components separately. NOTE: Thisdistinction is necessary with regard to funding for travel
and transportation from one department to another.

DUTY STATION

A. UNIEFORMED MEMBER. For the purpose of transportation and storage of HHG and mobile homes:

1. The home of a member at the time of:
a. Appointment to regular Service from civilian life or an RC;
b. Being called to active duty or active duty for training for 20 or more weeks;

c. Being recalled from the Fleet Reserve or Fleet Marine Corps Reserve, or recalled from retirement
(including temporary disability);

d. Enlistment or induction into the Service (regular or during emergency);

2. The place at which a member actually is assigned for duty, including a place from which the member
commutes daily to an assigned station or, for a member on sea duty, the home port of the ship or mobile unit to
which the member is assigned;
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3. Theplace at which ashipisbeing built or being fitted out is a shore duty station until the commissioning
date, at which time the home port assigned to such ship isthe new station;

4. The home of a member upon:
a. Retirement;
b. Transfer to an RC, the Fleet Reserve, or the Fleet Marine Corps Reserve;
c. Release from active duty;
d. Discharge, resignation, or separation, all under honorable conditions; or
e. Temporary disability retirement.

B. CIVILIAN EMPLOYEE. For the purpose of HHG; and mobile home transportation and storage -- the place at
which an employee actually is assigned for duty, including a place from which the employee commutes daily to an
assigned station.

DISCOUNT GOVERNMENT MEAL RATE (GMR). Thedaily rate charged for mealsinaGOV'T DINING
FACILITY/MESS minus the operating cost. See GOVERNMENT MEAL RATE for current rates.

DISTANCE. Asapplicable for the Defense Table of Official Distance:

1. Shortest. Routes a driver takesto minimize total distance traveled while still following atruck-navigable
route. Used in most cases to calculate HHG distances.

2. Practical. Routesadriver ordinarily would take to minimize time and cost. Practical routes model the trade-
off between taking the most direct path versus staying on major, high-quality highways. Interstate highways are
given a higher priority than secondary highways. Practical routes consider distance, road quality, terrain,
urban/rural classifications, and designated principal and secondary through routes. Used to calculate travel
distance.

EARLY RETURN OF DEPENDENT (Uniformed Member Only). Authorized dependent movement from an
OCONUS location, requested by the member or directed by the member’s command, prior to the issuance of a PCS
order.

EFFECTIVE DATE OF PCS ORDER

A. UNIFORMED MEMBER

1. For amember being separated/retired, the last day of active duty. See below for an RC member being
separated.

2. For all others, including an RC member being separated and arecalled retired member who continuesin an
active duty status during the time allowed for return travel home, the date the member is required to begin travel
from the old PDS, the member’s home, PLEAD, last TDY station, safe haven location or designated place,
whichever applies, to arrive at the new PDS, home, or PLEAD, on the date authorized by the transportation
mode authorized and/or used.

3. AnIPCOT order effective date isthe first day of duty on the new tour. See IPCOT definition.

Change 287/541 Al-13
11/01/10



APP A: Definitions & Acronyms (JFTR/JTR) Appendix Al
Part 1: Definitions (JFTR/JTR)

4. Thefollowing are examples of computing an authorization’ s/order’ s effective date:

EXAMPLE 1

A member ordered to make a PCSisrequired to report to the new PDS on 10 June. The member travels by
POC and is authorized 7 days travel time.

10 June Authorized and actua reporting date

3 June Less 7 days travel time actually used

4 June Add 1 day

4 June PCS order effective date

EXAMPLE 2

A member ordered to make a PCSisrequired to report to the new PDS on 10 June. The member anticipates
that the official distance of 2,100 miles will be traveled by POC. The member changes plans and travels by
air. The member reportsin on 9 June.

10 June Authorized reporting date

9 June Actual reporting date
8 June Less 1 day travel time
9 June Add 1 day

9 June PCS order effective date

EXAMPLE 3

A member ordered to make a PCSisrequired to report to the new PDS on 10 June. The member travels by
POC and is authorized 7 days travel time. However, the member runs into inclement weather and is
authorized an additional 2 daystravel time by the gaining commander.

10 June Authorized reporting date

1 June Less 9 daystravel time

2 June Add 1 day

2 June PCS order effective date

B. CIVILIAN EMPLOYEE. The date an employee isrequired to commence travel to comply with a PCS travel
authorization. In determining the effective date, authorized leave/TDY en route required by the travel authorization
is excluded.

EFFECTIVE DATE OF SEPARATION (Civilian Employee Only). The date an employee is separated from
Federal service.

EFFECTIVE DATE OF TRANSFER OR APPOINTMENT (Civilian Employee Only). The date an employee
or new appointee reports for duty at a new or first PDS.

EMERGENCY TRAVEL (Civilian Employee Only). See TRAVEL, EMERGENCY.
EMPLOYEE. A civilianindividua:

1. Employed by an agency (as defined in APP A), regardless of status or grade;

2. Employed intermittently as an expert or consultant and paid on a daily WAE basis; or

3. Serving without pay or at $1 ayear (5 USC 85701(2)) (also referred to as "invitational traveler" for TDY
travel purposesonly).

ESCORT. An escort:

1. Isamember, employee, or other person who, IAW aorder/ITA, accompanies the member/employee
between authorized locations, when the member/employee:

a. Travel isauthorized by competent authority, and
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b. Isincapable of traveling alone, and
2. May be appointed by the member’ s’employee’ s commanding officer/AQO.

EXPEDITED TRANSPORTATION MODE. A common carrier-operated transportation service for the
accelerated or protected movement of HHG between specified points.

EXTENDED STORAGE. See NON-TEMPORARY STORAGE.
FAMILY. See DEPENDENT.

FEDERAL TRAVEL REGULATION. Regulation contained in Title 41 of the Code of Federal Regulations
(CFR), Chapters 300 through 304, that implements statutory requirements and Executive branch policies for Federal
civilian employee travel and others authorized to travel in the manner of civilian employeesat GOV'T expense.

FIELD DUTY. All duty serving with troops participating in maneuvers, war games, field exercises, or similar
types of operations, during which:

1. Theindividual issubsisted in aGOV'T DINING FACILITY/MESS or with an organization drawing field
rations, and is provided GOV'T QTRS or is quartered in accommodations normally associated with field
exercises. Everything ordinarily covered by per diem is furnished without charge, except that a member is
required to pay for rations at the discounted meal rate (basic meal rate)., or

2. Students are participating in survival training, forage for subsistence, and improvise shelter.

Individuals furnished QTRS and subsistence obtained by contract are performing field duty when so declared by a
competent official.

FIRST-CLASS. See ACCOMMODATIONS

FOREIGN AIR CARRIER. Anair carrier that does not hold a certificate issued by the U.S. under 49 USC
§41102.

FOREIGN AREA AND FOREIGN COUNTRY. Any areaor country outside the 50 States, District of Columbia,
the Commonwealths of Puerto Rico and the Northern Mariana Islands, Guam, and U.S. territories and possessions.

FOREIGN-BORN DEPENDENT (Uniformed Member Only). A dependent bornin aforeign country, including a
foreign national and a dependent who becomes a naturalized U.S. citizen; also, children of aforeign-born dependent
spouse.

FOREIGN SERVICE OF THE UNITED STATES (Civilian Employee Only). The Foreign Service as
congtituted under the Foreign Service Act of 1980.

FORMER CANAL ZONE AREA. Areasand INSTALLATIONS in the Republic of Panama made available to
the U.S. under the Panama Canal Treaty of 1977 and related agreements as described in section 3(a) of the Panama
Canal Act of 1979.

FUND-APPROVING OFFICIAL (Civilian Employee Only). One who provides the accounting data for
authorized/approved travel orders or order amendments.

FUNDING ACTIVITY (Civilian Employee Only). The command or organization whose funds pay for the travel.
GEOGRAPHICAL LOCALITY

1. The contiguous political area of asingle country or arelated island group in the same region.
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2. Widely dispersed noncontiguous subdivisions of the same country are separate geographical localities. For
example: the United Kingdom (including England, Wales, Scotland, and Northern Ireland) is a geographical
locality and Ireland (Republic of) is a separate geographical locality; France and Germany are separate
geographical localities; Portugal and the Azores are separate geographical localities; the Philippine Islands are
the same geographical locality. Japan, including its separate island components, with the exception of the
Ryukyu Islands, is a single geographical locality. The Ryukyu Islands (including Okinawa) are a separate
geographical locality. With regard to the U.S., CONUS isasingle geographical locality, but the states of
Hawaii and Alaska, and each U.S. territory or possession, are separate geographical localities.

3. When the term "overseas ared" or “OCONUS area” is used, it relates to more than one geographical locality
and may include a continent, or the area comprising command jurisdiction, or the entire OCONUS area.

GOVERNMENT (GOV’T). TheGOV’T of the U.S. and the Government of the District of Columbia.

GOVERNMENT ADMINISTRATIVE RATE SUPPLEMENT (GARS). A reimbursable expense charged by
rental car companies for costs incurred unique to doing business with the GOV'T.

GOVERNMENT AIRCRAFT. Any aircraft owned, leased, chartered or rented and operated by an executive
agency.

GOVERNMENT-CONTRACT RENTAL AUTOMOBILE. Anautomobile obtained for short-term use from a
commercial firm under the provisions of an appropriate GSA Federal Supply Schedule contract.

GOVERNMENT-CONTROLLED QUARTERS. QTRS (other than GOV'T or privatized QTRS) under the
jurisdiction of auniformed service (e.g., Ministry of Defense (MOD) leased QTRS for which the GOV'T controls
occupancy).

GOVERNMENT CONVEYANCE
A. Includes:

1. Equipment owned, leased, or chartered, for transportation on land, water, or in the air, expressly for GOV'T
use.

2. Aircraft on loan to or owned by an Aero Club and AMC categories B and M air travel.
B. Does not Include:
1. A GOV’ T-owned ship totally leased for commercial operation, or

2. A rental vehicle, for personally procured moves, (JFTR, par. U5320-D and JTR, par. C2203-D). 52 Comp.
Gen. 936 (1973).

*GOVERNMENT DINING FACILITY/MESS. A generictermused in lieu of GOV'T dining facility, GOV'T
mess, general mess, dining hall, dining activity, mess hall, galley, field kitchen, flight kitchen, or similar terms used
to describe dining facilities funded by appropriated funds. (Excludes activities operated by non-appropriated fund
instrumentalities such as an officer’s mess, club, organized mess and al similar terms.) If used (“GOV’T dining
facility/mess available” APP O, par. T4040-a8b) by/made available to the member, or used by the employee,
includes:

1. A general or Service organizational mess, including messing facilities of a state-owned National Guard
Camp. A dining facility/mess established and operated primarily for enlisted member subsistenceis not
included unless the messis used by/made available to officers, or used by employees;

2. Marine Corps officers' field ration dining facility, an officers wardroom mess, or warrant officers' and chief
petty officers' mess afl oat; or
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3. Box lunches, in flight meals, or rations furnished by the GOV’ T on military aircraft.
NOTE: In-flight snack meals purchased at the member’ s’employee’ s option before boarding a military aircraft
and meals furnished by commercial air carriers (including AMC charter flights) are not meals furnished by a
GOV'T DINING FACILITY/MESS.

GOVERNMENT-FURNISHED AUTOMOBILE. Anautomobile (or “light truck,” as defined in 41 CFR 101-38
including vans and pickup trucks) that is:

1. Owned by an agency;
2. Assigned or dispatched to an agency on arental basis from a GSA interagency motor pool; or
3. Leased by the GOV'T for 60 or more days from acommercial firm.
GOVERNMENT-FURNISHED VEHICLE. A GOV’ T-furnished automobile or aGOV'T aircraft.
GOVERNMENT MEAL RATE (GMR)
A. Discount GOV'T Meal Rate:
1. Thedaily rate provided in lieu of mealsin aGOV’T DINING FACILITY/MESS minus the operating cost.
2. $9.25 per day.
B. Standard GOV'T Meal Rate:

1. Thedaily rate provided in lieu of mealsinaGOV’T DINING FACILITY/MESS including the operating
cost.

2. $10.80 per day.
GOVERNMENT MESS. See GOVERNMENT DINING FACILITY/MESS.

GOVERNMENT-PROCURED TRANSPORTATION. Transportation obtained directly from a commercial
carrier with a document issued by an appropriate GOV'T official.

GOVERNMENT QUARTERS

NOTE: Privatized housing, of any style or type and in any location, isnot GOV'T QTRS.

A. GOV'T QTRS. Thefollowing are GOV'T QTRS:
1. Sleeping accommodations (including aboard a ship) owned, operated, or leased by the GOV'T;
2. Lodgings or other QTRS obtained by GOV’ T contract;
3. QTRSin a state-owned Nationa Guard camp;

4. Sleeping facilitiesin a National Guard armory when these facilities actually are used or competent authority
directs their use for annual or year-round annual training even though not used;

5. Temporary lodging facilities as defined in APP A;

6. Lodging facilitiesonaU.S. INSTALLATION owned and operated by a private corporation, if the use of
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these facilitiesis directed by Service regulations;

7. Family-type housing owned or leased by the GOV’ T whether occupied as a guest or as a principal; and

8. Guesthouses, officers clubs, bachelor QTRS, visiting officers QTRS, or similar QTRS facilities located at a
military activity, QTRS aboard a Corps of Engineers floating plant or a Navy Mine Defense Laboratory
offshore platform.

B. Adequacy Standards

1. DoD Services. Adequacy standards for DoD Services are prescribed by the Office, SECDEF in DoD
4165.63-M, DoD Housing Management (http: //www.dtic.mil/whs/directives/corres/pdf/416563m.pdf), and
implemented by appropriate Service regulations.

2. Non-DoD Services. Service regulations.

GOVERNMENT-SPONSORED CONTRACTOR-ISSUED TRAVEL CHARGE CARD. See
GOVERNMENT TRAVEL CHARGE CARD.

GOVERNMENT TRANSPORTATION. Transportation facilities owned, leased, or chartered, and operated by
the GOV'T for transportation on land, water, or inthe air. See GOVERNMENT CONVEYANCE.

GOVERNMENT (TRANSPORTATION) CONSTRUCTED COST (GCC). The‘Best Vaue' cost the
Government would have paid for Government-procured HHG transportation.

GOVERNMENT TRANSPORTATION REQUEST (GTR)
1. A GTRisa Standard Form 1169.
2. A GTRisan accountable GOV'T document used to procure common carrier transportation services.
3. A GTR obligatesthe GOV'T to pay for transportation services provided.

4. A GTR may beissued and used only for official travel. A GTR must not be issued or used for personal
travel regardless of the reason, even on areimbursable basis.

5. See TRANSPORTATION REQUEST.
GOVERNMENT TRAVEL CHARGE CARD (GTCC). A charge card used by authorized individuals to pay for
official travel and transportation related expenses for which the card contractor bills the GOV'T (CBA) or individual
(IBA).

A. Centraly Billed Account (CBA). One of two types of GTCC accounts. CBAs areissued to the GOV'T and the
GOV'T retains liability for CBAs.

B. Individually Billed Account (IBA). One of two types of GTCC accounts. Individual travelers are issued IBA
cards, and the traveler has liability for the use and payment of the account. Thisterm does not apply to personal
(non-GOV'T) credit card not issued under the GTCC program.

GROUP MOVEMENT

1. A movement of 2 or more official travelerstraveling as a group, under the same order (either PCSor TDY))
for which transportation is GOV’ T-owned/procured from the same origin to the same destination. Movement
could include locations en route as specified on the order.

2. Members, traveling together under an order directing no/limited reimbursement, may travel between any
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points en route, provided that the order specifically indicates the points between which the status applies.
HIGHEST CONUS M&IE RATE. Effectivefor travel by car ferry on/after:

1. 1January 2005: $51

2. 1 October 2005: $64

3. 1 October 2009: $71.
HOME OF RECORD (HOR) (Uniformed Member Only).

A. General. The place recorded as the individual’s home when commissioned, appointed, enlisted, inducted, or
ordered into atour of active duty.

B. Break in Service. The place recorded as the individual’s home when reinstated, reappointed, or reenlisted
remains the same as that recorded when commissioned, appointed, enlisted or inducted or ordered into the tour of
active duty unlessthere is abreak in service of more than one full day. Only if abreak in service exceeds one full
day may the member change the HOR.

C. BonaFide Error. Travel and transportation allowances are based on the officially corrected recording in those
instances when, through a bonafide error, the place originally named at time of current entry into the Service was
not in fact the actual home. Any such correction must be fully justified and the home, as corrected, must be the

member’s actual home upon entering the Service, and not a different place selected for the member's convenience.

D. Erroneous Designation of aDuty Station. An officer, who received a commission/warrant from an enlisted
grade or was called to active duty as an officer while serving as an enlisted member and erroneously designated the
place at which then serving as the HOR, may be paid allowances to the HOR in the enlistment papers upon
subsequent separation from the Service or release from active duty. The member must certify erroneous designation
of aduty station or a nearby place as the HOR at time of commission whereas the HOR was in fact the place shown
in the enlistment papers.

HOME OF SELECTION (HOS) (Uniformed Member Only). The place selected by a member as the member's
home upon retirement (including transfer to the Fleet Reserve or Fleet Marine Corps Reserve), under the conditions
of JFTR, par. US5130-A1.

HOUSEHOLD GOODS (HHG)

A. UNIFORMED MEMBER

1. General. Items (except those listed in 2 and 3) associated with the home and all personal effects (NOTE 1)
belonging to a member and dependents on the effective date (NOTE 2) of the member's order that legally may
be accepted and transported by an authorized commercial transporter.

2. Weight Additive. See JFTR par. U5310-E for an article involving aweight additive.

3. HHG Acquired after the Order Effective Date. HHG acquired after the order effective date but before
entering an IPCOT may be shipped when JFTR par. U5370-11b or U5370-12 applies.

4, HHG aso include:

a. PBP&E needed and not needed for the performance of official duties at the next or alater destination.
PBP& E that are needed are not calculated in the member’ s weight allowance and therefore must be
weighed separately and identified on the origin inventory as PBP&E.;

b. Spare POV parts, (e.g., car engine/transmission) not to exceed the member’s administrative HHG
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weight allowance and a pickup tailgate when removed;

c. Integral or attached vehicle parts that must be removed due to their high vulnerability to pilferage or
damage (e.g., seats, tops, winch, spare tires, portable auxiliary gasoline can(s), CD players, GPS systems,
and miscellaneous associated hardware);

d. Consumable goods for a member ordered to locations listed in APP F;

e. A vehicle other than a POV (such as a motorcycle, moped, hang glider, golf cart or snowmobile (and/or
the associated trailer));

f. A boat or personal watercraft (e.g., ajet ski) 14 or more feet (and/or the associated trailer);

g. Ultralight vehicles (defined in 14 CFR 8103 as being single occupant; for recreation or sport purposes,
weighing less than 155 pounds if un-powered or less than 254 pounds if powered; having afuel capacity
NTE 5 gallons; airspeed NTE 55 knots; and power-off stall speed NTE 24 knots).;

h. A utility trailer, with or without atilt bed, with asingle axle, and an overal length of no more than 12
feet (from rear to trailer hitch), and no wider than 8 feet (outsidetire to outside tire). Side rails/body no
higher than 28 inches (unless detachable) and ramp/gate for the utility trailer no higher than 4 feet (unless
detachable).; and

i. GOV'T or military owned accountable Organizational Clothing and Individual Clothing (OC&IE)
property issued to the employee or member by the Agency/Service for official use.

5. HHG do not include:
a. Personal baggage when carried free on commercial transportation;

b. Automobiles, trucks, vans and similar motor vehicles; airplanes; mobile homes; camper trailers; horse
trailers; and farming vehicles (JFTR, Ch 5, Part E for POV shipment);

c. Liveanimalsincluding birds, fish and reptiles;

d. Articlesthat otherwise would qualify as HHG but are acquired after the PCS order effective date,
except:

(1) Bonafide replacementsfor articlesthat have become inadequate, worn out, broken, or
unserviceable on/after the PCS order effective date, but before the date the bulk of the HHG are released
to the transportation officer or carrier for transportation when purchased in the U.S. for transportation,
to an OCONUS PDS with authorization/approval through the Secretarial Process (43 Comp. Gen. 514
(1964)); or

(2) Replacement HHG items, in casesin which the original HHG shipment is destroyed or lost,
through no fault of the member, during transportation incident to a change of TDY station or PDS (68
Comp. Gen. 143 (1988));

e. Cordwood and building materials (B-133751, 1 November 1957 and B-180439, 13 September 1974);

f. HHG for resale, disposal or commercial use;

g. Privately owned live ammunition (B-130583, 8 May 1957);

h. Hazardous articlesincluding explosives, flammable and corrosive materials, poisons; propane gas tanks.
DTR 4500.9-R, Part 1V, for examples of hazardous materials.
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6. Law or carrier regulations may prohibit commercial transportation of certain articles not included in 2.
These articles frequently include articles:

a. Liableto impregnate or otherwise damage equipment or other property (e.g., home canned items; liquid
articles that are highly susceptible to breakage or |eakage);

b. That cannot be taken from the premises without damage to the article or the premises (e.g., bookcases
built into walls); and

c. That are perishable (including frozen foods), or that require refrigeration, or that are perishable plants
unless,

(1) Transportation is not more than 150 miles and/or delivery is accomplished within 24 hours from
the time of loading,

(2) No storageisrequired, and

(3) No preliminary or en route services (e.g., watering or other preservative method) is required of the
carrier.

B. CIVILIAN EMPLOYEE (FTR, §300-3.1)

1. General. Items (except those listed in 4 and 5) associated with the home and all personal effects belonging
to an employee and dependents on the employee's effective date of transfer/appointment that legally may be
accepted and transported by a commercial HHG carrier.

2. Weight Additive. See JTR, par. C5154-E for an article involving a weight additive.
3. HHG dso include:

a. PBP&E needed and not needed for the performance of official duties at the next or alater destination.
PBP& E that are needed but may cause the HHG total weight to exceed 18,000 pounds optionally may be
shipped administratively (JTR, par. C5154-C1) and therefore must be weighed separately and identified on
the origin inventory as PBP&E.;

b. Spare parts for a POV, including automobile engine/transmission (GSBCA 14680-REL O, 17 September
1998), and a pickup tailgate when removed;

c. Integral or attached vehicle parts that must be removed due to high vulnerability to pilferage or damage
(e.q., seats, tops, winch, sparetires, portable auxiliary gasoline can(s), CD players, GPS systems, and
miscellaneous associated hardware);

d. Consumable goods for employees with PCS travel authorization to locations listed in APP F;

e. A vehicle other than POV s (such as a motorcycle, moped, hang glider, golf cart, jet ski and snowmobile
(and/or the associated trailer) of reasonable size, that can fit into a moving van);

f. A boat (and/or their associated trailer) of reasonable size that can fit into a moving van (e.g., canoe,
skiff, dinghy, scull, kayak, rowboat, sailboat, outboard/inboard motorboat);

g. Ultralight vehicles (defined in 14 C.F.R. Sec 103 as being single occupant; for recreation or sport
purposes, weighing less than 155 pounds if unpowered or less than 254 pounds if powered; having a fuel
capacity NTE 5 gallons; airspeed NTE 55 knots; and power-off stall speed NTE 24 knots).;

h. A utility trailer, with or without atilt bed, with asingle axle, and an overal length of no more than 12
feet (from rear to trailer hitch), and no wider than 8 feet (outside tire to outside tire). Side rails/body no
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higher than 28 inches (unless detachable) and ramp/gate for the utility trailer no higher than 4 feet (unless
detachable).; and

i. GOV'T or military owned accountable Organizational Clothing and Individual Clothing (OC&IE)
property issued to the employee or member by the Agency/Service for official use.

4, HHG do not include:

a. Personal baggage when carried free on commercial transportation;

b. Automobiles, trucks, vans and similar motor vehicles; airplanes;, mobile homes; camper trailers; horse
trailers; and farming vehicles (See JTR, Ch 5, Part E for POV shipment);

c. Liveanimalsincluding birds, fish and reptiles;

d. Cordwood and building materials (B-133751, 1 November 1957 and B-180439, 13 September 1974);

e. HHG for resale, disposal or commercial use;

f. Privately owned live ammunition (B-130583, 8 May 1957); and

g. Boats (other than those in A6 above); and

h. Hazardous articlesincluding explosives, flammable and corrosive materials, poisons, propane gas tanks.
DTR 4500.9-R, Part 1V, for examples of hazardous materials.

5. Law or carrier regulations may prohibit commercial shipment of certain articles not included in B. These
articles frequently include articles:

a. Liableto impregnate or otherwise damage equipment or other property (e.g., home canned items; liquid
articles that are highly susceptible to breakage or leakage);

b. That cannot be taken from the premises without damage to the article or the premises (e.g., bookcases
built into walls);

c. That are perishable (including frozen foods), or that require refrigeration, or that are perishable plants
unless;

(1) Transportation is not more than 150 miles and/or delivery is accomplished within 24 hours from
the time of loading,

(2) No storageisrequired, and

(3) No preliminary or en route services (e.g., watering or other preservative method) is required of the
carrier.

HOUSEHOLD GOODS TRANSPORTATION. See TRANSPORTATION, HHG.

HOUSEHOLD GOODS WEIGHT ADDITIVE

1. A weight added to the HHG shipment net weight to compensate for the excessive van space used by the
item.

2. Theitem must be stated in the HHG tariff as qualifying for aweight additive before a charge can be
assessed.
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3. Weight additives do not apply if an article is capable of being conveniently hand-carried by one person
and/or transported in a standard moving carton.

HOUSE-HUNTING TRIP (HHT) (Civilian Employee Only). Round trip travel between the old and new PDSsto
seek a permanent residence.

IMMEDIATE FAMILY (Civilian Employee Only). See DEPENDENT/IMMEDIATE FAMILY.

INTERVIEWEE (Civilian Employee Only). An individual who is being considered for employment by an agency.
Theindividual may currently be a GOV’ T employee.

INACTIVE DUTY TRAINING (Uniformed Member Only)

1. Inactive duty that is:
a. Duty prescribed for an RC member by the Secretary Concerned, or
b. Special additional duty authorized for an RC member by an authority designated by the Secretary
Concerned and performed by them on a voluntary basis ICW prescribed training or mai ntenance activities
of the units to which they are assigned.

2. Thedutiesin 1aabove, when performed by a National Guard member, including:
a. Unit training assemblies;
b. Training or other duty the member is required to perform, with or without the member's consent. This
includes appropriate duty or equivalent training and additional flying training periods, and similar duty
and/or training.

NOTE 1: Thisterm does not include work or study for a correspondence course of a uniformed service.

NOTE 2: For pay purposes, inactive duty training must be performed under an order, cover a specific
assignment, and have a prescribed time limit.

INDIVIDUALLY BILLED ACCOUNT (IBA). See GOVERNMENT TRAVEL CHARGE CARD
INVITATIONAL TRAVEL. See TRAVEL, INVITATIONAL.

ITINERARY, VARIATION IN. A changein routing of travel or points of TDY ICW official business, justified
by the mission nature and requirements.

INITIAL ACTIVE DUTY TRAINING (Uniformed Member Only). Theinitial active duty training of a non-prior
service enlistee that is performed during a period of not less than 12 weeks and produces a trained member in a
military specialty.

IN PLACE CONSECUTIVE OVERSEAS TOUR (IPCOT) (Uniformed Member Only)

1. A prescribed tour following the completion of aninitiadl OCONUS tour (including voluntary extensions) that
amember agreesto serve at the same PDS.

2. AnIPCOT order effective date isthe first day of duty on the new tour.
3. No PCS movement isinvolved for a service member.

4. Dependents and HHG can be transported at GOV’ T expense to the member’s current PDS if the member’s
new tour is the accompanied tour length.
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5. Curtailment of theinitial overseastour is not authorized (DoDI 1315.18).
6. For USCG, See Service directives.
KEY BILLET (Uniformed Member Only)
1. An OCONUS position (officers/warrant officers only) of extremely unusual responsibility for which it has
been determined the incumbent’ s continued presence is absolutely essential to the activity/unit mission or to the
U.S. presence in that area.
2. Approval authority for key billet designationis
a. Joint Chiefs of Staff, USD(P&R), or
b. The Secretary Concerned.
LAST DUTY STATION (Uniformed Member Only). For the purpose of computing a member's own travel
allowances on separation, the last duty station (permanent or temporary) at which the member was, in fact, on duty,
or ahospital, if the member was undergoing treatment there.
LIGHT REFRESHMENTS. Assorted food and drink for morning, afternoon, or evening breaks excluding
alcoholic beverages and including: coffee, tea, milk, juice, soft drinks, donuts, bagels, fruit, pretzels, cookies, chips,
muffins, and similar items.
LOCALITY PER DIEM RATES. Maximum per diem rates prescribed for specific localities. For current per

diem rates, the Per Diem, Travel and Transportation Allowance Committee website at:
http://www.defensetravel .dod.mil/perdiem/pdrates.html.

LODGINGS IN KIND (Uniformed Member Only). Lodgings provided by the GOV’ T without cost to the
member.

LODGINGS-PLUS COMPUTATION METHOD. The per diem allowances computation method for official
travel. The per diem allowance for each travel day is established on the basis of the actual amount paid for lodging,
NTE aceiling number, plus an allowance for meals and incidental expenses (M&IE), NTE the applicable maximum
per diem rate for the TDY location concerned.

MEMBER, UNIFORMED SERVICES

1. A commissioned officer, commissioned warrant officer, warrant officer, and enlisted person, including a
Uniformed Servicesretiree.

2. “Retiree” includes members of the Fleet Reserve and Fleet Marine Corps Reserve who are in receipt of
retainer pay.

MILEAGE ALLOWANCE

A. Loca and TDY Travel

1. A rate per milein lieu of reimbursement of actual POC operating expenses.
2. For current rates, see JFTR, par. U2600 and JTR, par. C2500.

B. PCS Travel, First Duty Station Travel, HHT, and Separation Travel

1. A rate per mile for authorized POC use during official PCS travel.
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2. Thetotal amount depends on the official distance for which the rate per mile may be paid under the
circumstances.

3. See JFTR, par. U2605 and JTR, par. C2505 for the current rate.
*MISCELLANEOUS CHARGE ORDER (MCO)

A coupon used as a general purpose voucher for services ICW officia travel. An MCO may be used only when
authorized by the AO in advance of travel.

MISSING STATUS. The absence status of a member/an employee who officially is carried or determined to be:
1. Missing;
2. Missingin action;
3. Interned in aforeign country;
4. Captured, beleaguered, or besieged by a hostile force; or
5. Involuntarily detained in a foreign country.

MIXED MODES. Travel using a POC (including on a PCS, arental vehicle procured at personal expense) and one
or more of the following modes:

1. Personally-procured commercial transportation (JFTR, par. U3120-D and JTR, par. C2203-D),
2. GOV’ T-procured commercial transportation,
3. GOV'T transportation.

MOBILE HOME

1. A mobile home isa mobile dwelling constructed or converted and intended for use as a permanent residence
and designed to be moved, either self-propelled or towed.

2. Examples of mobile homes are a
a housetrailer,

b. privately owned railcar converted for use as aresidence (51 Comp. Gen. 806 (1972)),

c. boat amember uses as the place of principal residence (62 Comp. Gen. 292 (1983)),

3. HHG and PBP& E contained in the mobile home and owned/intended for use by the member/employee or the
member’ s'employee’ s dependents are part of the mobile home.

MONETARY ALLOWANCE IN LIEU OF TRANSPORTATION (MALT)
1. A rate per mile for the authorized POC use during official PCStravel.

2. Thetotal amount depends on the official distance for which the rate per mile may be paid under the
circumstances (as determined AW this regulation).
3. See JFTR, par. U2605-B and JTR, par. C2505-B for the current rate.
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MULTIPLE OCCUPANCY DWELLING. A duplex, triplex or other type of dwelling that is designed to provide
separate living QTRS for more than one household. The units within the dwellings ordinarily have separate
addresses and separate entrances.

NON-COMMAND SPONSORED DEPENDENT (Uniformed Member Only). Dependents not
authorized/approved to reside with a member at an OCONUS location.

NON-FOREIGN OCONUS AREA. The states of Alaska and Hawaii, the Commonwealths of Puerto Rico and the
Northern Mariana Islands, Guam, and U.S. territories and possessions.

NON-TEMPORARY STORAGE (NTS)
1. Long-term HHG storage in lieu of transportation.

2. NTSincludes necessary packing, crating, unpacking, uncrating, transportation to and from the storage
location(s), storage, and other directly related necessary services.

3. Also referred to as Extended Storage.
OCONUS
A. Locations outside the continental U.S. (CONUS).
B. Civilian Employee Only. For permanent duty travel purposes with respect to Alaska, Hawaii, Commonwealths
of Puerto Rico and the Northern Mariana Islands, Guam, the U.S. territories and possessions, or foreign countries

and similar geographical localities, an OCONUS place of employment outside the geographical locality in which the
residenceis located.

OCONUS LOCALITY PER DIEM RATES. For current per diem rates, the Per Diem, Travel and Transportation
Allowance Committee website at: http://www.defensetravel .dod.mil/perdiem/pdrates.html.

OFFICIAL STATION. See PERMANENT DUTY STATION.

OFFICER (Uniformed Member Only). A commissioned officer, commissioned warrant officer, and warrant
officer, either permanent or temporary (including temporary officers whose permanent status is enlisted) of a
Uniformed Service.

OPEN MESS. A non-appropriated fund activity providing essential messing, billeting, and recreation for military
personnel and their dependents.

ORDER
A. General. Anorder:

1. Isawritten instrument issued/approved by person(s) to whom authority has been delegated directing,
authorizing, approving atraveler, or group of travelers, to travel,

2. Providesthetraveler information regarding what expenses will be paid,

3. Provides the CTO documentation for use of travel contracts and similar arrangements with transportation
and lodging providers, and

4. Supplies financial information necessary for budgetary planning and, identifies purpose(s) of travel.

B. Types of Order
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1. Blanket Order. A order issued to atraveler who regularly and frequently makes trips away from the PDS
within specific geographical limits for a specific time period within afiscal year in performance of regularly
assigned duties. A blanket order isunavailablein DTS, and restricted to economy-class travel and/or the
established locality per diem rate requiring an amendment for each trip involving the use of other than
economy/coach class transportation and/or an AEA. The Coast Guard allows AEA on a blanket order.

a. Unlimited Open. Allowsthe traveler to travel anywhere on official business without further
authorization for a specified period of time within afiscal year.

b. Limited Open. Allowsthetraveler to travel on official business without further authorization under
certain specific conditions, i.e., travel to specific geographic area(s) for specific purpose(s), subject to trip
cost ceilings, or for specific periods of time within afiscal year.

c. Repeat. Allowsthe traveler to travel on official business without further authorization to a specific
destination for a specified period of time within afiscal year.

2. Trip-by-trip. Allowsthe traveler or group of travelers to take one or more specific official business trips,
which must include specific purpose, itinerary, and estimated costs. The following types of travel must be
authorized on a trip-by-trip basis:
a. Other than economy/coach class travel;
b. AEA travel (except the Coast Guard);
c. Conference travel;
d. Foreign travel;
e. Travel received from a non-federal source (donated travel);
f. Training-related travel; and,
g. Travel by volunteers (invitational travel).
ORDER-ISSUING/AUTHENTICATING OFFICIAL. See AO.
ORGANIZATIONAL CLOTHING AND INDIVIDUAL EQUIPMENT (OC&IE). OC&IE isaccountable or
issue-in-kind property owned or purchased by the GOV’ T/uniformed service which must be returned IAW Service/
Agency regulations to the Service/Agency upon mission completion or (in the case of a member) release from active
duty (discharge, separation, or retirement). OC&IE per Agency/Service regulationsis PBP& E when shipped as
HHG.
OVERSEAS. See OCONUS.
PER DIEM ALLOWANCE

A. General. The per diem allowance (subsistence allowance):

1. Isadaily payment instead of actual expense reimbursement for lodging, meals and related incidental
expenses,

2. Isseparate from transportation expenses and other reimbursable expenses (APP G); and

3. Does not include transportation and other miscellaneous travel expenses.
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B. Expenses. The per diem allowance coversall charges, including tax (except lodging tax in the U.S., and non-
foreign OCONUS locations).

C. Lodding

1. Expenses Authorized. Overnight sleeping facilities, (including GOV' T QTRS), baths, personal use of the
room during daytime, telephone access fees, service charges for fans, air conditioners, heaters, and fireplaces
furnished in rooms when not included in the room rate; and lodging tax in aforeign OCONUS area.

2. Expenses Not Authorized. Lodging does not include expenses for accommodations on airplanes, trains,
buses, or ships. An accommodation furnished aboard a common carrier is atransportation cost and is not
covered by per diem.

D. Lodging Tax
1. CONUS/Non-Foreigh OCONUS Areas. Lodging tax in CONUS/Non-Foreign OCONUS aress:

a. Isnot covered in the locality per diem lodging ceiling, but
b. Isareimbursable expense (APP G), except when ‘MALT-Plus' per diem for POC travel is paid.

2. Foreign OCONUS Areas. Lodging tax in foreign OCONUS areasisincluded in the locality per diem
lodging ceiling and is not areimbursable expense.

E. Meals. The per diem alowance:
1. Coversexpenses for breakfast, lunch, dinner, and related taxes and tips; but

2. Does not cover expensesincurred for alcoholic beverages, entertainment, or other persons.

F. Incidental Expenses. Incidental expensesinclude:

1. Feesand tipsto porters, baggage carriers, bellhops, hotel maids, stewards/stewardesses, and others on ships,
and hotel servantsin foreign countries.

a. UNIFORMED MEMBER. See APP G for reimbursement of fees and tipsincurred at transportation
terminals.);

b. CIVILIAN EMPLOYEE. SeeJTR, par. C7460-item 4, regarding baggage-handling costsincurred as
adirect result of an employee’ s disability.;

2. Transportation (i.e., bus, subway) between places of lodging or duty/business and places at which meals are
taken, if suitable meals cannot be obtained at the TDY site. If the AO determines that suitable meals cannot be
obtained at the TDY site and reimbursement in the | E for travel to obtain suitable mealsis inadequate,
reimbursement may be authorized/approved under JFTR, Ch 3, Part F and Ch 1, Part C JTR, par. C2402,;

3. Laundry/dry-cleaning, and/or pressing of clothing when travel isto an OCONUS location;

4. Telegrams and telephone calls necessary to reserve lodging;

5. Mailing costs associated with filing travel vouchers and payment of GTCC billings;

6. Potable water and ice (28 Comp. Gen. 627 (1949));

7. Tax and service charges on any of the expensesin items 2.;
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8. Tax and service charges for meals or any of the expenses listed initem F.; and

9. Any other necessary expenses related to rooms, lodging, or valet service (other than barbers, hairdressers,
manicurists or masseurs) that are listed in the account.

G. Laundry

1. CONUS Locations. The cost of laundry/dry cleaning and pressing of clothing (during and not before or after
travel) is areimbursable expense (APP G), in addition to per diem/AEA, when travel requires at least:

a. 4 consecutive nights for a Uniformed Member, and up to an average of $2 per day; or

b. 7 consecutive nights for a Civilian Employee.

2. OCONUS Locations. The cost incurred during TDY travel for laundry/dry-cleaning and pressing of clothing
isnot a reimbursable expense for OCONUS travel and is part of the IE included in the OCONUS per
diem/AEA.

PER DIEM, REDUCED. See REDUCED PER DIEM.
PER DIEM, TRAVEL AND TRANSPORTATION ALLOWANCE COMMITTEE (PDTATAC).

A. General. The Committeeis chartered by the Uniformed Services and operates under DoD policy guidance. Its
members are a Deputy Assistant Secretary from each of the military departments, the Director of the National
Oceanic and Atmospheric Administration Corps (NOAA Corps), the Director of Personnel Management of the
Coast Guard (USCG), and the Assistant Secretary for Health of the Public Health Service (USPHS). The
Committee Chairman is the Deputy Under Secretary of Defense (Military Personnel Policy (MPP)). The Per Diem,
Travel and Transportation Allowance Committee (PDTATAC) publishes these regulations.

B. Purpose. The Committee’s purposeisto ensure that uniform travel and transportation regulations are issued
pursuant to Title 37, USC, other applicable laws, Executive Orders and decisions of the Comptroller General of the
U.S. and the Department of Defense Office of Hearings and Appeals (DOHA), for members of the seven Uniformed
Services. |CW Defense Department civilian employees, the Committee's primary purpose isto issue uniform
regulations implementing the Federal Travel Regulation (FTR), statutory requirements, Executive orders, and
decisions of the Comptroller General of the U.S. and of the General Services Administration Board of Contract
Appeals (GSBCA) or Civilian Board of Contract Appeals (CBCA). PDC Charter 20 April 1988; LAW 37 USC 8§
411 and 1001; DoD Directive 5154.29, 9 March 1993.

PERMANENT CHANGE OF STATION (PCS)
A. General (UNIFORMED MEMBER AND CIVILIAN EMPLOYEE). The assignment, detail, or transfer of an
employee, member, or unit to adifferent PDS under a competent travel order that does not specify the duty as

temporary, provide for further assignment to a new PDS, or direct return to the old PDS.

B. UNIFORMED MEMBER ONLY. For aUniformed member thisincludes:

1. (for DLA), Relocation of a household due to military necessity or GOV’ T convenience within the corporate
limits of the same city or town ICW atransfer between activities;

2. A change in the home port of a ship or mobile unit;
3. Change from home or from the PLEAD to the first PDS upon:

a. Appointment or reappointment (including reinstatement) to the regular Service from civilian life or from
an RC;
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b. Call to active duty for 20 or more weeks or call to active duty for training (JFTR, par. U2146 for
exceptions) for 20 or more weeks;

c. Being recalled to active duty from the Fleet Reserve or the Fleet Marine Corps Reserve, or from
retirement (including TDRL);

d. Enlistment or induction into the Service (regular or during emergency); and
e. Change from the last PDS to home upon:
(1) Discharge, resignation, or separation from the Service under honorable conditions;

(2) Release from active duty that called for 20 or more weeks or from active duty for training that
called for 20 or more weeks;

(3) Transfer to the Fleet Reserve or to the Fleet Marine Corps Reserve;
(4) Retirement; and
(5) Temporary disability retirement.

PERMANENT DUTY STATION (PDS). Also called OFFICIAL STATION.

A. UNIFORMED MEMBER

1. General. The post of duty/official station of a member or invitational traveler, including a ship (for the
purpose of personal travel and transportation of the member's UB located on board the ship). The home port of
aship or of a ship-based staff to which a member is assigned or attached for duty other than TDY isthe PDS for
dependents’ transportation, and transportation of HHG, mobile homes, and/or POV's, CONUS COLA, and
geography-based station allowances and OHA.

2. Geographic Limits. The PDS geographic limits are:

a. For amember. The limits of the post of duty or officia station are the ship (for the specified purposes),
or the corporate limits of the city or town in which the member is stationed. 1f the member is not stationed
inaship or in an incorporated city or town, the official station limits are the reservation, station, or other
established area, including established large reservation subdivisions (e.g., McGuire AFB and Ft Dix)
having definite boundaries, within which the designated post of duty islocated. When areservation,
station, other established area or established large reservation subdivision (e.g., McGuire AFB and Ft. Dix)
falls within two or more corporate city limits (e.g., the districts of Honolulu and any other such as Ewa,
Hawaii) or crosses recognized borders (e.g., Ft. Campbell isin Tennessee and Kentucky), it is not in either
one for PDS purposes. The PDS limits are then solely the limits of the reservation, station, other
established area or established large reservation subdivision.

b. For aninvitational traveler:

(1) The corporate limits of the city or town in which the home or principal place of businessis
located; or

(2) If not in an incorporated city or town, the official station limits are the reservation, station, or
other established area (including established large reservation subdivisions (e.g., McGuire AFB and
Ft Dix) having definite boundaries in which the home or principal place of businessislocated. When
areservation, station, other established area or established large reservation subdivision (e.g.,
McGuire AFB and Ft. Dix) falls within two or more corporate city limits (e.g., the districts of
Honolulu and any other such as Ewa, Hawaii) or crosses recognized borders (e.g., Ft. Campbell isin
Tennessee and Kentucky), it isnot in either one. The PDS limits are then solely the limits of the
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reservation, station, other established area or established large reservation subdivision.

3. Arlington County, VA, isaPDS. The Pentagon and other GOV'T activities are located in Arlington, VA —
even though they have Washington, D.C. mailing addresses (52 Comp. Gen. 751 (1973)). There are seven
Districts on the Island of Oahu, Hawaii. Each of those seven Districtsis a separate and unique PDS (19 Comp.
Gen. 602 (1939) and 42 Comp. Gen. 460 (1963)).

4. When a member is ordered to attend a course (or courses) of instruction at a school or facility the scheduled
duration of which is 140 or more days (20 or more weeks), the school or facility location is the PDS regardless
of the authorization’ sorder’s terms, except when the course is authorized as TDY under JFTR, par. U2146. See
JFTR, par. U2146 for examples of scheduled duration and extensions.

5. Thefollowing are PDSs for transportation and storage of HHG and mobile homes:
a The home of amember at the time of:
(1) Appointment to regular Service from civilian life or from an RC;
(2) Being called to active duty (including for training) for 20 or more weeks,

(3) Being recalled from the Fleet Reserve or Fleet Marine Corps Reserve, or recalled from retirement
(including temporary disability); or

d. Enlistment or induction into the Service (regular or during emergency); or
e. Temporary disability retirement.

b. The place to which a member actualy is assigned for duty, including a place from which the member
commutes daily to the assigned station. For a member assigned to a ship or ship-based staff, it is the home
port of the ship or ship-based staff to which the member is assigned (except as noted in the basic
definition);

c. The place at which a ship is being built or being fitted out is a shore duty station until the commissioning
date, at which time the home port assigned to the ship is the new station;

d. The member’s home upon:
(1) Retirement;
(2) Transfer to an RC, the Fleet Reserve, or the Fleet Marine Corps Reserve;
(3) Release from active duty;
(4) Discharge, resignation, or separation, all under honorable conditions; or
(5) Temporary disability retirement.

B. CIVILIAN EMPLOYEE. The employee/invitational traveler's permanent work assignment location. For the
purpose of determining PCS travel allowances, a PDS is the building or other place (base, military post, or activity)
where an employee regularly reports for duty. With respect to authorization under these regulations relating to the
residence and the HHG and an employee’s personal effects, PDS also means the residence or other QTRS from (to)
which the employee regularly commutes to (and from) work, except where the PDS isin aremote area where
adequate family housing is not available within reasonable daily commuting distance. In the latter situation,
residence includes the dwelling where the employee’ s dependents reside or are to reside, but only if such residence
reasonably relatesto the PDS as determined by the appropriate travel-approving/directing official. For purposes
other than PCS travel alowances, a PDSis defined as:
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1. For an employee:

a. The corporate limits of the city or town in which stationed, or;

b. If not stationed in an incorporated city or town, the official station limits are the reservation, station, or
other established area (including established large reservation subdivisions (e.g., McGuire AFB and Ft
Dix)) having definite boundariesin which the employee is stationed. When a reservation, station, other
established area or established large reservation subdivision (e.g., McGuire AFB and Ft. Dix) falls
within two or more corporate city limits (e.g., the districts of Honolulu and any other such as Ewa,
Hawaii) or crossesrecognized borders (e.g., Ft. Campbell isin Tennessee and Kentucky), itisnotin
either one. The PDS limits are then solely the limits of the reservation, station, other established area or
established large reservation subdivision.

2. For aninvitational traveler:

a. The corporate limits of the city or town in which the home or principal place of businessislocated, or

b. If not in an incorporated city or town, the official station limits are the reservation, station, or other
established area (including established large reservation subdivisions (e.g., McGuire AFB and Ft. Dix))
having definite boundaries in which the home or principal place of businessislocated. When a
reservation, station, other established area or established large reservation subdivision (e.g., McGuire
AFB and Ft. Dix) fallswithin two or more corporate city limits (e.g., the districts of Honolulu and any
other such as Ewa, Hawaii) or crosses recognized borders (e.g., Ft Campbell isin Tennessee and
Kentucky), itisnot in either one. The limits of the PDS are then solely the limits of the reservation,
station, other established area or established large reservation subdivision.

3. Arlington County, VA. Arlington County, VA, isaPDS. The Pentagon and other GOV'T activities are
located in Arlington, VA —even though they have Washington, D.C., mailing addresses (52 Comp. Gen. 751
(1973)). There are seven Didtricts on the Island of Oahu, Hawaii. Each of those seven Didtrictsis a separate
and unique PDS. (19 Comp. Gen. 602 (1939) and 42 Comp. Gen. 460 (1963)).

PERMANENT DUTY TRAVEL (PDT)

A. UNIEORMED MEMBER. PCSand COT/IPCOT travel.

B. CIVILIAN EMPLOYEE. First duty station travel for a newly recruited employee/appointee, RAT, PCS travel,
and separation travel. See JTR, Ch 5, Part A.

PLACE FROM WHICH CALLED/ORDERED TO ACTIVE DUTY (PLEAD)

1. The place of acceptance in current enlistment, commission, or appointment of an active Service member, or
of an RC member when enlisted, commissioned, or appointed for immediate active duty. For an inductee, it's
the location of the local Selective Service Board to which the individual first reported for delivery to the
induction station.

2. Inthe case of an RC member who is not enlisted, commissioned, or appointed for immediate active duty, the
place to which an order to active duty is addressed.

3. Effective 1 January 1983: In the case of a non-prior service midshipman or cadet at a Service academy or a
civilian college or university, the place at which the member attains a military status or at which the member
entersthe Service. NOTE: Generally thisisthe academic institution and not the member's HOR (60 Comp.

Gen. 142 (1980)).
NOTE: The PLEAD changesonly if thereis a break in service exceeding one full day, in which caseit isthe
place of entry into the new period of service.
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PLACE OF PUBLIC ACCOMMODATION. See ACCOMMODATIONS, PUBLIC.
PLACE OF STORAGE. Residence or authorized storage location.
POLICY-CONSTRUCTED AIRFARE. Theleast expensive, unrestricted economy/coach airfare. If the policy-
congtructed airfare turns out to be or include a city-pair airfare and if there arebotha‘YCA’ and a‘-CA’ airfare, the
‘YCA'’ airfareis used. A capacity-controlled city-pair airfare (-CA airfare) is not included when creating a policy-
constructed airfare for comparison purposes.
PORT CALL. Official notification or instructions that require atraveler to report for transoceanic transportation.
It designates the port of embarkation, identifies the carrier with flight number or sailing assignment, specifies the
reporting time and date, and provides instructions relevant to the transportation arrangements.
PORT OF DEBARKATION (POD)

1. Air Travel: the destination airport at which the traveler leaves an international /transoceanic flight.

2. Ship Travel: the place at which the traveler leaves a ship after the journey of 24 or more hours.
PORT OF EMBARKATION (POE)

1. Air Travel: the airport at which the traveler boards an international/transoceanic flight.

2. Ship Travel: the place at which the traveler boards a ship for ajourney of 24 or more hours.

POSSESSIONS OF THE UNITED STATES. See TERRITORIES AND POSSESSIONS OF THE UNITED
STATES.

POST OF DUTY. PDS An OCONUS PDS.

POV, SPARE PARTS. Extratires, wheels, tire chains, tools, battery chargers, accessories, car transmission/engine
(GSBCA 14680-REL O, 17 September 1998), and those small and usually-possessed parts or replacements used for
repair and replacement of identical parts subject to normal use and wear (e.g., extra spark plugs, radiator hoses, fan
belts, filters, gaskets, tune-up and repair kits). Also included are items that serve a seasonal, emergency, or
convenience purpose (e.g., specia seats and beds for children, bottle warmers and similar conveniences, snow and
ice removal equipment, auxiliary heaters, and storage boxes.

UNIFORMED MEMBER:

1. POV spare parts must not exceed the member’ s administrative HHG weight allowance.

2. Storage of acar engine/transmission is the member’s responsibility (both in terms of facilities and cost)
except when par. U5380-G appliesif engine/transmission storage is required after HHG déelivery to the
OCONUS residence, when no GOV'T storage facility is available or an available GOV'T storage facility
cannot accommodate car engine/transmission (e.g. does not fit or does not meet environmental requirements).

PREMIUM-CLASS (OTHER THAN ECONOMY-/COACH-CLASS). See ACCOMMODATIONS.

PRIVATELY OWNED AIRCRAFT. An aircraft that is owned or leased for personal use. It isnot owned, leased,
chartered, or rented by a GOV’ T agency, hor isit rented or leased for usein carrying out official GOV'T business.

PRIVATELY OWNED AUTOMOBILE (POA). A car or light truck (including vans and pickup trucks) that is
owned or leased for personal use by an individual.
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PRIVATELY OWNED CONVEYANCE (POC)

1. Unless otherwise qualified, any transportation mode actually used for the movement of persons from placeto
place, other than a GOV’ T conveyance or common carrier.

2. Included is a conveyance loaned for a charge to, or rented at personal expense by, the member/employee for
transportation on PCS or TDY when such rental conveyance has not been authorized/approved as a Special
Conveyance |AW JFTR, par. U3415-B and JTR, par. C2102-B.
3. A common carrier, or a conveyance owned by the GOV’ T, is not a POC.
4. See TRANSPORTATION.

PRIVATELY OWNED (MOTOR) VEHICLE (POV)

A. General. Any motor vehicle owned by, or on along-term lease (12 or more months) to, a member/employee, or
the member/employee’ s dependent for the primary purpose of providing personal transportation that:

1. Issef-propelled;

2. Islicensed to travel on the public highways;
3. Isdesigned to carry passengers or HHG; and
4. Hasfour or more wheels.

B. Motorcycle or Moped

1. UNIEORMED MEMBER. At the member's option, a motorcycle or moped may be considered a POV if
the member does not ship a vehicle with four or more wheels on the same order.

2. CIVILIAN EMPLOYEE

a. CONUS. The employee may designate a motorcycle or moped as a POV (rather than as HHG) if the
employer determines it is more advantageous and cost effective to the GOV’ T to transport POV(s) than to
drive to the new PDS.

b. OCONUS. A motorcycle or moped may be shipped as the POV (rather than as HHG) on the same
order.

C. Leased Vehicle. The member/employee must provide written authority from the leasing company to have the
vehicle transported to the new PDS, designated place, or other authorized destination. All requirements stated in the
lease, as well as requirements for POV entry into any location, are the employee's responsibility.

PRIVATIZED HOUSING

1. Housing unitson or near amilitary facility in the U.S. and/or its territories and possessions that are
acquired/constructed by private persons, under the authority of 10 USC §82871-2885.

2. Privatized housing is not:
a GOV'T QTRS,
b. GOV’ T-controlled QTRS, nor

c. Private sector housing.
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PROCEED TIME (Uniformed Member Only). A period of time that a member is authorized, by Service
regulations, to delay in the execution of a order.

PROFESSIONAL BOOKS, PAPERS, AND EQUIPMENT (PBP&E)
A. General. PBP&E isalso referred to as PRO or PRO-Gear.
B. Exclusions. Excluded from PBP&E are:
1. Commercial products for sale/resale used in conducting business,
2. Sports equipment; and
3. Office furniture,
4. Household furniture,
5. Shop fixtures,

6. Furniture of any kind even though used ICW the PBP& E (e.g., bookcases, study/computer desks, file
cabinets, and racks).

C. MEMBER OR EMPLOYEE

1. General. PBP&E includes HHG in a member's’employee’ s possession needed for the performance of
official duties at the next or alater destination (B-171877.03, 15 December 1976, B-196994, 9 May 1980, and
B-251563, 14 June 1993).
2. Thefollowing items are PBP&E:

a. Reference material;

b. Instruments, tools, and equipment peculiar to technicians, mechanics, and members of the professions;

c. Specialized clothing such as diving suits, astronauts' suits, flying suits and helmets, band uniforms,
chaplains' vestments, and other specialized apparel not normal or usual uniform or clothing;

d. Communication equipment used by a member in association with the MARS (DoDD 4650.2);

e. Individually owned or specially issued field clothing and equipment;

f. Anofficial award given to a member by a Service (or a component thereof) for service performed by the
member in the member's capacity or by a professional society/organization/U.S. or foreign Government for

significant contributions ICW official duties; and

g. Persona computers and accompanying equipment used for official GOV’ T business (i.e., CPU, monitor,
keyboard, mouse, 1 printer, 1 set of small computer speakers).

h. GOV’ T- or uniformed service-owned accountable Organizational Clothing and Individual Clothing
(OC&IE) property issued to the employee or member by the Agency/Service for official use.

D. MEMBER’S DEPENDENT SPOUSE

1. Genera
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a. Thisisnot applicable to an employee’' s dependent spouse.

b. PBP&E includes HHG in a spouse's possession needed for the spouse’s employment or community
support activities at the next or alater destination.

2. Thefollowing items are PBP&E:
a. Reference material,
b. Instruments, tools, and equipment peculiar to technicians, mechanics, and members of the professions;

c. Speciaized clothing such as diving suit, flying suits and helmets, band uniforms, nurse uniforms,
chaplains vestments, and other specialized apparel not normal or usual uniform or clothing; and

d. Persona computers and accompanying equipment used for business or community support activities
(i.e., CPU, monitor, keyboard, mouse, 1 printer, 1 set of small computer speakers).

PROPORTIONAL MEAL RATE. The average of the standard GOV’ T meal rate and the meals portion of the
applicable M& | E rate, rounded up to the nearest dollar.

REDUCED PER DIEM. A per diemrate, lower than locality per diem, that is authorized by an agency when there
are known reductions in lodging and meal costs that can be determined in advance.

RENEWAL AGREEMENT TRAVEL (RAT) (Civilian Employee Only)

1. Travel and transportation allowance for the employee/dependents to return home on leave, between overseas
tours of duty.

2. SeeJTR, Ch 5, Part K, for igibility and limitations.

3. See PERMANENT DUTY TRAVEL.
REPEAT ORDER (Uniformed Member Only). See ORDER.
RESERVE COMPONENT. The:

1. Army Nationa Guard of the U.S;;

2. Army Reserve;

3. Naval Reserve;

4. Marine Corps Reserve;

5. Air National Guard of the U.S,;

6. Air Force Reserve;

7. Coast Guard Reserve; and

8. Reserve Corps of the Public Health Service.

RESIDENCE-TYPE QUARTERS. Lodgings that are not hotel or hotel-like accommodations.
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SECRETARIAL PROCESS

A. UNIFORMED MEMBER. Action by the PDTATAC Principal member or a subordinate level specified by the
Principal. The Secretarial Processis (or the Processes are) in administrative and/or procedural directivesissued
under JFTR, par. U1010-B.

B. CIVILIAN EMPLOYEE

1. Action by the PDTATAC Principal member, the Principal member’s designated representative, or:
a. Secretary of aMilitary Department,
b. Director of a Defense Component,
c. Director, Administration & Management for:
(1) Office of the Secretary of Defense,
(2) Washington Headquarters Services,
(3) Organization of the Joint Chiefs of Staff,
(4) Uniformed Services University of the Health Sciences,
(5) U.S. Court of Military Appeals, and
d. Designated representative for any of the above.

2. The Secretarial Process(es) igare in administrative and/or procedural directivesissued under JTR, par.
C1002.

SECRETARY CONCERNED
A. Asdefined in 37 USC. §101(5), the Secretary of:
1. The Army, with respect to matters concerning the Army;

2. The Navy, with respect to matters concerning the Navy, the Marine Corps, and the Coast Guard wheniitis
operating as a Service in the Navy;

3. The Air Force, with respect to matters concerning the Air Force;

4. Homeland Security, with respect to matters concerning the Coast Guard when it is not operating as a
Servicein the Navy;

5. Commerce, with respect to matters concerning the National Oceanic and Atmospheric Administration; and
6. Health and Human Services, with respect to matters concerning the Public Health Service.

B. When thisterm is used in the JFTR/JTR, the Secretary Concerned may authorize action by the PDTATAC
Principal, without further delegation.

SEPARATE DEPARTMENT (Civilian Employee Only). See Different/Separate Departments and Agencies.
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SEPARATED FROM THE SERVICE (Uniformed Member Only). Unless otherwise qualified, all separations
except relief from active duty, placement on the TDRL, retirement, or transfer to the Fleet Reserve or Fleet Marine
Corps Reserve.

SEPARATION TRAVEL (Civilian Employee Only). See PERMANENT DUTY TRAVEL.

SERVICE CHARGE FOR USE OF GOVERNMENT QUARTERS (Uniformed Member Only). Cost of maid
service and fee for electricity.

SERVICES. See UNIFORMED SERVICES.
SHORT DISTANCE MOVE

A. UNIFORMED MEMBER

1. A move:
a. Involving HHG drayage or shipment for a short distance between residences;
b. Toor fromaNTSfacility in the member's PDS area;

c. Inthe member'slast PDS area when the member is authorized afinal move during a separation or
retirement;

d. Incident to reassignment or PCS to anew PDS near the old PDS;

e. Between residences within a metropolitan area; or

f. Not during a PCS, a move between residences within the daily commuting distance of the PDS.
2. A short distance HHG move includes necessary packing, crating, hauling, unpacking and uncrating.

B. CIVILIAN EMPLOYEE. A PCS between PDSs within the same city/area when the old and new PDS are at
least 50 miles apart. See JTR, par. C5080-F for authorization/approval and exceptionsto the 50-mile rule.

SPARE PARTS FOR A POV. SeePOV, SPARE PARTS.

SPECIAL CONVEYANCE. Commercially rented or hired vehicles other than a POC and other than those owned
or under contract to an agency.

SPECIAL NEEDS. Physical characteristics of atraveler not necessarily defined under disability. Such physical
characteristics could include, but are not limited to, the traveler’ s weight or height.

STANDARD CONUS PER DIEM RATE. The per diem rate for:

1. Any CONUS location not included in a defined locality (county/area) in the CONUS per diem rates
(http:/imww.defensetravel .dod.mil/perdiem/pdrates.html), and

2. All CONUS locations when PDT isinvolved.
STANDARD GOVERNMENT MEAL RATE (GMR).
1. Thedaily rate paid for mealsinaGOV'T DINING FACILITY/ MESS including the operating cost.

2. See GOVERNMENT MEAL RATE for current rates.
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STORAGE IN TRANSIT (SIT)
1. Short-term storage that is part of HHG transportation.
2. May be at any combination of the origin, in transit, or destination.
3. Usually for 90 or fewer days, but may be extended.
4. See JFTR, par. U5375 and JTR, par. C5190.
5. Also referred to as temporary storage.
SUBSISTENCE EXPENSES (Civilian Employee Only). PER DIEM ALLOWANCE.
SUBSISTING OUT (Uniformed Member Only). The non-leave status of an inpatient no longer assigned a bed.

An inpatient authorized to subsist out is not medically able to return to duty but continuing treatment does not
require a bed assignment (DoD 6015.1-M, January 1999, P19.1.19).

TEACHER (Civilian Employee Only). A civilianwhoisaU.S. citizen and whose services are required on a school
year basisin ateaching position subject to 20 USC §901-907 in the DoD Education Activity System.

TEMPORARY CHANGE OF STATION (TCS) (Civilian Employee Only). The relocation of an employeeto a
new PDS for atemporary period to perform along-term temporary assignment, and subsequent return of the
employee to the previous PDS after assignment completion.

TEMPORARY DUTY (TDY)

A. UNIFORMED MEMBER

1. Duty at one or more locations, away from the PDS, under an order providing for further assignment, or
pending further assignment, to return to the old PDS or to proceed to a new PDS.

2. That period spent at alocation while processing for separation from the Service, rel ease from active duty,
placement on the TDRL, or retirement, when the last PDS is different from the location at which processing is
accomplished.

3. Therearefour typesof TDY travel:
a. Business Travel. Conducting business at a location other than the PDS. It incorporates any type of
travel not included in schoolhouse training, deployment and unit training or special circumstances travel. It

also includes certain local travel, but not leave or evacuation.

b. Schoolhouse Training Travel. Travel ICW TDY attendance at formal course(s) of instruction by a
uniformed member (other than a uniformed member who has not yet reached the first PDS).

c. Deployment, Personnel Traveling Together Under an Order Directing No/Limited Reimbursement, and
Unit Travel. Includes a unit traveling in support of a combat mission, peacekeeping, and disaster relief. It
also includes field/maneuver training and sea duty when troopsinvolved are not permanently assigned to a
ship. The GOV'T provides al transportation, lodging, and eating facilities when personnel traveling
together are under an order directing no/limited reimbursement.

d. Specia Circumstances Travel. See JFTR, Ch 7.

B. CIVILIAN EMPLOYEE

1. Duty at one or more locations, away from the PDS, under a order providing for further assignment or,
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pending further assignment, to return to the old PDS or to proceed to a new PDS.

2. Therearefour typesof TDY travel:
a. Business Travel. Conducting business at a location other than the PDS. It incorporates any type of
travel not included in schoolhouse training, deployment and unit training or special circumstances travel. It

also includes certain local travel, but not leave or evacuation.

b. Schoolhouse Training Travel. Travel ICW TDY attendance at formal course(s) of instruction by a
civilian employee.

c. Deployment, Personnel Traveling Together Under an Order Directing No/Limited Reimbursement, and
Unit Travel. Includes a unit traveling in support of a combat mission, peacekeeping, and disaster relief. It
also includes field or maneuver training and sea duty when troops involved are not permanently assigned to
aship. The GOV'T provides all transportation, lodging, and eating facilities when personnel traveling
together are under an order directing no/limited reimbursement.

d. Special Circumstances Travel. See JTR, Ch 7.

TEMPORARY DUTY (TDY) STATION. A place, away from the PDS, to which the traveler is authorized to
travel.

TEMPORARY DUTY (TDY) TRAVEL. Travel to one or more places away from a PDSto perform duties for a
period of time and, upon completion of assignment, return or proceed to a PDS.

TEMPORARY LODGING FACILITIES

1. Specifically identified Service-operated interim housing facilities that provide short-term housing
accommodations for which a chargeis levied, without direct charge against the occupant’s QTRS allowance.

2. Includes guesthouses, except transient visiting officer QTRS occupied by officia visitorsto the
INSTALLATION.

3. Does not include:
a. Facilities used primarily for rest and recuperation purposes, or
b. Unaccompanied officer and enlisted QTRS.
TEMPORARY STORAGE. See STORAGE IN TRANSIT.

TERRITORIES AND POSSESSIONS OF THE UNITED STATES. Asreleased by the Office of the
Geographer and Global Issues, 1 July 1997. The territories and possessions of the U.S. include:

1. Commonwealth of the Northern Mariana lslands, i.e., Saipan, Saipan Lagoon, Tinian, Aquijan, Rota,
Farallon De Pgjaros (Uracas), Maug, Asuncion, Agrihan, Pagan, Alamagan, Zealandia Banks, Guguan, Sarigan,
Anatathan, Farallon De Medinilla, Esmeralda Banks, and Northern Islands Sanctuary. (Island names from
website: www.saipan.com).

2. Commonwealth of Puerto Rico
3. American Samoa
4. Baker Idand

5. Guam
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6. Howland Island
7. Jarvisldand
8. Johnston Atoll
9. Kingman Reef
10. Midway Idands
11. Navassalsland
12. Palmyra Atoll
13. Virgin Islands
14. Wake Idand
TERRITORY OF THE UNITED STATES
A. General. A U.S. territoryis:
1. Anincorporated/unincorporated territory over which the U.S. exercises sovereignty,
2. An areareferred to as a dependent area or possession, and
3. Other areas subject to U.S. jurisdiction.

B. Incorporated vs. Unincorporated

1. "Incorporated” refersto territories that Congress has "incorporated” into the U.S. by making the Congtitution
applicable to those aresas.

2. "Unincorporated” refersto any territories to which the Congtitution has not been expressly and fully
extended.

See TERRITORIES AND POSSESSIONS OF THE UNITED STATES.

TRANSOCEANIC TRAVEL. Travel, that if performed by surface means of commercial transportation over a
usually traveled route, requires oceangoing ships.

TRANSPORTATION. The means of moving people or things (particularly HHG) from one place to another.

TRANSPORTATION EXPENSES. The costs related to transportation (JFTR, par. U3001/JTR. Ch 2 and
JFTR/IJTR APP G.

TRANSPORTATION, HHG. The shipping, packing, crating, drayage, storage in transit, uncrating, and unpacking
of HHG at GOV'T expense. Ch 5, Part D for specific regulations governing PCS HHG transportation and Ch 4,
(JFTR, Part H and JTR, Part D) for TDY HHG transportation.

TRANSPORTATION-IN-KIND. Transportation provided by the GOV’ T without cost to the traveler. It includes
transportation by GOV'T aircraft, ship, or vehicle, and GOV’ T-procured transportation via commercial carriers.

Change 287/541 Al-41
11/01/10



APP A: Definitions & Acronyms (JFTR/JTR) Appendix Al
Part 1: Definitions (JFTR/JTR)

TRANSPORTATION, POV
1. Transportation by ship, including port-handling charges, to, from, and between OCONUS ports.

2. Theterm does not include land transportation to or from such ports, except when POV transportation is |AW
Service regulations and authorized by 37 USC 8554, or 5 USC §5564.

3. Customs and other fees and charges required to effect entry of a POV into a country are not part of
transportation. They are the traveler’ sfinancial responsibility.

TRANSPORTATION REQUEST. A written GOV’T request (including a GTR) to procure transportation,
accommodations, or other services chargeable to the GOV’ T, from acommercial provider ICW officia travel.

TRANSPORTATION TERMINAL. A transportation terminal isacommon carrier or GOV’ T transportation (air,
rail, bus, or ship) terminal, station, airport, or wharf. It includesarental car pick-up or drop-off point if rental car is
the transportation mode to and from the TDY location.

TRANSPORTATION, USUAL MODE OF (Civilian Employee Only). A transportation mode that is authorized,
required, or furnished for usual travel by direct route, including common carrier facilities within CONUS or
commercial and GOV'T transportation facilities overseas that would be used for travel by the most direct usually
traveled route between points of official travel.

TRAVEL. Theterm “travel” relatesto movement of persons from place to place and includes authority for the use
of QTRS facilities, allowances, and certain transportation and reimbursable expenses incidental to travel, subject to
conditionsand limitationsin JFTR and JTR. When used ICW ‘travel allowances’, the term refers to per diem or
AEA.

TRAVEL ADVANCE. Prepayment of estimated travel expense in the form of aloan.

TRAVEL-APPROVING/DIRECTING OFFICIAL. Individuals who direct and approve/disapprove travel
requests and vouchers prior to claim settlement. They ensure the necessity and justification for travel orders.

TRAVEL AUTHORIZATION/ORDER. See ORDER.

TRAVEL CLAIM (VOUCHER). A written request, supported by applicable documentation and receipts, for
reimbursement of expensesincurred in the performance of any official travel.

TRAVEL, EMERGENCY (Civilian Employee Only). Travel that results from:
1. Thetraveler becoming incapacitated by illness or injury not due to personal misconduct;
2. The death or seriousillness of a member of the traveler’s family; or

3. A catastrophic occurrence or impending disaster, such asfire, flood, or act of God, that directly affectsthe
traveler’s home.

TRAVEL, INVITATIONAL

1. Authorized travel by individuals either not employed by the GOV’ T or employed (under 5 USC 85703)
intermittently in the GOV’ T's service as consultants or experts and paid on adaily when-actually-employed
basis.

2. Used for an individual serving without pay or at $1 ayear when the individual is acting in a capacity directly
related to, or ICW, official GOV'T activities.
3. Travel and transportation allowances authorized (APP E) for such a person are the same as those ordinarily

Change 287/541 Al-42
11/01/10



APP A: Definitions & Acronyms (JFTR/JTR) Appendix Al
Part 1: Definitions (JFTR/JTR)

authorized for acivilian employee ICW TDY, except asin APP E2-A2m for spouse invitational travel.
TRAVEL MANAGEMENT CENTER (TMC).
1. See (CONTRACTED) COMMERCIAL TRAVEL OFFICE (CTO).
2. See TRAVEL MANAGEMENT SYSTEM (TMS).
TRAVEL MANAGEMENT SYSTEM (TMS). (FTR §301-73.100-103) A system to arrange travel services for
Federal travelers on official travel, including reservation of accommodations and ticketing. A TMSincludesa CTO,
and an electronic system or other commercial method of arranging travel.
TRAVEL, OFFICIAL
1. Authorized travel and assignment solely ICW business of the DoD or the GOV'T.
2. Official travel may be performed:
a. Within/n the vicinity of aPDS;
b. To/from the actua residence to, from, or between PDSs; and
c. To, from, at, and between TDY assignment locations.
3. The below are not official travel. Travel:
a. And delaysfor personal reasons/convenience,
b. By acircuitous route,
c. By transportation modes other than authorized/approved,
d. For additional distances, or
e. To places|CW personal business..
4. Non-official travel status affects allowances, reimbursements, and pay status.
TRAVEL ORDER. See ORDER.
TRAVEL REQUEST (Civilian Employee Only). A written statement for travel authorization that includes
information regarding personnel, mission, pertinent dates or assignment period, transportation modes, allowances,
limitations, special approval or instructions, justificationsif necessary, and fund and accounting citation.

TRAVEL-REQUESTING OFFICIAL (Civilian Employee Only).

1. Theindividual who initiates the request for atravel authorization and who has full knowledge of the purpose
of, and requirements for, the travel mission.

2. DoD components may permit travelers to be travel-requesting officials for their own travel orders.

3. When travelers are permitted to be travel-requesting officials for their own travel orders, under no
circumstances may the travel-requesting official also be the travel-approving/directing and/or AO for the travel.

4. A travel request is subject to approval/disapproval by atravel-approving/directing official.
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TRAVEL STATUS. The member’s'employee’s status for the elapsed period of time from the beginning to the end
of official travel in compliance with the authority in an order, including time en route awaiting transportation
connections and delays en route beyond the traveler’s control (JFTR, par. U2200 and JTR, par. C1060).

TRIP RECORD. Under DTS, this document, in either electronic or paper form, provides the vehicle on whichis
recorded each official order, initial options, modifications, and payment decisions. Prepared by the traveler, it isthe
single trip document that includes the order and fund cite, the should-cost estimate, the itinerary, updates to the
itinerary made during the trip, and serves as the expense report when the traveler returns.

UNACCOMPANIED BAGGAGE. See BAGGAGE, UNACCOMPANIED.

UNACCOMPANIED MEMBER (Uniformed Member Only). A member whose dependents have not
accompanied the member or have accompanied the member at personal expense and are not command sponsored.

UNACCOMPANIED TOUR (Uniformed Member Only)

1. The authorized tour length at a specific overseas PDS for a Service member who is not accompanied by
command-sponsored dependents.

2. A tour at alocation with only an unaccompanied tour authorized is a dependent-restricted tour (see APP A
definition).

3. For JFTR allowances, an unaccompanied tour also includes a dependent-restricted tour (DoDI 1315.18, par.
E2.1.50).

UNIFORMED SERVICES. The Army, Navy, Air Force, Marine Corps, Coast Guard, National Oceanic and
Atmospheric Administration Corps, and Public Health Service.

UNIT. A military element whose structure is prescribed by competent authority, such asin atable of organization
and equipment.

UNITED STATES (U.S.). The 50 states and the District of Columbia.

UNUSUALLY ARDUOUS SEA DUTY (Uniformed Member Only). Duty aboard or with designated units. These
units must be designated in writing and meet the criteriain 57 Comp. Gen. 266 (1978).

UPON SEPARATION FROM FEDERAL SERVICE (Civilian Employee Only). All datesfollowing the date an
employee is separated from Federal Service.

U.S.-CERTIFICATED AIR CARRIER. A U.S.-certificated air carrier that holds a certificate under 49 USC
841102 and that is authorized either by the carrier's certificate or by exemption or regulation. U.S.-certificated air
carrier service also includes service provided under a code share agreement with a foreign (non-.U.S.-certificated)
air carrier AW Title 14, Code of Federal Regulations (CFR) when the ticket, or documentation for an electronic
ticket, identifies the U.S.-certificated air carrier's designator code and flight number.
U.S. FLAG AIR CARRIER. SeeU.S.-CERTIFICATED AIR CARRIER.
U.S. INSTALLATION

1. A base, post, yard, camp or station:

a. Under the local command of a uniformed service,

b. With permanent or semi-permanent-type troop sheltersand aGOV’T DINING FACILITY/MESS, and

c. At whichthereare U.S. GOV'T operations.
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2. Thistermincludes only that area actually occupied by those operations (plus the minimum surrounding area
necessary for close-in security) and excludes contracted hotels not contained on and operated by the
INSTALLATION.

WARD. A person, especialy an infant, placed by authority of law under the care of a guardian.
WEIGHT ADDITIVE. See HOUSEHOLD GOODS-WEIGHT ADDITIVE.

YEARS OF SERVICE (Uniformed Member Only). Any service authorized to be credited in computation of basic
pay under 37 USC §205.
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Acronym
ADT

AEA
AMC
AO
AOR
APP

AT

ATM
AWOL
BAH
BAH-DIFF
BAH-RC
BAH-T
BAS
BRAC

CA

CAP
CBA
CBCA
CFR
COLA
CONUS
CONUS COLA
COSTEP
COoT
CSRS
CTD
CTO
CWT
DAS
DDESS
DIA
DLA
DoD
DoDD
DoDDS
DoDEA
DoDFMR
DoDl
DOHA
DoJ

DoN
DoS
DPM
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PART 2: ACRONYMS (JFTRIJTR)

(U) means applicable only to JFTR

Meaning
Active Duty for Training (U)

Actual Expense Allowance

Air Mobility Command

Authorizing/Order-lssuing Official or Approving Official
Area of Responsibility

Appendix

Annual Training (U)

Automated Teller Machine

Absent Without Leave (U)

Basic Allowance for Housing (U)

Basic Allowance for Housing — Differential (U)

Basic Allowance for Housing - Reserve Component (U)
Basic Allowance for Housing — Transit (U)

Basic Allowance for Subsistence (U)

Base Realignment and Closure

Unrestricted capacity-controlled airfare (fare basis code). The unrestricted capacity
controlled airfare, or “-CA”, differs from the unrestricted airfare (Y CA) only in that the
airline can limit the number of seats offered at the unrestricted capacity controlled airfare.
See APP P, Part 1, par. A2.

Civilian Advisory Panel

Centrally Billed Government Travel Charge Card Account
Civilian Board of Contract Appeals

Code of Federal Regulations

Cost-of-Living Allowance

Continental United States

Continental United States Cost of Living Allowance (U)
Commissioned Officer Student and Extern Program
Consecutive Overseas Tour (U)

Civil Service Retirement System (C)

Civilian Travel Determination (C)

(Contracted) Commercial Travel Office

Hundred weight

Defense Attaché System

Domestic Dependent Elementary and Secondary School
Defense Intelligence Agency

Dislocation Allowance (U)

Department of Defense

Department of Defense Directive

Department of Defense Dependents Schools (C)
Department of Defense Education Activity

Department of Defense Financial Management Regulation
Department of Defense Instruction

Department of Defense Office of Hearings and Appeals (U)
Department of Justice

Department of the Navy (includes USN and USMC)
Department of State

Direct Procurement Method
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Acronym
DSSR

DTMO
DTOD
DTR
DTS
EFT
EUM
EVT
FAM
FAST
FEMA
FEML
FERS
FHA
FSH
FSH-B
FSH-O
FTA
FTR
FUTA
FVT
FWS
GAO
GARS
GCC
GMR
GOV
Gov'T
GSA
GSBCA
GTCC
GTR
HHG
HHS
HHT
HOR
HOS
HP
HSTA
IADT
IAW
IcwW
IE

IBA

IPCOT
IRC
IRS
ITA
ITDY
ITO
ITRA
JFTR
JTF
JIR

Change 287/541
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Meaning
Department of State Standardized Regulations

Defense Travel Management Office

Defense Table of Official Distances

Defense Transportation Regulation

Defense Travel System

Electronic Funds Transfer

Essential Unit Messing

Emergency Visitation Travel (C)

Foreign Affairs Manual (C)

Federal Automated System for Travel

Federal Emergency Management Agency
Funded Environmental and Morale Leave
Federal Employees Retirement System (C)
Federal Housing Administration (C)

Family Separation Housing (U)

Family Separation Housing — BAH Based Location (U)
Family Separation Housing — OHA Based Location (U)
Foreign Transfer Allowance (C)

Federal Travel Regulation

Federal Unemployment Tax Allowance (C)
Family Visitation Travel (C)

U.S. Fish and Wildlife Service (C)
Government Accountability Office (formerly General Accounting Office)
Government Administrative Rate Supplement
Government (Transportation) Constructed Cost
Government Meal Rate

Government-owned vehicle

(U.S.) Government

General Services Administration

General Services Administration Board of Contract Appeals
Government Travel Charge Card

Government Transportation Request (SF 1169)
Household Goods

Health and Human Services (U)

House Hunting Trip (C)

Home of Record

Home of Selection (U)

Home Port (U)

Home Service Transfer Allowance (C)

Initial Active Duty for Training (U)

In Accordance With

In Connection With

Incidental Expenses

Individually Billed Government Travel Charge Card Account. NOTE: Does not apply to
any other form of personal credit card.
In-Place Consecutive Overseas Tour (U)
Internal Revenue Code (C)

Internal Revenue Service (C)

Invitational Travel Authorization
Indeterminate TDY (U)

Installation Transportation Officer

Income Tax Reimbursement Allowance (C)
Joint Federal Travel Regulations

Joint Task Force

Joint Travel Regulations
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Acronym
LPDCI
LPQ

LPS
LWOP
M&IE
MALT
MALT PLUS
MAP
MARS
*MCO
MEA
MHA
MIA
MIHA
MILAIR
MSC
NIST
NOAA
NTE
NTS
OC&IE
OCONUS
OHA
OMB
OPM
OSD
PBP& E
PCS

PDS

PDT
PDTATAC
PDUSD (P&R)
PEB

PHS
PLEAD
PMR
POA
POC

PoC

POD
POE
POV
POW
PRO-Gear
QTRS
R&R
RAT

RC

RDD

RIT
RPDCI
SDDC
SEA
SECDEF
SES
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Meaning
Living Pattern Data Collection Instrument (U)

Living Pattern Questionnaire (U)

Living Pattern Survey (U)

Leave Without Pay (C)

Meals and Incidental Expenses

Monetary Allowancein Lieu of Transportation

Monetary Allowance in Lieu of Transportation Plus Flat Per Diem
Military Advisory Panel

Military Affiliate Radio System

*Miscellaneous Charge Order

Miscellaneous Expense Allowance (C)

Military Housing Area (U)

Missing in Action

Move-in Housing Allowance (U)

Military Aircraft

Military Sealift Command (C)

National Institute of Standards and Technology (C)

National Oceanic and Atmospheric Administration (same as USNOAA)
Not to exceed

Non-temporary Storage (also referred to as Extended Storage)
Organizational Clothing & Individual Equipment

Outside the Continental United States

Overseas Housing Allowance (U)

Office of Management and Budget

Office of Personnel Management

Office of the Secretary of Defense

Professional Books, Papers and Equipment (also referred to as PRO-Gear)
Permanent Change of Station

Permanent Duty Station

Permanent Duty Travel

Per Diem, Travel and Transportation Allowance Committee
Principal Deputy Under Secretary of Defense (Personnel & Readiness)
Physical Evaluation Board (U)

Public Health Service (sameas USPHYS)

Place from Which Entered (or Called) to Active Duty (U)
Proportional Meal Rate

Privately Owned Automobile

Privately Owned Conveyance

Point of Contact

Port of Debarkation

Port of Embarkation

Privately Owned Vehicle

Prisoner of War

Professional Gear (also referred to as PBP& E)

Quarters

Rest and Recuperative Leave

Renewal Agreement Travel (C)

Reserve Component

Required Delivery Date (U)

Relocation Income Tax (C)

Retail Price Data Collection Instrument (U)

(Military) Surface Deployment and Distribution Command
Subsistence Expense Allowance (C)

Secretary of Defense

Senior Executive Service (C)
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Acronym
SIT

SMA
SR&R
SROTC
SSN

TAD

TCS
TDRL
TDY
TEMDU
TEMDUINS
TLA

TLE

T™C
™S
TQSA
TQSE
TQSE(AE)
TQSE(P)
UB

UN

us.

USsC
USNOAA
USPHS
USSM
uTD

VA
VAMC
VPC
WAE

YCA

Change 287/541
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Meaning
Storage in Transit

Separate Maintenance Allowance (C)

Special Rest and Recuperative Absence (U)

Senior Reserve Officers Training Corps

Social Security Number

Temporary Assigned Duty (same as TDY)

Temporary Change of Station (C)

Temporary Disability Retired List (U)

Temporary Duty

Temporary Duty (same as TDY)

Temporary Duty Under Instruction (same as TDY)

Temporary Lodging Allowance — OCONUS (V)

Temporary Lodging Expense — CONUS (U)

Travel Management Center (same as CTO)

Travel Management System

Temporary Quarters Subsistence Allowance (C)

Temporary Quarters Subsistence Expenses (C)

Actual Expense Reimbursement for Temporary Quarters Subsistence Expenses (C)
Fixed Amount Reimbursement for Temporary Quarters Subsistence Expenses (C)
Unaccompanied Baggage

United Nations

United States

United States Code

United States National Oceanic and Atmospheric Administration (same as NOAA)
United States Public Health Service (same as PHS)

Under Secretary of State for Management (C)

Uniformed Travel Determination (U)

Department of Veterans Affairs (C)

Veterans Affairs Medical Center (U)

Vehicle Processing Center

When Actually Employed (C)

Unrestricted airfare (fare basis code). The unrestricted airfare, or “YCA”, has alast
economy/coach seat on the aircraft availability to the traveler. See APP P, Part 1, par. A2.
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PART 3: GOV’T CONTRACTOR/CONTRACTOR EMPLOYEE’S TRAVEL

*A. Travel of GOV'T Contractor/Contractor Employee. This Part directs GOV'T contractors and contractor’s
employees to other resources for travel and transportation information. Neither the JFTR nor the JTR may be used
as official contractor travel regulations as they apply to uniformed personnel and DoD civilian employees and
contain provisions, the use of whichisillegal by a contractor. GOV'T contractor and contractor employee travel
costs are governed by the rulesin the Federal Acquisition Regulations (FAR) §31.205-46

(http: /Amww.gsa.gov/portal/content/102009). For these reasons, a contractor isnot eligible for an Invitational
Travel Authorization (I TA) in the execution of a contracs. See DoDI 3020.41 for information regarding
contractors (http: //www.dtic.mil/whs/dir ectives/corres/pdf/302041p.pdf).

B. GOV'T's Travel and Transportation Program Restrictions. Commercial vendors are under no obligation to
extend GOV'T rates for the GOV’ T’ s travel and transportation programs listed below to a contractor working on the
GOV'T’sbehalf. A contractor’'s employee must contact the contracting agency or the GOV’ T Contracting Office
Representative (COR) regarding the use of the GOV’ T'stravel and transportation programs for official travel. A
GOV'T Contractor Official Travel Letter of |dentification signed by the authorizing GOV’ T’ s contracting officer
(par. C) may induce a vendor opts to extend rates, reserved for GOV’ T employees, to the contractor and its
employees.

1. Contract City-Pair Air Passenger Transportation Program and Other GOV’ T Fares. Use of GSA contract
city-pair air passenger faresis governed by GSA’s contracts with the airlines and by the Defense Transportation
Regulation, DTR 4500.9-R, Part I, Chapter 103 (http://www.transcom.mil/j5/pt/dtrpart1/dtr _part i 103.pdf).
Use of other airfares reserved for GOV’ T employees on official businessis governed by the airlines’ fare
structures and rules. A GOV’ T contractor is not eligible to participate in the GSA city-pairs program for air
passenger transportation services.

2. Rail Service. Commercial passenger rail vendors may voluntarily offer discount ratesto contractors who are
on official GOV’ T business at the vendor’s discretion.

3. Lodging Programs. GSA (i.e., Fedrooms) and Services' lodging programs may voluntarily offer discount
rates to contractors who are on official GOV’ T business at the vendor’ s discretion.

4. Car Rental Program. The DTMO negotiates special rate agreements with car rental companies. These rates
are avalableto all GOV'T employees and uniformed personnel while traveling on official GOV’ T business.
Some commercial car rental companies may voluntarily offer similar discount ratesto GOV'T contractors at the
vendor's discretion.

C. GOV'T Contractor L etter of Authorization/Identification. DoDI 3020.41 for information regarding contractors
(http: //Amww.dtic.mil/whs/directives/corres/html/302041.htm).
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Appendix G

APPENDIX G: REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL

A. General. This Appendix addresses the more commonly incurred reimbursable expenses. Incidental Expenses (defined as part of
per diemin APP Al) are different than these expenses. Finance regulations should be consulted regarding any required expense

description/documentation on the travel voucher.

B. Transportation Expenses Incurred in or around aPDS or TDY Location. Reimbursement of these expensesis covered in JFTR, Ch

3, Part F, and JTR, Ch 2, Part H.

C. Voucher Submission. DoDFMR, Val. 9, Travel Policy and Procedures at http: //www.dtic.mil/comptroller/fmr/ prescribes the

voucher submission requirements, with supporting authority. Funds must be obligated |AW finance policy (ordinarily prior to/at the

time the expense isincurred).

D. Reimbursable Expenses Table. Travelers are authorized certain necessary travel and transportation-related reimbursable expenses
incurred on official business. Some reimbursable expenses are authorized for reimbursement by this Appendix; other reimbursable
expenses require AO authorization/approval. Reimbursable expenses include the following (listed in alphabetical order):

JETR JTR
REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL
PCS | TDY | PCS | TDY
ATM Use (Civilian Employee).
X X
1. Reimbursable. Administrative feesfor ATM use to obtain money with the GTCC up to the amount authorized/approved by the
AO for an ATM travel advance.
2. Not Reimbursable. Administrative feesfor an ATM use of apersonal charge card.
3. DoDFMR, Volume 9, Chapter 3available at: http://www.dtic.mil/comptroller/fmr/09/09 03.pdf, for information on personnel
exempt from the requirement to use the GTCC.
ATM Use (Uniformed Member)
X X
1. Reimbursement is authorized for administrative fees for ATM use to obtain money with:
a TheGTCC, or
b. An ATM or personal charge card used by personnel exempt (and the traveler must provide the exemption authority) from
GTCC usefor official travel,
up to the amount authorized/approved by the AO for an ATM travel advance.
*2. Reimbursement for ATM administrative fees related to use of an ATM or personal charge card is at the rate applicable to that
card if an advance is not otherwise provided by cash, check or EFT.
3. DoDFMR, Volume 9, Chapter 3available at: http://www.dtic.mil/comptroller/fmr/09/09 03.pdf, for information on personnel
exempt from the requirement to use the GTCC.
*Baggage, Excess Accompanied (Transportation Cost). Excess accompanied baggage transportation costs may be authorized/
approved by the AO (JFTR, par. U3015 and JTR, par. C2302). X X X X
Baggage Expenses. Reimbursement is authorized for necessary travel and transportation-related baggage expenses incurred on X X X X
official business. These expensesinclude:
1. Baggage Transfer. NTE the customary local rates, and necessity for the transfer must be explained.
2. Baggage Storage (with explanation).
3. Curbside Baggage Check-in Fee
a. Uniformed Member. Reimbursement of a fee charged for the use of optional curbside baggage check-in serviceis not
authorized. A tip, separate from the feeitsalf, is reimbursable.
b. Civilian Employee. Reimbursable only when authorized under JTR, par. C7460-4, for atraveler with a disability/special
need.
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JFTR JTR

REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL
PCS | TDY § PCS | TDY

Baggage Handling Tips

1. Uniformed Member

a Transportation Terminal. Reimbursement is authorized for customary tips for handling any baggage (persona and/or
GOV'T) at atransportation terminal.

b. Lodging Establishment. Reimbursement is authorized only for transportation-related tips for handling GOV’ T property at
lodging establishments.

2. Civilian Employee. Baggage handling tips at transportation terminals or lodging establishments are covered by the |IE portion
of per diem and are not items for separate reimbursement except for the following:

a A traveler with adisability/special need (JTR, par. C7460-4),
b. Handling of GOV'T property,

¢. Handling of a dependent’s personal baggage when the dependent is not authorized per diem while traveling at GOV' T
expense when unaccompanied by the sponsor, and

d. Handling of adependent’s persona baggage that the sponsor cannot handle when the dependent is traveling with the
sponsor.

Birth Certificate. The cost of abirth certificate or other acceptable evidence of birth for official OCONUS travel. X X X X

Carrier Terminal Fees. Airport transit, service charge/tax, landing, port tax, embarkation/debarkation or similar mandatory charge
assessed against atraveler on arrival/departure from a carrier terminal is authorized when not included in the ticket cost (52 Comp. X X X X
Gen. 73 (1972)).

Cell Phone Use. When acell phoneis used for official communication, each call must be documented showing the additional cost
incurred outside of the normal usage covered in the cell phone contract. Prepaid communication services (i.e., prepaid phone cards, X X
cell phones) are not reimbursable unlessthe AO can determine they were used for official business.

Check Cashing.
1. Reimbursable. Feesfor cashing U.S. GOV’ T checks/drafts issued for travel expense reimbursement in aforeign country.

2. Not Reimbursable. Feesfor cashing salary checks/drafts are not authorized.

Check Costs. The cost of traveler's checks, money orders, or certified checks for up to the amount of estimated per diem, and/or

AEA, and/or travel expenses for the authorized travel. X X X X
Clerical Assistance. Reimbursable when authorized/approved by the AO. X X
Communication Services. GOV’ T-owned/leased services should be used for official communications, but when GOV’ T services

are not available commercial communications services may be used. Prepaid communication (i.e., prepaid phone cards, cell X X
phones) or in-flight communication services are not reimbursable unless the AO can determine they were used for official

business.

Computer Connections. Connections (e.g., Internet connection) used for computers to perform official GOV’ T businessis
reimbursable when authorized/approved by the AO. In-flight computer connections are not reimbursable unless the AO can X X
determine they were used for official business.

Conveyance Costs. Public or special conveyance costs to and from the transportation terminal. JFTR, Ch 3, Part E and JTR, Ch 2,
Part C. X X X X

Currency Conversion Fees

1. Reimbursable. The “international transaction fee” for official qualifying transactions charged by the:

- GTCC. This1% chargeislisted asa separate lineitem on the charge card billing statement.

Change 287/541 G-2
11/01/10


http://redbook.gao.gov/1/fl0004531.php�
http://redbook.gao.gov/1/fl0004531.php�

APP G: Misc Expenses Table (JFTR/JTR)

Appendix G
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JFTR

JTR

PCS

TDY

PCS

TDY

- Other than GTCC. When amember (NOT A CIVILIAN EMPLOYEE) isformally exempt from using the GTCC, this charge
on anon-GTCC isreimbursable.

2. Not Reimbursable. Losses resulting from currency conversions (63 Comp. Gen. 554 (1984)). NOTE: A traveler isnot liable to
pay the GOV'T for gainsresulting from currency conversion.

3. Exchange Rates. A traveler who pays with a credit card for OCONUS expenses should check with the credit card vendor to
determine the final bill in U.S. currency prior to travel claim submission. The currency exchange rate at which the credit card bill
was settled may be used to determine OCONUS expenses charged to the card.

4. Supplemental Vouchers. A traveler may have to submit atravel voucher prior to having access to the actual amount billed on
the credit card. When the actual amount in U.S. currency is not known until after the required travel claim submission date, a
traveler should be personally aware of any financial regulations that require submission of a supplemental voucher if the amount(s)
submitted as expenses differ(s) from the actual amount billed on theinitial travel claim.

Disease Prevention Measures. When authorized/approved, charges for inoculations and other disease preventive medical
prophylaxes (e.g., oral anti-malarial prophylaxis) that are not available through a Federal dispensary for OCONUS travel. Thisdoes
not include travel expenses incurred for obtaining the required inoculations.

Driver (Vehicle) Services. Reimbursable when authorized/approved by the AO.

Energy Surcharge Fees

Global Positioning System (GPS) for a Rental Car. The optional Global Positioning System (GPS) for arental car is not
reimbursable unless the AO can determine it was necessary for official business.

Green Card. See Passport, Visa, Green Card, Photographs, Physical Examinations, and Legal Services.

GTCC

1. Late Payment Delinquent Fees. Reimbursable when authorized/approved by the AO only for atraveler in amission critical
travel category or who, through no personal fault, is unableto file atravel voucher and pay the GTCC hill because of
circumstances specific to thetravel. DoDFMR, Volume 9, Chapter 3, found in USD(C) memorandum dated 7 May 2002 for
definition of mission critical personnel and processing requirements.

2. Expedited Delivery. Reimbursable when authorized/approved by the AO.

Guide Services. Reimbursable when authorized/approved by the AO.

Insurance, Driving-Related. Driving-related insurance is reimbursable when a Service-designated official determines that legal
requirements/procedures of the foreign country involved make it necessary to carry driving-related insurance (55 Comp. Gen. 1343
(1976)) to cover potential liability for damage, personal injury, or death to third parties when travel is authorized by GOV’ T
conveyance/POC/rental car.

Interpreter Services. Reimbursable when authorized/approved by the AO.

Laundry/Dry-Cleaning Expenses (Civilian Employee Only)

1. Reimbursable for CONUS Travel. Costs for personal laundry, dry-cleaning and/or pressing of clothing incurred during TDY or
PCS travel (not after returning to/arriving at PDS) are a separately reimbursable travel expense when travel within CONUS
requires at least 4 consecutive nights lodging.

2. Not Reimbursable for OCONUS Travel. Laundry/dry-cleaning and/or pressing of clothing is not a separately reimbursable
travel expense for OCONUS travel. It is part of the IE allowance included within the per diem rates’ AEA authorized/ approved
for OCONUS travel.

Laundry/Dry-Cleaning Expenses (Uniformed Member Only)

1. Reimbursable for CONUS Travel. Costs for personal laundry, dry-cleaning and/or pressing of clothing incurred during TDY
travel (not after returning to/arriving at PDS) are a separately reimbursable travel expense up to an average of $2 per day, in
addition to per diem/AEA, when travel within CONUS requires at least 7 consecutive nights of TDY lodging in CONUS (e.g., 6
nights, no laundry, 7 nights, NTE $14, 8 nights, NTE $16).

2. Not Reimbursable for OCONUS Travel. Laundry/dry-cleaning and/or pressing of clothing is not a separately reimbursable
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TDY

travel expense for OCONUS travel. It ispart of the IE allowance included within the per diem rates/AEA authorized/ approved
for OCONUS travel.

Legal Service Fees. See Passport, Visa, Green Card, Photographs, Physical Examinations, and Legal Services.

License/Permit, International Driver’s

1. Reimbursable when traveling TDY to a country that requires an international driver’s license/permit.
2. The cost of license/permit photosis reimbursable.

3. http://travel.state.gov/travel/tips/safety/safety 1179.html for information on driving abroad.

4. Thisreimbursement applies only to members/employees but not their dependents.

Lodging, Dual. Reimbursable ICW an unexpected event, when approved after the fact by the AO. Any period of dual lodging
reimbursement is limited to a maximum of 14 consecutive days, with extensions beyond 14 consecutive days only if approved by the
Secretarial Process, and is NTE the amount of per diem/AEA plus appropriate lodging tax (when separately reimbursable) that would
have been paid had the traveler remained overnight. JFTR, par. U4135 and JTR, par. C4555-F.

Lodging Fees/Daytime Lodging Charges. Reimbursable when authorized/approved by the AO. These include room occupancy
lodging charges for late departure, early arrival, or airport daytime lodging facilities due to travel arrangementsthat are not for the
traveler’s convenience.

Lodging, Mandatory Fees/Charges. Separately reimbursable, in addition to room rate, when the expenseis:

a. not optional; and
b. approved by the AO.

Fees/chargesinclude, but are not limited to a‘tourism fee', a‘ safe fee', or a‘service charge’

Lodging Reimbursement while on Leave (Uniformed Member Only). Reimbursement is authorized for the actual cost of lodging
retained at the TDY location during leave, NTE the per diem rate lodging portion for the TDY location, for each day during
contingency operations (JFTR, par. U7225), or authorized/ordered evacuations (JFTR, par. U7226-C).

Lodging Tax (except when ‘MALT-Plus’ for POC travel is paid) in the CONUS and non-foreign OCONUS areas (APP A).
1. Reimbursable. Lodging tax reimbursement (CONUS and non-foreign OCONUS only) is limited to the tax on reimbursable
lodging costs. Example: if the authorized maximum lodging rate is $60/night, and lodging that costs $110/night is chosen, tax on
$60 may be reimbursed, which is the maximum authorized lodging amount.

2. Not Reimbursable. Lodging tax in foreign OCONUS areasis part of per diem/AEA and is not separately reimbursable.

Medical Fees. See Passport, Visa, Green Card, Photographs, Physical Examinations, and Legal Services.

Mission-Related Expenses. Mission-related expenses are not reimbursable astravel expenses. Theseinclude (but are not limited
to) equipment and materials (e.g., batteries, tools, film, paper, books, medical supplies), gifts for child care, pet care, hotel concierge,
workout room/gym fees, and similar items.

Nonrefundable Room Deposits, Forfeited Rental Deposits or Prepaid Rent, and Early Checkout Penalties when TDY is
Curtailed/Canceled/Interrupted.

1. When advance lodging arrangements (including deposits for rental units) are made and TDY is curtailed/cancel ed/interrupted,
lodging cost reimbursement may be authorized/ approved by the AO.

2. Reimbursement must not exceed the remaining amount of per diem/AEA plus appropriate lodging tax that would have been
paid had the TDY not been curtailed/ cancel ed/interrupted.

3. 59 Comp. Gen. 609 (1980), 59 id. 612 (1980), 60 id. 630 (1981), and cases cited therein.

4. The AO should consider if the:
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PCS | TDY

a Traveler acted reasonably and prudently in incurring lodging expenses;
b. Traveler had a reasonable expectation of completing the TDY as authorized,;
¢. Assignment was changed for official purposes or for an acceptable reason beyond the traveler’s control; and

d. Traveler took reasonable stepsto obtain arefund once the TDY was officially canceled/curtailed.

Packer Services. Reimbursable when authorized/approved by the AO.

Paper Tickets. Any additional paper tickets cost is authorized when authorized/approved by the AO as necessary to meet GOV' T
requirements (e.g., potential work stoppage by the airline or special circumstances involving international travel to foreign countries).
Paper tickets bought for personal convenience arethetraveler’s financial responsibility.

Parking Fees at a Terminal. Transportation terminal parking fees (while TDY), NTE the cost of taxi fares (including associated
tips) for one round-trip to the terminal are authorized. JFTR, par. U3320 and JTR, par. C2192.

Passport, Visa, Green Card, Photographs, Physical Exams, and Legal Services.

1. Reimbursement Eligibility

a. General. Reimbursement is authorized for a
(1) Member,
(2) Employee, and
(3) Dependent (member’s and/or employee’s).
b. Uniformed Member. Reimbursement authority is for amember whois:
(1) Assignedto aforeign OCONUS area,

(2) Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas as aresult of a continued
assignment in aforeign OCONUS area, or

(3) Emergency Technical Support Personnel. Item 5 below.
c. Civilian Employee. Reimbursement authority isfor an employee who is:
(1) A U.S.citizen (NOTE: An eligible dependent does not have to be a US citizen.)
(2) Hired locally or transported to aforeign OCONUS areaat GOV’ T expense,
(3) Serving under a service or renewal agreement, and

(4) Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas as a result of continued
employment in aforeign OCONUS area, or

(5) Emergency Technical Support Personnel. Item 5 below.
d. Dependent (Member’'s or Employee’'s). Reimbursement authority is for a dependent who is:
(1) Authorized travel and transportation allowances to/from aforeign OCONUS area, or

(2) Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas as a result of the sponsor’s
continued assignment/employment in aforeign OCONUS area.

2. Acquired Dependent (Uniformed Member Only). A member serving an unaccompanied OCONUS tour who acquires a
dependent OCONUS is not authorized reimbursement of passport and visa expenses for the acquired dependent except when JFTR,
par. U9000-A2 or U9000-A3 applies, and/or the dependent qualifies for travel and transportation from the OCONUS PDS IAW
JFTR, par. U5222-G.

3. Biometric Fees. Biometric fees which are mandatory for passport and/or visaissuance to the traveler is reimbursable.
Biometric data collects the traveler’ s measurable physical or behavioral characteristics that can be used to verify the individual’s
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PCS | TDY

identity or compare the identity against other entries when stored in adatabase. Examples of biometric data are face recognition,
fingerprints, and iris scans.

4. Dependent Fee. Dependent feeis reimbursable except ICW personal travel. Example: The United Kingdom Entry Clearance
Feeisareimbursable fee.

5. Emergency Technical Support Personnel. A command/activity may be required to have emergency technical support personnel
available for official travel on short notice. These personnel, if directed in writing by the AO to maintain current passports,
mandatory biometric visa requirements and/or visas and/or green cards, may be reimbursed for the preparation expenses/fees paid
for a passport, mandatory biometric visa requirements, visa, green card, photographs for OCONUS travel and physical
examinations required to obtain avisaif examinations could not be obtained at a GOV’ T medical facility (as of 11/1/01 obtainable
only in Y okosuka, Japan)).

6. Visa, Green card, and Photograph Fee for OCONUS Travel. These fees are reimbursable ICW official travel.

7. Legal Service Fees. Expensesfor legal servicesthat include lawyer fees/charges (except retainer fees) for obtaining and/or
processing applications for a passport, mandatory biometric visa requirements, visa, green card, or changes in status are
reimbursable if local laws and/or customs require the use of lawyers in processing such applications.

8. Medical Expenses. Medical expenses associated with obtaining passports, mandatory biometric visa requirements, a visa and/or
agreen card, are not reimbursable, except for disease prevention measures (inoculations and other disease preventive medical
prophylaxes (e.g., oral anti-malarial prophylaxis) as stated in this APP.

9. Passport Fees. An official traveler ordinarily travels on a no-fee passport. The three types of U.S. passports are: book, card,
and e-passport. A passport book isaregular passport; an e-passport is aregular passport book with electronic biometric data; both
passports can be use for any international travel. A passport card is limited to departure/entry to/from the U.S. through land and
seaport entry between the U.S. and Mexico, Canada, the Caribbean, and Bermuda, and is not authorized for international air travel.
Passport fees are reimbursable when travel on an official order isto and/or from a high threat area or high risk airport by
commercial air and the traveler is authorized to obtain and use aregular fee passport. http://mww.state.gov/travelandbusiness/.
Those traveling solely by MILAIR or AMC charter flight are not reimbursed for regular fee passports unless GOV’ T transportation
became available on short notice (that is, after commercial travel arrangements had been made and a passport purchased) or the
travel priority is sufficiently high to require backup travel arrangements (which cannot include city-pair reservations).

10. Physical Examination Fees. These fees are reimbursable when required to obtain a visaand the examination could not be
obtained at a GOV’ T medical facility (as of 11/1/01 obtainable only in Y okosuka, Japan) (GSBCA 15435-RELO, 9 April 2001). A
dependent’ s feeis reimbursable except ICW personal travel. Example: The United Kingdom Entry Clearance Feeisa
reimbursable fee,

11. Order for Visas and Physical Examinations. A order should be issued to authorize/approve (JFTR, par. U2115 and JTR, APP
12) travel and transportation at GOV’ T expense to:

a. A visaissuing office located outside the traveler’ s PDS local areaif the traveler’ s presence at that office is'was mandatory.

b. Undergo a physical examination required to obtain avisaif travel is'was required to alocation outside the traveler’ s PDS
local area.

12. Travel Not Required. Actual travel to obtain required documentsis not required for reimbursement (e.g., the expenses may be
related to mail).

Personal Expenses. Personal expensesare not reimbursable. These include batteries, tools, film, gifts, pet care, hotel concierge,
workout room/gym fees, and similar items.

Pet Quarantine. JFTR and JTR, Ch 5, Part | for rules regarding pet quarantine ICW PDT.

Phone Calls (Official)

1. TheAC:

a. May determine certain communicationsto atraveler’s home/family are officia (i.e., to advise of the traveler’s safe arrival,
inform/inquire about medical conditions, and advise regarding changes in itinerary),

b. Should limit communications to a dollar amount in advance of the TDY, and

c. May approve charges after the TDY completion, when appropriate (adopted from GSBCA 14554-TRAV, 18 August 1998).
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2. Prepaid communication services (i.e., prepaid phone cards, cell phones) are not reimbursable unless the AO can determine they
were used for official business.
Physical Examination Fees. See Passport, Visa, Green Card, Photographs, Physical Examinations, and Legal Services.
Prepaid Phone Cards/Cell Phones. See Communication Services.
Preparatory Travel Expense Reimbursement when the Order is Amended, Modified, Canceled or Revoked. Preparatory travel
expenses, such as fees for traveler’s checks, passport, mandatory biometric visa requirements, visa, green card, and communications X X X X
services, incurred prior to the order being changed are reimbursable provided the action taken is beyond the traveler’s contral, in the
GOV’ T’sinterest, and a refund is unobtainable.
Privately Owned Conveyance (POC) Use on TDY. In additionto a TDY mileage allowance, the following official business costs
arealowable: X X
1. Ferry fares, bridge, road and tunnd tolls;
2. Automobile parking fees; (related to official business only (except those incident to PDT)); and
3. Aircraft landing, parking, and tie-down fees.
Registered Traveler Membership Fee. Individual traveler membership in aregistered and/or trusted traveler program is not a
reimbursable expense per JFTR, par. U1060 and JTR, par. C1010. Use of GOV'T funds to obtain membership in such a programis
statutorily prohibited by 5 USC §5946 per GSA Bulletin FTR 08-05 of 25 June 2008.
Registration Fee. Registration fee reimbursement is authorized/approved when the fee is a condition for attendance. When the
registration fee includes the cost of meals, per diem is computed under JFTR, par. U4165-2b or JTR, par. C4554-B2b. X X
Rental Car Administrative Fees. Any per-day administrative fee called for in the DTMO rental car agreements (including GARS)
is authorized. X X
Reports/Correspondence Preparation Services (incl. associated necessary equipment). Services of typists, typists, data processors,
or stenographers and use of computers, printers, faxing machines and scanners are reimbursable when authorized/approved by the X X
AO (B-145883, 1 September 1970 and 15 Comp. Gen. 257 (1935)). This does not cover any materials. Mission-related expenses.
Resort Fees. Resort fees, that are mandatory, are authorized. X X X X
Room Rental. Reimbursable when authorized/approved by the AO only when used for official business at alodging/other place.
X X
Service and Processing Fees.
X X X X
1. Service and processing fees (transaction fees) for arranging official trangportation, rental car and lodging accommodations are
authorized:
a. Througha CTO/TMC, and
b. When aCTO/TMC isnot available.
2. Reimbursement is authorized only when every reasonable attempt has been made by the traveler to engage CTO/TMC in the
process and the CTO/TMC is not available, prior to official travel commencement.
Storage of Property Used on Official Business. Reimbursable when authorized/approved by the AO. X X
Technology Equipment. Use of computers, printers, faxing machines, scanners, telegrams, cablegrams, or radiograms is authorized.
X X
Tips Aboard Commercial Ships (Uniformed Member Only). Tipsto stewards and other attendants paid by or on behalf of the
dependents aboard commercial ships are authorized. X
Tips for Handling GOV’T Property. Transportation-related tips for handling GOV’ T property at terminals and lodgings are
authorized. X X
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Tips, Transportation-Related. Transportation-related tips for taxis, limousines, and courtesy transportation are authorized. X X X X
Toll Collection Transponder Installed in a Rental Car. Activation of the Tall Collection Transponder installed in arental car for
optional useisnot reimbursable unless the AO can determine it was necessary for official business. X X
Transportation to/from Terminal. POC transportation costs (ICW TDY travel) to and from the transportation terminal are
authorized. JFTR, par. U3320 and JTR, par. C2192. X X
Travel and Transportation Related Expenses. Travel and transportation related expenses similar to any in thistable may be
authorized. X X X X
Value Added Tax (VAT) Certificate. Thecost of aValue Added Tax (VAT) certificate used to avoid paying TDY lodging taxesis
reimbursable. X X
Visa and Photograph Fees for OCONUS Travel. See Passport, Visa, Green Card, Photographs, Physical Examinations, and Legal
Services.
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PART 2: MIHA SECURITY LOCATIONS
Table I:
Locations Currently Designated
As of 16 June 2010
Location .
(Country and/or Country/City) Date Established Footnote
Argentina 1 Jun 1997
Bahamas
Nassau 1 May 1996
Other 16 Jan 2007
Bahrain 1 Aug 2003
Bangladesh 1 Dec 1998
Barbados 16 Jul 2004
Belgium
Florennes 16 Apr 2004
SHAPE 1 May 2000
Belize 16 Oct 1994
Bolivia 16 May 2010
Bosnia-Herzegovina 16 Jan 2007
Brazil 18 Feb 1993
Bulgaria 16 Jan 2007
Cambodia
Phnom Penh 16 Oct 1994
Cameroon 16 May 2010
Colombia 1 Sep 1990
Costa Rica
San Jose 1 Aug 2003 2
Cote D’lvoire 16 Jan 2007 2
Dominican Republic
Santo Domingo 18 Feb 1993
Other 1 Oct 1999
East Timor 16 Aug 2000
Ecuador 1 Dec 1998
Egypt 1 Mar 1994
El Salvador
San Salvador 1 Aug 2003
Ethiopia 16 Jan 2007
Fiji 1 Jul 2001
Georgia 16 May 2010
Ghana 16 Jan 2007
Greece
Athens 1 Sep 1990
Other 1 Jul 2001
Guatemala 18 Feb 1993
Guyana 16 May 2010
Haiti
Port-au-Prince 1 Apr 1995
Other 1 Oct 1999
Honduras
Tegucigalpa 1 Sep 1990
Other 1 Oct 1999
India
Change 287 N2-1
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Appendix N2

Table I:
Locations Currently Designated
As of 16 June 2010
Location .
(Country and/or Country/City) Date Established Footnote

Chennai 16 May 2010

Hyderabad 16 May 2010

Kolkata 16 May 2010

Mumbai 16 May 2010

New Delhi 16 May 2010
Indonesia 1 Oct 1999
Ireland

Dublin 16 May 2010
Israel

Tel Aviv 14 Feb 1991

Other 16 Jul 2004
Jamaica

Kingston 18 Feb 1993

Other 1 Oct 1999
Jerusalem (East and West) 1 Sep 1990
Jordan 16 Dec 2001
Kenya

Nairobi 18 Feb 1993
Kosovo 16 May 2010
Kuwait 16 Jul 2004
Kyrgyzstan 16 May 2010
Latvia 16 Jan 2007 2
Mexico

Cuidad Juarez 16 May 2010

Matamoros 16 May 2010

Merida 16 May 2010

Mexico City 16 Oct 1994

Nogales 16 May 2010

Nuevo Laredo 16 May 2010

Tijuana 16 May 2010
Morocco 16 May 1998
Nepal 1 Sep 1998
Nicaragua 16 Jan 2007
Nigeria 16 May 2010
Pakistan 1 Sep 1992
Panama 16 May 2010
Papua New Guinea

Port Moresby 18 Feb 1993
Paraguay

Asuncion 1 Sep 1993

Other 1 Oct 1999
Peru

Lima 1 Sep 1990

Other 1 Jun 1997
Philippines 1 Sep 1990
Russia 1 Dec 1998
Senegal 16 May 2010
Sierra Leone 16 May 2010
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Appendix N2

Table I:
Locations Currently Designated
As of 16 June 2010
Location .
(Country and/or Country/City) Date Established Footnote
South Africa 1 Feb 2000
Sri Lanka *16 May 2010
Sudan 16 Jan 2007
Suriname 16 May 2010
Syria 16 May 2010
Trinidad and Tobago 16 Aug 1998
Turkey 1 Sep 1990
Ukraine
Kiev 1 May 1996
Uruguay 16 May 1998
Uzbekistan 16 May 2010
Venezuela 16 Jan 2007 2
Vietnam 1 Jul 2000
Yemen 16 Apr 1997
Zimbabwe 1 May 1996
Footnotes
1 New location added to “Locations Currently Designated”
2 Reingtated as “Locations Currently Designated”
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Table I1:
Locations Previously Designated
Location . Date
(Country and/or Country/City) Date Established Removed

Angola 1 Mar 1993 16 Jan 2007
Armenia 16 Dec 2001 16 Jun 2010
Bolivia 1 Jul 2001 1 Aug 2003
China 1 Feb 2000 1 Aug 2003
Costa Rica

San Jose 16 Apr 1997 1 Jul 2001

Other 1 Oct 1999 1 Jul 2001
Croatia 1 Feb 2000 1 Aug 2003
Djibouti 16 Jul 2004 16 Jan 2007
France

Paris 1 Feb 2000 16 Jul 2004
Hong Kong 1 Feb 2000 1 Aug 2003
Hungary 16 Jan 2007 16 Jun 2010
Korea

Seoul 1 Feb 2000 1 Aug 2003
Latvia 16 Dec 2001 1 Aug 2003
Malaysia

KuaaLumpur 1 Aug 2003 16 Jul 2004
Poland

Warsaw 1 Apr 1995 16 Jun 2010
Romania 16 Jan 2007 16 Jun 2010
Rwanda 1 May 1996 1 Jul 2001
Singapore 1 Feb 2000 1 Jul 2001
Serbia and Montenegro 16 Jul 2004 16 Jan 2007
Slovakia 1 Feb 2000 16 Jul 2004
Syria 1 Oct 1998 16 Jul 2004
Venezuela 1 Apr 1997 16 Jul 2004
Change 287 N2-4
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APPENDIX O

TEMPORARY DUTY (TDY) TRAVEL ALLOWANCES
This Appendix contains a summary of travel and transportation allowances for business, training and
deployment TDY. This Appendix does not contain all of the information required. Please consult JFTR/JTR,
Chapters 1-4 for further details.
T4000 INTRODUCTION
A. Application. Inthis APP:
1. Except where differences are identified, the allowances and responsibilities apply egually to a uniformed
member and a DoD civilian employee and any other non-DoD GOV’ T employee working for DoD and paid
travel allowances funded by DoD; and
2. "Authorizing officia” or "AQ" means the individual who:
a. Controlsthe mission,
b. Authorizesthe trip, and,

c. Controlsfundsfor TDY travel (APP Al).

B. Common TDY Travel Types. This APP:

1. Isasummary of the travel and transportation allowances and responsibilities of atraveler who performs the
most common TDY travel types as authorized by law for a uniformed member, DoD civilian employee and any
non-DoD GOV’ T employee working for DoD and paid travel allowances funded by DoD;
2. Coversindividua:

a. travel for business,

b. travel for schoolhouse training,

c. deployment or personnel traveling together via no/limited reimbursement, and,

d. certain travel under specia circumstances.

3. Isto beused ICW the JFTR and JTR where more detailed allowances are prescribed.

C. Specia Circumstances and Categories Travel. JFTR/JTR, Ch 7, not this APP, contains provisions for travel of:

1. Senior ROTC;

2. RC member travel for medical and dental care;

3. Retirees caled to active duty;

4. A Ready RC member authorized muster duty allowance;

5. ADT tours of 140 or more days at one location (except as noted in par. U2146-B) and active duty for other
than training for more than 180 days at one location (except when due to unusual circumstances per diem has

been authorized |AW par. U7150-A4b(3)).
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D. PCSMove Travel. TDY, performed as part of a PCSmove (i.e.,, TDY en route), is not paid through DTS.

E. Invitational Travel Authorizations. JFTR/JTR, APPE.

F. Evacuations. JFTR/JTR, Ch 6.
T4005 APPROPRIATE ACTION FOR FAILURE TO FOLLOW JFTR/JTR REGULATIONS

Commands/units are expected to take appropriate disciplinary action when atraveler and/or an AO failsto follow
the regulations contained in the JFTR/JTR. Disciplinary action should be for willful violations and may be in the
form of counseling (oral/written), or non-judicial action (uniformed member), or other personnel means (civilian
employee). Action must not be through refusal to reimburse (par. T4025-A4 when reimbursement is not allowed).

T4010 REIMBURSEMENT RATE

Rates for private vehicle mileage reimbursement rates are found in JFTR, par. U2600/JTR, par. C2500. GOV'T
dining facility/mess food and operating expense rates are found in JFTR, pars. U4149 and U4151/JTR, par. C2510.
Per diem rates by location showing the lodging, meals and | E components are provided by the PDTATAC
(http://mww.defensetravel .dod.mil/perdiem/pdrates.html).

T4020 TDY TRAVEL POLICY

A. Criteriafor TDY Travel. TDY travel ismission support. TDY travel is performed when there is no other means
to successfully complete the mission. When the mission can be achieved by another means, such as written
correspondence or teleconferencing, the AO must choose that method.

B. Traveler Rights and Responsibilities

1. A traveler must follow the policies and procedures in the JFTR/JTR, and use good judgment in incurring
official travel-related expenses, asif traveling using personal funds (JFTR, par. U2010/JTR, par. C1058).

2. A traveler isprovided transportation, lodging, and food, or must be reimbursed promptly for reasonable and
necessary authorized expenses if the traveler purchasesthem. An AO must authorize/approve reimbursement
for other travel-related expenses appropriate to the mission.

3. Itismandatory that the traveler arranges commercial transportation, rental cars (if authorized/approved),
through an available CTO or in-house travel arranger IAW TRANSCOM policy. DTS estimates the total cost
for the trip (a*“should-cost” estimate) forming the reimbursement basis.

4. It ismandatory that the traveler makes the official travel and transportation arrangements through the CTO.
Only in extremely unusual circumstances in which the traveler cannot communicate with the CTO should the
CTO not beused. A traveler:

a. Who does not use a CTO or the GTCC to purchase transportation must submit the ticket receipt (if $75
or more) for reimbursement,

b. Must use economy/coach-class for all official GOV'T funded travel, unless other than economy/coach
class accommodeations are authorized before/approved after travel at the appropriate level listed in JFTR,
pars. U3125-B2aand U3125-B2b/JTR, pars. C2204-C2a and C2204-C2b. Reason for use examples, when
authorized/approved:

(1) Medical reasons - JFTR, par. U2000-A2c/JTR, par. C2000-A2c, or

(2) Mission requirement - TDY mission timing requires other than economy/coach class. When other
than economy/coach class TDY transportation is authorized/approved because the mission timing is
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“so urgent it cannot be postponed,” other than economy/coach class travel should only be authorized
on the way to the TDY site. Economy/coach-class accommodations use should be annotated on the
trip record and used for the return flight if the return flight is not critical and the traveler can rest before
reporting back to work. JFTR, pars. U3125-B2a and U3125-B2b/JTR, pars. C2204-B2a and C2204-
B2b.

¢. Must not use foreign flag transportation, even if U.S.-certificated air flag carrier fares are higher,

d. Who uses other than economy/coach class or aforeign flag transportation presumably at GOV’ T
expense (i.e., reimbursable) must provide to the AO adequate acceptable justification that meets the
JFTR/JTR requirements for reimbursement (T4020-B9 for non-reimbursabl e expenses), and

e. Should promptly update the Trip Record, and confirm/modify arrangements when communication with
the CTO was not possible.

5. Each traveler is advised, in advance, of the allowances, arrangements, probable expenses, and an estimate of
what should be reimbursed.

6. A traveler should useaGTCC. The policies and procedures for the GTCC program (including central
billing and unit cards) are found in the DODFMR (DoD 7000.14-R), Volume 9, "Travel Policy and Procedures’
(http: /iwww.dtic.mil/comptroller/fmr/).

7. When using the DTS for TDY over 45 days, arequest for scheduled partial payments should be included
with the order so the traveler is paid every 30 days. This helpsto ensure the traveler is paid for expenses prior
to GTCC hill receipt.

8. A traveler must comply with Federal and Departmental ethics rules when accepting travel benefits (i.e.,
goods, services or payment) from non-Federal sources. For DoD, Joint Ethics Regulation, DoD 5500.7-R,

Ch 4. For Coast Guard, COMDTINST M5370.8 (series). For NOAA Corps, Department of Commerce
Administrative Order 202-735. For Public Health Service, Commissioned Corps Personnel Manual CC26.1,
Inst 1. A traveler may keep items of nominal value (as defined in applicable ethics regulations). A traveler aso
may keep benefits received for voluntarily vacating a seat on an overbooked flight, but should not vacate the
seat if the GOV’ T would incur additional costs or if it would affect the mission (Seat Relinquishing — par.
T4020-B9c).

9. Non-Reimbursable Expenses

a. Genera. The JFTR/JTR addresses “reimbursable” allowances funded by the GOV'T. Non-
reimbursable expenses, for goods or services obtained through personal purchase, or under the same
conditions as those offered to the general public and at no additional GOV’ T cost, does not require
authorization/approval, but is still not reimbursable regardless of the AO's authorization or approval. Pars.
T4020-B9b through T4020-B9d provide clarification.

b. Promotiona Materials/Benefits

(1) A traveler on official businesstraveling at GOV'T expense AGENCY (APP A1) funds may keep
promotional material (including frequent traveler benefits, such as points or miles, upgrades, or access
to carrier clubs or facilities) for personal use.

(2) The promotional material must be obtained under the same terms as those offered to the general
public and must be at no additional GOV’ T cost. Examples include vendor-provided complimentary
upgrades to rooms or transportation accommodations and upgrades ‘ purchased’ using frequent traveler
benefits and/or personal unreimbursed funds.
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(3) Promotional benefits or materials received from atravel service provider ICW planning and/or
scheduling an official conference or other group travel (as opposed to performing official travel) are
considered GOV'T property, and may only be accepted on the GOV’ T's behalf.

(4) Promotional items received for travel using funds other than those of an agency are not covered by
thisrule. Thetraveler should seek guidance from the funding authorities.

c. Seat Relinquishing

(1) Voluntary. A traveler may keep payments from a carrier for voluntarily vacating a transportation
seat. However, no additional expenses (per diem or reimbursable) may be paid as a result of the
traveler'sdelay. Additional travel expensesincurred asa result of voluntarily giving up a seat are
thetraveler’ sfinancial responsibility.

(2) Involuntarily. If atraveler isinvoluntarily denied boarding on aflight, compensation for the
denied seat belongs to the GOV' T (59 Comp. Gen. 203 (1980)). The traveler must request that the
carrier showsthe “Treasurer of the United States’ as payee on the compensation check and forward the
payment according to Service/Agency directives.

d. Lost, Delayed, or Damaged Accompanied Baggage. A traveler may keep payments from a commercial
carrier for accompanied baggage that has been lost, delayed, or damaged by the carrier. If the traveler
intends to make a claim against the GOV’ T for the loss, delay, or damage, the traveler should see the
Claims Office prior to accepting a carrier’s compensation. By accepting the carrier’s compensation, the
traveler may be accepting that amount as payment in full. (31 USC 83721, The Personnel Claims Act,
Public Law 88-558 for reimbursement claims when the traveler has not been compensated by the carrier for
lost or damaged baggage.)

10. Eachtraveler must be treated as honest, responsible customers, and must follow the rulesin the JFTR/JTR.
The DoDFMR, Vol. 9, JFTR, par. U2505/JTR, par. C1305, apply when a fraudulent claim submission is
suspected.

T4025 ARRANGING OFFICIAL TRAVEL

A. CTOUse

1. Mandatory Policy

a. ItisDoD mandatory policy that each traveler uses an available CTO to arrange official travel, including
transportation and rental cars. A command must not permit a CTO to issue other than economy/coach
classtickets purchased at GOV’ T expense to a traveler without prior proper authorization.

b. A command must not permit a CTO toissue a YCA airfare purchased at GOV’ T expenseto a traveler
when a_CA airfareisavailable and the AO determinesthat a _CA airfare meets mission needs.

NOTE: Thisdoes not establish the CA asthe basisfor POLICY-CONSTRUCTED AIRFARE —that
remainsthe YCA airfare.

2. Service Regulations. DoD COMPONENT/Service regulations addresses CTO use.

3. Failure to Follow Regulations. A command/unit is expected to take appropriate:

a. Disciplinary action when atraveler and/or an AO fails to follow the regulations concerning CTO use
(par. T4005).

b. Action for reimbursement to the GOV’ T when atraveler and/or AO allowsaCTO toissueaY CA
airfare when thereisa_CA airfare available that meets mission needs. (CBCA 1511-TRAV, 7 May 2009.)
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c. Disciplinary action for willful violations and may be in the form of counseling (oral/written), or non-
judicial action (uniformed member), or other personnel means (civilian employee). Action must not be
through refusal to reimburse (par. T4025-A4 when reimbursement is not allowed.)

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

B. Requirements

1. When making travel arrangements, the traveler should use the following:
a Servicesavailableat aCTO, or
b. In-housetravel offices.

2. All travel arrangements must be made IAW:

a. DoDD 4500.09E, Transportation and Traffic Management, 11 September 2007
(http://www.dtic.mil/whs/directives/corres/pdf/450009p.pdf);

b. DoDI 4500.42, DoD Passenger Transportation Reservation and Ticketing Services
(http: /Awww.dti c.mil/whs/dir ectives/cor res/pdf/450042p.pdf); and

c. Serviceregulations.

C. Foreign Ship or Aircraft Transportation. Transportation on foreign ships or aircraft of foreign registry must not
be authorized/approved unless the conditionsin par. T4060-B3 are met (JFTR, par. U3125-C/JTR, par. C2204-C).

D. Transportation Reimbursement

1. CTO Available. When aCTO isavailable, but not used by the traveler, reimbursement for the transportation
cost is limited to the amount the GOV’ T would have paid if the arrangements had been made directly through a
CTO.

2. CTO Not Available. When the AO certifiesthat a CTO was/is not available to arrange the required official
transportation, reimbursement is for the authorized/approved transportation actual cost NTE the POLICY -
CONSTRUCTED AIRFARE (APP A) that meets mission requirements. NOTE: CTO service not being
available should be an extremely rare occurrence. Each event of non-availability should lead to
correction(s) that make CTO service available should the same situation arise again.

NOTE: The cost paid by the GOV’ T for GOV’ T/GOV’ T-procured transportation, in house or CTO
transportation, frequently includes a transaction fee for arranging the transportation. A CTO transaction fee
incurred by a member/employee isreimbursable under APP G. When an available CTO isnot used and no
transaction fee isincluded in the GOV’ T/GOV’ T-procured transportation, the transaction fee for personally
procured transportation from other than a CTO may bereimbursed NTE the GOV’ T/GOV' T procured
transportation cost.

T4030 GETTING THERE AND BACK (TRANSPORTATION ALLOWANCES)
A. Transportation Mode. The AO may direct travel by any mode (e.g., GOV'T or commercial air, bus, train) except

the AO cannot require the traveler to use a personal or rental vehicle for official travel. 1f a certain mode is directed
and another mode is used, transportation reimbursement is NTE the directed transportation mode cost.

B. Commercia Transportation. The Services must require that the CTO arrange commercial transportation |AW
law, GOV'T policies, agreements and contracted rates using U.S.-certificated carriers and coach/economy-class
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accommodations, whenever possible. The AO may, under certain conditions, authorize the CTO to arrange other
than contract city-pair flights, or to arrange non-U.S.-certificated carriers, or business- (but not first) class
accommodations (JFTR, par. U4326, NOTE 1/JTR, par. C1060, NOTE 1) when needed to fulfill a documented
mission requirement as specified in par. T4060-B1. Only the officialslisted in JFTR, pars. U3125-B2, and U3135-C
(trains only)/JTR, pars. C2204-B2, and C2208-C (trains only), may authorize/approve business- or first-class
accommodations use.

C. Specia Conveyances (Includes Aircraft) Reimbursement. The AO may authorize an appropriately sized vehicle
AW mission needs when a compact rental car (the "standard" for TDY travel), does not meet requirements. Itis
mandatory to obtain rental vehicles (except for aircraft or bus) through the CTO per TRANSCOM policy, when
the CTO isavailable. When the AO authorizes specia conveyance/rental vehicle use for official business, the
following reimbursements are authorized IAW APP G.

1. Rental costs, tax and local assessments on rental vehicle users, necessary gas and oil, landing and tie-down
fees, and transportation to/from the rental facility.

2. Parking; ferry fares; bridge, road and tunnel tolls; traveler access fee (when charged); GARS; garage (POC
parking is a separate reimbursable expense), hangar or boathouse rental; operator’ s subsistence; and optional
extra collision hull insurance for rental aircraft.

3. Snow tires and similar non-standard equipment necessary for travel when authorized/approved in the order.
Reimbursement NTE the rental conveyance upgrade costs necessary for required non-standard equipment.
Disregard of a special conveyance arranged by a CTO, requires justification for additional special conveyance
costs before reimbursement (beyond the cost using the CTO). Reimbursement for purchase of snowtire and
other non-standard itemsis not authorized.

4. Mandatory rental car insurance coverage required in foreign countries.

5. A claim for damage to arental vehicle, while the vehicle is being used for official business, is reimbursable to the
traveler or the rental car vendor as areimbursable expense. The claim must be adjudicated as payable per the
DoDFMR, Volume 9, Chapter 4, (http://www.dtic.mil/comptroller/fmr/) (or appropriate Service written material for
the non-DoD Services). If damageisto arental car under the DTMO rental car agreement, a DoD traveler may file
an accident report at the DTMO website http://www.defensetravel.dod.mil/Rental/. When the AO has not
authorized/approved special conveyance use, reimbursement is limited to the POC mileage ratein JFTR, par.
U2600/JTR, par. C2500 plus constructed per diem for the official distance NTE the GOV’ T’ s constructed cost
(JFTR, par. U3310-A1/JTR, par. C2150-item 8).

NOTE:

1. Atraveler isnot reimbursed for rental car insurance coverage purchased in the U.S. or in a non-foreign
OCONUS location regardless of from whom the rental car is rented.

2. Reimbursement for personal funds paid for damage sustained by a rented automobile while being used on
other than official businessis not authorized.

3. Some vehicles are not covered with liability and vehicle loss and damage insurance for the traveler or the
GOV’ T when rented for official GOV'T travel. To view appropriate rental car companies and rates go to the
DTMO website (http: //www.defensetravel.dod.mil) and select Car/Truck Rental Programsin the left-hand
column. A vehiclelisted in therental car agreement on the DTMO website is covered under the DTMO
rental-car agreement. A vehicle, offered by a vendor that isunder the DTMO rental car agreement but not
listed on the DTMO list asa vehicle “in that category”, does not have the full liability and vehicle loss and
damage insurance coverage for the traveler and the GOV’ T, and should not be rented for official GOV' T
travel. Usually, thereisat least one vendor listed that has a vehicle available for official GOV'T travel and
this vendor should be used.
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D. GOV'T Transportation

1. The TO arranges international GOV’ T airlift under AMC contract/control, when it is available and satisfies
mission requirements.

2. TheTO provides GOV'T ground transportation. (Within the Navy, GOV'T vehicles are obtained directly
from the providers, ordinarily Public Works.) Use GOV'T transportation only for official businessto commute
to/from thetraveler’s: TDY location, lodgings, dining facilities, and other locations for comfort and health
reasons. If itisused for any other purpose, and the traveler has an accident, the traveler may be financially
responsible. Use GOV'T servicing for the vehicle whenever possible. When GOV’ T servicing is not available,
the AO may authorize/approve reimbursement of actual vehicle operating expenses. These expenses include:
gas and oil; parking fees; repairs, ferry fares; bridge, road or tunnel tolls; trip insurance for travel in foreign
countries; guards; and storage fees.

E. POC. When the AO authorizes/approves a POC as being to the GOV’ T’ s advantage, reimbursement is
authorized at the standard rate per mile for the POC type and the distance between duty locations or between home
and TDY location(s). Reimbursement of parking fees, ferry fares, and road, bridge, and tunnel tolls for travel over a
direct route is authorized. If the AO does not authorize/approve using a POC as being to the GOV’ T’ s advantage
and one is used anyway, reimbursement is authorized at the standard rate per mile plus reimbursable expenses
(parking fees, etc.) NTE the constructed cost of AO-authorized transportation (e.g., commercial plane). In either
case (to the GOV’ T’ s advantage or not), reimbursement is only authorized for the traveler paying the POC operating
expenses. When two or more official travelerstravel in the same POC to the TDY location, the official traveler
responsible for paying the POC operating expenses is authorized reimbursement for any additional distance involved
if the official traveler passenger(s) is/are picked up/dropped off at their homes. The extra distance is based on
odometer readings (or other acceptable evidence) of the actual necessary extra distance traveled. If reimbursement
at the published rate does not cover expenses, or if there is no established rate for the POC type being used, the AO
may authorize/approve reimbursement of necessary transportation costsincurred for uniformed personnel. For
distance determination (DTOD requirements), JFTR, par. U2020/JTR, par. C1065.

F. Rest Stops. Normally, atraveler is not required to travel during unreasonable night hours. 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/busi ness-class accommodations, the AO may
authorize/approve arest stop en route or arest 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 must not exceed 24 hours.
NOTE: A traveler isdisgualified from using business-class accommodations at GOV' T expenseif (a) a 'stopover'
en route isan overnight stay, (b) a rest stop en route is authorized/approved, or (c) an overnight rest period
occursat the TDY location before beginning work.

G. Insurance Coverage in Foreign Areas. The AO may authorize/approve reimbursement for mandatory insurance
coverage required in foreign areas for arental, GOV'T, or private vehicle used for official travel.

H. Allowable Travel Days. The number of allowed travel daysis determined by the transportation mode. For
commercial air travel, one day is allowed in CONUS and within OCONUS areas. For travel between CONUS and
OCONUS viacommercial air, the actual elapsed time is used based on the scheduled departure and arrival times.
For travel by commercial ground transportation, the scheduled departure and arrival dates are used. The actual time
isused for travel by GOV’ T/GOV' T-procured air transportation based on scheduled departure and arrival dates.
When the AO authorizes/approves travel by private, rental or GOV’ T vehicle (other than GOV’ T/GOV'’ T-procured
air), one travel day is alowed for each 400 miles or increment thereof. If travel by POC is used, but not authorized/
approved by the AO as advantageous, travel timeis limited to one day for each leg (for example, from PDSto TDY
stop) requiring an overnight stay.

I. Authorized Trips Home during Extended TDY. A traveler on extended TDY (other than deployment), for a
continuous period of more than three weeks, may be authorized to periodically returnin an official travel statusto
the PDS, or place of abode from which the traveler commutes daily to the PDS, on weekends or other non-
workdays.
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J. Voluntary Return Home during I ntervening Weekend/Holidays. If the AO does not authorize travel home
periodically on weekends or non-workdays, it may still be performed for personal convenience. If so,
reimbursement for the round-trip transportation and en route per diem is authorized, but limited to the amount of per
diem the GOV’ T would have paid had the traveler remained at the TDY location.

K. Constructed Cost. Constructed transportation costs are based on the non-capacity controlled city-pair airfare
(YCA), not the capacity-controlled city-pair airfare (_CA), if both are available. If acity-pair airfareis not available
between origin and destination, the constructed transportation cost is limited by the POLICY -CONSTRUCTED
AIRFARE (APP A1) (except aslimited by JFTR, par. U3125-B1f/JTR, par. C2204-B1f). City-pair airfare
transportation is presumed available if there is a city-pair airfare between the origin and destination points,
regardless of whether or not space would actually have been available had the traveler used air transportation for the
official travel.

L. Travel to/from Transportation Terminals. For transportation to and from transportation terminals JFTR, pars.
U3320, U3410-A, U3415-D, U3420-A, and U3430/JTR, pars. C2101-A, C2102-E, C2103-A, C2104, C2105, and
C2192.

T4040 LIVING EXPENSES (PER DIEM)

The “Lodgings-Plus’ computation method is used to reimburse TDY living expenses. A traveler ispaid the actual
lodging cost up to alimit, plus a set amount for M&IE. Per diem rates for lodging and M&IE vary by location, but
should be sufficient for a comfortable, safetrip. A traveler also can be reimbursed for other necessary allowable
travel-related reimbursable expenses (APP G) if the AO authorizes/approves them as appropriate to the mission.

A. Lodging Overnight Required - Business Travel Standards

1. Sleeping
a. The cost estimate for lodging should include tax.

*h. Uniformed Member — A member ordered to aU.S. INSTALLATION (as opposed to a geographic
location like atown or city) is required to check the GOV’ T QTRS availahility (e.g., through the CTO) at
(not near) the U.S. INSTALLATION to which assigned TDY to facilitate the AO’s decision about
requiring GOV'T QTRS use.

*c. The AO may direct adequate (based on DoD and Service standards) available GOV'T QTRS use for a
uniformed member on (not near) aU.S. INSTALLATION only if the uniformed member isTDY to that
U.S. INSTALLATION. (DOHA Claims Case No. 2009-CL -080602.2, 7 July 2010).

*d. GOV'T QTRS availability/non-availability must be documented asindicated in par. U1045-C.

*e. A member, as a prudent traveler, should use adequate available GOV'T QTRS on the U.S.
INSTALLATION at which assigned TDY ; however:

*(1) when adequate GOV'T QTRS use isdirected, and

*(2) when adequate GOV’ T QTRS are available on the U.S. INSTALLATION to which amember is
assigned TDY, and

*(3) the member uses other lodgings as a personal choice, lodging reimbursement isNTE the GOV'T
QTRS cost on the U.SINSTALLATION to which assigned TDY (44 Comp. Gen. 626 (1965)).

*2. Per diem cannot be limited based on the presence of ‘nearby’ GOV'T QTRS (i.e, not on the U.S.
INSTALLATION to which the member isassigned TDY but on another ‘nearby’ U.S. INSTALLATION
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or other uniformed facility or elsewhere). The non-availability indicated in par. U1045-C isrequired
only for GOV'T QTRS ‘on’ the U.S. INSTALLATION at which the member isassigned TDY.

NOTE: The member isnot required to seek (or check for) GOV'T QTRSwhen TDY toa U.S.
INSTALLATION after non-availability documentation has been initially provided. Checking QTRS
availability isa one-time requirement at a TDY U.S. INSTALLATION. (Ex: A member whoisrequired
to check QTRS availability on arrival at a U.S. INSTALLATION, does so, and isissued non-availability
documentation cannot be required to re-check later for QTRS availability at that U.S. INSTALLATION
during that TDY period) | AW par. U1045-C.

*3. Civilian Employee

*a. An employee may not be ordered/required to use GOV'T QTRS, nor may the lodging
reimbursement simply be limited to the GOV’ T QTRS cost.

*h. 1AW the requirement to exercise prudence when incurring expenses, an employee should check
for GOV'T QTRS availability, and is encouraged to use those QTRS when TDY to aU.S.
INSTALLATION.

*c. The proper authority under par. C4550-C may prescribe a reduced per diem rate based on the
GOV'T QTRS cost and other considerations.

*d. Reduced per diem rates can be established only before travel begins.

* e. The head of aDoD COMPONENT (APP A1) concerned may authorize zero per diem or a per
diem rate (http://www.defensetravel .dod.mil/perdiem/pdrates.html) in alesser amount if the
circumstances of the travel or duty to be performed so warrant and are peculiar to that particular DoD
COMPONENT. Thisauthority may be delegated to a chief of an appropriate bureau or staff agency of
the appropriate DoD COMPONENT’ s headquarters, and may not be re-delegated.

*f. In the absence of areduced or no per diem authorization on the order before travel begins (or as
part of an order amendment/modification covering a prospective period after the order wasissued), an
order, modified after the fact, prescribing a different per diem rate is without effect and the locality per
diem rates are used.

*g. Reduced per diem rates should incorporate amounts for laundry/dry-cleaning/pressing of clothesif
the travel is OCONUS or for less than 4 daysin CONUS for an employee or lessthan 7 daysin
CONUS for amember. NOTE 1 (applicableto acivilian employee) following par. T4040-A9 for an
explanation concerning separate reimbursement for laundry/dry-cleaning/pressing of clothing.

*4. Commercia Lodging Reimbursement

*a. Commercial lodging reimbursement is based on the single occupant rate, up to the TDY site or
stopover location maximum.

*b. If the CTO can find only lodgings that cost more than the published maximum rate, the AO may
authorize/approve the higher amount such that the actual lodging cost and the per diem M &I E does not
exceed 300% of the published rate (lodging plus M&IE). For example, amember isTDY to alocation
with a maximum per diem rate of $122 ($76/ $46). The AO could authorize up to $320 for lodging (300%
x $122 = $366 - $46 = $320) if AEA for mealsis not authorized. These rates must be placed on the Trip
Record.

*C. Under special or unusual circumstances a uniformed member may require more than 300% for lodging
OCONUS. Ratesin excess of 300% may be authorized only in advance (47 Comp. Gen. 127 (1967)) by
PDTATAC, or the Secretary Concerned (for a classified mission), and for only a uniformed member.
JFTR, par. U4250. Thetraveler isfinancially responsible for charges beyond the basic room fee and tax.
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The traveler must retain all lodging receipts.

NOTE 1: Thelocality per diem lodging ceiling (http: //www.defensetravel.dod.mil/perdiem/pdrates.html)
in CONUS and in a non-foreign OCONUS area does not include lodging tax. Lodging tax in CONUS
and in a non-foreign OCONUS area is a reimbursable expense (APP G) except when ‘MALT-Plus' per
diem for POC travel is paid to a uniformed member.

NOTE 2: Thelocality per diem lodging ceiling (http: //www.defensetravel.dod.mil/perdiem/pdrates.html)
in aforeign OCONUS area includes lodging tax. Lodging tax in a foreign OCONUS area isnot a
reimbursable expense.

NOTE 3: The TDY locality per diem rateisused for computation. However, if neither GOV'T QTRS
nor commercial lodgings are available at the TDY location and lodging must be obtained in an adjacent
locality at which the locality rate is higher, the AO may authorize/approve the higher locality per diem
rate for the lodging location.

*5. Lodging with a Friend or Relative

*a. Applicable to a Uniformed Service Member. Reimbursement of lodging cost is not authorized
when staying with a friend or relative. A member, who lodges with afriend or relative, is authorized
the TDY location M& IE rate, if otherwise eligible.

*b. Applicable to a Civilian Employee. When atraveler lodges with a friend or relative - with or
without charge - the traveler may be reimbursed for additional lodging costs the host incursin
accommodating the traveler, if the traveler can substantiate the costs, and the AO determines the costs
arereasonable. Thetraveler may not be reimbursed the cost of comparable conventional lodging in
the area or aflat “token” amount. GSBCA 16836-RELO, 5 June 2006. A traveler, who lodges with
afriend or relative, is authorized the TDY location M& | E rate, if otherwise eligible.

NOTE 1: If thefriend or relative isin the business of renting on a regular basis the lodgings
involved —for example, if that individual is operating a hotel or apartment house —the “ friends or
relatives’ provision does not apply. GSBCA 14398-TRAV, 24 Feb 1998.

NOTE 2: Shortly after being transferred to a new PDS, an employee was sent TDY to the old PDS
where the employee stayed at the former residence which was not yet sold. GSBCA ruled that the
employee was not authorized reimbursement for lodging at the former residence. GSBCA 15600-
TRAV, 7 March 2002.

NOTE 3: A traveler assigned at Avon Park Air Force Range (AFR), Florida livesin the Avon Park
area during the week at a location approximately fifteen miles from the PDS and commutes to and
from the family residence near Orlando, Florida, approximately 100 miles from the AFR, on
weekends. Thetraveler had to attend a meeting near Orlando at 8 a.m. on Wednesday, 23 February.
The meeting location was approximately twelve miles from the family residence. The meeting lasted
until Friday, 25 February. Thetraveler began TDY travel to the Orlando area on the evening of
Tuesday, 22 February. GSBCA ruled that the traveler should be authorized travel expenses both to
and from the TDY location and M& | E even though the traveler lodged at the family residencein the
TDY area. GSBCA also indicated that for the first and last days of the TDY, 22 and 25 February
(unlessthe traveler was authorized to return on the 26th) the traveler is authorized 75% of the
applicable M& | E rate for each day. M&IE for the days between the first and last daysis authorized
at the full rate. GSBCA 16652-TRAV, 26 August 2005.

*6. If thetravelerison TDY at one location for more than 30 days, lodging reservations should be made

on aweekly, monthly, or other long-term basis, if possible. When longer-term lodging is used, the
allowable lodging cost includes the rent; charges for furniture rental (aslong as an option to buy is not
exercised); utilities connections, use and disconnection fees; cleaning fees; telephone monthly use fees, but
not toll charges; and other services ordinarily provided by a hotel. The CTO should be used to make these
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arrangements unless the CTO does not provide this service.

*a. If arecreational vehicle (RV) isused for lodging, additional fees that are part of the lodging cost
are the charge for the RV parking space, dumping and shower fees, special user fees (for example,
cable TV charges) if normally included in the price of hotel roomsin the area, and plug-in fees.
Expenses that do not accrue on adaily basis (such as dumping fees) may be averaged over the number
of daysthe traveler is authorized per diem.

*h. A traveler may purchase and occupy aresidence at aTDY location. Allowable expenses are the
monthly:

*(1) Mortgage interest;
*(2) Property tax; and

*(3) Utility costs actually incurred (does not include any installation and hook-up charges), e.g.,
electricity, natural gas, water, fuel oil, sewer charges,

prorated based on the number of daysin the month rather than by the actual number of daysthe
traveler occupied the residence. (57 Comp. Gen. 147 (1977)). In no case may the total per diem
payable exceed the applicable maximum locality per diem rate for the area unlessan AEA (JFTR,
Ch 4, Part C/JTR, Ch 4, Part C) is authorized/approved. The provisionsof JFTR, par. U4141/JTR,
par. C4555-G do not apply when the residence is purchased.

NOTE: A traveler who purchases or rents and occupies a residence at the TDY location may not be
reimbursed for the cost of: 1. shipment of furniture from previousresidence, or 2. purchase of furniture
needed for unfurnished temporary duty lodgings, even if shipment/purchase was less expensive than
rental would have been. GSBCA 16699-TRAV, 17 August 2005.

*7. If the traveler incurs an exchange fee to trade an owned timeshare period for a comparable period at
lodgings at the TDY point, the exchange fee (but not the annual maintenance fee) isreimbursed as a
lodging cost (B-254626, 17 February 1994).

*8. On-Line Booking Tool. Despite any savings realized through online booking agents, subject to Service
requirements the CTO should be used for lodging arrangements or the traveler should reserve aroom
directly with the hotel/chain. Lodging reimbursement is not authorized for hotel lodging obtained
through online booking agents unless an itemized receipt from the hotel is provided.

*8. Eating

a. The M&IE for the departure day is 75% of the M&IE rate for the traveler's stopover point or TDY
location, as appropriate, that night. If the traveler istraveling and lodging is not used, the M& IE rateis
based on the next stopover point or TDY location. The M&IE for the return day to the PDSis 75% of the
M&IE rate for the preceding day (last TDY location or stopover point), as appropriate. Any TDY en route
locations, on the day travel ends, do not affect the M&IE rate for that return day unless overnight lodgings

arerequired.
Example
1 Sep Depart PDS
1 Sep Arrive TDY A ($50 M&IE)
10 Sep Depart TDY A
10 Sep Arrive TDY B ($60 M&IE)
10 Sep Depart TDY B
10 Sep Arrive PDS
Pay 75% of $50 (TDY A M&IE for preceding day) on 10 Sep
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b. On other days, the meals and incidentals allowance isthe full M&IE for the TDY location or stopover
point where lodgings are required unless for Uniformed Service members, the AO specifies one of two
other meal rates based on GOV’ T dining facility/mess availability. The two rates are either the GMR when
all mealson agiven day are available or the PMR when at |east one meal aday isavailable. (IE are added
to the GMR or PMR.) A GOV'T dining facility/messisavailable only if: GOV'T QTRSonaU.S.
INSTALLATION are available and the command controlling the dining facility/mess has made the dining
facility/mess available to the traveler. A GOV'T dining facility/messis not available on interim travel

days. When actual dining facility/mess availability differs from the pre-trip information, the AO may
authorize/approve a higher rate (e.g., from PMR plus | E to the locality M&IE rate). The meal rate
established cannot be reduced after-the-fact except for a free meal as described in par. T4040-A8c below.

*NOTE: In circumstances in which adequate GOV' T QTRS are available but a member is directed to
procure private sector lodgings off the U.S. INSTALLATION, the member istreated asthough the GOV' T
QTRS are not available and authorized the locality meal rate instead of the GMR/PMR and $5 (in CONUS)
or the locality | E rate OCONUS (unlessthe $3.50 | E rate is authorized for incidental expenses under par.
T4040-A9). Just because the QTRS are available, a command cannot send a member into private sector
lodgings off the U.S. INSTALLATION and use the technical QTRS ‘availability’ to reduce the locality meal
rate to GMR/PMR.

¢. Whenthe GOV'T purchases at least one, but not all three, meals on a calendar day through some means
such as aregistration fee, the PMR plus |E applies for that day. This does not apply on travel daysto and
from the PDS. The GOV'T should not pay for the same meal twice (originaly by registration fee, etc., and
then again through per diem). A meal that is provided to the traveler for which the GOV'T pays nothing
does not affect per diem payment. A meal served on acommon carrier is not "purchased by the GOV'T."
The traveler must indicate on the Trip Record how many meals were free (purchased by the GOV'T) and
for which dates.

NOTE 1: If all three meals are provided, only the | E for that day is payable.

NOTE 2: ‘Light refreshments’ (including a continental breakfast) are a deductible meal if otherwise
gualified above and served at a meal time (e.g., breakfast - 0600-0800). Light refreshments served
during a break (not at a meal time) are not a deductible meal.

d. A meal provided by afriend/relative or acommon carrier does not affect per diem. A complimentary
meal provided by alodging establishment does not affect per diem as long as the room charge is the same
with/without meals. JFTR, par. U4165, items 2e and 2f (uniformed member)/JTR, pars. C4554-B5 and
C4554-B6 (civilian employee) when a charge for meals is added to the lodging cost. Also JFTR, pars.
U4165 and U4167/JTR, par. C4554-B.

e. Invery rare instances, the M&IE rate may not be sufficient and the AO may authorize AEA for M& IE
(in addition to AEA for lodging) up to 300% of the locality M&IE rate. The reimbursement limit is the
lesser of the actual expensesincurred or the AEA M&IE maximum amount. The maximum reimbursement
for IE is $5.00 in CONUS and either the locality |E rate or $3.50 OCONUS for al full stationary (non-
travel) TDY days when the AO determines $3.50 |E is adequate. |f AEA is authorized/approved it applies
to the entire time at that location and all travel daysif no other TDY location isinvolved.

*9, |IE. Thetraveler ispaid an |E allowance, for such things as the cost of tips and laundry (in some instances),
incurred while traveling. Thisisthe IE part of the M&IE. Thedaily IEin CONUS is $5.00. The OCONUS
daily |E istherate for the applicable per diem locality, or $3.50 when the AO determines $3.50 to be adequate
for anticipated |IE. The $3.50 | E rate does not apply on any day the traveler istraveling.

NOTE 1: Applicable to a civilian employee:

a. The cost incurred during TDY/PCS travel (not after arriving at or returning to the PDS) for personal
laundry, dry-cleaning, and pressing of clothing is a separately reimbursable travel expense in addition to
per diem/AEA when travel iswithin CONUS and requires at least 4 consecutive nights TDY/PCS lodging
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in CONUS.

b. The cost for laundry, dry-cleaning, and/or pressing of clothing is not a separately reimbursable travel
expense for travel OCONUS and isincluded as an incidental expense within the per diem authorized for
OCONUS travel.

NOTE 2: Applicable to a uniformed member:

a. The cost incurred during TDY travel (not after returning to the PDS) for personal laundry/dry-
cleaning and pressing of clothing, up to an average of $2 per day, is a separately reimbursable travel
expensein addition to per diem/AEA when travel within CONUS requires at least 7 consecutive nights
TDY lodging in CONUS.

b. The cost incurred during TDY travel for personal laundry/dry-cleaning and pressing of clothing is
not a separately reimbursable expense for OCONUS travel and is part of the | E allowance included
within the per diem rates authorized for OCONUS travel.

B. Lodging Overnight Required - Schoolhouse Training Standards

*1. Schoolhouse training standards are the same as for business travel. However, for training, the training
location commander, not the AO, decidesif GOV'T QTRS use by a uniformed member is directed and if one of
the two M& I E rates based on GOV’ T dining facility/mess availability is appropriate. GOV’ T QTRS use and/or
GOV'T dining facility/mess may not be directed for a civilian employee. Par. T4040-A13.

2. In some situations, the Secretary Concerned may authorize EUM for studentsin particular courses when
readiness requires GOV’ T dining facility/mess use. When EUM applies, a member receives the |lE amount, a
civilian employee receives the |E amount and reimbursement for the amount paid for food. The prohibition on
the meal portion of per diem begins at 0001 on the first full EUM day and ends at 2400 on the last full EUM
day. The AO may authorize/approve the actual amount paid NTE the PMR for commercial mealsthe traveler is
required to purchase.

3. The Trip Record must indicate dining facility/mess availability. If that information is not available prior to
the trip, the information must be provided to the traveler upon arrival at the school and the trip report changed.
When actual dining facility/mess availability differs from the pre-trip information, the AO may approve on a
daily basisthe PMR (1 or 2 meals) plus |E or the locality M&IE rate (all 3 meals) depending on how many
meals were available. The traveler must note on the Trip Record how many meals by date were not available.

*C. Lodging Overnight Required - Standards for Deployment, Personnel Traveling Together with No/Limited
Reimbursement, and TDY aboard Ships. Other reimbursable expenses (par. T4040-F and APP. G) are authorized in
the same manner as for businesstravel. The AO may authorize/approve the actual amount paid up to the PMR (but
no |E) for meals and/or payment for lodging when the traveler is not authorized per diem but is required to purchase
these items. Par. T4040-A13 if the lodging cost exceeds the published maximum rate.

1. The phrase ‘Personnel traveling together’ refersto travel away from the PDS during which the mission
requires control of the group of travelers. Ordinary business travel reimbursements apply unless the travelers
order directs no/limited reimbursement, in which case all transportation, food, lodging, and other items
ordinarily reimbursed, should be provided to the travelers. No per diem is payable when no/limited
reimbursement is directed in the order for personnel traveling together. The restriction on paying per diem
only includes travel days between duty locations and does not involve allowances for full days at duty locations.
The per diem prohibition begins when the member departs the PDS and ends at 2400 of the day the member
arrives at the TDY location. The prohibition begins again at 0001 of the departure day from the TDY location
until arrival at the PDS. The typical member pays the food cost without operating expense, and a civilian
employee pays the food cost and operating expense. A civilian employee is authorized reimbursement of the
amount paid for food. Directing several personnel to travel together with no/limited reimbursement must
never be done simply to save travel funds.
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2. Training exercises, maneuvers, war games, and similar types of operations may be classified as field duty
when everything ordinarily associated with per diem is furnished without charge. Per diem is not payable
during field duty. The prohibition on per diem begins at 0001 on the first full day of field duty and ends at
2400 on the last full day of field duty. Lodging is provided and the typical member pays some amount for food;
acivilian employee also pays for food. A civilian employee is authorized reimbursement of the amount paid for
food. When the Secretary Concerned, or Combatant Commander or JTF commander for ajoint deployment,
determines that GOV’ T dining facility/mess use is essential to accomplish training and readiness, EUM applies.
The meals portion of the M&IE is not payable to amember. A civilian employee is authorized reimbursement
of the amount paid for food. Each EUM traveler is authorized the |E amount. Par. T4020-B2.

*3. Joint deployments involve the temporary assignment of travelers of more than one uniformed serviceto a
provisional force formed for a specific task or operation. TDY optionsinclude regular businesstravel, EUM, or
field duty. The Combatant or JTF Commander determines the appropriate option and may specify different
options for different locations. For example, field duty might be appropriate for the deployed force main body,
but business travel might be appropriate for an interim staging base. 1n choosing the option to use, the
Combatant or JTF Commander should consider, in the following priority: businesstravel, EUM, field duty.
Under normal circumstances, the Combatant Commander should choose business travel unless operational
circumstances dictate otherwise. In general, business travel is appropriate for peacekeeping, humanitarian, and
relief missions. The Combatant or JTF Commander may authorize EUM when it enhances operational readiness,
the conduct of military operations, or is necessary to conduct training. It appliesto units only, not to an
individual traveler. Table 1 shows the effect of each option on per diem. Exception: A traveler receiving the
GMR ratewhile TDY to a JTF Commander’s area of responsibility (AOR), who travelswithin that AOR, is
not traveling for M& I E purposes for par. T4040-A8b (e.g., If a TDY traveler travels from one location in AOR
to another location in the AOR, and the GMR rate appliesto both locations, then the GMR applies for that
day unless GOV’ T meals are not available). The Combatant or JTF Commander must communicate the TDY
option decision (including the appropriate meal rate) to the appropriate Services for inclusion in orders.

4, TDY aboard Ships

a. No per diemis payable when TDY aboard a U.S. ship since GOV'T QTRS and dining facility/mess are
provided. A civilian employeeisreimbursed for the amount paid for food. The prohibition on per diem
begins at 0001 on the day after the arrival day on board and ends at 2400 on the day before the departure
day from the ship. Thereisno per diem paid for the first and/or last travel day by GOV’ T ship when it
departs from the port at the traveler’s PDS and/or returnsto the port at the PDS.

b. The AO may authorize payment of a per diem when the traveler isTDY aboard a foreign or commercial
ship and incurs an expense for other than GOV’ T meals. The AO may establish a per diem allowance
equal to the daily expenses.

*c. Civilian Employee Only. In the event an employee maintains commercial lodgings ashore for use
following the completion of short trips at sea, the employeeis paid the actual daily lodgings cost, NTE the
locality per diem lodging ceiling for the TDY location ashore. Reimbursement for the total cost of QTRS
on the ship and lodgings ashore may not exceed the maximum lodging amount prescribed in the TDY
locality per diem rates at http: //www.defensetravel .dod.mil/perdiem/pdrates.html. When an employeeis
authorized to procure meals ashore at personal expense, reimbursement is authorized as prescribed in par.
T4040-A8. Inany event, the total per diem allowance may not exceed the applicable maximum rate
prescribed inthe TDY locality per diem rates at http: //www.defensetravel.dod.mil/perdiem/pdrates.html.

5. Contingency Operation Flat Rate Per Diem (uniformed member only). See par. U4105-1.
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6. Joint Task Force Operations TDY Options

TABLE 1
DEPLOYMENT - JOINT OPERATIONS TDY OPTIONS

Subsist Ashore

TDY OPTION SUBSISTENCE PER DIEM REMARKS
. . ; . Lodging and Member/Civilian Employee Pays for
Business Travel Commercia Lodging and Commercial Meals M&IE Lodging and Meals

Member/Civilian Employee Pays for

GOV'T Lodging and GOV'T Dining Facility/ Mess — Lodging and .
Lodging and Full Meal Rate 1/ for

Permanent U.S. INSTALLATION M&IE GOV'T Meals
GOV'T Lodging and GOV’ T Meals— Temporary U.S. Lodaing and Member/Civilian Employee Pays for
INSTALLATION or Temporary Dining Facilities y &?E 9 Lodging and for GOV’ T Meals at
Established for JTF Operation Discount Meal Rate 2/

, ] . Lodging and Member/Civilian Employee Pays for
GOV'T Lodging and Commercial Meals M&IE Lodging and Meals

Member/Civilian Employee Pays for

Commercia Lodging and GOV’ T Dining Facility/Mess | Lodging and Lodging and Full Meal Rate for GOV’ T

(In AOR only) M&IE Mesls
GOV'T Lodging and Use of GOV’ T Dining - ,
A . . - . Civilian Employee Paysfor GOV'T
EUM Facility/Mess is Essentia for Training and Readiness IE Meals at Full Meal Rate
Purposes
) GOV'T Lodging, Dining Facility/Mess and Incidentals Civilian Employee pays for GOV'T
Field Duty Provided None Meals at Full Meal Rete
Subsist Aboard U.S. GOV’T Ship 3/
TDY | GOV'T Lodging and GOV'T Medls | None | Civilian Employee Pays for Meals

1/ Full Meal Rate = Food costs plus operating expenses.
2/ Discount Meal Rate = Food costs only.

3/ A member/civilian employee deployed who is ordered to subsist ashore —“ Subsist Ashore” (above table) for
order type and payment guidelines.

NOTE: For BAS DoDFMR, Volume 7A, Ch 25 or Coast Guard, COMDTINST M7220.29 (series), Ch 3.

D. Lodging Overnight Not Required

1. Transportation

a. Itismandatory that atraveler arrange transportation through an available CTO, even though overnight
lodging is not required.

b. If travel isinthelocal area (JFTR, par. U3500/JTR, par. C2400-B) around the PDS, a GOV’ T vehicle,
public transportation paid for by the command, or a POC may be used.

c. JFTR, par. U3320/JTR, par. C2192 for travel to/from a transportation terminal.

d. If aPOC is used to/from home, the traveler is authorized the standard mileage rate for the distance
driven, minus the normal distance driven to and from work. This most often affects the PDS.

e. If the traveler does not travel by POC to work every day, the traveler is reimbursed the standard mileage
rate for the distance driven, less the traveler’s normal transportation cost to get to work.

f. The AO determines reimbursement based on the difference between the cost of using the POC and the
traveler’ s normal cost to get to work.

g. Commercial transportation expense reimbursement is authorized/approved only if the expenses incurred
for travel to the alternate work site exceed the expenses ordinarily incurred by the traveler to commute to
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the PDS workplace.
h. A traveler is authorized reimbursement for other expenses such as tolls and parking when using a POC.
i. For distance determination JFTR, par. U2020/JTR, par. C1065 (DTOD requirements).

2. Meds. Withtwo limited exceptions (par. T4060-B14), atraveler may not be paid for meals within the
traveler's PDS boundaries. For travel outside the PDS limits, when the TDY is more than 12 hours,
reimbursement is 75% of the M& | E rate for the TDY location (using the highest rate if there is more than one
TDY location) for each travel day. No per diem isauthorized when TDY isfor 12 or fewer hours. However,
the AO may authorize/approve reimbursement of the actual amount paid, NTE the PMR (not including IE) for
the TDY location, when a uniformed member spends more than the cost of normal meal arrangements during
travel outside the PDS limits. JFTR, par. U4510 for occasional meals authority.

NOTE: Mission-related or personal expenses are not reimbursable. Theseinclude batteries, tools, film, giftsfor
childcare, house care, pet care, hotel concierge, or workout room/gym fees, and similar expenses.

E. Reimbursable Expenses. See APP G.

F. Reimbursement for Travel Expenses at the TDY Location

1. Reimbursement is authorized for necessary travel expenses at the TDY location. For specific expenses par.
T4030.

2. GOV'T vehicle/special conveyance useis limited to official purposes such as transportation to and from (65
Comp. Gen. 253 (1986)):

a. Duty sites,

b. Lodgings,

c. Dining fecilities,

d. Drugstores,

e. Barber shops,

f. Places of worship,

g. Cleaning establishments, and

h. Similar placesrequired for the traveler's subsistence, health or comfort.

3. If aGOV'’T vehicle/special conveyance is not authorized, the traveler is authorized reimbursement for
necessary public transportation costs.

4. If POC useis authorized/approved, reimbursement is the automobile TDY mileage rate times the miles
driven for the necessary travel around the TDY location.

5. Thetraveler must note the required miles driven.

T4045 TRAVEL ALLOWANCES FOR AN RC MEMBER (48 Comp. Gen. 301 (1968))

A. General. Par. T4045 appliesto an RC member on active/inactive duty under an order that provides for return
home. Par. U7150 for travel of a cadet and midshipman travel, an applicant and Senior Reserve Officers Training
Corps (SROTC) member, RC member travel for medical and dental care, a Ready RC member on muster duty, a
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retiree called to active duty, active-duty-for-training tours of 140 or more days at one location (except as noted in
par. U2146), and active-duty-for-other-than-training for more than 180 days at one location (except as noted in par.
T4045-E4).

B. Inactive Duty Training. An RC member commits to an obligation to participate in a finite number of scheduled
training periods (inactive duty training (IDT) unit drills) annually. Each Service has a different term for these
training periods, such as unit training assemblies, or weekend drills. Inherent in this obligation is the travel between
the member’ s home and the location at which the member normally performs “drill” (the armory, reserve center,
assembly location, etc.). The member receives no reimbursement for that travel except as provided in par. T4045-G.
For par. T4045-B, the Assigned Unit isan RC member’s designated post of duty and the TDY Station is an alternate
site outside the local commuting area (par. U3500) of the member’s assigned unit or home.

1. Travel from Home to Assigned Unit or Alternate Site in Local Commuting Area. Thereis no authorization
for travel and transportation allowances. In some cases of a Ready Reserve Select Reserve member, travel
expense reimbursement may be authorized/approved under par. T4045-G. The member may be authorized/
approved reimbursement under par. T4040-F for transportation expensesin 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.

2. Travel from Home/Assigned Unit or Other Locationto TDY Station. The member is authorized allowances
in pars. T4030 and T4040, 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. Thereisno authorization for travel and transportation allowances; however, the member ispaid TDY
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 AT. For AT travel, a member is authorized 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 daysto and from the AT location,
unless the member commutes daily or the AO determines the member can commute.

D. Per Diem Not Payable. No per diemis payable to:

1. An RC member at an AT site when both GOV'T QTRS and GOV’ T dining facility/mess are available;
however, the member is authorized reimbursement for the GOV’ T QTRS cost. If GOV'T QTRS and/or GOV'T
dining facility/mess are not available, per diem is payable under par. T4040-A;

2. An RC member on active duty without pay;

3. A newly enlisted member undergoing training when both GOV’ T QTRS and dining facility/mess are
available;

4. A Public Hedlth Service officer called to active duty for COSTEP;

5. An RC member who commutes daily, or the AO determines can commute, except for authority under par.
T4040-C if required to remain at the place of duty overnight outside the home's city limits;

6. An RC member on inactive duty training except when duty is performed at alocation other than the assigned
unit (designated post of duty includes training duty station, drill site and city where located) or local area (Par.
U3500) of the assigned unit or home. If required to occupy transient GOV’ T housing, reimbursement for actual
lodging cost is authorized;

7. A Standby RC member voluntarily performing without pay.

Change 287/541 0-17
11/01/10



APP O: TDY Travel Allowances (JFTR/JTR) T4000-T4075

E. Per Diem. When an RC member is ordered to:
1. Schoolhouse training, par. T4030 applies for transportation and par. T4040-B for per diem;

2. Deploy, to be one of personnel traveling together under an order directing no/limited reimbursement, on unit
travel, field duty, or at seatraining, par. T4030 applies for transportation, and par. T4040-C applies for per diem
for periods under 20 weeks. ;

3. ADT (other than schoolhouse) for fewer than 140 days or active-duty-for-other-than-training for 180 or
fewer days, transportation is determined under par. T4030, and per diem under business travel rulesin par.
T4040-A;

4. Active-duty-for-other-than-training for more than 180 days because of unusual or emergency circumstances
or exigencies of the Service and the Secretarial Process authorizes per diem, transportation is determined under
par. T4030, and per diem under the business travel rulesin par. T4040-A (or deployment rulesin par. T4040-
O).

F. Funeral Honors Duty. An RC member who performs funeral honorsin afuneral honors duty status (under 10
USC 812503 or 32 USC §115) at alocation 50 or more miles from the member’ s residence is authorized travel and
transportation allowances as for business travel under pars. T4030 and T4040-A and T4040-D.

Effective for travel that occurs 20 March 2008 through and including 31 December 2010

G. Inactive Duty Training Outside Normal Commuting Distance. The Secretary Concerned may authorize
reimbursement to an eligible Ready Reserve Select Reserve member for travel and transportation related expenses
for travel to an inactive duty training location (assigned unit — designated post of duty) to perform inactive duty
training when the member is required to commute outside the local commuting distance. For par. T4045-G, ‘outside
the local commuting distance” is defined as the local travel area as prescribed under par. U3500, but not less than
150 miles one-way by DTOD.

1. Eligible Member. A Ready Reserve Select Reserve member (and not just any RC member) must be:
a. Qualified in askill designated as critically short by the Service Secretary;

b. Assigned to a Selected Reserve unit with a critical staffing shortage or in a pay grade in the member’'s
RC with acritical staffing shortage; or

¢. Assigned to a unit or position that is disestablished or relocated as aresult of Defense BRAC or another
force structure reallocation.

2. Reimbursement. The following travel and transportation expenses for travel to and from an inactive duty
training location to perform inactive duty training may be reimbursed, NTE a total of $300 for each round trip.

a. Transportation. When commercial transportation is used, reimbursement is authorized for the actual cost
of the transportation used to include transportation between home and the transportation terminal and
between the transportation terminal and the training location. When POC is used, reimbursement is
authorized for the actual expense incurred (gas; oil; highway, bridge, and tunnel tolls; parking fees; and
other necessary expenses incurred incident to such travel). NOTE: Payment may not be on a commuted
basis, such as a mileage allowance for transportation costs.

b. Lodging and Meals. The actual cost of the member’slodging (including tax (NOTE), tips, and service
charges) and actual cost of meals (including tax and tips, but not including alcoholic beverages) may be
reimbursed NTE the locality per diem rate (http://www.defensetravel .dod.mil/perdiem/pdrates.html).
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NOTES:

1. Thelocality per diem lodging ceiling (http://www.defensetravel.dod.mil/perdiem/pdrates.html) in
CONUS and in a non-foreign OCONUS area does not include lodging tax. Lodging tax in CONUS or
in a non-foreign OCONUS area is a reimbursable expense (APP G) except when ‘MALT-Plus for POC

travel ispaid.

2. Thelocality per diem lodding ceiling (http://Aww.defensetravel.dod.mil/perdiem/pdrates.html) in a
foreign OCONUS area includeslodging tax. Lodging tax in a foreign OCONUS area isnot a

reimbursable expense.

H. Summary of Allowances for An RC Member

1. Table1 - Active Duty with Pay

ACTIVE DUTY WITH PAY 1/

Situation 2/

Transportation 3/4/

Per Diem

Annual training duty 5/

Par. T4030 applies.

Not authorized if GOV'T QTRS & dining
facility/mess available; otherwise par. T4040
applies. 6/7/

PHS officers called to active duty for
Commissioned Officer Student and Extern
Program (COSTEP).

Par. T4030 applies.

Not authorized. 6/7/

Pipeline Student--newly enlisted member
undergoing training.

Normally performed as personnel traveling
together with no/limited reimbursement (par.
T4040-C). If not, may be authorized
reimbursement under par. T4030.

Not authorized if GOV'T QTRS & dining
facility/mess available.

Member commutes or AO determines
member can commute.

Par. T4030-E applies for one-round trip only
provided the place of active duty is outside
home' s town/city limits.

Not authorized - payment may be authorized
under par. T4040-C if required to remain
overnight at place of duty outsde home's
town/city limits.

ADT for fewer than 140 days or active duty
for other than training for 180 or fewer days
at one location.

Par. T4030 applies.

Par. T4040 applies.

Active duty for other than training, required
by unusual or emergency circumstances or
Service exigencies, for more than 180 days.

Par. T4030 appliesif the Secretarial Process
authorizes per diem; otherwise Ch 5 applies.

Par. T4040 appliesif the Secretarial Process
authorizes per diem; otherwise Ch 5 applies.

2. Table 2 - Active Duty without Pay

ACTIVE DUTY WITHOUT PAY

Situation 2/

Transportation 3/4/

Per Diem

Others performing duty without pay.

Service discretion to reimburse under par.
T4040-C (as for personnel traveling together
with no/limited reimbursement) and/or par.
T4030-E (reimbursement on mileage basis)
none for an RC Standby Reserve member.

Not authorized except occasional meals
and/or QTRS may be authorized/ approved
(par. T4040-C) for travel daysonly 8/.

FOOTNOTES FOR TABLES 1 AND 2

1/ Appliesto an RC member called/ordered to active duty with pay under an order that provides for return to home
or place from which called/ordered to active duty. Includes aretired member called to active duty with or without
pay (except for periodic physicals for amember on the TDRL, JFTR, par. U7250).

2/ Except as noted in JFTR, par. U2146.

3/ No travel and transportation allowances are authorized if place of duty and home are in the corporate limits of the

same city or town.

4/ An RC member may not be paid for commuting from home to duty - only one round-trip may be paid per active
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duty period.

5/ Since atraining location is the PDS, no per diem is payable when GOV’ T QTRS and dining facility/mess are
available. Per diemispayable when TDY away from the training location or for traveling to and from the AT
location if not in a commuting status.

6/ Temporary lodging facilities are not GOV'T QTRS for purposes of thistable.

7/ An RC member on ADT not otherwise authorized per diem who occupies transient GOV’ T housing may be
reimbursed the actual cost incurred for service charges/lodging.

8/ An RC member on ADT not otherwise authorized per diem who occupies transient GOV’ T QTRS may be
reimbursed the actual cost incurred for service charges/lodging.

3. Table 3 - Inactive Duty Training with or without Pay

INACTIVE DUTY TRAINING WITH OR WITHOUT PAY 1/2/3/

This Tableisfor informational purposes only. Allowances are prescribed in par. T4045.

Situation Transportation Per Diem

May be authorized reimbursement under par.
T4040-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.

Travel from hometo Assigned Unit or
dternate sitein local commuting area of the
member’ s assigned unit or home. 4/

Not authorized.

Travel from home/assigned unit to TDY Par. T4030 applies limited to travel cost from .
Station. the assigned unit. Par. T4040 applies.
Travel from alocation other than Par. T4030 applies limited to travel cost from .
home/assigned unit to TDY Station. the assigned unit. Par. T4040 applies.

The member is paid mileage for the distance
limited to the distance from the assigned unit
to the alternate site less the distance from
home to assigned unit.

Travel from alocation other than
home/assigned unit to alternate site within
the local commuting area.

Not authorized.

RC Standby Reserve member voluntarily

; ) Not authorized. Not authorized.
performing without pay.

FOOTNOTES FOR TABLE 3

1 For travel and transportation allowance purposes, the assigned unit is the designated post of duty.

2 TDY dtation is alternate site outside the local commuting area (par. U3500) of the member's assigned unit or
home for par. T4045.

3 An RC member on inactive duty for training who is not otherwise authorized per diem and who occupies
transient GOV’ T housing may be reimbursed the actual cost incurred for service charges/lodging.

4 Par. T4045-G for limited authority for a Ready Reserve Select Reserve member to be reimbursed travel and
transportation expenses when the assigned unit is outside the member’s normal commuting distance.

T4050 TAKING A TYPICAL BUSINESS TRIP

A. Beforethe Trip

1. Cost Estimate. A traveler should obtain an estimate for the trip. It letsthe traveler and the AO know up-
front the standard and actual arrangements, associated costs, and the allowance maximums. It includes
transportation coststo and from the TDY location, lodging costs (including tax), and (if one is authorized) fees
determined by the DTS Reservation Module or directly from the CTO. The estimate also must reflect the per
diem rate broken out by M& I E and lodging and should also include any known planned miscellaneous
expenses. A traveler may ask the CTO to estimate the amount for using other commercial transportation.
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2. Tailoring the Trip. The AO decidesif the traveler should use non-standard arrangements for mission
reasons. The AO may authorize/approve certain changes for the traveler’ s convenience (for example, using a
car instead of flying). However, the standard arrangement's estimate (as the AO approves for mission reasons)
is the reimbursement baseline.

3. Authority for Travel. The AO authorizesthe TDY, the arrangements, determines the fund cite, and obligates
fundsto pay for the trip, to include the payment of atravel advance or scheduled partial payment, if included.
The resulting document is the Trip Record.

4. Travel Packet. The CTO updatesthe Trip Record with the confirmed reservations and commercial tickets.
The TO provides the documents needed for GOV’ T transportation if the CTO does not provide this service.

5. Paying for Arranged Services and Obtaining Cash to Pay for Expenses while Traveling. The CTO typically
usesthe traveler’sindividual (IBA) or unit GTCC to charge or hold reservations. Airline and/or rail ticketsin
some cases may also be charged to aCBA. While on the trip, the traveler should charge expenses incident to
official travel on the IBA or unit GTCC, whenever possible. For official travel-related expenses that cannot be
charged, the traveler can avoid using personal funds by using the IBA to obtain cash advances or travelers
checks. An advanceis not an option on a unit travel card.

B. During the Trip

1. Changing Plans. If travel plans change from the itinerary, the traveler should call the CTO toll-free number,
if possible, to modify theitinerary. The CTO must update the traveler’s Trip Record. Although the AO may
approve the changes after the trip is complete, it is best if the traveler obtains the AO’ s authority in advance,
and updates the Trip Record. Thetraveler isreimbursed only for changes the AO approves on the Trip Record.

*2. Receipts. Thetraveler must be able to produce each lodging receipt and each receipt for any individual
official travel expense of $75 or more. A ‘hotel’ receipt from an online booking agent, that is not itemized, is
not a lodging receipt.

C. After the Traveler Returns

1. Completing the Expense Report. A traveler should complete and submit the Trip Report expense report
portion within 5 working days after returning from the trip. The receipts (lodging, and individual expenses of
$75 or more) must be attached to the expense report.

2. AO Approval. The AO must approve the expenses on the Trip Record before the traveler is reimbursed.
Thisincludes reviewing the required receipts.

3. Submitting the Expense Report. If using the DTS, the expense report is automatically routed to a disbursing
office for payment. The amount paid is the amount the AO approves.

4. Random Audits. Random audits of travel expense reports are conducted. The traveler or AO may be
required to provide additional information to the audit team.

5. Lost/Stolen/Unused Paper Tickets. JFTR, par. U2515-A/JTR, par. C1320-A. Thetraveler:

a. Must safeguard issued paper tickets, carefully at all times;
b. Must immediately report alost/stolen paper ticket to the issuing CTO;
c. Isfinancially responsible to purchase a replacement ticket, when paper ticket is lost/stolen;

d. Must not be reimbursed for the purchase of a replacement ticket until the GOV’ T has received arefund
for the lost/stolen paper ticket;
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e. Isauthorized reimbursement initially only for the first ticket purchased (if the traveler paid for both
tickets). If the first lost/stolen ticket is recovered, turned in for arefund, and the GOV’ T is repaid,
reimbursement may then be made for the second ticket, NTE the cost of the first ticket; and

f. Must return unused paper ticketsto the CTO. Unused electronic tickets must immediately be reported to
the CTO for arefund. NOTE: SF-1170, Redemption of Unused Tickets, found at http: //www.gsa.gov, is
usable, if authorized in Service regulations, | CW turning in unused tickets.

T4060 AO RESPONSIBILITIES

A. General. The AO has broad authority to determine when TDY travel is necessary to accomplish the unit’s
mission, authorize travel, obligate unit travel funds, approve trip arrangements, and authorize travel expenses
incurred ICW that mission and IAW the JFTR/JTR. For acivilian traveler, the AO must determine the travel
purpose (JFTR/JTR, APP H) for notation on the Trip Record. The information provided by the DTS Reservation
Module or directly from the CTO is central in helping to execute those responsibilities.

1. Usethe cost estimate on the Trip Record to determine if the travel budget can support the travel. If the
standard arrangements made | CW travel policiesusing GOV’ T negotiated airline, lodging and rental car rates
do not meet mission needs, the AO may authorize other travel options requested by the traveler, provided they
conform to law, regulation, policy and contractual obligations. The AO authorizes the cost estimate.

2. Obtain information on policies relating to transportation and travel arrangements from the CTO and TO,
command channels or Service headquartersto assist in future travel decisions.

3. Assurethetraveler has accessto a GTCC (the unit’sor aCBA) if the traveler does not have a GTCC IBA.
Refer inquiries about card usage to the local GTCC program coordinator or the TO.

4. Adhereto policies and procedures, use good judgment in obligating unit funds, and ensure the traveler
receives adequate reimbursement |AW the JFTR/JTR.

B. What's Allowable and Not Allowable

1. Transportation

a. What an AO may direct. Other than a private or rental vehicle, an AO may direct the traveler to use a
particular transportation mode, when it is essential to mission success.

b. Options on city-pair flight use. APP P. Regulations applicable to the Contract city-pair Program are
found in DTR 4500.9-R, Part |, Ch 103, pars. A2 and B2
(http:/AMmww.transcom.mil/j5/pt/dtrpartl/dtr_part i 103.pdf).

2. Authorizing Business-class Transportation Accommodations. Only the officialslisted in JFTR, pars. U3125-
B2b and U3135-C (trains only)/JTR, pars. C2204-B2b and C2208-C (trains only) may authorize/approve
business-class accommodations use (two-star level or civilian equivalent). Examples of reasons for use of
business-class accommodations are found in JFTR, par. U3125-B4/JTR, par. C2004-B4, and must be recorded
on the Trip Record.

NOTE:

1. If business-class seating is provided at GOV' T expense, thetraveler isnot eligible for a rest period upon
arrival at the duty site or arest stop en route—at GOV’ T expense.

2. 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.
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3. The14-hour ruleonly (JFTR par. U3125-B4i/JTR, par. C2204-B4i) applies en route to the TDY site.
On areturn trip to the PDS, a business-class transportation authorization should not be provided.

4. When use of business-class accommodations is authorized/approved, use of business-class airfares
provided under the Contract City-Pair Program is mandatory.

5. When scheduling flights of 14 or more hours, the first choice is always to use economy/coach class and
arrive the day beforethe TDY beginsto allow for appropriate rest. Second choice alwaysisto use
economy/coach class and arrange an en route rest stop (preferably at a no-cost point allowed by the
airline) with arrival on theday TDY starts. The last option, and the most expensive option that should be
avoided whenever possible, is to use business accommodations arriving on the day the TDY starts. The AO
isnot required to authorize/approve a rest stop or an upgrade.

NOTE: Title 49 USC 8§40118(d) permitsthe Secretary of State and the Administrator of AID to
authorize their employeesto travel by foreign air carriers between two placesin foreign areas even if
U.S.-certificated air carriersare available. Thisauthority does not apply to a Uniformed Service
member (The Army, Nawvy, Air Force, Marine Corps, Coast Guard, NOAA, PHS), a DoD civilian
employee, or their dependents. A Uniformed Service member, a DoD civilian employee, and their
dependents are required to use available U.S.-certificated carriersfor all commercial foreign air
transportation asindicated in par. T4060.

3. Using U.S.-certificated Carriers. Available U.S.-certificated air carriers must be used for all commercial
foreign air transportation of persons/property when the GOV'T funds the air travel (49 USC 840118 and B-
138942, 31 March 1981). JFTR, par. U3125-C/JTR, par. C2204-B. U.S.-certificated carriers are not
“available” if:

a. Useof aU.S.-certificated air carrier would extend the travel by at least 24 hours when traveling between
aU.S. gateway airport and a foreign gateway airport that is the origin or destination;

b. Useof aU.S.-certificated air carrier would require the traveler to wait four hours or more at aforeign
gateway interchange point or extend the travel time by at least six hours more when traveling between two
points outside the U.S;;

c. Useof anon-U.S.-certificated air carrier would eliminate two or more aircraft changes en route on atrip
between pointsin foreign areas (i.e., the travel is not through the U.S. or a non-foreign OCONUS location);

d. The elapsed travel time by anon-U.S.-certificated air carrier isthree hours or less and travel by aU.S.-
certificated air carrier would be at least twice the time;

e. Thetravel can only be financed with excess foreign currency and available U.S.-certificated air carriers
do not accept the currency;

f. Only first class accommodations are available on a U.S.-certificated air carrier while less-than-first-class
accommodations are available on anon-U.S.-certificated air carrier; or

g. Air transportation on a non-U.S.-certificated air carrier is paid in full directly, or later reimbursed, by a
foreign government (e.g., under Foreign Military Sales (FMS) case funded with foreign customer cash or
repayable foreign military financing credits), an international agency, or other organization. (B-138942, 31
March 1981 and 57 Comp. Gen. 546 (1978)); NOTE: The Security Assistance Management Manual, Ch
4, par. C4.5.12 of DoD 5105.38-M, when travel ison Security Assistance Business.

NOTE 1: The‘Fly America Act’ does not require travel across the CONUS when traveling between two
OCONUS locations (e.g., Travel from Europe may be routed in an easterly direction to Asia instead of
west via CONUS. When it is determined that a U.S.-certificated air carrier isor was not reasonably
available for the most direct route between two OCONUS locations, use of a non-U.S.-certificated air
carrier may be authorized/approved (GSBCA 16632-REL O, 15 July 2005)).
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NOTE 2: When using code share flightsinvolving U.S.-certificated air carriersand non-U.S.-
certificated air carriers, the ticket must be issued through the U.S.-certificated air carrier. If theticket is
issued through the non-U.S.-certificated air carrier isused on theticket, theticket is considered to be a
non-U.S.-certificated air carrier and a non-availability of U.S.-certificated air carrier document is
needed.

4. Travel Involving L eave or Personal Convenience Travel. The AO may permit atraveler to combine official
travel with leave or personal travel. Contract faretravel must never be used for personal travel. JFTR/ JTR,
APP P, Part 2, par. E. Theofficia portion must be arranged through the CTO. Transportation reimbursement
is authorized for the cost of official travel between duty stations only. The traveler may arrange other travel
plans and pay the excess above the official cost; no excess costs for travel or M&IE are borne by the GOV'T.
For acivilian traveler, JTR, par. C4563-C applies. A member is not authorized per diem on any day leaveis
charged. Do not permit aTDY trip that isan excuse for personal travel.

5. Lodging Selection

a. CTO Lodging Arrangements. The AO should approve lodging arrangements arranged by the CTO to
minimize the use of rental cars and maximize the use of mass transportation when it is consistent with
mission requirements and cost effective.

b. Lodging Required on the Day Travel Ends. When lodging is required on the day travel ends and the AO
authorizes/approves the travel er to obtain lodging, the lodging reimbursement must be based on the locality
rate, or AEA if appropriate, for theenroute TDY site.

6. Rental Car. The AO may authorize the CTO to arrange arental car when it is the most cost-effective or
efficient way to complete the overall mission. The compact car size should be authorized unless alarger
vehicleisjustified AW JFTR, par. 3415-C1/JTR, par. C2102-C1.

7. Authorized Trips Home during Extended Business TDY. The AO may authorizereturn tripsto the PDS or
home only when travel funds are available to support the travel expenses. The AO must determine that
savings outweigh the periodic return travel costs. The TDY assignment length and purpose, return travel
distance, increased member or employee efficiency and productivity, and reduced recruitment and retention
costs must be considered. An analysis must be conducted at least every other year. The travel should be
performed outside the traveler's regularly scheduled duty hours or during leave. For a civilian employee,
scheduling the authorized travel to minimize payment of overtime should be considered. This authority applies
only to business or training TDY ..

8. Phone Callsto Home or Family during TDY. The AO may determine certain communications to atraveler's
home/family are official. These communications must be only to advise of the traveler’s safe arrival, to inform
or inquire about medical conditions, and to advise regarding changesin itinerary. The AO should limit these
communications to a dollar amount in advance of the TDY so the traveler is aware of the limit. The AO may
approve charges after the TDY, when appropriate (GSBCA 14554-TRAV, 18 August 1998).

9. Travel Expense Report. The Trip Record contains the expense report. The AO must review the amounts
claimed on the traveler's expense report as soon after receiving it as possible. The AO's signature on the
expense report certifies that the travel was taken, the charges are reasonable, the phone calls authorized for
reimbursement are in the GOV’ T’ s best interest, and approves the reimbursement of the authorized expenses.
Expense reports are subject to random selection for examination based on financial management directives.

10. TDY from Leave. An AO may direct someone on leaveto perform TDY if the need for the TDY is
unknown prior to the leave. If directed, the traveler must be authorized payment of normal TDY costs from the
leave location to the TDY location and back to the leave location, or back to the PDS.

11. Shipment or Storage of HHG. An AO may authorize/approve shipment of unaccompanied baggage for an
employee (JTR, par. C2309), or a small amount of HHG for amember (JFTR, par. U4705) to the TDY point.
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Also, the AO may authorize/approve storage of HHG for a member when appropriate. For example, storage
may be authorized during a deployment. The rules for shipping and storage HHG while on TDY arein JFTR,
Ch 4, Part H.

*12. Lower or No Per Diem Rates. There may be situations in which the combination of published per diem
rates with lodging and dining facility/mess availability may result inillogical payments. For example, aremote
TDY location with no GOV’ T dining facility/mess may have a club at which the meal cost is only a fraction of
the full M&IE. In these cases, an AO may recommend payment of lower or no per diem to the Service PoC
listed in the JFTR/JTR Introductions under the heading Feedback Reporting. Lower per diem rates can only be
established before travel begins. See par. T4040-A13e for more on reduced per diem for acivilian

13. Allowable Travel Days. The CTO computes the number of days allowed for travel based on the
transportation modes the AO specifies. Par. T4030-H. However, when the traveler uses more than the allowed
days, the AO may approve the extratime as official. Generally, an AO should only approve extratime when
the reasons for the additional time were beyond the traveler’s control (for example, strikes, weather).

14. TDY within the PDS Limits. Per diem may not be paid for expenses within the PDS limits, except:

a. Under emergency circumstances that threaten injury to human life or damage to GOV’ T property when
authorizing per diem is the only method to handle the situation; and,

b. To auniformed member escorting arms control inspection team members engaged in activities related to
implementing an arms control treaty or agreement.

Reimbursement is for actual meal costs up to the PMR (not including | E) and/or the actual lodging cost up to
the maximum rate for the PDS. Justifying reasons must be noted on the Trip Record.

15. TDY aboard Ships. Normally, aTDY traveler aboard a ship is fed without charge making the traveler
ineligible for per diem. However, aTDY traveler aboard a non-U.S. government ship may be charged for
meals. Inthissituation, an AO can determine a per diem rate to cover the food cost. This should not be
confused with an officer paying for mealsin the same manner as a ship's company officer.

16. Additional Allowable Travel Expenses for an Employee with a Disability. An AO may authorize/approve
certain additional travel expenses for an employee with a disability, such as the transportation and subsistence
expenses of an attendant accompanying the employee, and the cost of renting and/or transporting a wheelchair.
JIR, Ch 7, Part J, for specifics.

17. TDY Canceled or Modified. When it is necessary to cancel or modify a TDY trip after the traveler has
incurred nonrefundable expenses in preparation for the trip, such as nonrefundabl e advance room deposits, an
AO may authorize/approve reimbursement of those expenses.

18. TDY and RC Active Duty Time Limits for Per Diem Purposes

a. Except for TDY with units deployed afloat, TDY islimited to 180 consecutive days at any one location,
unless a Service or Agency Headquarters, or the Commander/Deputy Commander of a Combatant
Command, authorizes an extension. JFTR/JTR, Introductions for the Service points of contact. A civilian
employee should consult Internal Revenue Service (IRS), state, and local rules for income tax
implicationsfor TDY beyond oneyear. A school of at least 140 days duration is a PCS for a uniformed
member (except as noted in JFTR, pars. U1036 or U2146).

b. For an RC member, if ADT isfewer than 140 days, or fewer than 180 days for other than training duty
at any one location, travel and transportation allowances are payable asfor TDY. When an RC member is
called to ADT for 140 or more days, or more than 180 days for active-duty-for-other-than-training at one
location, travel and transportation allowances are payable under JFTR, Ch 5, as for PCS for an RC member
unless the call to active-duty-for-other-than-training is because of unusual or emergency circumstances or
exigencies of the Service concerned and the Secretarial Process authorized per diem.
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19. Movement of an Employee’s Dependents and HHG to Training Location. If the estimated per diem the
employee would receive at the training location, based on AO approved arrangements, is more than the
estimated cost of transporting the dependents and HHG to and from the training location, the AO may authorize
round trip transportation of the dependents and HHG between the PDS and the training location in lieu of the
estimated per diem payment. Transportation of dependents and HHG are IAW JTR, Chs 7 and 8. Private
vehicle mileage is reimbursed under JTR, par. C5050.

20. Temporary Change of Station (TCS). Instead of authorizing extended TDY (between 6 and 30 months) for
an employee, an AO may authorize aTCS. The employee (but not a member) is authorized limited PCS
allowances rather than TDY alowances. JTR, Ch 5, Part O.

21. Termination of Per Diem when Traveler Dieswhile on TDY. When atraveler dieswhileon TDY, per
diem continues through the actual (or determined) date the traveler died.

22. Per Diemwhen TDY or PDS Location |s a Reservation, Station, Other Established Area or Established
Large Reservation Subdivision. When the TDY point or new PDS is areservation, station, or other established
area (including established large reservation subdivisions (e.g., McGuire AFB and Ft. Dix) that falls within two
or more corporate city limits (e.g., the districts of Honolulu and any other such as Ewa, Hawai’i) or crosses
recognized borders (e.g., Ft. Campbell isin Tennessee and Kentucky), the per diem rate isthe locality rate
specifically listed for the reservation, station or other established area. When the location (reservation, station
or other established area) is not specifically listed in the per diem tables, the per diem rate is the rate applicable
to the front gate location for the reservation, station or other established area.

23. Lodging Not Availableat TDY Location. The TDY locality per diem rate for the location at which lodging
is obtained is used for computation only when atraveler isTDY at alocation where neither GOV’ T QTRS nor
commercial lodging isavailable. This applies only when the locality per diem rate for the lodging location is
higher than the locality per diem rate for the TDY location. The higher per diem rate must be
authorized/approved by the AO.

T4070 TDY GLOSSARY

Must, Shall, Should, May, Can, Will. The following definitions from DoD 5025.1-M apply:

HELPING VERB DEGREE OF RESTRICTION

Must, shall Action is mandatory

Should Action isrequired, unless justifiable reason exists for not taking action

May, can Action is optional

Will I's not restrictive; applies only to a statement of future condition or an expression of time
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APPENDIX P
CITY-PAIR PROGRAM

PART I: CITY-PAIR PROGRAM

ar. Contents

Policy (DTR 4500.9-R, Part L. Chap. 103, par. B2)
Scheduled Air Carriers
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PART Il: FREQUENTLY ASKED QUESTIONS ABOUT THE CONTRACT CITY-
PAIR PROGRAM

ar. Question

City-Pair Program FAQs

. How does the program work?

What are the city-pair program advantages?

Why can’t contractors use it? It would save the government alot of money!
What are the traveler’ s responsibilities for partialy or unused ticket?

What isa‘Code Share’ agreement between airline carriers?

> B

agrONE

City-Pair Program Policy FAQs

1. Who can useit?

2. Dol haveto use the contract carrier? Won't any airline do?

3. What makesit the best value? Isn't it just low bid?

4. How is Quality of Service Evaluated?

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

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

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

C. City-Pair Air Travel Accommodation FAQs
1. Do | haveto usethe contract carrier if authorized to use other than economy/coach class travel
(first or business-class)?
2. Can | upgrade to business-class seating to accommodate my disability at Government expense?
3. Cantheair carrier charge for premium seating and if so, isthe charge reimbursable?
4. What happen to my changed airline ticket reservation?

D. City-Pair Airline Airfare FAQs
1. How do | know if there is a contract airfare?
2. Can| combine two contract city-pair airfares to save money?
3. How can | know that my travel was ticketed using the GSA Airline City-Pair airfare rate?
4. How early is early to take advantage of the Government discount for normal airline city-pair
airfares (_CA)?
5. Why does the Government have to pay the Airline Passenger Excise tax? Isn’t the Government
exempt from taxes?
6. How can the cost of acity-pair flight between two cities vary on the same airline but different
flights?
7. The price shown in the E-GOV Travel Service or Defense Travel System (DTS) online booking
engine is different from what is shown on the GSA Airline City-Pair website. How do | know the
guoted airline prices are the Government rate? How do | know | am getting the Government rate for
my airline reservations?
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E. City-Pair Travel Allowance FAQs:
1. | livein an area/location with multiple airports. What is the rule regarding what airport | must use
when traveling on official Government?
2. Can| use acontract city-pair airfare for personal travel and if so, in conjunction with official
Government travel? What if the Government cancelled my leave or | received my TDY order while
on leave without knowing of the TDY prior to taking leave?
3. What Government-sponsored |eave programs qualify for contract city-pair airfares?

F. GSA Points of Contact
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Regulations applicable to the Contract City-Pair Program are found in DTR 4500.9-R, Part I, Chapter 103, pars. A2
and B2 (http://www.transcom.mil/j5/pt/dtrpart1/dtr_part i 103.pdf). Followingisan edited extract from that
regulation.

*A. Policy (DTR 4500.9-R, Part L. Chap. 103, par. B2)

*1. GSA Airline City-Pairs Program. Each year, under the Airline City-Pairs program, the GSA Federal
Supply Service awards contracts for air transportation for travelers on official GOV'T travel. The contracts are
awarded competitively based on the best overall value to the GOV'T. The best value decision is based on
considerations of the type, distribution and number of flights, the average flight time, and the offered price. For
more information, “ Travel on Government Business and Air Travel/City-Pairs’
(http://www.gsa.gov/portal/category/27228).

2. Some GSA routes may offer “dual airfares’; one airfare is an unrestricted airfare (fare basis code “ Y CA”)
and the other an unrestricted capacity-controlled airfare (fare basiscode“__CA”). The unrestricted capacity-
controlled airfare differs from the unrestricted airfare only in that the airline can limit the number of seats
offered under the unrestricted capacity-controlled, or “*_CA” airfare basis (referred to as “ capacity controlled”).
The unrestricted airfare, or “YCA”, has alast seat on the aircraft availability to the traveler. Neither airfare
basis requires advance purchase and has no minimum nor maximum stay requirements, travel time limits, or
blackout periods. The unrestricted capacity-controlled airfareis, in many cases, significantly less expensive
than the unrestricted airfare. DoD travelers are encouraged to make reservations as far in advance as possible to
increase the chance of obtaining an unrestricted capacity-controlled GSA Airline City-Pairs airfare on the routes
offering the dual airfare structure. Thelocal CTO can provide information on what routes offer dual airfares.

3. AGOV'T contractor isnot authorized to use GSA city-pair airfaresto perform travel under a contract.

4. Grantees (whether civilian or foreign military personnel) cannot use GSA city-pair airfares. Usethe
chain of command for " grantee” status determinations.

5. Non-mandatory Users. A non-mandatory user may request contract service, or have contract service
requested, on an optional basis. Contract carriers may, but are not required to, furnish any requested service to
non-mandatory users. Non-mandatory users are:

a. Any member and/or employee of the U.S. Congress; employee of the Judicial Branch of the GOV'T;
employee of the U.S. Postal Service; U.S. Foreign Service Officer; and an employee of any agency who is
not subject to the provisions of 5 USC §5701-5709.

b. A DoD recruit traveling from Military Entrance Processing Stations (MEPS).

c. Any group of 10 or more passengers traveling together on the same day, on the same flight, for the same
mission, requiring group integrity and identified as a group by the TM'S upon booking is not a mandatory
user of the GOV’ T’ s contract city-pair airfares. For group travel, agencies are expected to obtain air
passenger transportation service that is practical and cost effective to the GOV'T.

NOTE: A Digtrict of Columbia Government employee, with the exception of the District of Columbia Courts,
isnot eligible to use contract city-pair airfares even though the employee otherwise may be covered by the
FTR.

6. Exception to the Use of Contract Carriers: One or more of the following travel conditions, which must be
certified on the travel order, travel voucher, or other document provided by the traveler or AO, must apply if a
non-contract carrier or a contract carrier other than the primary contractor is used for travel within a contract
route.
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a. Space on a scheduled contract flight (including a confirmed pet space (NOTE)) is not availablein time
to accomplish the travel purpose, or contract service use would require the traveler to incur unnecessary
overnight lodging costs that would increase the total trip cost.

NOTE: When pet shipment is the determining factor for non-use of the lower cost GSA Airline City-Pair
airfare, thetraveler and not the GOV'T isresponsible for costs exceeding the most economical travel
routing. DTR, Part |, Chapter 103, par. B.2.c (note) for the source of thisNOTE.

b. The contract carrier’ s flight schedule isinconsistent with explicit policies of individual federal
departments and agencies to schedule travel during normal working hours. JFTR, par. U3006/JTR, par.
C1059.

¢. A non-contract (DoD-approved) U.S.-certificated carrier offers alower airfare available to the general
public, the use of which resultsin alower total trip cost to the GOV’ T, to include the combined costs of
transportation, lodging, meals, and related expenses. NOTE: This exception does not apply if the contract
carrier offersa comparable airfare and has seats available at that airfare, or if the lower airfare offered
by a non-contract carrier islimited to a GOV'T and/or military traveler on official business and only
may be purchased with a GOV’ T procurement document (e.g., a GTR), GTCC, or through a centrally
billed account (e.g., YDG, MDG, QDG, VDG, and similar airfares).

d. Rail serviceisavailable and that serviceis cost effective and consistent with mission requirements.

e. Smoking is permitted on the contract flight and the nonsmoking section of the aircraft is not acceptable
to the traveler.

7. Requirements that must be met to use a non-contract airfare (FTR §301—-10.108)

a. Before purchasing a non-contract airfare one of the exception listed in par. A6 must be met and use of a
non-contract airfare approved on the travel order; and

(b) If the non-contract airfare is nonrefundable, restricted, or has specific eligibility requirements, the
traveler must know or reasonably anticipate, based on the planned trip, that the ticket will be used; and

(c) Thetraveler's agency must determine that the proposed non-contract transportation is practical and cost
effective for the GOV'T.

NOTE: Carrier preferenceis not a valid reason for using a non-contract airfare.

B. Scheduled Air Carriers (DTR 4500.9-R, Part L. Chap. 103, par. A2)

1. Contract air service between city-pairs should be used for all domestic travel, and for international travel
when AMC Category B/Patriot Expressis not available or does not meet the mission requirement. |f a contract
city-pair airfare isnot available, the policy-constructed airfare (APP A1) (including alower airfare offered by
anon-contract carrier limited to GOV'T and military travelers on official business, e.g., YDG, MDG, ODG,
VDG, and similar airfares) should be used. However, the AQO retains the authority to authorize alesser airfare
and the traveler retains the ability to seek alesser airfare. NOTE: Foreign military personnel are not
authorized to use GSA city-pair airfares.

2. GOV'T contractor personnel must never be in possession of | TAswhilein the performance of their
contracts and are prohibited from using GOV’ T discount airfares provided in the Contract City-Pair
Program when purchasing commercial airline tickets.

NOTE: For civilian personnel, JTR, par. C2001-A2c for policy regarding Rail or Bus service use.
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PART 2: FREQUENTLY ASKED QUESTIONS ABOUT THE
CONTRACT CITY-PAIR PROGRAM

A. City-Pair Program FAQs

1. How does the program work?
a. First, GSA concentrates the GOV’ T's market share to make the most of the competition available. The
GOV’ T'sdelivery of market share drivesthe program. To ensure favorable airfares, atraveler is expected to
select the contract carrier.

b. Second, GSA workswith GOV'T agencies attempting to meet the Federal traveler's needs by securing
convenient and timely flights.

¢. Third, GSA worksin partnership with the airlineindustry. The airfares are so attractive, that only a Federal
employee (or auniformed member and/or their respective dependents) traveling on official businessis
permitted use, with few limited exceptions.

2. What are the city-pair program advantages?
a. No advance purchase required,
b. No minimum or maximum length of stay required,

c. Fully refundable tickets and no charge for cancellations or changes,

d. YCA seating not capacity controlled (If there is an available coach class seat on the plane, it must be offered
to the traveler for purchase.),

e. No blackout dates,

f. Locked-in airfares facilitate travel budgeting,

g. Significant discounts over regular walk-up airfares, and

h. Airfares are priced on one-way routes simplifying multiple destination travel.
3. Why can’t contractors use it? It would save the GOV’T a lot of money!
GSA recognizes that although a contractor may work and travel with a Federal employee/uniformed member, a
contractor is not a Federal employee. Because the contract fares are low and the terms favorable, the airlines do
not extend the contract fares to a contractor. The program savesthe GOV’ T roughly $2 billion annually. GSA
advises that the purchase of a contract city-pair airfare ticket on behalf of a GOV’ T contractor iswrong, isa
misuse of the city-pair program, and could jeopardize its future success.
4. What are the traveler’s responsibilities regarding refunds for partially or unused tickets?
An airlineticket purchased for aGOV'’T traveler for authorized travel is unused or partially used when:

a. Travel isterminated short of the authorized destination.

b. The return portion of around trip is not used.

c. Thetravel actually purchased is different or of alesser value than what was authorized.
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Thetraveler isresponsible for contacting the travel agent, CTO, or airlines (if purchased directly from the airlines)
to obtain a refund and must notify the agency when refunds are due on an unused or partially used ticket (paper or
e-ticket). The GOV'T and taxpayers lose millions of dollars each year when atraveler does not initiate the refund
process.

5. What is a ‘Code Share’ agreement between airline carriers?

A code shareisacommercial agreement between two airlinesthat allows an airline to put its two-letter
identification code on the flight of another airline, asthey appear in computerized reservations systems. Most
airlines, including all City-Pair Program contract carriers, participate in some type of commercial code-share
agreement.

B. City-Pair Program Policy FAQs

1. Who can use it?

The City-Pair Program is so attractive that usage is strictly limited by the contracts between GSA and the airlines.
There are afew exceptions, but in general, only a Federal employee or uniformed service member and their
respective dependents on official travel, may use the program with an appropriate form of payment (GTCC, either
the IBA card issued to the traveler or a CBA used by an organization, or aGTR). GTR acceptanceislimited to
international travel, travel related expenses, and special circumstances for domestic travel. Specia circumstances
are defined as Acts of God, emergency situations, and when purchasing adomestic ticket inthe U.S. in
conjunction with travel that originated overseas. Grantees (whether civilian or foreign military personnel)
cannot use GSA city-pair airfares. Usethe chain of command for " grantee" status determinations.

2. Do I have to use the contract carrier? Won't any airline do?

A Federal or uniformed traveler on official businessis required to use the contract carrier (as a‘mandatory user’)
unless a specific contract exception applies. Thisrequired use is one of the incentives necessary to obtain airline
participation in the city-pair program and allows the airlines to anticipate the business volume necessary to offer
discounted rates. Choosing not to use the contract carrier because of personal preference, frequent flyer clubs,
etc., isaviolation of the contract and of Service/Agency policy and regulations.

Commercial airfares can be highly volatile, so an exception to the mandatory use requirement allowsa GOV’ T
traveler to take advantage of any low commercial airfares offered by contract — or U.S. certified non-contract-
carriers, if the airfares are also offered to the general public. Non-contract airfares that are offered only to a
GOV'T traveler (sometimes called "DG" airfares) are not included in this exception. When GOV’ T/GOV' T-
contracted transportation/CTO (APP A) or in-house services are available, it is still mandatory for the traveler to
use those services when arranging officia travel.

Specific exceptions to the use of the contract carrier are:

a. Space or ascheduled contract flight is not available in time to accomplish the travel purpose, or use of
contract service would require the traveler to incur unnecessary overnight lodging costs which would increase
the total cost of thetrip (NOTE: This does not allow for unreasonable ‘schedules asareason for not using a
City-pair carrier.); or

b. The contractor's flight schedule isinconsistent with explicit policies of the traveler’ s Federal department or
agency with regard to scheduling travel during normal working hours (JFTR, par. U3006 and JTR, par. C1059);
or

c. A U.S.-certificated non-contract (or the contract) carrier offers alower airfare to the general public that, if
used, resultsin alower total trip cost to the GOV’ T (the combined costs of transportation, lodging, meals, and
related expenses considered); or
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NOTE 1 to paragraph (c): This exception does not apply if the contract carrier offersthe same or lower
airfare and has seats available at that airfare, or if the airfare offered by the non-contract U.S.-certificated
carrier isrestricted to a GOV’ T or military traveler performing official business and may be purchased only
with a GTCC (IBA or CBA) (e.g., YDG, MDG, QDG, VDG, and similar airfares) or GTR where the two
previous GTCC options are not available;

NOTE 2 to paragraph (c): The 'exclusion to this exception' isthat if the contract carrier offersthe sameor a
lesser cost restricted airfare to the general public, the traveler/command must use the restricted airfare
offered by the contract carrier. If the contract carrier offersa restricted airfare to the general public, that
restricted airfare must be used by the traveler/command if using a restricted airfare unless another U.S.-
certificated airline offers a still lower restricted airfare not matched by the contract carrier.

NOTE 3 to paragraph (c): Discounted commercial airfare restrictions usually include non-refund ability,
change or cancellation fees, minimum or maximum stay requirements and/or extended calendar blackout
periods. A traveler/command that uses this exception would have to abide by the many restrictions that
typically go along with lower commercial airfares. Allowing use of the restricted airfare should be stated in
the travel order thereby making the command liable for change feesif any. If atraveler smply purchases
therestricted airfare without command authority, the traveler is responsible for the change fees. A traveler/
command must ensure that uses of restricted airfares are to the GOV’ T' s advantage, meet mission needs,
and require no foreseeable changes to the itinerary. Reimbursement for additional transportation expenses
for changesto a travelersitinerary for reasons beyond the traveler's control (such as acts of God, restrictions
by GOV’ T authorities, changesin mission, or other satisfactory reasons) may be authorized/approved when
certified by the AO.

EXAMPLES: Airline X isthe city-pair contract carrier and Airline Y is another U.S-certificated non city pair
carrier.

Example 1: If Airline X offers the same or alower restricted airfare as Airline Y, the traveler/command
must stay with Airline X the contract city pair carrier and use the contract carrier's restricted airfare. Even
though Airline X matches Airline Y in the airfare, the traveler/command must use Airline X.

Example 2: If Airline X offers arestricted airfare to the general public, in addition to the contract city-pair
airfare, the traveler/command may opt to use the less costly restricted airfare on the city-pair carrier
(accepting al the restrictions) if permitted on the travel order.

Example 3: If Airline Y offers alower/restricted airfare and Airline X does not offer the same or alower
restricted airfare to the general public than does U.S-certificated Airline Y, the traveler/command may use
(Airline Y) the non-contract city pair airfare if permitted on the travel order.

d. Cost effectiverail serviceisavailable and is consistent with mission requirements; or

e. Smoking is permitted on the contract flight and the nonsmoking section of the contract aircraft is not
acceptable to the traveler.

NOTES:

(1) Any group of 10 or more passengers traveling together on the same day, on the same flight, for the
same mission, requiring group integrity, and identified as a group by the travel management service (CTO)
upon booking is not a mandatory user (i.e., cannot use without specific airline permission) of the GOV'T's
contract city-pair airfares. For group travel, agencies are expected to obtain air passenger transportation
servicethat is practical and cost effective to the GOV’ T.

(2) Contractors are not authorized to use contract city-pair airfaresto perform travel under their
contracts.
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(3) If the GOV'T contract city-pair carrier offersa lower cost capacity-controlled coach airfare (MCA,
QCA, VCA, etc.) in addition to the unrestricted coach class contract airfares (YCA), the traveler should use
the lower cost capacity-controlled airfare when it is available and meets mission needs.

3. What makes the city-pair airfare the best value? Isn't it just low bid?

Absolutely not. Awards are made after measuring both quality of service and price. Thisallows an award to be
made to a higher priced carrier if that carrier has superior service.

4. How is Quality of Service Evaluated?
A minimum service standard is set for each city-pair. This minimum applies to the number of flights per day in
each direction, a maximum ground time (90 minutes domestic/180 minutes international) and limits on circuity

(how far out of the way the carrier can take you). Service standards change annually based on service availability.

To determine best value, atechnical evaluation is conducted to evaluate the quality of each offeror's service based
on the following considerations:

a. Time and Type of Service: Thisfactor looks for flights offered throughout the day. Nonstop service, at
convenient times, scores best under this factor.

b. Flight Time: This factor looks for the shortest total flight times, based on each carrier's routing. Nonstop
service scores best under this factor.

¢. Number and Type of Flights: Thisfactor considers the number of flights offered throughout the day, to
provide the traveler with several choices. Carriers with lots of nonstop flights score best under this factor.

d. Jet Service: Thisfactor gives preference to jets over propeller aircraft.
All these factors are weighed against price and a best value decision is made.
5. Why isn't every award for non-stop service?

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

a. A non-stop carrier is not available for a specific route.

b. The non-stop carrier did not offer on the city-pair. Some carriers have so much traffic on certain routes that
they do not want the GOV’ T business for the route.

¢. The non-stop 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 beneficia for a Federal traveler.

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

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

6. Can't GSA make a carrier add nonstop service?
No. Even though the City-Pair Program is huge, with saleswell over $1 billion per year, it still represents only

about 2% of the airlines’ business. Unless the commercial traffic warrantsit, a carrier does not add a new route or
improved service levels for the GOV'T.
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7. Can GSA require the airlines to offer smoke free international flights?

GSA is buying a commercia 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
isworking closely with the airline industry to encourage them to offer smoke free flights. There isan exceptionin
the contract to the use of the contract carrier when smoking is permitted on the contract flight (par. B.2, above,
last exception listed).

C. City-Pair Air Travel Accommodation FAQs

1. Do I have to use the contract city-pair air carrier if authorized to use other than economy-/coach-class
airfare (business-or first-class)?

Yes. The City-Pair Program contracts are mandatory for coach and, within DOD, for other than economy-/coach-
class service when the contract carrier offers an other than economy-/coach contract airfare. Other than economy-
/coach-class service accommodation must be authorized IAW the JFTR/JTR.

2. Can | upgrade to business-class seating at GOV’T expense to accommodate my disability?

Maybe. |AW Agencies/Services policy, other than economy-/coach-class travel accommodations, dueto a
medical disability/ special need, may be used only when thereis no alternative means to accommodate the
traveler’s condition (e.g., bulkhead, aisle seating, use of two adjoining coach-class seats, etc.). The condition
must be certified by a competent medical authority (i.e., alicensed medical practitioner) and authorized by the
other than economy-/coach-class AO in advance of travel IAW JFTR/JTR requirements. A certification
validating the medical disability/special need is effective for up to six months or the duration of the medical
disability/special need, whichever is shorter. A medical disability/specia need described as alifelong condition
requires a certification statement every two years from a physician.

3. Can the air-carrier charge for seating ‘options’ and if so, is the charge reimbursable?

Some airlines have instituted charges for seats they believe to be ‘options', i.e., front of the cabin, larger seats, etc.
The choice to pay extrafor ‘optional’ seatsis personal to the traveler and isnot a GOV’ T requirement. The
expense is borne by the traveler and is not reimbursable. Such situation can be avoided by making reservations
early for the best seat selection possible as seat arrangements are under the carriers’ control, confirm seat
assignments as early as alowed, early flight check-in preventslosing pre-reserved seats with late check-in times
as these seats may be released for other passengers close to departuretime. Y CA airfares do not guarantee a
specific seat is available to the traveler.

4. If I make a voluntary change after my ticket was issued, why does it have to be reissued?

The airline carriers charge a change fee to travel agentsthat do not reissue a ticket when atraveler makes a
voluntary change to aticketed transaction. Thisisa policy between the airlines and travel agents and not under
the purview of the City-Pair program contract. If atravel agent does not change the record, the carrier won’t be
able to determine if aflight is overbooked or if additional monies should be collected or refunded because of the
change. When the traveler checks in, the record will not show the most recent changes, which may affect the
ability to board that flight.

D. City-Pair Airline Airfare FAQs

1. How do I know if there is a contract city-pair airfare?

*Contract city-pair airfares are identifiable because they normally carry the airfare designator YCA or -CA. You
can ask your (Contracted) Commercial Travel Office (CTO) or Travel Management Center (TMC) or check the
following city-pair website http://www.gsa.gov/portal/category/27228.
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2. Can I combine two contract airfares to save money?

If there isa contract airfare for the origin to destination route, the answer isno. If thereis no contract airfare for
the origin to destination route, the answer is yes.

3. How can | know that my travel was ticketed using the GSA Airline City-pair airfare rate?

The ticket shows athree-letter airfare basis code with CA (Contract Award) as part of it. Airline City-Pair tickets
areissued using one of the following airfare basis codes:

a. YCA = Guaranteed GSA economy-/coach-class city-pair airfare which is a highly discounted unrestricted
airfare. If the GOV'T contract city-pair carrier offers alower cost capacity-controlled coach class contract
airfare (MCA, QCA, VCA, etc.) in addition to the unrestricted coach class contract fares (Y CA), the traveler
should use the lower cost capacity-controlled airfare when it is available and meets mission needs.

NOTE 1: Personal frequent-flyer or mileage reward points use | CW official travel isnot a valid reason to
request a YCA airfarewhen a _CA airfareisavailable. If thetraveler electsto use the unrestricted coach
class contract fares (YCA) when a lower cost capacity-controlled coach class contract airfareis available and
the cost exceeds the cost of the lower cost capacity-controlled airfare, the traveler isfinancially responsible to
the GOV'T for the cost difference between the YCA airfare and the lower capacity-controlled airfare. CBCA
1511-TRAV, 7 May 2009.

NOTE 2: Thisdoes not establish the CA asthe basisfor policy-constructed airfare — that remainsthe YCA.

b. CA = Limited capacity, GSA economy-/coach- class city-pair airfare which capacity controlled airfare with
a deeper discount preferred by the GOV'T.

Thefirst letter of the three-letter airfare basis code in (b) varies by airline (e.g., LCA, QCA, etc). Theonly
difference between the YCA and _CA isthat there are alimited number of seats on the less-costly _CA Airline
City-Pair rate which varies carrier-by-carrier and market-by-market. Therefore, atraveler should make flight
reservations as soon as plans are firm.

If travel plans are uncertain (e.g., last minute ticket changes are likely), compare the difference between the Y CA
and _CA airfares with the cost (if any) of the travel agent’s transaction fee to make ticketing changes. If the
differenceis small, it may be more cost effective to book an Y CA airfare from the start. If the differenceislarge,
it may be beneficial to book a_CA airfare and make changes, if necessary.

4. How early is early to take advantage of the GOV’T discount for normal airfare city-pair airfares ( CA)?
The city-pair airfare program encourages a GOV’ T traveler to book reservations as early as possible. Once a
traveler decides that atrip is necessary, the reservation should be made. The earlier the reservation, the better the
chances are that the agency can receive the additional savings (-CA known as capacity controlled city-pair
airfares).

5. Why does the GOV’T have to pay the Airline Passenger Excise tax? Isn't the GOV’T exempt from tax?

The Federal GOV'T is often exempted from state and local tax. However, the airline passenger excisetax isa
Federal tax which the Federal GOV’ T must pay.

6. How can the cost of a city-pair flight between two cities vary on the same airline, but different flights?
While the base airfare and tax are required to be the same for al of a contract carrier’ s flights (using the same

airfare basis) between two cities, the airport and security fees may vary. The fees are based on the number of
airports used, even if you do not change planes.
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7. The price shown in the Defense Travel System (DTS) online booking engine (OBE) is different from
what is shown on the GSA Airline City-Pair website. How do | know | am getting the GOV’T rate for my
airline reservations?

The DTS vendors OBE displays valid GSA contract city-pair airfare rates, but they display them differently than
the GSA Airline City-Pair website.

a. The GSA website liststhe airfares for general information purposes only. The GSA website shows the
domestic price for the base airfare, tax included but without fuel surcharge fees, segment, airport and security
fees. International Airline City-Pair airfares on the GSA websites are shown as base airfare only, exclusive of
all fees and tax.

b. The DTS vendors can book reservations and show either the base airfare (without tax) or the total cost (base
airfare, fuel surcharge fees, tax plus airport and security fees) depending on which DTS vendor is used.

E. City-Pair Travel Allowance FAQs

1. I'live in an area/location with multiple airports. What is the rule regarding what airport I must use
when traveling on official GOV’T business?

A traveler can use the airport that best suits the needs in areas/locations with multiple airports, except when the
AO determinesin written policy that a specific airport should be used after considering the most cost-effective
routing and transportation means (to include not only airfares, but also transportation to and from airports)
and may consider potential lost work time. CONUS areas/l ocations with multiple airports include: Chicago,
Dallag/Fort Worth, Detroit, Houston, Los Angeles, New Y ork, San Francisco and Washington, D.C.

2. Can | use a contract city-pair airfare for personal travel taken in conjunction with official GOV'T
travel? What if the GOV’T cancelled my leave or | received my TDY order while on leave without
knowing about the TDY before going on leave?

The use of contract city-pair airfaresis limited to official travel only. If personal travel istaken in conjunction
with official GOV'T travel, the contract city-pair airfares cannot be used for that portion of the trip since that
travel ispersonal. These city-pair airfares cannot be used to and/or from an unofficial point (such as aleave point)
unlessthe GOV’ T is paying for the leave travel to (and/or from) the leave point.

Example 1: A traveler receivesaTDY order for TDY travel (official travel) from Atlanta, GA, (PDS) to San
Francisco, CA, (TDY) and return. The traveler traveled from GA, to Chicago, IL, (personal convenience) to take
leave in Chicago en route to San Francisco. GOV'T and traveler limitations are;

a. Usethe two one-way contract city-pair airfare costs for the official travel legs (GA to CA and CA to GA) to
determine the constructed transportation reimbursement limit. In this example, the GOV'T one-way airfareis
$251 and round-trip is $502.

b. Reimbursement for the entire trip is limited to $502. The contract city-pair airfare is available only to the
trip from San Francisco to Atlanta. The traveler must use airfares available to the general public for the GA to
IL and IL to CA legs. Thetraveler is paid the lesser of actual or constructed expenses.

Example 2: A traveler goes on leave to Denver, CO. The leaveisinterrupted for official TDY to San Francisco,
CA. TheTDY assignment was not known prior to the traveler’s departure on leave. Thetraveler’'sPDSis
Atlanta, GA. GOV'T and traveler limitations are travel from Denver to San Francisco and return back to Denver
to resume leave or back to Atlantais official travel. City-pair airfares may be used in accordance with JFTR, par.
U4105-F (uniformed member) or JTR, pars. C4440 and C4564 (civilian employee).

NOTE: CTO useismandatory for official travel from Denver to San Francisco and return to Denver or
Atlanta.
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3. What GOV’T-sponsored leave programs qualify for contract city-pair airfares?

Contract city-pair airfare use MAY BE POSSIBLE for official GOV’ T-funded |eave transportation programs
listed below; and when ordered TDY while on leaveif the TDY assignment was unknown prior to taking leave.
Refer to the applicable leave transportation programs within the JFTR/JTR for actua authority when contract city-
pair airfares may be used.

a. Civilian Employee: RAT (Ch 5, Part K and APP I3-E4b), FVT (JTR, par. C7550), EVT (JTR, par. C7602),
FEML (JTR, par. C7700), and R& R (JTR, par. C7750). A dependent also may qualify for certain leave
transportation; refer to cited JTR references for authority.

b. Uniformed Member: COT (JFTR, par. U7200), Emergency Leave (JFTR, par. U7205), FEML (JFTR, par.
U7207), and R&R (JFTR, par. U7300). A dependent also may qualify for certain leave travel transportation
allowance; refer to cited JFTR references for authority.

*F. GSA Points of Contact. GSA - Airfares (City Pair Program) at www.gsa.gov/citypairs or contact following
POCsat GSA - Airfares (City Pair Program) - Ask the Expert below for more information on GSA's Airline City-
Pair Program. Only those without I nternet access should call.

Mr. Jerry Bristow Mr. Jerry Ellis Mr. Vincent Aquilino
Program Manager Contract Specialist Program Analyst
Contract City-Pair Program City-Pair Program City-Pair Program
(703) 605-2925 (703) 605-2928 (703) 605-2271
Jerome.bristow@gsa.gov Jerry.ellis@gsa.gov Vincent.aquilino@gsa.gov
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APPENDIX R

CONFERENCES

JFTR/IJTR, APP R appliesto Uniformed Members and DOD civilian employees (JFTR, par. U1000 and JTR, par.
C1001-C). Itisderived from the Federal Travel Regulation (FTR) and references are cited within APP R.

PART I: CONFERENCE PLANNING POLICY (FTR §301-74)

Par.
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Title/Contents
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Policy (FTR 8§301-74)

Scope and Coverage

Definitions

Actions Required

Cost Considerations

Cost Comparisons

Conference Site Selection (FTR §301-74.5)

Requirements for Attendance, Sponsoring or Funding a Conference at a Place of Public Accommodation (FTR
8§301-74.14; 74.15)

Advertisement or Application Form for Conference Attendance (FTR §301-74.16)
Selection of Attendees

Conference Adminigtrative Costs

Conference Lodging Allowance

Conference Lodging Allowance Approval Authority (FTR, 8301-74.24)
Conference M& |E Rate

Guidance for Conference Planning (FTR, 8301, APP E)

PART Il: CONFERENCE ATTENDANCE

IOTMoOO®P

o -

Generd

Authority

GOV'T Sponsored Conferences

Non-GOV' T Sponsored Conferences

Regigtration Fees and Miscellaneous Expense

Membership Fees and Dues

Entertainment Expenses

Advance Payment of Discounted Conference or Training Registration Fee (FTR 8301-74.25)
Guidance from the Comptroller General of the United States Concerning Reasonable Conference Costs
Including Meals and Light Refreshments at a Formal Conference

Proportional Meal Rate (PMR) Computation Examples
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PART 1: CONFERENCE PLANNING POLICY (ETR 8§301-74)

A. Authority. OMB Bulletin No. 93-11, dated 19 April 1993, To The Heads of Executive Departments and
Establishments, Subject: Fiscal Responsibility and Reducing Perquisites, Attachment 5.

*B. Policy. (FTR 8301-74) The public interest requires that the Uniformed Services and DoD agencies exercise
strict fiscal responsibility when selecting conference sites. Accordingly, the Services and agencies must select
conference sites that minimize conference costs. When Service/DoD Agency representatives attend conferences
sponsored by others, the Service/DoD Agency must keep its representation to a minimum consistent with serving the
public's interest.

C. Scope and Coverage. This guidance appliesto all Executive Departments, agencies and the Uniformed Services
that sponsor conferences or pay for travel to conferences. In addition to conference travel by Service members and
DoD civilian employees, this guidance applies to conference travel paid for personsinvited to travel in support of
GOV'T programs.

D. Definitions
1. Conference: A meeting, retreat, seminar, Symposium or event that involves attendee travel. Also appliesto
training activities that are conferences under 5 CFR 410.404. NOTE: Thisdoes not include regularly
scheduled courses of instruction conducted at a GOV’ T or commercial training facility.

2. Conference costs: All costs paid by the GOV'T for a conference, whether paid directly or reimbursed by a
Uniformed Service or DoD Agency. Seepar. F. Examplesinclude:

a. Attendee'stravel costs (i.e., travel to/from the conference, ground transportation, lodging, meals and
incidental costs),

b. Attendee'stime costs (i.e., the cost of attendee’ s time spent at the conference and traveling to/from the
conference),

c. Meeting room and audiovisual costs,

d. Registration fees (with or without furnished meals other than refreshment/snacks),
e. Speaker fees,

f. Conference-related administrative fees, and

g. Similar costs.

3. Conference lodging allowance: The lodging allowance is NTE 25% above the established geographical per
diem rate lodging portion (rounded up to the next higher dollar). The per diem M&IE remains unchanged.

4. Site: Refersto both the geographical location and the specific facility selected.

*E. Actions Required. When planning a conference, the Uniformed Service or DoD Agency (FTR 8§8301-74.3)
must:

1. Determine which conference expenditures provide the greatest GOV’ T advantage by
a. Ensuring appropriate management oversight of the conference planning process,
b. Performing cost comparisons of the size, scope, and location,
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6.

7.

c. Determining if aGOV'T facility isavailable at a lesser rate,
d. Considering conference aternatives, e.g., teleconferencing,
e. Maintaining written documentation of the alternatives considered and the selection rationale used, and
f. Minimizing cost by exercising strict fiscal responsibility in determining the best site.
Minimize the conference administrative costs,
Minimize the attendees’ travel costs,
Minimize the attendees’ time costs,
Use GOV’ T-owned/GOV'T provided facilities as much as possible,
I dentify ways to save costs in selecting a particular conference site (e.g., lower off-season rates), and

Develop and establish internal policies that ensure these standards are met.

NOTE: An individual must have the requisite contracting authority to obligate the GOV’ T | CW conference
arrangements.

F. Cost Considerations. When planning a conference, the Uniformed Service or DoD Agency should consider all

GOV’ T-paid direct and indirect conference costs. Conference costs to be considered include:

1.

2.

3.

4.

5.

Travel and per diem expenses,

Rent of rooms for official business,

Usage of audiovisual and other equipment,
Computer and telephone access fees,

APP A for light refreshments definition. For DoD policy regarding the use of appropriated funds to

purchase food; see DoD, Office Of General Counsel (Fiscal) memorandum, 1 Sep 05, subject: Use of
Appropriated Funds to Purchase Food at Conferences, Meetings, and Events. Questions about the DoD policy
should be referred to OSD General Counsel (Fiscal).

NOTE: ‘Light refreshments (including a continental breakfast) paid for by the GOV'T are a deductible
meal if is served at a meal time (e.g., breakfast - 0600-0800).

6.

7.

8.

Printing,
Registration fees,

Ground transportation, and

9. Attendees' travel and time cost.

G. Cost Comparisons. When planning a conference, Uniformed Services and DoD Agencies must do cost

comparisons to ensure the GOV’ T's greatest benefit. Cost comparisonsinclude:

1.

Determination of lodging adequacy at the established per diem rate,

2. Overadl convenience,
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3. Fess,

4. Meeting space availability,

5. Equipment availability, e.g., audiovisual, fax,

6. Commuting or travel distance of most attendees, and
7. Other conference expenses.

*H. Conference Site Selection (FTR 8301-74.5)

*1. Documentation. (FTR 8301-74.19) The Uniformed Service or DoD Agency concerned must maintain a
record of the cost of each alternative conference site considered for each conference sponsored or funded, in
whole or in part, for 30 or more attendees. A minimum of three sites must be considered for the conference and
the documentation must be available for inspection by the Inspector General‘ s Office or other interested parties.

*2. Locality Per Diem Rate. (FTR 8301-74.6; 74.7) Initia selection of alocation must be based on the
established per diem rate; however, to provide flexibility in appropriate lodging facility selection at the most
advantageous location, the established per diem rate lodging portion may be exceeded by up to 25%, if
necessary. For example, if the established geographical per diem rate lodging portion is $100, then facilities
with lodging rates up to $125 may be considered when selecting the conference location.

*3. Conferences Conducted in the Digtrict of Columbia. (FTR 8301-74.17) Prior to scheduling, contact should
be made with the GSA Public Buildings Service (PBS) of the National Capital Region to inquire about the
availability of short-term conference and meeting facilitiesin the District of Columbia.

*|. Requirements for Attendance, Sponsoring or Funding a Conference at a Place of Public Accommodation (FTR
8301-74.14; 74.15)

1. Attendance at a conference must be authorized by an official designated through the Secretarial Process.

2. Sponsoring or funding a conference by a Uniformed Service or DoD Agency at a place of public
accommodation must be authorized by an official designated through the Secretarial Process.

3. FEMA-approved accommodations must be used when sponsoring or funding a conference, in whole or in
part, at a place of public accommodation in the U.S. where applicable. The official designated by the
Secretarial Process for authorizing the sponsoring and/or funding of a conference can make a written
determination on an individual case basisthat waiver of the requirement to use FEM A-approved
accommodations is necessary and in the public interest for a particular event.

J. Advertisement or Application Form for Conference Attendance. (FTR 8301-74.16) Any advertisement or
application for attendance at a conference sponsored or funded by a Uniformed Service or DoD Agency must
include notice:

1. That attendees must use FEM A-approved place of public accommodation unless awaiver has been issued as
indicated in Part 1, item 13, and

2. Of the prohibition of use of non FEM A-approved places of public accommodation to all non-Federal
entities, e.g., contractors, to which the Uniformed Service or DoD Agency provides Federal funds.

K. Selection of Attendees. Uniformed Services and DoD Agencies must establish policies that reduce the overall
cost of attending a conference. The policies and procedures must:
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1. Limit the Uniformed Service's or DoD Agency’s representation to the minimum number of attendees
necessary to accomplish the Agency’s mission; and

2. Provide for travel expense consideration when selecting attendees.
L. Conference Administrative Costs. Conference administrative costs may not be included in an attendee's per

diem allowance payment for attendance at a conference. Per diemisintended only to reimburse the attendee's
subsistence expenses. Administrative costs must be paid separately.

M. Conference Lodging Allowance. The Conference Lodging Allowance is a pre-determined allowance of up to
125% of the applicable locality lodging per diem rate (rounded to the next highest dollar) and:

1. Isnot an actual expense allowance,

2. May not be used if the lodging rate exceeds the established lodging allowance by more than 25% (e.g.,
locality lodging rate $100; maximum conference lodging rate can be $125), and

3. May not be used concurrently with the actual expense method of reimbursement.

*N. Conference Lodging Allowance Approval Authority (FTR, §301-74.24)

*1. GOV'T Sponsored Conference. Only a sponsoring agency designated senior official may determine that a
conference lodging allowance is necessary, and authorize the conference lodging allowance rate. All agencies
must use that rate in reimbursing their attendees’ lodging expenses (FTR, 8301-74.8).

*2. Non-GOV'T Sponsored Conference. The AO may authorize reimbursement for lodging expenses incurred
NTE the conference lodging allowance rate (FTR, 8301-74.9).

NOTE: If the Conference Lodging Allowance isinadequate, see JFTR, Ch 4, Part C, or JTR, Ch 4, Part C for
actual expense authorization reimbursement procedures.

O. Conference M& |E Rate

1. Light Refreshments. When the GOV'T furnishes light refreshments at nominal or no cost to the attendee at
times that are not meal times, no deduction of the attendee’s M& | E allowance is permitted.

NOTE: ‘Light refreshments (including a continental breakfast) are a deductible meal if is served at a meal
time (e.g., breakfast - 0600-0800).

2. MedslIncluded in Registration Fee. When the GOV'T furnishes one or two meals at nominal or no cost, or
includes them in the registration fee, the proportional meal rate applies to Uniformed Service members and
DoD civilian employees for each day meals are furnished. See APP R, Part 11, item | for PMR computation
examples. Sincethe AO may authorize the PMR or locality meal rate when the traveler is unable to eat the
deductible meal due to medical requirements or religious beliefs (JFTR, par. U4165-D and/or JTR, par. C4554-
B4), every effort should be made to accommodate the traveler’s requirements.

*P, Guidance for Conference Planning. Refer to FTR, Chapter 301, Appendix E for conference planning guidance
procedures. Thisreference may be necessary to plan a successful conference. Website addressis:
http: //www.gsa.gov/portal/ext/public/site/F TR/file/Chapter 301pAppE . html/category/21868/#wpl1185528
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PART 2: CONFERENCE ATTENDANCE

A. General. A DaoD civilian employee and/or a Uniformed Service member may attend and participate in
conferences/meetings of recognized professional organizations to maintain and improve professional competency at
GOV'T expense (including TDY expenses), subject to the availability of funds and the employee’ smember’ s work
responsibilities.

B. Authority. Title5 USC 84110 and 37 USC 8412 authorizes conference attendance expenditures for meetings
concerned with the functions and activities of the Uniformed ServicessDoD AGENCY which contribute to improved
conduct, supervision, or management of the component’s functions and activities are authorized as a necessary
expense. Thisauthority appliesto attendance at technical, scientific, professional, or similar private membership
non-Federal societies and organizations (38 Comp. Gen. 800 (1959) and 55 Id. 1332 (1976)). This authority is
independent of the training authority included in JTR, par. C4630 and JFTR, par. U1050 unlessit is administratively
determined that training is the primary purpose of attendance at a meeting.

C. Government Sponsored Conference. Attendance at GOV’ T expense may be authorized for the following:

1. Conferences sponsored or cosponsored by a Federal AGENCY at which amember’s/DaD civilian
employee’s attendance is required in the performance of official duties;

2. Conferences of state/municipals GOV'T organizations, or of international agenciesin which the Federal
Government is officially participating, and the member’s'DoD civilian employee’s attendance is related to
official duties or for the purpose of transacting GOV’ T business,

3. Conferences of a group of individuals representing private interests, but convened for the purpose of
transacting business directly related to the Uniformed Service's or DoD AGENCY’ S functions or activities and
attendance isin the member’ DoD civilian employee’ s officia performance; and

4. Similar activities.

D. Non-Government Sponsored Conferences

1. General. Conference attendance at non-Federal technical, scientific, professional, and comparable private
membership organizationsis subject to the conditionsin APP R, Part 1.

2. Attendance and Approval Requirements. Attendee selection and approval is subject to Uniformed
Service/lDoD AGENCY regulations consistent with the regulations on acceptance of payment from a non-
federal source for travel Expenses (the Joint Ethics Regulation (JER), DoD 5500.7-R, at
http://imww.defenselink.mil/dodgc/defense_ethicg/ethics regulation/index.html).

3. Purpose. A Uniformed member and/or a DoD civilian employee may attend conferences at GOV'T expense
to:

a. Further Service or DoD AGENCY programs;

b. Present scientific and technical papers which further the development of the U.S. resources; and

¢. Maintain an effective professional, scientific, technical, managerial, and supervisory workforce.
4. Security. An appropriate security officer at the activity concerned should examine the security implications
for attendance at al meetings and conferences conducted or sponsored by private or international organizations.

A member/DoD civilian employee who attends such meetings must be briefed about security implications,
when necessary, prior to attendance.
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E. Registration Fees and Reimbursable Expenses

1. When Travel IsInvolved. Registration fees authorized in the travel order or approved on atravel claim
voucher are reimbursable. The PMR applies on any day that the cost for one or two mealsisincluded in the
registration fee (JTR, par C4554-B and JFTR, par. U4165). Information should be included on the travel order
as to whether or not the registration fee includes charges for meals, and if so, the number of meals and the dates
on which furnished. When the registration fee includes lodgings without charge, only the appropriate
applicable PMR or TDY locality M&IE rate is paid

2. When No Travel IsInvolved. Theregistration fee may be reimbursed when attendance is authorized for a
conference in the local areathat:

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

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

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

5. Conferences/Training at the PDS. Payment of registration fees, meals, lodging, travel, and/or other expenses
required for conferences/training at the PDS cannot be paid astravel allowances per 37 USC 8404. 10 USC
§2013; 5 USC 84109; 42 USC §218a; and 14 USC 8469 contain authority to pay related training costs at the
PDS. The costs must clearly be an integral part of the training (39 Comp. Gen. 119 (1959); and B-244473, 13
January 1992). When training events require lodging and subsistence costs at the PDS, authority for training
expense payment is made through the training and/or comptroller personnel using the above legal authority.
Thisregulation is not the authority for this payment nor isit a travel and transportation allowance.

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

F. Membership Fees and Dues. The Secretary Concerned or DoD AGENCY Head may pay membership fees or
dues from appropriated funds when the membership isin the GOV’ T's interest and the membership isin the
Uniformed Service's or DoD AGENCY'S name (e.g., Defense Travel Management Office). (31 Comp. Gen. 398
(1952); 33id. 126 (1953)).

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

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

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

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

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

Decision

Matter of: National Institutes of Health - Food at GOV’ T-Sponsored Conferences
File: B-300826

Date: March 3, 2005

DIGEST

The National Institutes of Health (NIH) may pay for legitimate, reasonable conference costs, including meals and
light refreshments, of aformal conference pertaining to Parkinson's disease subject to the conditions outlined herein.
A formal conference typically involves topical matters of interest to, and participation of, multiple agencies and/or
nongovernmental participants. In addition, other indicators of aformal conference include registration, a published
substantive agenda, and scheduled speakers or discussion panels. An AGENCY hosting aformal conference may
consider the cost of providing meals and refreshments to conference attendees an allowable conference cost aslong
as.

(1) Medsand refreshments are incidental to the conference,

(2) Attendance at the meals and when refreshments are provided isimportant for the host AGENCY to ensure
full participation in essential discussions, lectures, or speeches concerning the purpose of the conference, and

(3) Themeals and refreshments are part of aformal conference that includes not just the meals and
refreshments and discussions, speeches, or other business that may take place when the meals and refreshments
are served, but also includes substantial functions occurring separately from when the food is served.

The NIH conference here satisfies these three criteria. Without statutory authority to charge a fee and retain the
proceeds, NIH may not charge aregistration or other fee to defray the costs of providing meals or light refreshments.
An appropriation establishes a maximum authorized program level, and an AGENCY , without specific statutory
authority, may not augment its appropriations from sources outside the GOV'T.

In applying this decision, NIH should develop an AGENCY policy specifying the types of formal conferences at
which NIH may consider providing food. NIH also should develop procedures to ensure that the provision of meals
and refreshments meet the criterialisted above.

We (GAO) expect AGENCY counsels, as well as certifying officers, AGENCY auditors, and I nspectors General, to
apply these criteria. To the extent that AGENCY officials are uncertain as to the applicability of the criteriain
particular circumstances, they may request a decision from this office, pursuant to 31 USC §3529, before
proceeding.
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Appendix R2

J. PMR Computation Examples. The following example shows how to compute the PMR and a PMR voucher.

PMR is an amount based on the locality meal rate and the GMR. Please check JFTR or JTR, APP A, for the current

GMR.

1. The PMR example uses the Standard CONUS M& | E rate of $46 and the Standard GMR of $10.80 to

compute the PMR amount. The $46 consists of $41 for meals and $5 for incidental expenses. Disclaimer: The
numbersin this example arefor illustrative purposes only.

Example computation rules: the PMR is an average of two rates— (1) the locality meal rate and the GMR which
are added, (2) averaged and rounded up to the nearest dollar. To compute the Proportional M& | E rate, (3) add

the appropriate incidental expense rate, and (4) the total becomes the proportional M&IE amount.

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

Step 1 Add the locality meal rate and GMR $41.00 + $10.80 = $51.80
Step 2 Divide Step 1 total in half (rounded to the next highest dollar) $51.80 + 2 = $25.90

(Rounded up to $26.00)
Step 3 Add Step 2 total to the CONUS incidental expense rate $26.00 + $5.00 = $31.00
Step 4 Proportional Meal and Incidental Expense Rate $31.00

2. PMR Voucher Computation Example: A traveler isTDY for 3 daysto a conference at a CONUS location

(Standard CONUS per diem rate applies). Lodging is $55/night and GMR is $10.80. GOV'T furnished meals
are not available for the first and last day; however, two GOV’ T meals are available for the second day. The

AO authorizes a PMR of $29.00 for the second day. NOTE: GOV'T dining facility/ mess deductions are not
taken for the arrival and departure travel days (JFTR, par. U4147/JTR, par. C4553-C2).
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ITINERARY:
Day 1 Depart Residence/Arrive TDY
Day 2 TDY
Day 3 Depart TDY/Arrive Residence
REIMBURSEMENT:

Day Computation Tota
Day 1 $55 + [($46 (M&IE) x 75 %) = $34.50] = $ 89.50
Day 2 $55 + $26 (PMR) + $5 |IE = 86.00
Day 3 $46 X 75% = 34.50

TOTAL $210.00
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	1.  POC Use to the GOV’T’s Advantage.  If a member travels partly by POC and partly by common carrier for a leg of a journey, travel time is computed IAW par. U3005-C for the distance traveled by POC, to which is added the actual travel time using com...
	2.  POC Use Not to the GOV’T’s Advantage.  If a member travels partly by POC and partly by common carrier for a leg of a journey, travel time is computed IAW par. U3005-C for the distance traveled by POC, to which is added the actual travel time using...
	F.  Travel by Special Conveyance.  When special conveyance use is authorized/approved, allowable travel time is the actual time needed to perform travel.  NOTE: If travel is by vehicle, authorized travel time is computed under par. U3005-C.
	3.  Accompanied Baggage Return as Part of a Troop Movement.  When a member's accompanied baggage is transported as part of a troop movement but the member is later removed from the movement order, expedited transportation may be used to return/forward...
	(3)  Professional article(s)/material required for official duties at the TDY/next PDS location.
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	4.  Drugstores,
	5.  Barber shops,
	6.  Places of worship,
	7.  Cleaning establishments, and
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	Ch 4 (Part B) 4100-4183 (Perdiem Alw)
	PART B:  PER DIEM
	4.  Delays to qualify for reduced travel fares (par. U4326-E).
	B.  Travel by U.S. or Foreign Government Ship for 24 or More Hours
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	U4133  LODGING COST UNDER THE BARTER SYSTEM
	Example 1
	NOTE: Lodging tax is not a reimbursable expense in addition to per diem when TDY is in a foreign area.
	Per Diem Rates for This Example

	Total
	M&IE
	Max Lodging
	Location
	$176
	$46
	$130
	A
	$165
	Reimbursement for the Location A Apartment for 5 days

	$46
	$119
	B
	Total
	Number of Days
	Lodging Cost
	$225
	Per Diem for the TDY Assignment in Location B
	First Day


	5
	$45
	Total
	M&IE
	Lodging
	$141
	plus lodging tax (NOTE)
	$46
	$95
	Second thru Fifth Day
	(Lodging cost + M&IE/day) x 4 days
	Total
	M&IE
	Lodging
	$141/day x 4 days = $564
	Return day to Location A

	$46
	$95
	Total
	M&IE
	Lodging
	$91
	Example 2

	$46
	$45
	NOTE: Lodging tax is not a reimbursable expense in addition to per diem when TDY is in a foreign area.
	Per Diem Rates for This Example

	Total
	M&IE
	Max Lodging
	Location
	$147
	$38
	$109
	C
	$176
	$46
	$130
	D
	Reimbursement for GOV’T QTRS for 3 Days
	Total
	Number of Days
	Lodging
	3
	Per Diem for the TDY Assignment in Location D
	First Day


	$25
	Total
	M&IE
	Lodging
	$156
	plus lodging tax (NOTE)
	Second and Third Day

	$46
	$110
	(Lodging Cost + M&IE/day) x 4 days
	Total
	M&IE
	Lodging
	$156/day x 2 days = $312
	Day of Return to Location C

	$46
	$110
	Total
	M&IE
	Lodging
	$63
	Example
	1.  A member is TDY at a location at which the per diem is $116 ($70/ $46).
	2.  The member obtains lodgings on a long-term basis and is paying $900 a month for an apartment and utilities.
	3.  The daily lodging cost per month is $30 ($900/30 days).
	4.  In June the member took leave for 10 days and is authorized per diem for only 20 days.
	5.  The daily lodging rate for the member during June is computed to be $45/day ($900/20).  Since the $45/day lodging cost does not exceed the authorized $70 locality lodging ceiling, the member is reimbursed $45/day for 20 days of lodging in June.

	$38
	$25
	U4145  PER DIEM COMPUTATION
	U4149  M&IE RATE DETERMINATION FOR CONUS FULL DAYS
	U4150  PER DIEM AND AEA ON A SINGLE TRIP
	U4153  PER DIEM ON ARRIVAL AT OR DEPARTURE FROM A TDY POINT
	U4159  PER DIEM COMPUTATION FOR TDY OF MORE THAN 12 BUT LESS THAN 24 HOURS

	Meals provided by a common carrier do not affect per diem.  Complimentary meals provided by a lodging establishment do not affect per diem as long as the room charge is the same with or without meals.  Pars. U4165-B5 and U4165-B6 when a charge for mea...
	U4173  PER DIEM COMPUTATION EXAMPLES
	D.  Examples

	3.  Allowances Not Authorized.  No per diem is credited for any day the member was in a leave status.
	4.  CONTINGENCY OPERATION.  Par. U7225 concerning reimbursement for lodging retained at a CONTINGENCY OPERATION TDY location during leave away from that location.
	2.  Example 2

	U4183  QUICK REFERENCE TABLES - PER DIEM
	Quick Reference - Per Diem
	TDY Travel of More Than 12 Hours
	Footnotes: See table # 4
	(1) Departure Day from PDS
	(2) Whole Travel Days – CONUS
	(3) Whole Travel Days – OCONUS
	(4) Day of Return to PDS
	Footnotes



	Ch 5 (Part C6) 5240-5258 (Dep T&T Alws-UnusualEmerg Circum)
	U5246  TRANSPORTATION AND PER DIEM OF DESIGNATED INDIVIDUALS OF A HOSPITALIZED WOUNDED, ILL OR INJURED MEMBER
	U5250  NON-MEDICAL ATTENDANT FOR VERY SERIOUSLY AND SERIOUSLY WOUNDED, ILL OR INJURED MEMBER

	Ch 7 (Part Q) 7550-7555 (Escort Attendant Tvl)
	App A1 (Definitions)
	COMMERCIAL POV STORAGE FACILITY (Uniformed Member Only).  Any commercial fee-for-service facility open to the public for daily/long-term storage of motor vehicles.
	GOVERNMENT MEAL RATE (GMR)

	a.  Secretary of a Military Department,

	App A2 (Acronyms)
	App E3 (Contractor Tvl)
	App G (Misc Expenses)
	APPENDIX G:  REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL
	Clerical Assistance.  Reimbursable when authorized/approved by the AO.
	Driver (Vehicle) Services.  Reimbursable when authorized/approved by the AO.
	GTCC
	Guide Services.  Reimbursable when authorized/approved by the AO.
	Interpreter Services.  Reimbursable when authorized/approved by the AO.
	Lodging, Dual.  Reimbursable ICW an unexpected event, when approved after the fact by the AO.  Any period of dual lodging reimbursement is limited to a maximum of 14 consecutive days, with extensions beyond 14 consecutive days only if approved by the Secretarial Process, and is NTE the amount of per diem/AEA plus appropriate lodging tax (when separately reimbursable) that would have been paid had the traveler remained overnight.  JFTR, par. U4135 and JTR, par. C4555-F.
	Lodging Fees/Daytime Lodging Charges.  Reimbursable when authorized/approved by the AO.  These include room occupancy lodging charges for late departure, early arrival, or airport daytime lodging facilities due to travel arrangements that are not for the traveler’s convenience.
	Nonrefundable Room Deposits, Forfeited Rental Deposits or Prepaid Rent, and Early Checkout Penalties when TDY is Curtailed/Canceled/Interrupted.
	1.  When advance lodging arrangements (including deposits for rental units) are made and TDY is curtailed/canceled/interrupted, lodging cost reimbursement may be authorized/ approved by the AO.
	2.  Reimbursement must not exceed the remaining amount of per diem/AEA plus appropriate lodging tax that would have been paid had the TDY not been curtailed/ canceled/interrupted.
	3.  59 Comp. Gen. 609 (1980), 59 id. 612 (1980), 60 id. 630 (1981), and cases cited therein.
	4.  The AO should consider if the:
	a.  Traveler acted reasonably and prudently in incurring lodging expenses; 
	b.  Traveler had a reasonable expectation of completing the TDY as authorized; 
	Packer Services.  Reimbursable when authorized/approved by the AO.
	Passport, Visa, Green Card, Photographs, Physical Exams, and Legal Services.
	X
	X
	X
	X
	1.  Reimbursement Eligibility
	a.  General.  Reimbursement is authorized for a:
	(1)  Member,
	(2)  Employee, and
	(3)  Dependent (member’s and/or employee’s). 
	b.  Uniformed Member.  Reimbursement authority is for a member who is: 
	(1)  Assigned to a foreign OCONUS area, 
	(2)  Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas  as a result of a continued assignment in a foreign OCONUS area, or 
	(3)  Emergency Technical Support Personnel.  Item 5 below.
	c.  Civilian Employee.  Reimbursement authority is for an employee who is:
	(1)  A U.S. citizen (NOTE: An eligible dependent does not have to be a US citizen.)
	(2)  Hired locally or transported to a foreign OCONUS area at GOV’T expense, 
	(3)  Serving under a service or renewal agreement, and
	(4)  Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas as a result of continued employment in a foreign OCONUS area, or 
	(5)  Emergency Technical Support Personnel.  Item 5 below.
	d.  Dependent (Member’s or Employee’s).  Reimbursement authority is for a dependent who is: 
	(1)  Authorized travel and transportation allowances to/from a foreign OCONUS area, or
	(2)  Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas as a result of the sponsor’s continued assignment/employment in a foreign OCONUS area.
	2.  Acquired Dependent (Uniformed Member Only).  A member serving an unaccompanied OCONUS tour who acquires a dependent OCONUS is not authorized reimbursement of passport and visa expenses for the acquired dependent except when JFTR, par. U9000-A2 or U9000-A3 applies, and/or the dependent qualifies for travel and transportation from the OCONUS PDS IAW JFTR, par. U5222-G.
	3.  Biometric Fees.  Biometric fees which are mandatory for passport and/or visa issuance to the traveler is reimbursable.  Biometric data collects the traveler’s measurable physical or behavioral characteristics that can be used to verify the individual’s identity or compare the identity against other entries when stored in a database.  Examples of biometric data are face recognition, fingerprints, and iris scans.
	4.  Dependent Fee.  Dependent fee is reimbursable except ICW personal travel.  Example:  The United Kingdom Entry Clearance Fee is a reimbursable fee.
	5.  Emergency Technical Support Personnel.  A command/activity may be required to have emergency technical support personnel available for official travel on short notice.  These personnel, if directed in writing by the AO to maintain current passports, mandatory biometric visa requirements and/or visas and/or green cards, may be reimbursed for the preparation expenses/fees paid for a passport, mandatory biometric visa requirements, visa, green card, photographs for OCONUS travel and physical examinations required to obtain a visa if examinations could not be obtained at a GOV’T medical facility (as of 11/1/01 obtainable only in Yokosuka, Japan)).
	6.  Visa, Green card, and Photograph Fee for OCONUS Travel. These fees are reimbursable ICW official travel.
	7.  Legal Service Fees.  Expenses for legal services that include lawyer fees/charges (except retainer fees) for obtaining and/or processing applications for a passport, mandatory biometric visa requirements, visa, green card, or changes in status are reimbursable if local laws and/or customs require the use of lawyers in processing such applications.
	8.  Medical Expenses.  Medical expenses associated with obtaining passports, mandatory biometric visa requirements, a visa and/or a green card, are not reimbursable, except for disease prevention measures (inoculations and other disease preventive medical prophylaxes (e.g., oral anti-malarial prophylaxis) as stated in this APP.
	9.  Passport Fees.  An official traveler ordinarily travels on a no-fee passport.  The three types of U.S. passports are: book, card, and e-passport.  A passport book is a regular passport; an e-passport is a regular passport book with electronic biometric data; both passports can be use for any international travel.  A passport card is limited to departure/entry to/from the U.S. through land and seaport entry between the U.S. and Mexico, Canada, the Caribbean, and Bermuda, and is not authorized for international air travel.  Passport fees are reimbursable when travel on an official order is to and/or from a high threat area or high risk airport by commercial air and the traveler is authorized to obtain and use a regular fee passport.  http://www.state.gov/travelandbusiness/.  Those traveling solely by MILAIR or AMC charter flight are not reimbursed for regular fee passports unless GOV’T transportation became available on short notice (that is, after commercial travel arrangements had been made and a passport purchased) or the travel priority is sufficiently high to require backup travel arrangements (which cannot include city-pair reservations).
	10.  Physical Examination Fees.  These fees are reimbursable when required to obtain a visa and the examination could not be obtained at a GOV’T medical facility (as of 11/1/01 obtainable only in Yokosuka, Japan) (GSBCA 15435-RELO, 9 April 2001).  A dependent’s fee is reimbursable except ICW personal travel.  Example:  The United Kingdom Entry Clearance Fee is a reimbursable fee.
	11.  Order for Visas and Physical Examinations.  A order should be issued to authorize/approve (JFTR, par. U2115 and JTR, APP I2) travel and transportation at GOV’T expense to:
	a.  A visa-issuing office located outside the traveler’s PDS local area if the traveler’s presence at that office is/was mandatory.
	b.  Undergo a physical examination required to obtain a visa if travel is/was required to a location outside the traveler’s PDS local area.
	Phone Calls (Official)
	1.  The AO: 
	Room Rental.  Reimbursable when authorized/approved by the AO only when used for official business at a lodging/other place.
	Storage of Property Used on Official Business.  Reimbursable when authorized/approved by the AO.

	App N2 (JFTR) (MIHA Security Locations)
	Footnote
	Location
	(Country and/or Country/City)

	Date Established

	App O (TDY Travel Alws)
	T4005  APPROPRIATE ACTION FOR FAILURE TO FOLLOW JFTR/JTR REGULATIONS
	Commands/units are expected to take appropriate disciplinary action when a traveler and/or an AO fails to follow the regulations contained in the JFTR/JTR.  Disciplinary action should be for willful violations and may be in the form of counseling (ora...
	T4010  REIMBURSEMENT RATE
	d.  A meal provided by a friend/relative or a common carrier does not affect per diem.  A complimentary meal provided by a lodging establishment does not affect per diem as long as the room charge is the same with/without meals.  JFTR, par. U4165, ite...
	2.  GOV’T vehicle/special conveyance use is limited to official purposes such as transportation to and from (65 Comp. Gen. 253 (1986)):
	a.  Duty sites,
	b.  Lodgings,
	c.  Dining facilities,
	d.  Drugstores,
	e.  Barber shops,
	f.  Places of worship,
	g.  Cleaning establishments, and
	ACTIVE DUTY WITHOUT PAY

	App P  Table of Contents
	Scheduled Air Carriers

	App P1 (City Pair Program)
	PART I:  CITY-PAIR PROGRAM

	App P2 (City Pair Program FAQs)
	CONTRACT CITY-PAIR PROGRAM

	App R  Table of Contents
	APPENDIX R
	CONFERENCES
	PART II:  CONFERENCE ATTENDANCE

	App R1 (Conference Planning Policy)
	App R2 (Conference Attendance)
	D.  Non-Government Sponsored Conferences
	1.  General.  Conference attendance at non-Federal technical, scientific, professional, and comparable private membership organizations is subject to the conditions in APP R, Part 1.
	Day 1
	REIMBURSEMENT:
	Day
	Computation

	Total
	Day 1



