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BRIEF OF REVISION

These are the major changes made by Change 214:

U2000-A2 and A2c. Implements standards and procedures for documenting the approval of premium-class travel.

U3010. Removes the cost comparisons when delivering or picking up aPOV at a storage facility concurrently with
PCS travel by adding POV storage facilitiesto the list of separate legs of the journey.

U3125-B3, B3, B5. Implements standards and procedures for documenting the approval of premium-classtravel.

U3125-B3e and B4e. Removes the authority/requirement for the transportation officer/agent to annotate the travel
order when the reason for premium-class travel is because regularly scheduled flights are not available.

U3130-E. Implements standards and procedures for documenting the approval of premium-class travel.
U3135-B. Implements standards and procedures for documenting the approval of premium-class travel.
U3135-C. Implements standards and procedures for documenting the approval of premium-class travel.

U3305-B. Clarifiesthat a member cannot be paid both mileage and actual transportation cost for POC travel - it's
one or the other.

U3415-B2b. Changes addressfor SDDC.
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U4102-L. Pointsto guidance for travelers performing the specialized TDY within a Combatant Command or Joint
Task Force Area of Operations.

U4105-D. Pointsto guidance for travelers performing the specialized TDY within a Combatant Command or Joint
Task Force Area of Operations.

U4145-C. Pointsto guidance for travelers performing the specialized TDY within a Combatant Command or Joint
Task Force Area of Operations.

U4167-1a. Pointsto guidance for travelers performing the specialized TDY within a Combatant Command or Joint
Task Force Area of Operations.

U4176. Allows lodging reimbursement up to the maximum rate for the TDY location when atraveler goesto a
location other than the PDS/home on weekendswhile TDY . Clarifies that transportation expenses to locations other
than the PDSwhile TDY are not reimbursable.

U4800. Reinstates wording in place of the acronym “AQ" when referring to an “area of operation”; and makes minor
wording changes to par. U4800-E2b(1).

U4800-A and E. Reinstates wording in place of the acronym “AQ” when referring to an “area of operation”; and
makes minor wording changes to par. U4800-E2b(1).

U5246. Implementsthe FY 05 CRA to continue paying per diem to family members of a serioudly ill or injured
member.

U5468. Removes the cost comparisons when delivering or picking up a POV at a storage facility currently with
PCS travel by adding POV storage facilitiesto the list of separate legs of the journey.

U5720-A and E. Simplifies TLE computation by aligning the computation steps as closely as possible with the
TDY computation method. Removes the deduction of BAS, COLA and housing allowances and adds a 35%
percentage rate for dependents age 12 and over. Changes the computation for M& | E from 46% of the maximum
rate to a percentage (65%, 100%, 35%, 25%) of the actual M& | E.

U6007-B1. Replaces missing part of paragraph on HHG for comfort and well-being of dependents at safe haven.

U9201-A5. Clarifiesthat TLA stops when a member has received HHG goods and signed for either Government
guarters or entered alease or mortgage.

U9207-E. Simplifies TLA computation by aligning the computation steps as closely as possible with the TDY
computation method. Removes the deduction of BAS, COLA and housing allowances.

Appendix A, Part |. Updates DoD Components. Aligns the definition of SUBSISTING OUT to the DoD 6015.1-
M, Glossary of Healthcare Terminology

Appendix A, Part II. Adds the acronym MRE for Meal-Ready-To-Eat.

Appendix E, Part |, par. E5. Changes address for SDDC.

Appendix H. Implements standards and procedures for documenting the approval of premium-class travel.

Appendix N, Parts| and I11. Changestitle and table headings in Appendix N, Part I1. Revised the designation for
Kuwait to cover the entire country because of its small size. Changes headings/titles from High Threat List to
MIHA Security Locations. Updates App N, Part 1 to include the new Table heading from Part I1.

Appendix O, par.T4000. Indicatesthat Invitational Travel may be authorized under the rulesin Appendix E.
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VOLUME 1
JOINT FEDERAL TRAVEL REGULATIONS
Following isalist of sheetsin forcein Volume 1, Joint Federal Travel Regulations, which are effective after the

sheets of this Change have been inserted. Thislist isto be used to verify the accuracy of the Volume. See "How to
Get the JFTR" in the Introduction. Single sheets are not available.

Ch. Page Ch Page Ch. Page Ch. Page Ch. Page
176 [ 214 U3B-13 200 U4H-7 213 U5C-39 211 U5F-5
214 iii 214 U3B-15 214 udl-1 214 usC-41 203 USF-7
214 \Y 208 U3C-1 214 u4l-3 213 U5C-43 203 U5F-9
202 Vii 214 U3D-1 202 u4J1 201 U5D-1 203 U5F-11
202 ix 214 U3D-3 209 U5-i 207 U5sD-3 190 U5G-1
202 Xi 214 U3E-1 208 U5-iii 207 U5D-5 199 U5G-3
205 U-i 213 U3E-3 208 u5-v 190 U5D-7 211 U5G-5
205 U-iii 208 U3F-1 208 U5-vii 200 U5D-9 206 UsG-7
208 Ul-i 201 U3F-3 210 U5-ix 174 U5D-11 185 U5G-9
209 Ul-iii 189 U3G-1 210 U5-xi 205 U5D-13 214 U5H-1
210 UlA-1 209 U4-i 210 U5-xiii 205 U5D-14-1 214 U5H-3
203 U1A-3 214 U4-iii 210 U5-xv 194 U5D-15 214 U5H-5
203 U1A-5 208 U4-v 199 UBA-1 194 uUsD-17 214 U5H-7
193 UiB-1 202 U4-vii 209 U5A-3 210 U5D-19 184 Usl-1
210 UicC-1 194 U4A-1 209 U5A-5 180 U5D-21 213 U531
210 Ui1cC-3 214 U4B-1 204 U5B-1 205 U5D-23 213 U533
211 Ui1C-5 214 U4B-3 204 U5B-3 204 U5D-25 213 U535
209 Uib-1 214 U4B-5 208 U5B-5 204 usD-27 213 us3-7
209 U2-i 214 u4B-7 197 U5B-7 208 U5D-29 213 U539
180 U2-iii 214 U4B-9 200 U5B-9 208 U5D-30-1 213 U5J11
214 U2A-1 214 U4B-11 192 U5B-11 208 U5D-31 213 U5313
213 U2A-3 214 U4B-13 192 U5B-13 213 U5D-33 168 U6-i
209 U2B-1 214 U4B-15 192 U5B-15 213 U5D-35 177 U6-iii
203 U2B-3 214 U4B-17 205 U5B-17 208 U5D-37 179 UBA-1
209 u2Cc-1 214 U4B-19 213 U5C-1 208 U5D-39 211 UBA-3
191 u2C-3 214 U4B-21 213 U5C-3 213 U5D-41 179 UBA-5
202 u2D-1 214 U4B-23 213 U5C-5 213 U5D-42-1 199 UBA-7
176 U2E-1 214 U4B-25 213 U5C-7 208 U5D-43 199 UBA-9
186 U2F-1 212 U4cC-1 213 U5C-9 204 U5D-45 199 UBA-10-1
192 u2G-1 212 U4C-3 213 U5C-11 204 uUsD-47 166 UBA-11
201 u2G-3 204 U4C-5 213 U5C-13 210 U5E1-1 166 UBA-13
193 u2G-5 204 u4c-7 213 U5C-15 210 U5E1-3 193 UBA-15
207 U2H-1 204 U4C-9 213 U5C-17 210 U5E1-5 214 UBA-17
214 U3-i 194 U4C-11 213 U5C-19 210 USE1-7 214 UBA-18-1
201 U3-iii 213 u4D-1 213 U5C-21 210 U5E1-9 177 UBA-19
214 U3A-1 213 u4D-3 213 U5C-23 210 U5SE1-11 166 UBA-21
214 U3A-3 213 u4D-5 213 U5C-25 210 U5E1-13 205 u6B-1
213 U3B-1 193 U4E-1 213 U5C-27 214 U5SE2-1 166 u6B-3
213 U3B-3 208 U4F-1 213 U5C-29 214 U5E2-3 193 u6B-5
214 U3B-5 169 U4G-1 213 U5C-31 214 U5E2-5 193 ueB-7
214 U3B-7 201 U4H-1 213 U5C-33 214 USE2-7 173 u6B-9
214 U3B-9 159 U4H-3 213 U5C-35 207 U5F-1 173 u6B-11
214 U3B-11 200 U4H-5 213 U5C-37 203 U5F-3 193 uU6B-13
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Ch. Page Ch. Page Ch. Page Ch. Page
211 u6B-15 186 us-5 214 E-7 214 O-17
177 u6eB-17 186 us-7 213 E-9 214 0-19
173 u6B-19 214 U9-i 213 E-11 214 0-21
198 U7-i 214 U9-iii 211 F-1 214 0-23
213 U7-iii 214 u9-v 201 F-3 214 0-25
209 u7-v 213 U9A-1 176 G-1 214 0-27
213 U7-vii 213 U9B1-1 214 H1-1 214 0-29
209 U7-ix 213 U9B1-3 214 H2A-1 214 0-31
157 U7A-1 213 U9B1-5 214 H2B-1 213 P-1
209 u7B-1 213 u9B1-7 214 H2C-1 213 P-3
189 u7c-1 213 U9B1-9 214 H2C-3 213 P-5
168 uU7D-1 213 u9B1-11 214 H3A-1 213 P-7
168 U7E-1 213 U9B1-13 214 H3B-1 213 P-9
195 U7F1-1 213 u9B2-1 214 H3B-3 211 Q-1
157 U7F2-1 213 u9B2-3 214 H4A-1 196 Q-3
199 U7F3-1 213 u9B2-5 214 H4B-1 207 Q-5
201 u7G-1 214 uac-1 214 H4C-1 173 R-1
207 u7G-3 214 uU9aC-3 214 H4D-1 213 S1
207 U7G-5 214 U9C-5 214 H4E-1 213 S3
205 u7G-7 214 uacC-7 214 H4F-1 178 T-1
183 u7G-9 214 uac-9 176 I-1 178 T-3
154 U7G-11 214 uacC-11 192 J1 213 U-1
213 U7H1-1 214 U9C-13 192 J3 193 i-1
213 U7H1-3 214 U9C-15 192 J5

213 U7H1-5 214 uaC-17 181 K-1

213 U7H1-7 214 U9C-19 213 K-3

213 U7H1-9 214 uac-21 181 K-5

213 U7H1-11 190 U9D-1 181 K-7

209 U7H2-1 201 U9D-3 181 K-9

157 u7l1-1 209 A-1 213 K-11

213 U731 209 A-3 213 K-13

213 U733 214 A-5 181 K-15

205 U7K-1 214 A-6-1 196 K-17

168 uU7L-1 213 A-7 212 L-1

168 U7M-1 209 A-9 212 L-3

209 U7N-1 209 A-11 195 L-5

209 u70-1 209 A-13 199 L-7

184 U7pP-1 209 A-15 200 L-9

185 u7Q-1 209 A-17 198 M-1

168 U7R-1 209 A-19 214 N1-1

185 u7s1 209 A-21 214 N1-3

160 u7T-1 214 A-23 214 N1-5

213 U7U-1 209 A-25 214 N2-1

195 u7v-1 209 A-27 214 N2-3

193 U7w-1 214 A-29 214 o1

213 U7Xx-1 214 A-31 214 0-3

213 u7y-1 212 B-1 214 0O-5

208 u7z1-1 138 C-1 214 O-7

208 u7z2-1 212 D-1 214 09

204 U8-i 213 E-1 214 O-11

185 us-1 213 E-3 214 0-13

204 us-3 213 E-5 214 0O-15
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Administration and General Procedures U2000

CHAPTER 2
ADMINISTRATION AND GENERAL PROCEDURES

PART A: TRAVEL POLICY
U2000 GENERAL

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

1. They must use economy (less than premium) -class transportation accommodations unless otherwise
provided for in par. U3125-B.

Effective 16 August 2004

*2. Premium (First and Business)-class Travel/Accommodations. (See Appendix A): (See pars. U3125-B2a
and U3125-B2b to determine whose authority is required for Government-funded premium-class transportation
to be provided.) See Appendix H, Part I, Section C, for first-class and Part 111, Section B for 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 Appendix H, Part I I, Section A (Premium-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-class fare and the
coach-classfareis $765.00. LtGen. Aaaaa Bbbbb, HQ USA/XXXX, authorized/approved this use of
premium-class accommodations. Full documentation of the authorization/approval for use of these
premium-class accommodationsison file in the office of the premium-class AO.”

a. Requests for premium-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 premium-class travel
is not approved after-the-fact, the member is responsible for the cost difference between the premium-class
transportation used and the transportation class for which the member (and/or dependents(s)) was/were
eligible. A travel order authorizing premium-class accommodations due to extenuating circumstances or
emergency situations must clearly explain the circumstances of the situation (i.e., not simply state the JFTR
phrase, but provide the background and justification to enable an audit of the rationale for the upgrade) and
include the difference in cost between the premium-class and coach-class fares, authority and authorization
source (memo/letter/message/etc.), including date and position identity of the signatory for premium-class).
Appropriate Government transportation documents must be annotated with the same information.

b. Only persons senior to, or independent of, the member (e.g., an aide may not authorize/approve premium-
class accommaodations for aflag officer) may authorize/approve the use of premium-class accommodations
for the member (or the member’ s dependents). See par. U3125-B2.

Effective 16 August 2004

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

Change 214 U2A-1
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Administration and General Procedures u2010

NOTE: The attendant who is authorized transportation under par. U7250-B or U7251-B may be
authorized/approved for premium-class accommodations use to accompany the attended
member or dependent, when the attended member or dependent is authorized premium-class
accommodations use and requires the attendant’s services en route. Authorization for one
member of a family to use premium-class accommodations due to a disability does not authorize
the entire family to use premium-class accommodations during official travel. Premium-class
authorization is limited to the disabled traveler and attendant (if required). See Appendix A for
definition of " special needs".

d. Use of premium-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 above.
3. Travel other than by ausualy traveled route must be justified.
4. A member or dependent may not be provided a contract city-pair airline fares provided under GSA
contract (see par. U3145-C) or any other fares intended for official Government business for any
portion of acircuitous route traveled for personal convenience.

5. The member and/or dependent(s) i/are personaly financially responsible for any additional
expense accrued by not complying with par. U3145-C.

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

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

8. Members may not be reimbursed for travel at personal expense (see par. U3120-D) on shipdaircraft
of foreign registry, 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 Government’ s mission effectively and
economically.

2. Establish internal controlsto ensure that only travel essential to the Government’s needs are
authorized.

U2010 OBLIGATION TO EXERCISE PRUDENCE IN TRAVEL

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

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

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

TRANSPORTATION, ACCOMPANIED BAGGAGE, AND LOCAL TRAVEL

PART A: APPLICABILITY AND GENERAL RULES

Paragraph
U3000

u3001

u3002

U3003

U3005

U3006
u3010

U3015

Contents

SCOPE
A. Applicability
B. Transportation Modes

ALLOWABLE TRANSPORTATION EXPENSES
DIRECTING TRANSPORTATION MODE

A. Generd

B. Travel Reimbursement

C. Other Reimbursable Expenses

AUTHORIZED MODES

TRAVEL TIME

A. Travel by Government Conveyance and/or Common Carriers on Government-
Procured Transportation

B. Travel by other than Directed Mode

C. POC

TRAVEL SCHEDULE

SEPARATE JOURNEYS

ACCOMPANIED BAGGAGE TRANSPORTATION
A. Generd

B. Authorization/Approval for Excess Baggage

C. Baggage Cost Payment

D. Return of Baggage to Member

PART B: TRAVEL BY COMMON CARRIER

Paragraph
U3100

U3105

U3110

Change 214
10/1/04

Contents

GENERAL
A. Transportation Policy
B. TDY Travel Involving Non-PDS Location(s)

COMMON CARRIER TRANSPORTATION PROCUREMENT

REIMBURSEMENT FOR PERSONALLY-PROCURED COMMON CARRIER

TRANSPORTATION INCIDENT TO TDY

A. Generd

B. Government/Government-Contracted Transportation/in-house or CTO Available

C. Government/Government-Contracted Transportation/in-house or CTO Not
Available

U3-i



U3115

U3120

uU3125

U3130

U3135

U3140

U3145

D. Transoceanic Travel-Government/Government-Procured Transportation Available
E. Transoceanic Ferry Fares
F.  Other Reimbursable Expenses

NOT USED

ARRANGING OFFICIAL TRAVEL

A. CTOUse

B. Requirements

C. Foreign Ship or Aircraft Transportation
D. Transportation Reimbursement

COMMERCIAL AIR TRANSPORTATION

A. Generd

B. Classof Service

C. U.S Fag Air Carrier (Certified Air Carrier) Use

COMMERCIAL SHIP TRANSPORTATION

General

Commercial Ship Use Authorization

Ship Accommodations

Authorization/Approval for more Costly First-class Ship Accommodations Use at
Government Expense

More Costly First-class Ship Accommodations Use

U.S. Registry Ship Use

cow»

nm

TRAIN TRANSPORTATION

A. Policy

B. First-class Train Accommodations Use
C. Circumstances

D. Extrafare Train Service

UNUSED GOVERNMENT-PROCURED TRANSPORTATION DOCUMENTS
AND TICKETS

A. Generd

B. Cost to the Government Involved

CITY-PAIR PROGRAM

PART C: TRAVEL BY GOVERNMENT CONVEYANCE

Paragraph
U3200

u3210
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A. Limited to Official Purposes

B. Reimbursable Expenses

C. Allowable Travel Time for Computation of Per Diem or Actual Expenses

AERO CLUB AIRCRAFT USE ON TDY

A. Genera
B. Allowable Travel Time for Computation of Per Diem or Actual Expenses
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Transportation, Accompanied Baggage, and Local Travel U3001

CHAPTER 3

TRANSPORTATION, ACCOMPANIED BAGGAGE, AND LOCAL TRAVEL
PART A: APPLICABILITY AND GENERAL RULES

U3000 SCOPE

A. Applicability. This Chapter applies worldwide to travel incident to TDY and PCS by the various transportation
modes. It prescribes rules concerning accommodations members or dependents may use on specific modes, U.S.
flag carriers use, travel agency use, reimbursement of transportation expenses, travel within and around members
TDY or PDS locations, and entitlements for accompanied baggage transportation.

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

1. Government (including foreign Government) aircraft, train, bus, vehicle, or vessel (ocean, waterway or
ferry),

2. Commercid (including Government-contracted) aircraft, train, bus, or vessel (ocean, waterway or ferry),
NOTE: The English Channel Tunnel (CHUNNEL) used for travel between the United Kingdom and Europe
isaferry 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 Policy on Use of Government Aircraft and Air Travel, Enclosure 2.

U3001 ALLOWABLE TRANSPORTATION EXPENSES

Transportation expenses include the cost of airline, train (including sleeping accommodations or parlor car seats),
vessel (including ocean, waterway or ferry), and bus tickets, transportation to/from carrier terminals and the cost of
specia conveyance. 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 Chapter 4, Part B or Chapter 4, Part C.

Change 214 U3A-1
10/1/04



Transportation, Accompanied Baggage, and Local Travel U3005

*U3002 DIRECTING TRANSPORTATION MODE

NOTE: Throughout this paragraph, users must remember that it is MANDATORY DoD policy to use CTOs for
all transportation regquirements.

A. General. The AO may direct the use of one or more transportation modes for members on TDY travel that does
not involve aPCS move. Service regulations may, under limited circumstances, specify when a particular mode
(other than a POC or special conveyance) may be directed (see par. U5107) for individual PCS moves. See 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 PCS travel. If
no mode is directed, the member may select a transportation mode that allows the mission to be completed within
the prescribed time limits. The member is bound by all regulations pertaining to the directed or, if appropriate, the
selected transportation mode.

B. Travel Reimbursement. Except PCS transoceanic travel (see par. U5108-A), when a specific transportation
mode is directed a member may be reimbursed for personally procured transportation up to the cost of the directed
mode. 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. See par. U3120 regarding mandatory CTO use.

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

U3003 AUTHORIZED MODES

The AO, when not required to direct the transportation mode, ordinarily determines the authorized transportation
modes, 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 Government Conveyance and/or Common Carriers on Government-Procured Transportation. Travel
time for travel by Government conveyance (except Government automobile) and/or common carriers obtained by
Government-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 Government 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, not to exceed the allowable travel
time for the directed transportation mode.

Change 214 U3A-2
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Transportation, Accompanied Baggage, and Local Travel U3010

C. POC. Generally, 1 day of travel timeis alowed for each 350 miles of official distance of ordered travel. If the
excessis 51 miles or more after dividing the total number of miles by 350, one additional day of travel timeis
allowed. When the total official distanceis400 milesor less, 1 day'stravel timeisallowed. Thisappliesto travel

by:
1. POC as advantageous,
2. Special conveyance (vehicle) as authorized mode for TDY travel, and
3. Government vehicle.

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 this paragraph. Consider:

1. Duty hours;

2. Duty requirements,

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

5. Thetraveler'scomfort and well being; and

6. Thetraveler not being scheduled for departures and arrivals between 2400 and 0600 unless that is the only
schedule available or isrequired by the mission.

*U3010 SEPARATE JOURNEYS

When determining payable allowances, travel between any two pointsin the following categories is computed
separately as a separate journey:

1. PDS,

2. TDY station,

3. Passenger port of embarkation (POE),
4. Passenger port of debarkation (POD),
5. First duty station,

6. Last duty station,

Change 214 U3A-3
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Transportation, Accompanied Baggage, and Local Travel U3015

7. HOR,
8. HOS,
9. PLEAD,
10. A designated place,
11. A COT leave location,
12. POV loading port/VPC,
13. POV unloading port/VPC, and
*14. POV storage facility.
U3015 ACCOMPANIED BAGGAGE TRANSPORTATION

A. General. This paragraph prescribes entitlement to transportation of accompanied baggage (transported free on a
transportation ticket) and excess accompanied baggage.

B. Authorization/Approval for Excess Baggage. Shipment of excess baggage may be authorized/approved in
accordance with Service regulations.

C. Baggage Cost Payment

1. Excess Baggage Transportation Charges. Excess baggage transportation costs may be paid only when
authorized/approved under par. U3015-B. Excess baggage charges may be included in Government-procured
transportation documents, or the member may be reimbursed for the charges.

2. Baggage Transfer. Itemized necessary baggage transfer expenses are reimbursable except when the member
isreceiving mileage.

*3. Baggage Checking and Handling. Itemized baggage checking expenses are reimbursable except when the
member is receiving mileage. See par. U1410 for baggage handling tips reimbursement.

D. Return of Baggage to Member. When a member's baggage is shipped as part of atroop movement but the
member's name is later deleted from the movement order, an expedited transportation mode may be used to return or
forward the baggage to the member. This expedited transportation must be authorized/approved in accordance with
Service regulations.
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c¢. First-class accommodations may be used at Government expense only as permitted in par. U3125-B3.

d. Business-class accommodations may be used at Government expense only as permitted in par. U3125-
B4.

e. See par. U2000-A2a regarding authorizing premium-class transportation before or after travel.

f. 1AW the Federal Travel Regulation (FTR), an airline flight that has only two classes of service (i.e., two
‘cabing’), the higher class of service (e.g., the ‘front cabin’), regardless of the term used in itsidentification,
is“first class.” A member and/or dependent must use the ‘least expensive unrestricted coach fare' if
available, in the ‘back’ (economy) cabin of atwo-cabin aircraft or the member and/or dependent must
qualify for afirst-class seat in the ‘front’ (first-class cabin) of the two-cabin aircraft. Some airlines have
only restricted faresin the ‘economy’ cabin of two-cabin aircraft. If that isthe case, arestricted fare in the
‘economy’ cabin must be used unless the member (and/or the dependent) qualifies for afirst-class seat in
the front cabin. (See par. U3125-B2afor first-class qualifications.)

g. Lessthan minimum standards may be authorized as permitted in par. U3100.

NOTE 1: Commands must not permit CTOs to issue travelers premium-class tickets without prior proper
authorization.

NOTE 2: Specific judtification and the paragraph reference number detailed to the “ specific” reason for
travel must be placed on a travel order (see par. U2000-A2a) for premium-classtravel (e.g., JFTR, par.
U3125-B4c (followed by details) (representative of first-classtravel); JFTR, par. U3125-B3b (followed by
details) (representative of business-class). (See APPENDIX A, BLANKET TRAVEL ORDER for an
exception concerning Blanket Travel Ordersthat requiresindividual amendments for each trip requiring
premium-class transportation to be provided.)

2. Officids Who May Authorize/Approve Premium-class Air Accommodations Use

a. First-class. Theofficials listed below may authorize/approve first-class air accommodations use by
members and their dependents if any of the criteriain par. U3125-B3 are met. (DoD 4500.9-R, par. 3.4.3.1,
USD memo of 17 November 2003 for DoD members).

(1) Office of the Secretary of Defense and Defense Agencies: Executive Secretary, with no further
delegation.

(2) Military Departments: The Secretaries of the Military Departments. Approval authority may be re-
delegated to Under Secretaries, Service Chiefs or their Vice and/or Deputy Chiefs of Staff, and four-
star mgjor commanders or their three-star vice and/or deputy commanders, and no further.

(3) Joint Staff and Combatant Commands: Director, Joint Staff, or as delegated. Re-delegation may
be no lower than to the three-star major commanders.

(4) The Secretary of Health and Human Services (for Public Health Service officers).
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(5) The Director, NOAA Corps (for NOAA Corps officers).
(6) The Secretary or Deputy Secretary of Homeland Security (for Coast Guard members).

b. Business-class. In addition to the officials with authority to authorize/approve first-class air
accommodations as detailed in par. U3125-B2a, only flag officers at the two-star level or their civilian
equivalents, to whom authority has been delegated, may authorize or approve business-class transportation.
Delegation of authority for business-class travel below the two-star flag officer or civilian equivalent level
is prohibited. Premium class approval authorities must obtain approval for their own business-class travel
from the next higher approval authority. See par. U2000-A2b.

c. Premium Class Authorization/Approval Authorities

First Class Business Class
(DoDD 4500.9)
OSD and Defense Executive Secretary Same, except may be
Agencies delegated to two star or
civilian equivaent level.
Joint Staff and Director Joint Staff Same, except may be
Combatant Commands or as delegated delegated to two star or

civilian equivaent level.

Military Departments Secretary may re-delegate to Under Secretary, Same, except may be

Service Chiefs, Vice/Deputy Chiefs, and Four- | delegated to two star or
star major commanders or their three star civilian equivalent level.
deputy/vice commanders and no further.

Effective 16 August 2004

*3. First-class Air Accommodations Use. (OMB Bulletin 93-11, 19 April 1993) Only the officialslisted in
par. U3125-B2a may authorize/approve first-class air accommodations use when: (See Appendix H, Part I1,
Section C, for afirst-class decision support tool.)

a. Lower class accommodations are not reasonably available. “Reasonably available” means that
accommodations, other than first-class, are available on an airline scheduled to leave within 24 hours of the
member’ s proposed departure time, and scheduled to arrive within 24 hours before the member’ s proposed
arrival time. “Reasonably available” does not include a scheduled arrival time later than the member’s
required reporting time at a duty site, or a scheduled departure time earlier than the time the member is
scheduled to complete duty. When this paragraph is used to justify premium-class accommodations, the
AO must cause the travel order to be clearly annotated asto when the TDY travel was identified, when
travel reservations were made, and the cost difference between coach-class and first-class accommodations.
“Not reasonably available” does not apply during official travel involving PCS, COT leave, emergency
leave, R& R, FEML, or personnel evacuation and flights over 14 hoursin duration, since arrival
time/reporting time in these cases is not mission critical.

b. See par. U2000-A2c for medical reasons. First-class may be considered for use when and if business-
class transportation is not available.
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c. Exceptional security circumstances require such travel. Examples are:

(1) A member whose use of other than first-class accommodations would entail danger to the
member's life or Government property.

(2) Agents of protective details accompanying individuals authorized to use first-class
accommodations.

(3) Couriersand control officers accompanying controlled pouches or packages and business-class
accommodations are not available.

d. When required by the mission. This criterion is exclusively for usein connection with Presidential,
Congressional or Secretarial designated Boards, Commissions, Task Forces and special high-level invited
guests. For DaD, the only approval authority is the Executive Secretary, Office of the Secretary of
Defense. Business-class should be used if available.

Effective 23 July 2004
*e. When regularly scheduled flights between the authorized origin and destination (including connection
points) provide only first-class accommodations.

Effective 23 July 2004

*f. When a non-Federal source makes full payment for the transportation services in advance of travel (see
the Joint Ethics Regulation (JER), DoD 5500.7-R, at

http: //waww.dtic.mil/whs/directives/corres/html/55007r .htm, or
http://mww.defenselink.mil/dodgc/defense_ethics/ethics regulation/index.html, or Service regulations for
the non-DoD Services.) One of the preceding criteria must also be met (pars. U3125-B3a, U3125-B3b,
U3125-B3c, U3125-B3d, and U3125-B3e. Thetravel order must state that transportation services have
been paid in advance by a non-federal source.

g. Congressional travel. Travel of amember of the armed forces accompanying a Member of Congress or
acongressiona employee on official travel under the authority in 31 USC 81108(g). (See Chapter 7, Part
u)

Effective 16 August 2004

*4. Business-class Accommodations Use. (Only the officialslisted in par. U3125-B2b may authorize/approve
business-class accommodations.) Use of business-class accommodations must not be common practice.
Business-class accommodations must be used only when exceptional circumstances warrant. Business-class
authorizing/approving officials (see par. U3125-B2b) must consider each request for business-class airline
service individually and carefully balance good stewardship of scarce resources with the immediacy of mission
requirements. See par. U4325 about scheduling travel and NOTE 1 in par. U4326 on rest periods. See par.
U2000-A2. (See Appendix H, Part I11, Section C, for business-class decision support tool.) Business-class
accommodations may be authorized/approved when:

a. Spaceisnot available in coach-class accommodations on any scheduled flight in time to accomplish the
official (TDY)) travel purpose/mission, a purpose/mission that is so urgent it cannot be postponed. When
“gpaceis not availablein coach-class’ is used to justify premium class accommodations, the business-class
authorizing/approving official must require that the travel order be clearly annotated as to when the TDY
travel was identified, when travel reservations were made and the cost difference between coach (economy)
and business class. (Business-class accommodations may not be provided for official travel for PCS, COT
leave, emergency leave, R& R, FEML, and personnel evacuations.) When TDY travel in business-class
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accommodations is authorized/approved because the mission is “so urgent it cannot be postponed,”
business-class accommodations may only be authorized to the TDY site. Less than premium-class (e.g.,
coach (economy)) accommodations are to be used for the return flight if the return flight is not critical and
the member can rest before reporting back to work. Each TDY order on which return transportation in
premium-class accommodations is not required must require economy class accommodations use for the
return flight. See par. U2000-A2d.

b. See par. U2000-A2c for medical reasons.
c. Exceptional security circumstances require such travel. Examples are:

(1) A member whose use of other than business-class accommodations would entail danger to the
member's life or Government property.

(2) Agents of protective details accompanying individuals authorized to use business-class
accommodations.

(3) Couriersand control officers accompanying controlled pouches or packages.

Effective 15 June 2004

d. When required by the mission. This criterion isfor use in connection with Presidential, Congressional
or Secretarial designated Boards, Commissions, Task Forces and special high-level invited guests. Except
for the Armed Forces Entertainment Program, for DoD, the only approval authority is the Executive
Secretary, Office of the Secretary of Defense. For the Armed Forces Entertainment Program, the approval
authority is the executive agent, the Department of the Air Force, per DoDI 1330.13. (Reference
PDUSD(P&R) memo, dated 15 June 2004, subject: Premium Class Travel Approva Authority for the
Armed Forces Entertainment Program.)

Effective 23 July 2004
*e. When regularly scheduled flights between the authorized origin and destination (including connection
points) provide only first-class accommodations.

f. When a non-Federal source makes full payment for the transportation services in advance of travel (see
the Joint Ethics Regulation (JER), DoD 5500.7-R, at

http: //mww.dtic.mil/whs/directives/corres/html/55007r .htm,
http://mmw.defenselink.mil/dodgc/defense_ethicg/ethics_regulation/index.html,or Service regulations for
the non-DoD Services.) Thetravel order must state that transportation services have been paid in advance
by a non-federal source.

g. Coach-class accommodations on foreign carriers do not provide adequate sanitation or meet health
standards and foreign flag carrier service use is authorized/approved in accordance with the Fly America
Act. Seepar. U3125-C for rules governing U.S. flag carrier use.

h. Use of the business-class accommodations would result in an overall savings to the Government based
on economic considerations (e.g., the avoidance of additional subsistence costs, overtime, or lost
productive time) that would be incurred while awaiting coach-class accommodations. An actual cost-
comparison must be made and the details made part of the travel order.
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i. TDY travel isbetween authorized origin and destination points (at least one of which is OCONUS), the
scheduled flight time (including non-overnight airport stopovers and plane changes) isin excess of 14
hours, and the TDY purpose/mission is so unexpected and urgent it cannot be delayed or postponed, and
arest period cannot be scheduled en route or at the TDY site before starting work. See NOTE 2 below.

NOTE 1: The“length of flight (14, 20, 30, 40 hours)” in and of itself is not sufficient justification to
authorize premium class accommodations. The justification must be that the TDY mission was so
unexpected that traveler was unable to schedule a flight arriving the day prior to allow rest before
starting work or a layover en routeto allow rest before traveling on to the destination to begin work.
When using length of flight to justify business-class accommodations, the business-class
authorizing/approving official must cause the travel order to be clearly annotated asto when the TDY
travel was identified, when travel reservations were made, and the cost difference between coach-class
and business-class accommodations.

NOTE 2: The 14-hour flight time criterion isrestricted to TDY travel only and may not be used to justify
business-class accommodations for PCS, COT Leave, Emergency Leave, R& R, FEML, personnel
evacuation, or any other transportation.

NOTE 3:

(1) Themember or dependent is not eligible for business-class accommodations at Government
expenss, if:

(a) A ‘stopover’ en route (regardiess of who pays the expenses during the ‘stopover’) isan
overnight stay,

(b) A rest stop en routeisauthorized, or

(c) An overnight rest period occurs at the TDY location before beginning work.
(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
including scheduled non-overnight time spent at airports during plane changes.
(3) On TDY travel, the 14-hour rule (in par. U3125-B4d above) only applies en routeto the TDY site.
Lessthan business-class (e.g., coach (economy)) accommodations are to be used for the return flight if

thereturn flight is not critical and the member can rest before reporting back to work.

(4) When use of business-class accommodations is authorized/approved, use of business-class airfares
provided under the Contract City Pair Program is mandatory.

j- Congressional travel. Travel of amember of the armed forces accompanying a Member of Congress or a
congressional employee on official travel under the authority in 31 USC 8§1108(g). See Chapter 7, Part U.

Effective 16 August 2004
*5. Documentation Requirements. (See Appendix H for document requirements/procedures.)

a. Orders. Seepar. U2000-A2a.
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b. Trave Certification. The member must certify, on the travel order, or by attachment to the travel order,
the reason(s) for the use of premium-class airline accommodations. (Circumstances justifying use of
premium-class transportation accommodations are limited to those listed in pars. U3125-B3 and U3125-
B4.) Specific authorization/approval, including which of the specific conditions was met, and the cost
difference between the premium- and coach-class, must be attached to, or stated on, the travel order and
kept as part of the record. When regularly scheduled flights between the authorized origin and destination
(including connection) points provide only premium-class accommodations, the member must certify these
circumstances on the attachment to the travel order. In the absence of specific authorization/approval from
an authority designated in par. U3125-B2, the member is financially responsible for all additional costs
resulting from premium-class airline accommodations use. Additional costs are the difference between the
cost of the premium-class of transportation used and the transportation class for which the member or
dependent was eligible.

C. U.S. Flag Air Carrier (Certificated Air Carrier) Use

1. Requirements. Available U.S. flag air carriers must be used for all commercial foreign air transportation of
persons/property when the U.S. Government funds air travel (49 USC 840118 and B-138942, 31 March, 1981).
Except as provided in par. U3125-C3, U.S. flag air carrier service is available if the:

a. Carrier performs the commercial foreign air transportation required, and
b. Service accomplishes the mission, even though:
(1) A comparable/different kind of service by anon-certificated air carrier costs less,
(2) Non-certificated air carrier service is preferred by the service/traveler,
(3) Non-certificated air carrier service is more convenient for the service/traveler, or
(4) Theonly U.S. flag air carrier service available between pointsin the CONUS or non-foreign
OCONUS area and foreign OCONUS points (49 USC 840102) requires boarding/leaving the carrier
between midnight and 6 a.m., or travel spanning those hours (the traveler may have a brief non-work
period not to exceed 24 hours, for "acclimatization rest" at destination as well as per diem during the
rest period when the destination is other than the traveler's PDS) (56 Comp. Gen. 629 (1977)).
2. Exceptions. When one of the following exceptions exists, U.S. flag air carrier serviceis not available.
a. Transportation is provided under a bilateral/multilateral air transportation agreement to which the U.S.
Government and the government of aforeign country are parties, and which the Department of
Transportation has determined meets the requirements of the Fly America Act.
b. No U.S. flag air carrier provides service on a particular leg of the route, in which case foreign air carrier
service may be used, but only to or from the nearest interchange point on a usually traveled route to
connect with U.S. flag air carrier service.
c. A U.S. flag air carrier involuntarily reroutes atraveler’ stravel on aforeign air carrier; (if the traveler is

given achoice asto substitute service, aU.S. flag air carrier should be selected if it does not unduly delay
the travel) (59 Comp. Gen. 223 (1980)).
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d. Foreign air carrier service would be three hours or less, and U.S. flag air carrier use would at least
double en route travel time.

e. Foreign air transportation is paid fully 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 finance
credits), an international agency or other organization. (B-138942, 31 March 1981 and 57 Comp. Gen. 546
(1978)); NOTE: See Security Assistance Management Manual, Chapter 2, par. 20202-C3e of the DoD
5105.38-M, when travel ison Security Assistance Business.

f. If aU.S. flag air carrier offers nonstop/direct service (no aircraft change) from origin to destination, U.S.
flag air carrier service must be used unless such use would extend travel time, including delay at origin, by
24 hours or more.

0. If aU.S. flag air carrier does not offer nonstop/direct service (no aircraft change) between origin and
destination, U.S. flag air carrier must be used on every portion of the route where it provides service unless,
when compared to using aforeign air carrier, such use would:

(1) Increase the number of foreign OCONUS aircraft changes made by 2 or more; or
(2) Extend travel time by at least 6 hours or more; or
(3) Require a connecting time of 4 hours or more at a foreign OCONUS interchange point.

h. The AO determinesthat a U.S. flag air carrier cannot provide the needed air transportation, or cannot
accomplish the mission.

i. Foreignair carrier useis necessary for medical reasons, (including use to reduce the number of
connections and possible delays when transporting persons needing medical treatment).

j. Foreignair carrier useisrequired to avoid an unreasonable safety risk (e.g., terrorist threats). NOTE:
Approval based on an unreasonable safety risk must be in writing on a case-by-case basis.
Determination and authorization/approval of foreign air carrier use based on a threat against a U.S. flag
air carrier must be supported by a travel advisory notice issued by the Federal Aviation Administration
and the Department of State. Determination and authorization/approval of foreign air carrier use based
on athreat against Government employees or other travelers must be supported by evidence of the
threat(s) that forms the basis of the determination and authorization/approval.

k. Only first class accommodations can be furnished by aU.S. flag air carrier but less than first class
accommodations are available on aforeign air carrier (60 Comp. Gen. 34 (1980)).

I. Thetotal ddlay, including delay in initiation of travel fromaTDY point, in en route travel and additional
timeat the TDY station before the traveler can proceed with assigned duties, involves more than 48 hours per
diem costsin excess of per diem that would be incurred if non-certificated service was used (56 Comp. Gen.
216 (1977)).

m. The only U.S. flag air carrier service between foreign OCONUS points requires boarding/leaving the
carrier between the hours of midnight and 6 am., or travel spanning those hours, and a non-certificated
carrier is available which does not require travel at those hours (the traveler may travel by non-certificated
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carrier to the nearest practicable interchange point on ausually traveled route to connect with aU.S. flag air
carrier) (56 Comp. Gen. 629 (1977)).

n. Thetraveler’stransportation is paid for in full by a non-Federal source in accordance with the Joint
Ethics Regulation (JER), DoD 5500.7-R, at

http://mww.defenselink.mil/dodgc/defense_ethics/ethics regulation/index.html or service regulations for
non-DoD Services.

3. Non-availability Documentation. When the AO determines U.S. flag air carriers are unavailable,
commercial foreign air transportation on a non-certificated air carrier may be authorized/approved.
Documentation explaining why U.S. flag air carrier serviceis not available must be provided to the traveler.
Endorsements on the travel orders and/or Government travel procurement document, made in accordance with
Service regulations, are acceptable. The documentation should include the name of traveler, foreign flag
vessel(s) or air carrier(s) used, flight identification no(s), origin, destination and en route points, date(s),
justification, and authorizing/approving official’ s title, organization and signature.

4. Air Travel Schedule Selection

a. General. Schedules maximizing U.S. flag air carrier use must be selected. Schedule selection is made
using the following guidelines when:

(1) U.S.flagair carrier serviceis available at the point of origin, schedules providing service by a
usually traveled route, between origin and destination, and originating with aU.S. flag air carrier must
be used;

(2) U.S.flagair carrier service is not available at origin or an interchange point, non-certificated air
carrier service should be used only from point of origin to the nearest practicable interchange point on
ausually traveled route, between origin and destination, to connect with aU.S. flag air carrier;

(3) Schedule selection leaves the traveler at alocation from which there is no choice but to use non-
certificated air service between the CONUS or non-foreign OCONUS location, and aforeign
OCONUS location, the travel should be rerouted so that available U.S. flag air carriers are used.

b. Selecting a Schedule. The following example applies the guidelines shown in par. U3125-C4awhen
selecting a schedule.

EXAMPLE

Assuming there are no constraints on the departure or arrival time, atraveler requiring transportation
between Ankara, Turkey, and Stuttgart, Germany, can accomplish required travel by any of the four
schedules shown (schedules are for illustrative purposes only and do not reflect actual airline schedul es):

Schedulel
Monday/Tuesday/Thursday/Saturday/Sunday
City Time Air Carrier
Leave: Ankara 0830 Foreign
Arrive: Frankfurt 1210
Leave: Frankfurt 1325 Foreign
Arrive: Stuttgart 1410
Change 214 u3B-12
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Schedulell
Wednesday/Friday/Saturday
City Time Air Carrier
Leave: Ankara 0800 u.s
Arrive: Rome 1100
Leave: Rome 1650 Foreign
Arrive: Stuttgart 1940
Schedulelll
Wednesday/Friday/Saturday
City Time Air Carrier
Leave: Ankara 0800 u.s
Arrive: I stanbul 0855
Leave: I stanbul 1430 u.s
Arrive: Frankfurt 1620
Leave: Frankfurt 1650/2120 Foreign
Arrive: Stuttgart 1730/2200
Schedule IV
Daily (except Saturday)
City Time Air Carrier
Leave: Ankara 1130 Foreign
Arrive: | stanbul 1220
Leave: I stanbul 1430 u.s.
Arrive: Frankfurt 1620
Leave: Frankfurt 1650/2120 Foreign
Arrive: Stuttgart 1730/2200

Under the guidelines in par. U3125-C4a, the example schedule choice is limited to schedules |1 and 111,
because service is provided by ausually traveled route and originates with U.S. flag air carrier service.
Schedule 111 provides U.S. flag air service from Ankaravialstanbul to Frankfurt, while U.S. flag air service
isavailable under schedule Il between Ankara and Rome. Schedule I11 should be selected because it uses
U.S. flag air service to the farthest practical interchange point on a usually traveled route. If the schedules
in this example were limited to those shown in schedules | and 1V, schedule IV would be selected since it
clearly involves more travel by U.S. flag air carriers than does schedule | (See 55 Comp. Gen. 1230
(1976)).

6. Reimbursement. Thereisno reimbursement (for any leg of the journey) for transportation cost when
unauthorized/unapproved foreign air carrier serviceisused. If U.S. flag air carrier serviceisavailable for an
entiretrip and the traveler uses a foreign air carrier for any part, or all, of thetrip, the transportation cost on
theforeign air carrier isnot payable (41 CFR §8301-10.143).

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.
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B. Commercial Ship Use Authorization. Commercia 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. Members and/or dependents who travel by ship at Government expense must use the

least costly first-class ship accommodations. More costly first-class ship accommodations at Government expense
must be authorized/approved IAW par. U3130-D.

D. Authorization/Approval for more Costly First-class Ship Accommodations Use at Government Expense.
NOTE: See par. U2000-A2b.

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

2. Requirements. Authorization for more costly first-class ship accommodations use at Government 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.

Effective 16 August 2004

*E. More Costly First-class Ship Accommodations Use. (OMB Bulletin 93-11, 19 April 1993) (See Appendix H
for requirements/procedures.) More costly first-class accommodations at Government expense may be
authorized/approved only when:

1. Less costly first-class accommodations are not available.
2. Seepar. U2000-A2c for medical reasons.
3. There are exceptional security requirements. Examples are:

a. A member or dependent whose use of least costly first-class accommodations would entail danger to the
member’ s or dependent’ s life or Government property.

b. Agentsof protective details accompanying individuals authorized to use more costly first-class
accommodations.

c. Couriers and control officers accompanying controlled pouches or packages and a lower premium class
isnot available.

F. U.S. Registry Ship Use

1. General. U.S. flag ships shall be used except as provided in pars. U3130-F2 and U3130-F3 (46 USC §1241
(a)). Thisappliesto all 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 aU.S.
flag ship cannot provide the transportation service required, transportation may be obtained aboard aforeign
flag ship (B-190575, 1 May, 1978).
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2. U.S. Flag Ship Use Impracticable. When U.S. flag ships use would serioudly interfere with/prevent the
performance of official business, the AO may authorize/approve foreign flag ship use. Documentation required
by par. U3125-C4 explaining why U.S. flag ship use is impracticable must be provided to the traveler to justify
transportation reimbursement. Order endorsements are acceptable.

3. U.S. Flag Ship Unavailable. When U.S. flag ships are not available, the transportation/other appropriate
officer may authorize/approve foreign flag ship use. Documentation required by par. U3125-C3 is used
explaining why U.S. flag ships are unavailable, and must be provided to the traveler to justify transportation
reimbursement. Order endorsements are 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 U.S. flag ships, short delaysin awaiting
transportation, arranging circuitous routes for traveler convenience, or similar reasons.

U3135 TRAIN TRANSPORTATION

A. Poalicy. The Government purchases and furnishes to official travelers, who travel by train, reserved coach-class
accommodations except as noted in this paragraph. When adequate reserved coach-class accommodations are
available, AO must require those accommodations be provided. For overnight travel, members must be provided
slumber coach sleeping accommodations, or the lowest class of deeping accommodations available on atrain that
does not offer slumber coach accommodations.

Effective 16 August 2004
*B. First-class Train Accommodations Use (See Appendix H, Part |1, Section C, for afirst-class decision support
tool and procedures.)

1. Authorization/Approval. The first-class authorizing/approving authority official in par. U3125-B2 may
authorize/approve the first-class train accommodations use except for travel using Coast Guard funds. Only the
Commandant/Vice Commandant of the Coast Guard may authorize/approve first-class accommodations use
when Coast Guard funds are being used. See par. U2000-A2b.

2. Requirements. See par. U2000-A2a.

Effective 16 August 2004
*C. Circumstances. (OMB Bulletin 93-11, 19 April 1993) First-class train accommodations may be
authorized/approved only when:

1. Advantageous to the Government and no coach-class train accommodations are reasonably available.
“Reasonably available” means available coach-class train accommodations that are available and scheduled to
leave within 24-hour period before the member's proposed departure time, or are scheduled to arrive within the
24-hour period before the member's proposed arrival time. In the case of a direct route that requires overnight
travel, “reasonably available” must also be based on slumber coach sleeping accommodations availability.
“Reasonably available” does not include accommodations with a scheduled arrival time later than the member's
required reporting time at the duty site, or with scheduled departure time earlier than the time the member is
scheduled to complete the duty.

2. Seepar. U2000-A2c and Appendix H, Part IV for medical reasons.
3. There are exceptional security requirements. Examples are:

a. A member whose coach-class accommodations use would entail danger to the member's life or
Government property,

b. Agents of protective details accompanying individual s authorized to use first-class accommodations,
and
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c¢. Couriers and control officers accompanying controlled pouches or packages and alower premium class
isnot available.

4. Coach-class accommodations on aforeign rail carrier do not provide adeguate sanitation or meet health
standards.

D. Extrafare Train Service. Travel by extra-fare trains may be authorized/approved when its use is advantageous
to the Government or is required for security reasons. The use of the lowest class of service available on any
AMTRAK Acelaor Metroliner train Service (including Acela Express) is advantageous to the Government.
‘Business’ classisthe lowest available class of service on the Amtrak Acela Express or Metroliner train service.
‘Coach’ classisthe lowest available class on Amtrak Regional. AMTRAK Acelaand Metroliner first-class
accommodations may be authorized/approved only as provided in par. U3135-C.

U3140 UNUSED GOVERNMENT-PROCURED TRANSPORTATION DOCUMENTSAND TICKETS

A. General. Memberswho return unused Government-procured transportation documents, compl ete tickets, or
unused portions of tickets obtained on these documents are entitled to travel and transportation allowances under
this Chapter and Chapters 4 and 5 if otherwise authorized.

B. Cost to the Government Involved. When cost to the Government is involved, the cost for any sleeping or parlor
car accommodations furnished and used, or the cost of shipping baggage on tickets without passenger shall be
deducted from the amount otherwise payable to the member in par. U3140-A for the travel involved.

U3145 CITY-PAIR PROGRAM

See Appendix P. NOTE: Regulations applicable to the Contract city-pair Program are found in DoD 4500.9-R,
Part I, Chapter 103, pars. A2 and B2 available at:_http://mww.transcom.mil/j5/pt/dtr.html.
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PART D: TRAVEL BY PRIVATELY OWNED CONVEYANCE
U3300 TDY POC RULES

A. Palicy. Service policy isto authorize/approve (as distinguished from permit) POC travel if acceptable to the
member and advantageous to the Government, based on the factsin each case.

B. Authorization/Approval. The AO should authorize/approve POC travel only if it is advantageous to the
Government when compared to travel by Government conveyance or commercial carrier, and not solely for member
convenience. POC use may be advantageous to the Government when, for example:

1. ltsuseismore efficient, or economical, or results in amore expeditiously accomplished mission;
2. Thereisno practicable commercial transportation; or
3. Common carrier use would be so time-consuming that it would delay the mission.

POC use shall not be directed.

C. Officia Distances. See par. U2020.

D. PCS Travel by POC. See Chapter 5, Part B and Chapter 5, Part C.
U3305 POC USE ON TDY (ADVANTAGEOUSTO THE GOVERNMENT)

A. Mileage Plus Per Diem or AEA. Reimbursement of parking fees, ferry fares, road, bridge and tunnel tollsis
authorized for POC travel over the most direct route between the stationsinvolved. The member also is authorized
per diem or AEA, whichever applies, as prescribed in Chapter 4, Part B or Chapter 4, Part C, for the allowable travel
time as computed under par. U3005-C. See par. U3335 for non-reimbursable expenses when a member is paid

mileage.

1. Member Responsible for Paying POC Operating Expenses. The member responsible for paying the POC
operating expenses (i.e., the cost or cost portion directly associated with POC use for official travel) is
authorized mileage for the official ordered travel distance at arate per mile for the POC type used. See par.
U2600 for applicable mileage rates.

2. Passengers Not Responsible for Paying POC Operating Expenses. A passenger in a POC, not responsible
for paying the POC operating expenses, is not authorized mileage. The passenger is authorized per diem or
AEA, whichever applies, as prescribed in Chapter 4, Part B or Chapter 4, Part C, for the allowable travel time
computed under par. U3005-C.
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Effective 15 July 2004

*B. Reimbursement for Actual Transportation Costs. A member usually must be paid mileage as prescribed in par.
U3305-A. However, instead of paying mileage, reimbursement for actual transportation costs may be
authorized/approved by the AO when advantageous under the provisions of par. U3300-B. When actual
transportation cost reimbursement is authorized, the order should reference this subparagraph. Reimbursement of
actual expenses shall be limited to the following for the POC type used. Privately-owned:

1. Automobile or motorcycle: fuel; oil; parking; ferry fares; road, bridge and tunnel tolls; winter plug-ins; and
trip insurance for travel in foreign countries (see par. U1410-B3);

2. Aircraft: fuel, oil, parking fees, tie-down fees and hangar fees;
3. Boat or vessel: fuel, ail, and docking fees.

Expensesincurred for hire or subsistence of operators or periodic maintenance, regardless of cause, must not be
reimbursed.

NOTE: Chargesfor repairs, depreciation, replacements, grease, oil, antifreeze, towage and similar speculative
expenses are not reimbursable expensesin connection with using a POC on official travel. However, travelers
may be eligible to submit claims for repairsto POCs used for official travel, using Service procedures, under the
Military Personnel and Civilian Employees Claims Act (31 USC §3701-3721).

C. Privately-owned Aircraft other than Airplane. When a privately owned aircraft other than an airplane (e.g.,
helicopter) is used, the actual cost of operation rather than mileageispaid. The following expenses may be
reimbursed: fuel; oil; and aircraft parking, landing, and tie-down fees. The following expenses are not reimbursable:
charges for repairs, depreciation, replacements, grease, oil change, antifreeze, towage and similar speculative
eXpenses.

D. Mixed Mode Transportation. If a member travels partly by POC and partly by common carrier at personal
expense for aleg of ajourney, the member is entitled to the appropriate mileage plus per diem from par. U3305-A,
for the distance traveled by POC, plus the cost of transportation purchased with persona funds and per diem under
Chapter 4, Part B, for actual travel. The total amount may not exceed mileage plus per diem from par. U3305-A
(based on the rate for the POC used for a portion of the travel) for the officia distance of the ordered travel. The
AO may authorize/approve actua travel cost (mileage plus per diem from par. U3305-A for the distance traveled by
POC, plus the cost of transportation purchased from personal funds and per diem under Chapter 4, Part B) of the
ordered travel when justified in unusual circumstances.

U3310 POC USE ON TDY (NOT ADVANTAGEOUSTO THE GOVERNMENT)

A. Mileage Plus Per Diem

1. Member Responsible for Paying POC Operating Expenses. The member responsible for paying the
operating expenses (i.e., the cost/portion of cost directly associated with POC use for official travel) is
authorized the lesser of:
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a. Mileage and reimbursable expenses as prescribed in par. U3305-A1 for the official ordered travel
distance plus per diem as prescribed in Chapter 4, Part B, for the actual travel time; or

b. What it would have cost the Government had Government-procured transportation been used between
the ordered points, plus per diem under Chapter 4, Part B, for the constructive travel time (including
necessary delays) on the Government-procured transportation.

Constructive travel timeis based on the carrier's required check-in time plus travel time from home, office, or the
place travel actualy begins, and the carrier's scheduled arrival time at the terminal plus travel time to home, office,
or the place travel actually ends. The constructive common carrier cost should be placed in the member's orders
before the member departs the PDS.

2. Passengers Not Responsible for Paying POC Operating Expenses. If orders direct use of a specific
transportation mode, see par. U3310-B. A passenger in a POC, not responsible for paying the POC operating
expenses, is not entitled to mileage, but is entitled to per diem as prescribed in Chapter 4, Part B, based on
whichever of the following results in the lesser amount, the:

a. Lesser of the actual travel time or the travel time computed under par. U3005-C, or

b. Constructive travel time for travel between the ordered points (including necessary delays) on
Government-procured transportation.

Constructive travel timeis based on the carrier's required check-in time plus travel time from home, office, or place
travel actually begins, and the carrier's scheduled arrival time at the terminal plus travel time to home, office, or
place travel actually ends.

B. Transportation by Mixed Modes. If the member is not authorized to travel by POC as advantageous to the
Government and travels partly by POC for personal convenience and partly by common carrier at personal expense,
the member is entitled to the appropriate mileage plus per diem under par. U3305-A for the distance traveled by
POC, plus the cost of transportation purchased with personal funds and per diem under Chapter 4, Part B, for actual
travel. Thetotal amount shall be limited to the cost had Government-procured transportation been used, plus per
diem under Chapter 4, Part B, for constructive travel time for the distance of the ordered travel.

U3320 POC USE TO AND FROM TRANSPORTATION TERMINALSOR PDS

A. Round-trip Expenses Incurred for Drop-off or Pick-up at a Transportation Terminal. When a POC is driven
round trip to drop-off or pick-up a member at a transportation terminal, the member responsible for paying POC
operating expenses shall be paid mileage for the round-trip distance and reimbursed parking fees, ferry fares, road,
bridge and tunnel tolls for the most direct route.

B. Expenses Incurred for Two One-way Trips to and from a Transportation Terminal. When a POC is used for one-
way travel from aresidence or duty station to a transportation terminal and then from the terminal to aresidence or
duty station when the TDY is completed, a member responsible for paying POC operating expenses shall be paid
mileage and reimbursed for parking fees, ferry fares, road, bridge and tunnel tolls for the most direct route.
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NOTE: Terminal parking feeswhile TDY may be reimbursed not to exceed the cost of two one-way taxicab fares,
including allowabletips. In extenuating circumstances (for example, when a member’sshort TDY is unexpectedly
extended after departure), the AO may waive this cost limitation.

C. Member Departs from PDS on TDY. When a POC is driven from a member's residence to the PDS on the day
the member departs from the PDS on TDY requiring at least one night's lodging, and from the PDS to the residence
on the day the member returns the member who paid the expenses of operating the POC shall be paid mileage, plus
parking fees, ferry fares, road, bridge and tunnel tolls for the most direct route.

D. Two or More Members Travel in Same POC. When a member transports other members to or from the same
transportation terminal, mileage is authorized for the additional distance involved. Only one member may be paid
mileage for the same trip. A member who pays a parking fee at the terminal may be reimbursed (the NOTE in par.
U3320-B applies).

U3325 POC USE BETWEEN RESIDENCE AND TDY STATION
When POC use is authorized/approved as advantageous to the Government for travel between the member's
residenceand aTDY station, instead of having the member report to the PDS and then to the TDY station, the
member is entitled to reimbursement for the distance traveled between the residence and the TDY station.
U3335 EXPENSESNOT REIMBURSABLE WHEN MILEAGE ISPAYABLE
Members who travel by POC for the entire journey and are paid mileage may not be reimbursed for:

1. Fuel, oil, winter plug-ins, and trip insurance for travel in foreign countries; and

2. Transportation to or from carrier terminals (par. U3320).
NOTE: Chargesfor repairs, depreciation, replacements, grease, oil, antifreeze, towage and similar speculative
expenses are not reimbursable expensesin connection with using a POC on official travel. However, travelers
may be eligible to submit claims for repairsto POCs used for official travel, using Service procedures, under the
Military Personnel and Civilian Employees Claims Act (31 USC §240-243).
U3340 POC USE IN AND AROUND PDSOR TDY STATION

For entitlements when a POC is used within or around aPDS and TDY station, see Chapter 3, Part F.
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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
specia conveyances use during TDY or PCStravel. For non-PCS/TDY transportation expensesincurred in and
around duty stations, see Part F.

U3405 MISCELLANEOUS EXPENSES

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

U3410 TAXICAB/LIMOUSINE SERVICE USE

A. Toffrom Transportation Terminals. 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 boundaries of the member's PDS for the purpose of reimbursement for travel to and from a carrier terminal
serving that area includes the place within a reasonabl e distance from which the member commutes daily to and
from the place of duty.

B. Between Residence and PDS on the Day Travel |s Performed. Reimbursement is authorized for fares plustip
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 from the TDY ..

U3415 SPECIAL CONVEYANCE USE

A. General. An AO may authorize/approve a special conveyance when advantageous to the Government.
Travelers' personal preference or minor inconvenience must not be the basis for authorizing/ approving special
conveyance use.

B. Selecting a Rental Vehicle

1. Defense Transportation Regulation (DTR), (DoD 4500.9-R) Part |, Passenger Movement, Chapter 106,
Policy (website address: http: //www.transcom.mil/j5/pt/dtr.html)
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a. Itismandatory, within DoD, to obtain rental vehiclesthrough the CTO, when available. NOTE: Itis
not mandatory to use a CTO when renting an airplane or bus.

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

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

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

e. For palicies, instructions, and guidance regarding motor pools and rental of automaobiles from
commercia rental companies, see DTR, Chapter 106 and Service regulations.

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

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

Effective 12 July 2004

*b. Current domestic and foreign rental car ceiling rates and additional rental vehicle information may be
obtained from the Commander, MSDDC, ATTN: SDDC-IP, Hoffman Building |1, Room 10S67, 200
Stovall Street, Alexandria, VA 22332-5000, or viathe SDDC website at http://www.sddc.army.mil.

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

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

C. Reimbursement for Special Conveyance Use

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

a. Fuel and ail;

b. Parking;

¢. Garage, hangar or boathouse rental;
d. Subsistence of operator;

e. Ferry fares;
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B. The Standard GMR for Medsin a Government Mess Plus $3.50 for Incidental
Expenses

C. PMR Plusthe Incidental Expense Rate

D. OCONUS Incidental Expense Rate

U4153 PER DIEM ON ARRIVAL OR DEPARTURE AT TDY POINT

U4155 SCHOOLHOUSE TRAINING (FORMAL COURSES OF INSTRUCTION)

u4157 LODGING PER DIEM COMPUTATION

u4159 PER DIEM COMPUTATION FOR TDY OF MORE THAN 12 BUT LESSTHAN
24 HOURS

A. M&IE Rate
B. Lodging Not Required
C. Lodging Required with/without Cost

U4160 PER DIEM FOR TDY TRAVEL BY CAR FERRY
u4161 NOT USED
U4163 ESSENTIAL UNIT MESSING (EUM)
U4165 DEDUCTIBLE MEALS
u4167 NON-DEDUCTIBLE MEALS
U4169 LODGING REQUIRED ON THE DAY TRAVEL ENDS
u4171 MEALSPROVIDED BY A COMMON CARRIER OR COMPLIMENTARY
MEALSPROVIDED BY A LODGING ESTABLISHMENT
u4173 PER DIEM ALLOWANCE COMPUTATION EXAMPLES
A. Government Meal Rate (GMR)
B. U.S and Non-foreign OCONUS L odging Taxes
C. Foreign Lodging Taxes
D. Examples
u4175 RETURN TO PDSFROM TDY FOR PERSONAL REASONS
A. Generd
B. Computation
*U4176 TRAVEL TO AN ALTERNATE LOCATION ON NON-DUTY DAYS
U177 NO PER DIEM OR RATESOF PER DIEM IN LESSER AMOUNTSTHAN

THOSE PRESCRIBED IN
HTTP://WWW.DTIC.MIL/PERDIEM/PERDIEMRATES.HTML

u4179 REQUESTING REVIEW OF PER DIEM RATES

u4181 PER DIEM AND AEA ON A SINGLE TRIP

u4183 QUICK REFERENCE TABLES—-PER DIEM ENTITLEMENTS
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PART C: ACTUAL EXPENSE ALLOWANCE (AEA)

Paragraph Contents

u4200 GENERAL

u4205 JUSTIFICATION

u4210 AUTHORIZATION/APPROVAL

u4215 LIMITATIONS

u4220 TDY ASSIGNMENTSTHAT MAY WARRANT AEA

AUTHORIZATION/APPROVAL
A. Examples

B. Travel with Certain Dignitaries
C. AirCrew Travel

U4225 EXPENSES
A. ExpensesAllowed
B. ExpensesNot Allowed

U4230 AEA REQUESTS
A. Generd
B. Channelsof Submission
U4235 150% MAXIMUM AEA
A. CONUS
B. OCONUS
U4240 300% MAXIMUM AEA
u4245 NOT USED
U4250 OVER 300% MAXIMUM AEA
U4255 REIMBURSEMENT
A. Limitations
B. Incidental Expense
C. M&IE Paid on aPer Diem Basis
D. Lodging and/or Meals Obtained under Contract
E. Iltemization
U4260 AEA COMPUTATION
A. Generd

B. MeadsAvailable under Special Arrangements
C. Averaging Expenses
D. Mixed Travel (Per Diem and Actual Expense)

U4265 COMPUTATION EXAMPLES
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PART B: PER DIEM ALLOWANCE
U4100 GENERAL

A per diem allowance is designed to offset the cost of lodging, meals, and incidental expensesincurred by a member
while performing travel, and/or TDY away from the member's PDS. A per diem allowance is payable for whole
days, except for the departure day from and for the return day to the PDS, in which case per diem is computed as
prescribed in par. U4147. The per diem rate is determined based on the member’s TDY location, not the lodging
location. If neither Government nor commercial quarters are available at the TDY location, see par. U4129-G. Per
diem rates are prescribed at http://mww.dtic.mil/perdiem/perdiemrates.html.

NOTE: When the TDY point or new PDSis a reservation, 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 (http: //www.dtic.mil/perdiem/perdiemrates.html), the per diem
rate istherate applicable to the location of the front gate for the reservation, station or other established area.

U4101 WHEN PER DIEM ALLOWANCE ISAUTHORIZED

Unless otherwise specifically provided for or restricted in this Volume, the per diem allowances prescribed in this
Part apply for all periods of TDY, and travel in connection therewith, including but not limited to the following;:

1. Periods of necessary delay awaiting further transportation,
2. Periods of delay at ports of embarkation and debarkation in connection with a PCS,
3. Periodsof TDY directed in a PCS order,
4. Delaysto qualify for reduced travel fares (see par. U4325-E).
U4102 CIRCUMSTANCESIN WHICH PER DIEM 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).

Effective 24 February 2004

B. Day of Leave or Proceed Time. A member is not authorized per diem on any day classified as leave or proceed
time. See par. U7225 when on leave during a contingency TDY. NOTE: A day used in a constructed PCS mixed-
mode travel computation does not make that day a travel day (see par. U5160).

C. When PCSMALT PLUS Per Diem IsPaid. A member is not authorized “Lodgings Plus’ per diem for any day
that PCSMALT PLUS per diemis paid.
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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 limits of the PDS. This does not preclude payment of per diem on the day
of departure from or day of return to the PDS in connection with TDY away from the PDS. For transportation
entitlement see Chapter 3. This subparagraph does not prohibit reimbursement under par. U4510 for occasional
meals and quarters necessarily procured within the limits of the PDS by members escorting arms control inspection
team/members 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 diem is not payable at the old or new PDSfor TDY en route
in connection with PCS travel. This applies even if the member vacated the permanent quarters at the old PDS and
lodged in temporary quarters 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 (in 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.

E. TDY within the Local Area of the PDS (Outside the PDS Limits). A member is not authorized per diem for
TDY performed within the local area (outside the limits) of the PDS as defined in par. U3500-B, unless overnight
lodging isrequired. Occasional meals may be reimbursed under par. U4510 when the member is required to procure
meals at personal expense outside the PDS limits. For transportation entitlements see Chapter 3.

F. Round Tripswithin 12 Hours. A member is not authorized per diem for TDY that is performed entirely within
12 hours. Occasiona meals may be reimbursed under par. U4510 when the member is required to procure meals at
personal expense outside the PDS limits. For transportation entitlements see Chapter 3.

G. Members Traveling Together with No/Limited Reimbursement. Members traveling together under orders
directing no/limited reimbursement (Part A) are not authorized per diem except as noted in par. U4001. Occasiona
meals or quarters necessarily procured are reimbursable under par. U4510.

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

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

J. TDY or Training Duty Aboard Government Ship. A member is not authorized per diem for any period of TDY
or training duty aboard a Government ship when both Government mess and quarters are available. The period
during which this prohibition is in effect begins at 0001 on the day after the day of arrival aboard and ends at 2400
on the day before the day of departure. The TDY training duty is unbroken when a member transfers from one
Government vessel to another at the same place and the transfer is made within a 10-hour period. When quarters are
required to be retained at the same or aprior TDY location, reimbursement for the cost of such quarters is made
under par. U4135.

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

Change 214 uU4B-2
10/1/04



Temporary Duty Travel U4105

*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 Government quarters at no charge or Government meals at no
charge for enlisted members (or both), were not available during stated periods of the field duty;

2. Member is participating in the advance planning or critique phase of the operation; or

3. Secretary concerned authorized payment of a per diem to members who are performing field duty whilein a
travel status under 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. This subparagraph does not prohibit
reimbursement under par. U4510 for occasional meals or quarters necessarily procured. NOTE: See par. U4800-E
for members on TDY within a Combatant Command or Joint Task Force Area of Operations.

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

N. Member in Missing 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 Person Act (44 Comp. Gen. 657 (1965)).

U4105 PER DIEM PAYABLE UNDER SPECIFIC CASES

A. TDY in Connection with Fitting-out or Conversion of a Ship or Service Craft. A member, assigned to TDY in
connection with 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 authorization ends on the date the
member's assignment is changed from TDY in connection with fitting-out or conversion of aship (or service craft)
to permanent duty aboard that ship (or service craft) (or from permanent duty aboard the ship in connection with
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 Government.

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 aU.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. Memberstraveling aboard a U.S. or foreign Government ship, other than an
oceangoing car ferry, of 24 or more hours as passengers (except those aboard for TDY or training) who are
charged for meals are authorized per diem equal to the cost of the meals furnished, except on the day of
embarkation and debarkation.
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C. Travel, TDY Aboard a Commercia Ship or aU.S. Government Ship Totally L eased 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.

Effective 5 August 2004

*D. Field Duty. The Secretary concerned may prescribe a per diem rate in alesser amount than prescribed in

http: //mww.dtic.mil/perdiem/perdiemrates.html, for amember of a unit deployed OCONUS away from the unit's
PDS. Thisrateis paid to the members concerned in lieu of the rate shownin

http: //waww.dtic.mil/perdiem/perdiemrates. html, regardless of their OCONUS location and may be paid during
periods which 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 authorization. The rate prescribed should be paid
for the period of time specified and is such that the total per diem paid during the entire period that the member is
subject to the reduced rate is about equal to that which the member would receive for the same period under,
http://mwwww.dtic.mil/perdiem/perdiemrates.html, calculated according to the computation procedures in this Part and
excluding the time during which the member performsfield duty. The Secretary concerned may delegate this
authority to prescribe such arate to a chief of an appropriate bureau or staff agency of the headquarters of the
department concerned or to acommander of an appropriate naval systems command headquarters, but there may be
no re-delegations. NOTE: See par. U4800-E for memberson TDY within a Combatant Command or Joint Task
Force Area of Operations.

E. Member DieswhileinaTDY Status. When amember dieswhileinaTDY status, per diem accrues through the
date of death. Reimbursement for transportation, mileage, or aMALT, accrues from the PDS, old station, or last
TDY station (as appropriate) to the place of death not to exceed the official distance of the ordered travel.

F. Orderedto TDY whileon Leave. This subparagraph appliesonly if the need for the TDY isunknown prior to
the member’s departure on leave. If the TDY is known before departure on leave, the member is reimbursed actual
travel expenses up to the constructed round-trip cost between the PDS and TDY location.

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
receivesaTDY 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 (see 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 transportation and per diem for travel from the;

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

(2) TDY station to the PDS.

TDY dlowances are payable at the TDY location.
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c. Directed to Proceed to New PDS upon TDY Completion. A member is authorized PCS travel and
transportation allowances for travel performed from the:

(1) Old PDSto the leave address or to the place at which the order was received, whichever applies,
not to exceed in either case the official distance from the old PDS to the new PDS; and

(2) Leave address or place at which the order isreceived, as applicable, to the TDY station; and
(3) TDY station to the new PDS.
TDY allowances are payable at the TDY location.
G. Order Canceled while Member En Routeto TDY Station. If aTDY order is canceled while amember isen
route to the TDY station, round trip travel and transportation allowances are authorized from the PDS to the point
where cancellation notification was received (includes |eave point) and return to the PDS, not to exceed the round

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

H. TDY within the Limits of PDS. Travel and transportation allowances are authorized for a member performing
TDY (other than at the residence or normal duty location of the member) within the limits of a PDS when authorized
by competent authority. Allowances under this subparagraph are authorized when such duty is performed under
emergency circumstances that threaten injury to human life or damage to property of the Federal Government,
provided overnight accommodations are used by reason of such duty. For transportation allowances, see Chapter
3.

U4115 INTERNATIONAL DATELINE

Actual elapsed timeis used rather than calendar days in computing per diem when crossing the International
Dateline (IDL) (180th meridian). The IDL isahypothetical line along the 180th meridian where each calendar day
begins. For example, when it is Sunday just east of the IDL it is Monday just west of the IDL. (See 39 Comp. Gen.
853 (1960)).

U4125 PER DIEM UNDER THE LODGINGS-PLUSSYSTEM

Per diem computed under this Part is based on the ‘LODGINGS-Plus’ system. Thetota daily per diem amount may
not exceed the applicable daily locality rate. See par. U2510 concerning receipts.

U4127 LODGING TAX UNDER THE LODGINGS-PLUS SYSTEM

A. CONUS and Non-foreign OCONUS Areas. The maximum locality amount for lodging in CONUS and non-
foreign OCONUS areas (see http: //www.dtic.mil/perdiem/perdiemrates.html) does not include lodging taxes. Taxes
on lodging in CONUS and non-foreign OCONUS areas are separately reimbursable when per diem (or AEA asin
Chapter 4, Part C) is paid except when MALT PLUS per diem for POC PCS travel is paid. See par. U1410-A5.

B. Foreign Areas. The maximum locality amount for lodging in foreign areas (see
http: //mwww.dtic.mil/per diem/perdiemrates.html) includes an amount for lodging taxes. Taxeson lodging in foreign
areas are not separately reimbursable when per diem (or AEA asin Chapter 4, Part C) is paid.
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U4129 LODGING UNDER THE LODGINGS-PLUSSYSTEM

A. Generd. Theamount alowed for lodging expenseisthe expense actudly incurred or the maximum locaity amount for
lodging a http: //www.dtic.mil/perdiem/per diemrates.html, whichever isless. Reimbursement computetion for the
commercia lodging cost incurred for any day thet the member was TDY to aU.S. Ingdlation and Government quarterswere
avalableonthat ingdlationisin par. U1045.

B. Commercial Lodging. Except as provided for double occupancy in par. U4129-D, when a member uses
commercia 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. Government Quarters. A fee/service charge paid for Government quartersis an allowable lodging expense.

D. Double Occupancy. In the case of double occupancy, amember is allowed one-half of the double occupancy
chargeif aroom is shared with another member or Government employee on officia travel. Otherwise, the member is
allowed the single room rate. The member must provide the single room rate.

E. Lodging with Friends or Relatives. No cost for lodging is allowed if a member stays with friends/relatives
while TDY, even if payment of lodging is made to the friend/relative.

F. Lodging in other than Commercia Facilities. When no commercial lodging facilities are available (i.e., in
remote areas) or when there is aroom shortage because of a specia 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 Availableat TDY Station. The TDY locality per diem rate or the AEA (see Chapter 4, Part C)
ceiling for the location where lodging is obtained is used for computation only when amember isTDY at aplace
where neither Government nor commercial quarters are available. NOTE: This subparagraph applies only when
thelocality 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.

U4131 REIMBURSEMENT FOR AN APARTMENT, HOUSE, MOBILE HOME, TRAVEL TRAILER, OR
RECREATIONAL VEHICLE WHILE TDY

A. General. An apartment, house, mobile home, travel trailer, or recreational vehicle (for example, a camper,
camping vehicle), or a privately owned mobile home, travel trailer, or recreational vehicle qualifies as quarters. Par.
U4129-E applies for lodging with friends/relatives.
B. Expenses. Allowable expensesthat are part of the actual lodging costs are:

1. Rent of the apartment, house, mobile home, travel trailer or camping vehicle;

2. Rent of a parking space for the mobile home, travel trailer or camping vehicle;

3. Rent of appropriate and necessary furniture, such as a stoves, refrigerators, chairs, tables, beds, sofas,

television and a vacuum cleaner; NOTE: Thereis NO reimbursement for any items rented with an “ option to
buy” (GSBCA 15890-TRAV, 29 July 2003).
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4. Connection, use, and disconnection costs of utilitiesincluding 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 long distance calls. See par. U1405
for official communications.); and

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.

U4133 LODGING COST ALLOWANCE UNDER THE BARTER SYSTEM

Public Health Service members, and others, TDY in remote Alaskan villages where there are no Government
quarters, or where there are no 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 percent of the
locality per diemrate. Vouchers must be supported by receipts for the barter goods (as an exception to the $75 or
more receipt rule) together with the member's certification that the barter goods were delivered to the househol der
for lodgings received.

U4135 DUAL LODGING REIMBURSEMENT ON A SINGLE DAY

A. When it is necessary for amember to retain lodgings at one TDY location (location A) for other than personal
convenience and procure lodgings at a second TDY location (location B) on the same calendar day, the lodging cost
incurred at the second TDY location (location B) is used for computing the member’s per diem for TDY at that
location (location B) for that day.

B. Thelodging cost incurred at the first location (location A) is reimbursable as a miscellaneous expense allowance
(par. U1410-B4k) if approved by the AO (60 Comp. Gen. 630 (1981)).

C. Reimbursement for the actual lodging cost at the first TDY location (Location A) shall not exceed the amount of
per diem or AEA plus lodging taxes that would have been paid had the member remained at Location A overnight.

D. An order that authorizes long-term reimbursement for dual lodging is not in conformance with the intent of this
subparagraph. Example: An order is prepared to direct TDY at Location C for 150 days. The AO knows the
member is to spend limited time at Location C and is also going to one or more other locations for lengthy periods
during the TDY period. Using the authority of this paragraph to authorize multiple long periods (or asingle all-
encompassing period) of dual lodging reimbursement for lodging retained at Location C violates the intent of this
authority and is not authorized.
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U4135
EXAMPLE 1
NOTE: Lodging taxes are not reimbursable in addition to per diem when TDY isin aforeign area.
A member, 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 member to retain the
apartment in Location A while TDY in Location B and authorized/approved reimbursement for the $45
daily apartment cost in Location A as a miscellaneous expense allowance (par. U1410-B4k). The lodging
cost incurred in Location B ($95 per day) was used for computing the member’s per diem while TDY in
that location.
Applicable Per Diem Ratesat the Time of This Example
L ocation Max L odging M&IE Total
A $130 $46 $176
B $119 $46 $165
Reimbur sement for the L ocation A Apartment for 5 days
Lodging Cost Number of Days Total
$45 5 $225
Per Diem for the TDY Assignment in Location B
First Day
(Day of departure from Location A and arrival in Location B):
Lodging M&IE Tota
$141
$95 $46 plus lodging tax (see NOTE)
Second thru Fifth Day
(M&IE + lodging cost) x 4 days
L odging M&IE Total
$141 X 4 days = $564
$95 $46 plus lodging tax (see NOTE)
Day of Return to Location A
(Lodging cost + M&IE)
Lodging M&IE Total
$45 $46 $91
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EXAMPLE 2

NOTE: Lodging taxes are not reimbursable in addition to per diem when TDY isin aforeign area.
A member occupied Government quarters while on atraining assignment at a U.S. Installation in Location
C. The member was required to perform additional TDY for 3 daysin Location D. If the member vacated
the Government quarters (daily cost $25) while on the 3-day TDY assignment, the quarters might not be
available upon return. The AO agreed that it would be more economical for the member to retain the
Government quarterswhile TDY in Location D and authorized/approved reimbursement for those quarters
as a miscellaneous expense allowance (par. U1410-B4k). The lodging costs ($110) incurred in Location D
were used to determine the member’s per diem while TDY in that city.

Applicable Per Diem Rates at the Time of this Example

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

Reimbur sement for Government Quartersfor 3 Days
Lodging Number of Days Total
$25 3 $75
Per Diem for the TDY Assignment in Location D
First Day
(Day of Departure from Location C and Arrival in Location D):
L odging M&IE Total
$156
$110 $46 plus lodging tax (see NOTE)
Second and Third Day
(Lodging Cost + M&IE) x 4 days
Lodging M&IE Total
$156 X 2 days = $312
$110 $46 plus lodging tax (see NOTE)
Day of Return to Location C
(Lodging Cost + M&IE)
Lodging M&IE Total
$25 $38 $63

U4137 ALLOWABLE EXPENSESWHEN A RESIDENCE ISPURCHASED AND USED FOR TDY
LODGINGS

A. General. When amember purchases and occupies aresidence at aTDY point, the following costs are lodging
expenses (57 Comp. Gen. 147 (1977)). Monthly:

1. Interest;
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2. Property tax;
3. Utility cost actually incurred (does not include any installation and hook-up charges).
B. Daily Lodging Cost Determination. Allowable expenses are prorated on a 30-day month basis. 1n no case may

thetotal per diem payable exceed the applicable maximum locality rate for the area unless an AEA (see Chapter
4, Part C) is authorized/approved.

U4139 LODGING COST FOR QUARTERSJOINTLY OCCUPIED BY MEMBER AND DEPENDENTS

Lodging cost for quartersjointly occupied by a member and dependentsis 50% for the member and 50% for the
dependents (regardless of the number of family members) when a member in a per diem statusisin receipt of TLA
for dependents (par. U9202-C). When dependents are not traveling at Government expense, the member is entitled
to the single room rate.

Effective 24 February 2004
U4141 LODGING OBTAINED ON A WEEKLY OR MONTHLY BASIS

When a member obtains |odging on aweekly or monthly basis, the daily lodging cost is computed by dividing the
total periodic (i.e., weekly, monthly) lodging cost by the number of daysthe 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 cost does not exceed the cost of renting lodgings at adaily rate.

EXAMPLE:

1. A member isTDY at alocation at which the locality per diem rate is $86 ($55 for lodging and $31 for
M&IE).

2. The member obtainslodging on along-term basis and is paying $900 a month for an apartment and utilities.
3. Inan ordinary month, the daily lodging cost would be $30 ($900/30 days).

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

5. Thedaily lodging rate for the member during June is computed to be $45 per day ($900/20). Since the $45

daily lodging cost does not exceed the authorized $55 locality lodging ceiling, the member is reimbursed $45
per day for lodging for each of the 20 per diem eligible daysin June.

NOTE: Seepar. U7225 if lodging is obtained on a daily basis and a member takes leave during TDY in support of
a contingency operation.

U4143 LODGING AND/OR MEALS OBTAINED UNDER CONTRACT

When a contracting officer contracts for rooms and/or meals for members traveling on TDY, the total daily amount
paid by the Government for the member’s lodging, meals, and incidental expenses may not exceed the applicable
per diem authorized in this Part (60 Comp. Gen. 181(1981) and 62 Comp. Gen. 308 (1983)) unlessan AEA is
authorized/approved under Chapter 4, Part C. NOTE: Thereis NO reimbursement for any items rented for
contract quartersthat are rented with an “ option to buy” (GSBCA 15890-TRAV, 29 July 2003).
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U4145 PER DIEM COMPUTATION

A. General. Ordinarily, per diemisbased onthe TDY location of the member at 2400. There are occasions,
however, when the member isen routeto aTDY 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 as if 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 still 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 is required, per diem at
the stopover point is based on the stopover point locality per diem rate.

Effective 5 August 2004

*C. M&IE Payment. The M&IE rateis payable to the member without expense itemization and without receipts.
Box lunches, in-flight meals and rations furnished by the Government on military aircraft are not a Government
mess for per diem computation purposes. NOTE: See par. U4800-E for members on TDY within a Combatant
Command or Joint Task Force Area of Operations.

D. Mea Rate. The meal rate established by the order cannot be reduced after—the—ordered travel has been
completed except for a deductible meal (Government meals paid for by the member and consumed in a Government
mess are not deductible meals, see par. U4165). However, AOs/schoolhouse commanders may amend the orders to
direct immediate and/or future meal rate changes.

U4147 PER DIEM COMPUTATION FOR DEPARTURE FROM AND RETURN DAYSTO PDS
1. 75% of the appropriate M& | E rate (see http://www.dtic.mil/perdiem/perdiemrates.html) is paid for the days

of departure from and/or return to the PDS in connection with TDY, regardless of what time the member
departs or returns. On these days, the GMR or PMR do not apply.

2. The M&IE rate for the days of departure from and/or return to the PDS isthe M& IE rate (see

http: //mwww.dtic.mil/perdiem/perdiemrates.html) applicable to the first/last TDY station, except when en route
travel requires more than one day and a stopover for the night is required. When that occurs, the M& | E rate for
the en route stopover point applies to the day of departure from/return to the PDS.

3. Stopover Point. If authorized return travel to the PDS requires more than 1 day and multiple stopovers are
required, the maximum per diem is based on the locality per diem rates of the additional stopover points with
the locality per diem rate for the final stopover point applying to the final day of travel to the PDS.

4. Lodging Not Procured. The per diem rate for the day of departure from the PDS is based on the member’s
TDY location at 2400 on that day. If the member istraveling and lodging is not procured for that night, the
locality M&IE rate for the destination is the applicable M& | E rate.

U4149 M&IE RATE DETERMINATION FOR CONUSFULL DAYS

A. Locality Rate. See http://mwww.dtic.mil/perdiem/perdiemrates.html for the applicable locality rate.

Effective 1 October 2003
B. Government Meal Rate (GMR). The standard GMR for meals in a Government mess plus $3 for incidental
expensesispaid. Thisrate applies each day that:
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1. Adequate Government quarters are available on the U.S. Installation to which the member is assigned TDY,,
2. The GMR isdirected,

3. The Government messis available for al three meals on the U.S. Installation to which the member is
assigned TDY, and

4. The member is not traveling, or
Effective 1 October 2003

C. Proportional Meal Rate (PMR). The PMR plus $3 for incidental expensesis paid. The PMR applies each day
that:

1. Adequate Government quarters are available on the U.S. Installation to which the member is assigned TDY,,
2. At least one meal isavailable and directed where the member is assigned TDY, and
3. The member is not traveling.

U4150 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
entitled to the allowances prescribed in par. U4260-D.

U4151 M&IE RATE DETERMINATION FOR OCONUSFULL DAYS
A. Applicable Locality Rate. (See http://www.dtic.mil/perdiem/perdiemrates.html). Use $3.50 for the incidental

expense rate instead of the incidental expense rate for the locality concerned when adequate Government quarters
are available on the U.S. Installation to which the member is assigned TDY, or

B. The Standard GMR for Meals in a Government Mess Plus $3.50 for Incidental Expenses. This rate applies each
day that:

1. Adequate Government quarters are available on the U.S. Installation to which the member isassigned TDY,
2. The GMR is directed,

3. The Government messis available for all three meals on the installation to which the member is assigned
TDY, and

4. The member is not traveling.

C. PMR Plusthe Incidental Expense Rate. The PMR applies each day that:

1. Adequate Government quarters are available on the U.S. Installation to which the member isassigned TDY,

2. Atleast one meal is available and directed in a Government mess on the U.S. Installation to which the
member is assigned TDY, and
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3. The member is not traveling.

D. OCONUS Incidental Expense Rate. The OCONUS locality incidental expense rate is the applicable rate when
the member is not ordered TDY to aU.S. Installation (see http: //www.dtic.mil/perdiem/perdiemrates.html), or $3.50
when the member is TDY to aU.S. Installation and Government quarters are available on that U.S. Installation.

Two exceptions are noted below. The AOs can determine that $3.50 is:

1. Adequate when the member is not lodged on aU.S. Installation. The OCONUS incidental expense rate of
$3.50 may be authorized and must be stated in the travel order.

2. Not adequate when the member islodged on aU.S. Installation. The locality incidental expense rate (see
http://mwwv.dtic.mil/ perdiem/per diemrates.html) may be authorized and must be stated in the travel order.

U4153 PER DIEM ON ARRIVAL OR DEPARTURE AT 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 port of embarkation/
debarkation M& | E rate applies.

U4155 SCHOOLHOUSE TRAINING (FORMAL COURSES OF INSTRUCTION)

The schoolhouse commander is authorized to determine if one of the two meal rates based on Government mess
availability (PMR or GMR) is appropriate in lieu of the locality meal rate - regardless of what the AO may put in a
TDY order to the contrary. If thereisinformation 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 whileon TDY or at adelay point, may not exceed the locality per diem lodging ceiling for the TDY or
delay location in http://www.dtic.mil/perdiem/perdiemrates.html/. The lodging cost, or the locality lodging ceiling
whichever isless, is added to the M& I E rate for that location to determine the per diem rate for the day. Thetotal
amount must not exceed the maximum per diem rate for the TDY (or stopover) locality unlessan AEA is
authorized/approved AW Chapter 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. See par. U4129-G.

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

A. M&IE Rate. M&IE of 75% of the M&IE rate for the TDY location in

http: //mwww.dtic.mil/perdiem/perdiemrates.html is payable. If morethan one TDY location isinvolved and the
member is not required to obtain lodging, M& | E of 75% of the highest M& |E rate is payable. If the member must
obtain lodging, the rules for travel of more than 24 hours apply. Per diem is not authorized under this
subparagraph when travel is performed in thelocal area (see par. U4510 for occasional meals authority).

B. Lodging Not Required. If lodging is not required, per diemis 75% of the TDY location M& | E rate for one day
even if thetime period is over two calendar days.

C. Lodging Required with/without Cost. 1f lodging is required, the rules for travel of more than 24 hours apply.

Change 214 U4B-13
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U4160 PER DIEM FOR TDY TRAVEL BY CAR FERRY

When amember on TDY travels partly by POC and partly by car ferry (circuitously or otherwise), the member is
authorized the following:

1. Mileage (see par. U2600)

a. Mileageisauthorized for the official distance from the PDS to the car ferry POE and from the car ferry
POD to the TDY location.

b. If more than one car ferry is used, mileage is payable for overland travel between ferries; or
2. Transportation. The member isauthorized:
a. Government-procured ferry transportation; or

b. Reimbursement for personal transportation costs on the car ferry (limited to the Government-procured
ferry transportation cost);

3. Per Diem

a. Lodging. Reimbursement for lodging (unless included in the transportation cost) is authorized with no
cost ceiling limitation.

b. Mealsand Incidental Expenses (M&IE). M&IE isbased and computed for the member using the
standard CONUS M& I E rate for the arrival day (embarkation) on the ferry through the departure day
(debarkation) from the ferry; and

4. Ferry Fees. Reimbursement is authorized for ferry fees.
NOTE: Seepar. U3125-C4 for required documentation if a U.S. registered ferry is not available.
U4161 NOT USED

Effective 1 October 2003
U4163 ESSENTIAL UNIT MESSING (EUM)

Thereis no entitlement to the meal portion of the M&IE alowance when the Secretary concerned, or for a JTF the
Combatant/JTF Commander, determines that Government messing is essential to accomplish training and readiness.
The incidental expense rate is $3 in CONUS, or the appropriate OCONUS incidental rate at

http: //mww.dtic.mil/perdiem/perdiemrates.html, 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. Members ordered to use
EUM, who must procure occasional meals, are authorized reimbursement under par. U4510. In accordance with
par. U4151-D, if an order does not state otherwise, the locality incidental rateis paid.

Change 214 U4B-14
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U4165 DEDUCTIBLE MEALS

1. ThePMR in pars. U4149-C and U4151-C applies on any day when one or two deductible meals are provided
(see par. U2555-E3).

2. A deductible meal isameal:

a. 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);

b. Included in aregistration fee paid by the Government;

c¢. Furnished at no cost to the member by a school while attending a course of instruction if the cost of the
meal is ultimately paid for by the Government; or

d. Furnished by the Government at no cost to a member.

Effective 1 October 2003

3. If al three meals are provided/consumed at no cost to the member, only the incidental expense amount for
that day ($3 in CONUS, or the applicable locality incidental expense rate (see

http: //mwaww.dtic.mil/perdiem/perdiemrates.html) or $3.50 OCONUYS) is payable.

U4167 NON-DEDUCTIBLE MEALS

1. Thefollowing are not deductible meals:
Effective 5 August 2004
*a. 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 members. NOTE: See par.
U4800-E for memberson TDY within a Combatant Command or Joint Task Force Area of Operations.,
b. In-flight meals,
c¢. Rationsfurnished by the Government on military aircraft,
d. Government meals paid for by the member and consumed in a Government mess,
e. Mealsfurnished on commercial aircraft, or
f. Meals provided by private individuals.

Effective 1 October 2003

2. If al three meals are provided/consumed at no cost to the member, only the incidental expense amount for

that day ($3 in CONUS, or the applicable locality incidental expense rate (see
http: //mwww.dtic.mil/perdiem/perdiemrates.html) or $3.50 OCONUS) is payable.

U4169 LODGING 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 the en route TDY site.

Change 214 U4B-15
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U4171 MEALSPROVIDED BY A COMMON CARRIER OR COMPLIMENTARY MEALSPROVIDED
BY A LODGING ESTABLISHMENT

Meals provided by a common carrier do not affect per diem. Complimentary meals provided by alodging
establishment do not affect per diem as long as the room charge is the same with or without meals.

U4173 PER DIEM ALLOWANCE COMPUTATION EXAMPLES

A. Government Meal Rate (GMR). The GMR in the following examples are for illustrative purposes only. Please
check Appendix A for current GMR.

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

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

Effective 1 October 2003

D. Examples
EXAMPLE 1
Per Diem Rate
Max L odging M&IE Total
$57 $31 $88
Actual lodging cost is $62 per night and Government messis not available at the TDY point.
ITINERARY:
Date Travel Status Transportation M ode Mileage

10 May Depart PDS POC

Arrive TDY Station 340 miles
11 May TDY
12 May TDY
13 May Depart TDY Station POC

Arrive PDS 340 miles

REIMBURSEMENT:
5/10 75% times $31 = $23.25 plus $57 $80.25
($62 limited to $57)
5/11 $31 plus $57 88.00
5/12 $31 plus $57 88.00
5/13 75% times $31 23.25
1 round trip of 680 miles x $0.375 per mile = 255.00
Total Reimbursement = $534.50
Change 214 U4B-16
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EXAMPLE 2

Per Dem Rate
Max L odging M&IE Total
$55 $31 $86

A member isTDY toaU.S. Installation. Lodging on the U.S. Installation in Government quartersis $6 per night.
The Government meal rate is directed. Breakfast is not available on the 17" and the AO approves the increase to
the PMR for the 17". NOTE: Government mess deductions are never made for arrival and departure days. In
this example, a GMR of $8 is used, and a proportional meal rate (PMR) of $18 is used.

ITINERARY:

Date Travel Status

15 March Depart Residence

Arrive U.S. Installation

16 March TDY

17 March TDY

18 March TDY

19 March Depart U.S. Installation

Arrive Residence

REIMBURSEMENT:

Date Computation Tota
15 March ($31 (M&IE) x 75 maximum %) + $6 (Govt. quarters) = $ 20.25
16 March | $10 (GMR) + $6 = 16.00
17 March | ($18 (PMR) + $6 = 24.00
18 March $10+ %6 = 16.00
19March | $31 x 75% = 23.25
TOTAL $108.50

U4175 RETURN TO PDSFROM TDY FOR PERSONAL REASONS

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

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

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

under this paragraph:

NOTE: The GMR used in the following example(s) are for illustrative purposes only. Please check Appendix A
(GMR) for current Government meal rates.
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EXAMPLE 1
Member performed TDY. The member returned to the PDS during the intervening weekend.
ITINERARY:
23 June Dep: PDS POC
Arr: TDY Station 325 miles
24-26 June TDY
27 June Dep: TDY Station POC
Arr: PDS (persona 325 miles
reasons)
28 June At PDS
29 June Dep: PDS POC
Arr: TDY Station 325 miles
30 June—2 July TDY
3 duly Dep: TDY Station POC
Arr: PDS 325 miles

Lodging cost $60 per night. Per diem rateis $82, lodging is $52 and M& |E maximum is $31.

not available at the TDY point.

Government messis

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

REIMBURSEMENT:

Cost Comparison

Actual Cost:

6/23 75% times $31 = $23.25 plus $52 ($60 limited to $52)

= $ 75.25
6/24 $31 plus $52 83.00
6/25 $31 plus $52 83.00
6/26 $31 plus $52 83.00
6/27 75% times $31 23.25
6/29 75% times $31 = $23.25 plus $52 ($60 limited to $52) 75.25
6/30 $31 plus $52 = 83.00
711 $31 plus $52 83.00
712 $31 plus $52 83.00
713 75% times $31 23.25
2 round trips of 650 miles = 1300 x $0.375 per mile= 487.50
Total Reimbursement= $1,182.50

Constructed Cost:

6/23 75% times $31 = $23.25 plus $52 ($60 limited to $52 $ 75.25
6/24 $31 plus $52 = 83.00
6/25 $31 plus $52 = 83.00
6/26 $31 plus $52 = 83.00
6/27 $31 plus $52 = 83.00
6/28 $31 plus $52 = 83.00
6/29 $31 plus $52 = 83.00
6/30 $31 plus $52 = 83.00
711 $31 plus $52 = 83.00
712 $31 plus $52 = 83.00
713 75% times % $31 = 23.25
1 round trip of 650 miles = 650 x $0.375 per mile = 243.75
Total Reimbursement = $1,089.75
Change 214 U4B-18

10/1/04




Temporary Duty Travel

U4175

EXAMPLE 2

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

weekend for personal reasons.

ITINERARY:

9 July Dep: PDS POC

Arr: TDY Station 185 miles
10 July TDY
11 July Dep: TDY Station POC

Arr: PDS 185 miles
12 July At PDS
13 July Dep: PDS POC

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

Arr: PDS 185 miles

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

of $8.00 is used.
REIMBURSEMENT:
Cost Comparison:
Actua Cost:
7/9 75% times $31 = $23.25 plus $6 = $29.25
7/10 $10.00 plus $6 = 16.00
7/11 75% times $31 = $23.25 = 23.25
7/13 75% times $31 = $23.25 plus $6 = 29.25
7114 $10.00 plus $6 = 16.00
7/15 $10.00 plus $6 = 16.00
7/16 75% times $31 = $23.25 = 23.25
2 round trips of 370 miles = 740 x $0.375 per mile= 277.50
Total Reimbursement = $430.54
Constructed Cost:
7/9 75% times $31 = $23.25 plus $6 = $29.25
7/10 $10.00 plus $6 = 16.00
7/11 $10.00 plus $6 = 16.00
7/12 $10.00 plus $6 = 16.00
7/13 $10.00 plus $6 = 16.00
7/14 $10.00 plus $6 = 16.00
7/15 $10.00 plus $6 = 16.00
7/16 75% times $31 = $23.25 = 23.25
1 round trip of 370 miles = 370 x $0.375 per mile= 138.75
Total Reimbur sement = $287.25
In this example the member is due $287.25.
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*U4176 TRAVEL TO ANALTERNATE 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 reimbursement for transportation expenses. The member is authorized
reimbursement for only per diem-related expenses and any reimbursable miscellaneous expenses that would have been
allowable had the member remained at the TDY location. Reimbursement is not to exceed 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 aper diem rate of $173 ($122 for lodging and $51 for
M&IE)) drivesto Location C on Friday night and returnsto Location B Sunday night. The member checks out of the
Location B hotel (which cost $120/night plus a separate reimbursable amount for the 12% tax ($14.40)) on Friday and
staysin aLocation 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 per diem ratein Location C is $196 ($149 for lodging and
$47 M&IE), the member islimited to $122/night for lodging (and lodging taxes on $122 - 12% of $122 ($14.64)) and to
$51/day for M& I E on Friday and Saturday. Thisis becausethe rate for Location B is $173 ($122 for lodging and $51
for M&IE) and the member is being paid per diem that would have been paid (max $122 for lodging plus $51 for M& IE)
had the member remained in Location B. The member’ slodging tax in Location C each night is reimbursed but limited
to $14.64 per night (12% of $122). The member isreimbursed up to $29.28 for lodging tax whilein Location C. The
member is not authorized any mileage for driving between Locations B and C.

Example 2: Member TDY from Location X to Base 'Y (with a per diem rate of $161 ($110 for lodging and $51 for
M&IE)) where the member is staying on the installation for $20/night with no taxes and is being paid the $31
proportional meal rate (PMR) based on the order content that indicates Government quarters 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 bachelor quarters on Friday and staysin aLocation 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
diem rate is $122 ($79 for lodging and $43 M& IE), the member islimited to $20/night for lodging, no reimbursement of
Location Z lodging taxes, and is paid $31/day for M&IE on Friday and Saturday. Thisis because the member isbeing
paid per diem ($20 for lodging plus $31 for M& | E) that would have been paid had the member remained in Base Y and
limited to the Government quarters cost and PMR since they were directed in the orders. The member isnot authorized
any 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 for lodging and $51 for
M&IE)), 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
diemrateis $111 ($70 for lodging and $43 M& |E), the member is paid $75/night for lodging, and reimbursement of
Location F lodging taxes ($18 for both nights), and is paid $51/day for M&IE on Friday and Saturday. Thisis because
the member is being paid per diem (up to $110 for lodging plus $51 for M& | E) 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
LocationsE and F.

U4177 NO PER DIEM OR RATESOF PER DIEM IN LESSER AMOUNTS THAN THOSE PRESCRIBED
IN http://www.dtic.mil/perdiem/perdiemrates.html

The Secretary concerned may authorize zero per diem or rates of per diem in lesser amounts than those prescribed in
http: //waww.dtic.mil/per diem/perdiemrates.html when the circumstances of the travel or duty to be performed so
warrant and are peculiar to that particular Service (also see par. U4105-D). This authority may be delegated to a
chief of an appropriate bureau or staff agency of the headquarters of the Service concerned or to a commander of an
appropriate naval systems command headquarters, but may not be re-delegated. 1n the absence of such an
authorization, travel orders prescribing rates of per diem different from those prescribed in

http: //mww.dtic.mil/perdiem/perdiemrates. html are without effect and the locality ratesin

http: //mwaww.dtic.mil/perdiem/perdiemrates.html are used. Reduced rates of per diem should incorporate amounts
for laundry/dry-cleaning/pressing of clothesif the travel is OCONUS or for less than 7 daysin CONUS.
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U4179 REQUESTING REVIEW OF PER DIEM RATES

When members, commands or AOs think that the lodging and/or meal expenses for an area are inconsistent with the
prescribed per diem rate, aletter identifying the location and nature of the problem should be sent directly to:

Per Diem, Travel and Transportation Allowance Committee
ATTN: Per Diem Rates

Hoffman Building #, Room 836

2461 Eisenhower Avenue

Alexandria, VA 22331-1300

NOTE: To cover one-time necessary expensesin excess of the prescribed per diem rate, see Chapter 4, Part C.
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 ENTITLEMENTS

The following tables are for reference purposes only. For applicable rules see Chapter 4, Part B. See pars. U4163 and U4800 when JTF operations are involved.

Quick Reference - Per Diem Entitlements

TDY Travel of More Than 24 Hours

(1) Day of Departurefrom PDS
Footnotes: Seetable# 4

Abbreviation used: Gov't. = Government
NTE = Not to exceed

GMR = Government meal rate
PMR = Proportional meal rate

A B C d e f

Arrived at the TDY Arrived at the TDY location (on | Arrived at the TDY location (onaU.S. Traveled overnight — | Overnight Arrived on the

location (notonaU.S. | aU.S. Installation) on the same Installation — Gov't. quarters available) no lodging required lodging required same day as

Installation) on the day as departed the PDS. The on the same day as departed the PDS. at a stopover en departed from the

same day as departed member occupied Gov't. The member elected not to occupy routetothe TDY | PDSatthe TDY

the PDS. quarters. available Gov't. quarters. location. location where
per diemat a
lesser amount
than rate
prescribed for the
TDY location

was authorized
under par. U4177.

Per Diem 75% of the M&IE rate | 75% of M&IE rate for TDY 75% of the M& |E rate for the TDY 75% of the M&IE 75% of the M&IE | 75 % of the
for Day of for the TDY locality ¥ | locality ¥ plusthe cost of Gov't. | locality ¥ plus the cost of lodgings Rate for the rate for the en M&IE rate for
Departure plus the lodging cost quarters NTE maximum lodging | occupied NTE cost of available Gov't. destination TDY route stopover TDY locality ¥
from PDS® | NTE the maximum prescribed for TDY locality. quarters. (No reimbursement for locality ¥ locality plus plus lodging 2%
lodging prescribed for lodging tax.) lodging cost NTE | cost NTE the
the TDY locality. ¥ the maximum maximum
lodging amount lodging
prescribed for the | prescribed for the
stopover locality. | TDY locality.
249 (The per diem
rate authorized
under par. U4135
appliesto full
daysat the TDY
location.)
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Effective 1 October 2003

(2) Whole Days of Travel - CONUS

Footnotes: Seetable#4

Abbreviationsused: Gov't. = Government GMR = Government meal rate
NTE = Not to exceed PMR = Proportional meal rate

a b c d e f
Traveled Traveled overnight & arrived | Each whole day at Each whole day at a CONUS | Each whole day at aCONUSTDY | Each wholeday at a
overnight & at aCONUS TDY locdlity (on | CONUSTDY locdlity | TDY locality (onaU.S. locdlity (onaU.S. Installation) CONUS locality
arrived at a aU.S. Ingtallation) ontheday | (notonaU.S. Installation) — the member when a member elects not to where per diemina
CONUS TDY after departing the PDS. The | Installation). occupies Gov't. quarters. occupy available Gov't. quarters. lesser amount than
location (not member occupied Gov't. the prescribed rate
onaU.S quarters. for TDY location
Installation) on was authorized
day after under par. U4177.
departing PDS.
Per Diem M&IE M&IE plusthe cost of Gov't. | M&IE applicableto M&IE plusthe cost of Gov't. | M&IE plusthe cost of lodging not | Per diem at the rate
for Whole applicableto quarters. (M&IE may be at the CONUS TDY quarters. (M&IE may be at to exceed the cost of Gov't. authorized under par.
Days Ofe, the CONUS (1) therate prescribed for the | locality plus the cost (1) therate prescribed for the | quarters (Lodging taxes are not u4177.
Travel TDY locdity | TDY locality, (2) PMR plus | of lodging NTE the TDY locality, (2) Standard reimbursable). (M&IE may be at
plusthe cost of | $3if directed inthe order and | maximum rate GMR plus $3, if directed in (1) the rate prescribed for the TDY
lodging NTE 1 or 2 deductible meals are prescribed for the the order, (3) PMR plus $3 if locality, (2) Standard GMR plus
maximum rate | provided, or (3) no amount for | TDY locality Z (If directed in the order, or (4) no | $3, if directed in the order, (3)
prescribed for meals plus $3 when the order | directed in the order, amount for meals plus $3 PMR plus $3 if directed in the
the TDY directs essential unit messing M&IE isPMR plus $3 | when the order directs order, or (4) no amount for meals
locality 2. and 3 meals are available to when deductible meals | essential unit messing (see plus $3 when the order directs
the member. PMR plus $3 are provided ” — JFTR, | JFTR, par. U4400 for Gov't. essential unit messing (see JFTR,
appliesif 3 meals are not par. U4165-1) mess use/availability) (see par. U4400 for Gov't. mess
available to the member. ¥ JFTR, par. U4149 for use/availability) (see JFTR, par.
determination of the M& IE U4149 for determination of the
rate)) M& |E rate))
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(3Whole Days of Travel —OCONUS
Footnotes: Seetable# 4

Abbreviationsused: Gov't. = Government

NTE = Not to exceed PMR = Pro|

GMR =Government mealrate

portional meal rate

a b C d e f
Traveled Traveled overnight & arrived at | Each whole day at the | Each whole day at an OCONUS Each whole day at an Each whole day at
overnight & an OCONUS TDY locdlity (on | OCONUSTDY TDY locdlity (onaU.S. OCONUSTDY locality (ona | an OCONUS
arrived at an aU.S. Installation) on the day locality (not onaU.S. | Installation). The member U.S. Installation) when the locality where per
OCONUS after departing the PDS. The Installation) occupied Gov't. quarters. member elects not to occupy diemin lesser
TDY location member occupied Gov't. available Gov't. quarters. amount than the
(notonaU.S. quarters. prescribed rate for
Installation) on the TDY location
the day after was authorized
departing the under par. U4177.
PDS.
Per Diem | M&IE¥ M&IE plusthe cost of Gov't. M&IE ¥ applicableto | M&IE plusthe cost of Gov't. M&IE plus the cost of lodging | Per diem at the rate
for Whole | applicableto quarters. (M&IE may beat (1) | the OCONUSTDY quarters. (M&IE may be at (1) the | not to exceed the cost of authorized under
Days of the OCONUS | the rate prescribed for the TDY | locality plus the cost meal rate prescribed for the TDY Gov't. quarters®. (M&IE may | par. U4177.
Travel © TDY locality locality, (2) PMR plus $3.50if | of lodging ¥ NTE the locality plus $3.50, (2) Standard be at (1) the rate prescribed
plusthe cost of | directedintheorder and1or2 | maximum rate GMR plus $3.50 ¥, if directed in for the TDY locality, (2)
lodging ¥ NTE | deductible mealsare provided, | prescribed for the the order, (3) PMR plus $3.50 ¥, if | Standard GMR plus $3.50 ¥,
the maximum or (3) no amount for mealsplus | TDY locality. directed in the order, or (4) no if directed in the order, (3)
rate prescribed | $3.50 when the order directs amount for meals plus $3.50 ¥ PMR plus $3.50 ¥, if directed
for the TDY essential unit messing and 3 when the order directs essential in the order, or (4) no amount
locality. meals are available to the unit messing (see JFTR, par. for meals plus $3.50 ¥ when
member. PMR plus $3.50 U4400 for Gov't. mess the order directs essential unit
appliesif 3 meals are not use/availability and par. U4149 for | messing (see JFTR, par.
available to the member. ¥) the applicable M& I E rate). U4400 for Gov't. mess
use/availability and par.
U4149 for the applicable
M& |E rate))
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Effective 1 October 2003

(4) Day(s) of Return to PDS Abbreviations used: Gov't. = Government  GMR = Government meal rate
NTE = Nottoexceed PMR = Proportional meal rate
a b c d e
Arrived at the PDS Traveled overnight (no lodging required) & | On day of departure from the On the day travel ended lodging Arrived at the PDS on the
on same day as arrived at the PDS on day after departing TDY location overnight was required en route to the PDS. | same day as departed the
departed the TDY the TDY location. lodging was required at a TDY location where per
location. stopover en route to the PDS. diemin alesser amount

than the prescribed rate was
authorized under par.

u4177.

Per Diem | 75% of M&IE rate For day of departure from the TDY location | For day of departure from the 75% of the M&IE rate plus the 75% of M&IE prescribed
for Day of | forlast TDY locality. | M&IE at the rate prescribed for the TDY TDY: M&IE pluslodging 2% cost of lodging based on the for the TDY locality.
Returnto | ¥ locality. Day of arrival at the PDS, 75% of | cost NTE therate for the locality rate where lodging was
PDS® the M&|E rate for the TDY locality. ¥ stopover locality. For the day obtained if authorized/approved

of arrival at PDS: 75% of by the AO (see par. U4169).

M&IE rate for the stopover

locality.
Footnotes

1/ GMRs/PMRs and the $3.50 incidental rate do not apply on day of departure from or return to PDS or any day the member is traveling.
2/ Lodging tax is separately reimbursed for lodging in CONUS and non-foreign OCONUS areas because an amount is not included in the applicable maximum lodging amount for taxes.

3/ The AO can determine that $3.50 is not adequate for TDY on aforeign OCONUS U.S. Installation and authorize/approve the incidental expenses rate for the TDY locality prescribed on
http: //www.dtic.mil/perdiem/perdiemrates.html. Payment of the locality incidental expense rate for the TDY locality must be stated in the travel order.

4/ For OCONUS travel the AO can determine that an incidental expense (1E) allowance of $3.50, in lieu of the |E prescribed for the TDY locdlity, is adequate for anticipated expenses when the member is not
lodged on aU.S. Installation. The OCONUS incidental expense of $3.50 may be authorized and must be stated in the orders.

5/ Lodging tax is not separately reimbursable for foreign arealodging because an amount is included in the applicable foreign area maximum lodging amount for taxes.

6/ (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 expense
in addition to per diem/AEA when travel within CONUS requires at least 7 consecutive nights TDY lodging in CONUS (i.e., 6 nights, no laundry, 7 nights, NTE $14, 8 Nights NTE $16, etc.).

(b) The cost incurred during TDY travel for personal laundry/dry-cleaning and pressing of clothing is not a separately reimbursable expense for travel OCONUS and is part of the incidental expense (1E)
allowance included within the per diem rates’/ AEA authorized/approved for OCONUS travel.

7/ On any day that 3 deductible meals are provided without cost to the member, no reimbursement is allowed for meals.
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PART |I: REIMBURSEMENT OPTIONSFOR MEMBERSON TDY WITHIN A
COMBATANT COMMAND OR JOINT TASK FORCE AREA OF OPERATIONS

Effective 27 July 2004
*U4800 DEFINITIONS

*A. Combatant Command Area of Operational Responsibility (AOR). A specified area of operation location where
various forces are moved to complete operational actionsin low or high intensity operations/exercises.
Organizationsin the AOR are composed of direct units, coalition forces, CICS, JTFs and other operating forces
supporting the Combatant Commander’ s operations.

B. Joint Task Force (JTF). A force composed of assigned or attached elements of the Army, the Navy, the Marine
Corps, and the Air Force, or two or more of these Services, which is constituted and so designated by the SECDEF
or by the commander of a unified command or an existing joint task force (as defined by Joint Publication 1-02,
DoD Dictionary of Military and Associated Terms). For the purposes of this Chapter, the definition also includes
Coast Guard.

C. Operational Deployment. Those contingencies or other operations directed by the SECDEF in support of a
United Nations (UN) or Combatant Commander’s mission. These include, but are not limited to, UN and JTF
peacekeeping, nation building, and humanitarian missions; and operations against an actual or potential enemy.
(See Appendix A for adefinition of Contingency Operations.)

D. Exercises. Those Service, Combatant Commander, or CJCS training military maneuvers or simulated wartime
operations whose primary purpose is to enhance unit readiness and mission capability. For example, war games,
field exercises, or maneuvers that may or may not involve more than one Service. Members/units are placed in field
duty.

E. TDY Options
1. Genera
a. The Combatant Commander/JTF Commander:

*(1) Provides equity for the payment of travel and transportation allowances in the area of operation
and actions within the AOR.

(2) Determinesthe appropriate TDY option for all assigned personnel from all of the Services within
the AOR which establishes the per diem meal rate and lodging conditions, after consultation with
Service component commanders,

(3) May delegate authority to a subordinate commander that directs the travel in individual travel
cases or specific circumstances to prescribe a different per diem rate, which includes lodging, meal and
incidental expense and/or lodging rate, and
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(4) Must communicate these decisions (including the appropriate meal rate and/or lodging rate) to the
appropriate Services for inclusion in orders. NOTE: JTF exercises must be field duty.

*b. These decisions apply to all members temporarily assigned for operational deployment to a Combatant
Command and/or JTF performing duty under similar conditions within the same area of operation.

*c. The Secretarial Process for each Service may direct aTDY option different than the one used for
Combatant Command and/or JTF members for members:

*(1) Not located in the Combatant Command’ s/JTF' s area of operation but who are operating in a
support capacity, or

*(2) Arelocated in the Combatant Command’ s/JTF s area of operation but are not part of the
Combatant Command/ JTF.

2. Regular TDY

Effective 31 January 2003
a. General. Forregular TDY amember:

(1) Travelsto one or more locations away from the PDSto perform TDY ordinarily for less than 180
days (see par. U2145-B for exceptions and waiver authority to the 180 day limit);

(2) Isreimbursed for lodging, meals and incidental expensesin Chapter 4, Part B or par. U4800-E2b;
and

(3) Receiving the GMR rate while TDY to a Combatant Commander’ s/JTF Commander’ s AOR, who
travelswithin that AOR, isnot traveling for M& |E purposes for par. U4151-B4 (e.g., if aTDY member
travels from one location in the AOR to another location in the AOR, and the GMR rate applies to both
locations, then the GMR applies for that day unless Government meals are not available).

Effective 1 October 2003
b. Temporary Dining Facilities — Combatant Command or JTF

(1) If members consume meals at the Combatant Command’ §/JTF' s temporary dining facility and are
charged the discount GMR for meals, they are reimbursed the discount GMR plus an incidental
expense of:

*(a) $3.00in CONUS, or

*(b) The applicablelocality incidental expenses rate (see

http: //mwww.dtic.mil/perdiem/perdiemrates.html) or $3.50 OCONUS when on aU.S. Installation
(see Appendix A) or the Combatant Commander/JTF commander determines $3.50 to be
adequate.
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(2) If the member's statement is accepted to support increased per diem for amissed meal at a
Combatant Command’ s/JTF' s temporary dining facility, the PMR is authorized (see pars. U4149-C
and U4151-C) for that day.)

(3) If Combatant Command/JTF members outside the AOR or en route to the AOR pay the meal rate
IAW the DoD Financia Management Regulation at

http://wwww.dtic.mil/comptroller/fmr/12/12 19.pdf, they are reimbursed IAW Chapter 4, Part B.

c. Operational Deployment. Members on an operational deployment are on “regular” TDY (see exceptions
for exercisesin par. U4800-D4 below).

3. Essential Unit Messing (EUM). EUM may be used for operationa deployments when the following
circumstances apply:

a. EUM may be required in a command/organizational unit when it:
(1) Enhances operational readiness,
(2) Enhances the conduct of military operations, or
(3) Isnecessary for the effective conduct of training.
b. Designation of EUM is applied only to:
(1) Organizational units,
(2) Operational elements, or
(3) Detachments;
not to individua service members.

¢. The member is provided Government quarters, and to maintain unit readiness, is required to use
Government messing.

d. The member ispaid only the incidental portion of the daily M&IE rate.
4. Field Duty. During field duty (Appendix A) the member is:

a. Subsisted in a Government mess or with an organization that is receiving field rations, and is serving
with troops on maneuvers, war games, field exercises, or similar types of operations.

b. Furnished Government quarters or quartered in accommodations ordinarily associated with field
EXErcises.

¢. Not paid per diem as everything, the cost of which is ordinarily reimbursed by per diem, is furnished at
no additional cost to the member, i.e., at no cost that exceeds that which the member would normally incur
at the PDS.

NOTE: A Combatant Commander/JTF-determined official may place the member in a field duty statusif
guarters and subsistence, obtained by contract, are furnished.
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U4800

JOINT TASK FORCE OPERATIONS TDY OPTIONS

SUBSIST ASHORE

TDY OPTION SUBSISTENCE PER DIEM REMARKS
Regular TDY | Commercial Lodging and Commercial Lodging and Member Pays for Lodging
Meals M&IE and Meals
Government Lodging and Government Lodging and Member Pays for Lodging
Meals - Permanent U.S. Installation M&IE and Full Meal Rate 1/ for
Government Meals
Government Lodging and Government Lodging and Member Pays for Lodging
Meals — Temporary U.S. Installation or M&IE and for Government Meals at
Temporary Dining Facilities Discount Meal Rate 2/
Established for JTF Operation
Government Lodging and Commercial Lodging and Member Pays for Lodging
Meals M&IE and Meals
Commercial Lodging and Government Lodging and Member Pays for Lodging
Meals (In AOR only) M&IE and Full Meal Rate for
Government Meals
Essential Unit | Government Lodging and Use of IE
Messing Government Meals is Essential for
Training and Readiness Purposes
Field Duty Government Lodging, Meals and None
Incidentals Provided
SUBSIST ABOARD GOVERNMENT VESSEL 3/
SUBSISTENCE PER DIEM REMARKS
TDY Government Lodging and Government None
Meals

1/ Full Meal Rate = Food costs plus operating expenses.

2/ Discount Meal Rate = Food costs only.
3/ Members/employees deployed who are ordered to subsist ashore -- see "Subsist Ashore" (above table) for order
type and payment guidelines.

NOTE: For BAS entitlement see DODFMR, Volume 7A, Chapter 25 or Coast Guard, COMDTINST M7220.29
(series), Chapter 3.

Table 1. Deployment -Joint Operations TDY Options
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Effective 1 May 2004

8. Baggage Storage. During a student's annual trip between the school and the member's PDS, or during a different
period in the same fiscal year selected by the member, a member may store the student’ s unaccompanied baggage in
the vicinity of the school in lieu of unaccompanied baggage transportation. The Service concerned may pay, or a
member may be reimbursed for, the storage cost up to the cost of round-trip baggage transportation.

E. Travel of DODEA Students for Academic Competitions and Co-curricular Activities. The DoDEA statutory
charter, (20 USC 8921-932), authorizes travel for DODEA students to academic competitions and co-curricular
activities. The Director, DoDEA, or designee determines appropriate activities. The responsible DoDEA activity
determines the most appropriate method (citing DoDEA appropriations) to authorize transportation for studentsin
support of co-curricular activities. However, payment of per diem, reimbursement for meals and/or lodging, or
incidental expenses ordinarily associated with TDY must not be authorized.

U5246 TRANSPORTATION OF FAMILY MEMBERS OF A SERIOUSLY ILL OR INJURED MEMBER

NOTE: Seepar. U5246-F regarding per diem beginning on 1 October 2003 through and including 20
November 2004.

A. General. Not more than two family members (See par. U5246-B) of a member described in par. U5246-A1 or
U5246-A2 may be provided round-trip transportation under this paragraph as determined by appropriate authority.
See par. U1010-B1 for claims.

1. Active Duty Member Including a Member of the Reserve Components on Active Duty. Round-trip
transportation is authorized to visit an active duty member who is serioudly ill, seriously injured 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.

2. Member of a Reserve Component Entitled to Disability Pay and Allowances. Round-trip transportation is
authorized to visit a reserve component member entitled to disability pay and allowances under 37 USC §204(g)
(see DODFMR, Volume 7A, paragraph 80254 and table 8-2-3 at
http://waww.dtic.mil/comptroller/fmr/07a/index.html or COMDTINST M7220.29 (series) par. 12-Q and figure
12-2 for Coast Guard personnel at http://www.uscg.mil/ha/g-w/g-wp/gwpm/manuals.htm, who is physically
disabled asthe result of aninjury, illness, or disease incurred or aggravated, or in a situation of imminent desth,
whether or not electrical brain activity still exists or brain death is declared, and who is hospitalized in amedical
facility anywhere in the world if that member becameill or injured or was diseased:

a. Intheline of duty while performing inactive-duty training (other than work or study in connection with
a 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. Whiletraveling directly to or from such training.

Effective 26 January 2004

3. Member Retired dueto lliness or Injury. Round-trip transportation is authorized to visit amember who is
retired solely on account of aseriousinjury or illness, or as aresult of a declaration of imminent death, whether or
not electrical brain activity still exists or brain death is declared, and who is hospitalized in amedical facility
anywhere in the world. Thistransportation isto be provided incident to and about the same time asthe
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occurrence of the seriousillness, seriousinjury, or declaration of imminent death, and is not intended to provide
transportation at alater date. This authorization does not extend to retirees who incur seriousinjuries 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.

NOTE: The families of cadets/midshipmen are not eigible for this transportation.

B. Definition. "Family members' as used in this paragraph are the member's spouse, children (including step,
adopted, and illegitimate children), siblings of the member and parents of the member (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.

C. Transportation. One, or acombination, of the following round-trip transportation services between the family
member’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 family member is necessary for the health and
welfare of the member is concerned:

1. Transportation-in-kind;

2. Reimbursement for the cost of personally procured commercial transportation (does not override the
MANDATORY use of CTOs);

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

Government/Government-procured transportation must be used to the maximum extent practicable for transoceanic
travel. Reimbursement provided in par. U5246-C2 is subject to par. U5203-A1b for land travel and par. U5207 for
transoceanic travel. When land travel is by mixed modes, reimbursement is for actual travel up to the cost of
personally procured transportation between origin and destination (minus the cost of any Government-procured
transportation used). When travel is by POC, only the POC operator is authorized the allowance prescribed in par.
U5246-C3.

D. Limitations. Per diemisnot payable for travel in connection with this paragraph except asindicated in par.
U5246-F.

E. Reimbursable Expenses. The member is authorized reimbursement for the expenseslisted in pars. U1410-A
(except par. U1410-A5, taxes on lodging) and U1410-C incurred incident to travel under this paragraph. Receipt
requirements are the same as those in par. U2510.

Effective 1 October 2003 through and including 20 November 2004, (Section 1103 of the Emergency Supplemental
Appropriations Act, dated 6 November 2003 and Section 116 of H.J. Res. 107, the FY 05 Continuing Resolution
Amendment.)

F. Per Diem. Per diem may be paid for family members traveling to and from visits (and while at the site during
visits) with amember who is serioudly ill or injured as aresult of service on active duty in support of Operation
Noble Eagle, Operation Enduring Freedom or Operation Iragi Freedom. Only the same two family members who
are transported under this paragraph may receive per diem. (See Appendix E for ITA issuance guidance.) The
requirement in par. U5246-C, that a determination in writing is necessary from an attending physician or surgeon
and the commander/head of the military medical facility exercising military control over the member that the
presence of family member is necessary for the health and welfare of the member, is not applicable.
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PART E: POV TRANSPORTATION AND STORAGE

SECTION 2: POV STORAGE WHEN POV TRANSPORTATION TO A FOREIGN/NON-
FOREIGN OCONUS (see par. U5462) PDSISNOT AUTHORIZED OR STORAGE IN
CONNECTION WITH CONTINGENCY OPERATION TDY

Effective 2 December 2002
U5462 DEFINITION

The following definition is used only for the purposes of JFTR, Chapter 5, Part E, Section 2:

NON-FOREIGN OCONUS AREA. The states of Alaska and Hawaii, the Commonwealths of Puerto Rico and the
Northern Mariana lslands, and any U.S. possession.

Effective 2 December 2002
U5464 GENERAL

POV Storageisin lieu of POV shipment. This Section prescribes POV storage allowances for eligible members
ordered to aforeign/non-foreign OCONUS (see par. U5462) PDS to which a POV is not permitted to be transported,
or sent TDY for more than 30 days to a contingency operation. It also covers allowances associated with:

1. Travel to and from designated storage facilities,

2. POV storage preparation,

3. Actual storage costs,

4. POV preparation for removal from storage, and

5. Costs associated with delivery to the next authorized destination (see par. U5410).

Storage of more than one POV, and/or storage of a POV instead of authorized transportation is not allowed.
Members are financially responsible for storage and/or transportation of additional POV's.

NOTE: See Appendix A for definition of a contingency operation.

U5466 ELIGIBILITY

Effective 2 December 2002

*NOTE: Memberswith a contingency operation TDY start date or an effective date of PCS orders on/after 1 April

1997 are digiblefor thisstorage. A member is€ligiblefor this storage upon entering an IPCOT if the IPCOT
begins on/after 1 April 1997. The storage entitlement begins effective with the beginning of the IPCOT.

Effective 2 December 2002
*A. Members. A member isdligibleto have one POV stored at a storage facility if the member is:

1. Ordered to make a PCS to a foreign/non-foreign OCONUS (see par. U5462) PDS; and the
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a. Laws, regulations, and/or other restrictions imposed by the foreign country, area, or the United States
preclude shipment/entry of a motor vehicle at Government expense into that foreign/non-foreign OCONUS
(see par. U5462) PDS; or

b. Vehicle would require extensive modification (other than normal maintenance servicing) as a condition
to entry into the foreign/non-foreign OCONUS (see par. U5462) PDS; or

2. Sent TDY for more than 30 days to a contingency operation (see Appendix A).

B. Storage. The Secretary concerned may have the POV storage facilities designated.
1. Government-procured Storage Available. A Service may eect to storeamember's POV. If aService dectsto
store amember's POV, the member may personally arrange storage at acommercia storage facility. A member

who personally arranges for storage at afacility other than the designated facility is to be reimbursed for the actua
storage cost, not to exceed the Government's constructed storage cost.

2. Government-procured Storage Not Available. When Government-procured storage is not available, or has
not been designated, or the member is instructed by the shipping/transportation officer to store the POV at
personal expense, the member may arrange to store the POV at a commercial storage facility. The member isto
be reimbursed for the actual storage costs.

U5467 STORAGE IN LIEU OF SHIPMENT

POV storageisin lieu of POV shipment both to and from the foreign OCONUS PDS to which POV shipment is
prohibited. A member who storesa POV at Government expense is not authorized POV shipment from the foreign
OCONUS location upon subsequent PCS. However, the member may ship the stored POV if ordered on a COT and
POV transportation is permitted to the subsequent OCONUS PDS. The member may not continue to store the
POV at Government expenses while shipping another POV to the subsequent OCONUS PDS. Thisisbased on
the shipping entitlement to the subsequent OCONUS PDS.

Example 1: A member PCSs from CONUS to Japan (POV transportation not authorized) and the Government
pays to store the member’s POV. The member receives a PCS order to a CONUS PDS and wants to ship a
POV from Japan to the new CONUS PDS. The member does not have a POV shipping entitlement from Japan
because the member stored a POV.

Example 2: A member PCSsto Japan (POV transportation not authorized) and the Government pays to store the
member’s POV. The member receives a PCS order to another OCONUS location where POV shipment is
authorized. The member is authorized shipment of the POV from storage to the new OCONUS PDS.

NOTE: Removing the POV from storage before the member departs PCS/enters an | PCOT does not negate that
the member stored a POV and is not authorized POV shipment. A member who removes the POV from storage
upon an I|PCOT/COT may be authorized POV shipment upon subsequent PCS after the IPCOT/COT tour.

Change 214 USE2-2
10/1/04



Permanent Duty Travel U5468

U5468 TRANSPORTATION REIMBURSEMENT TO/FROM A STORAGE FACILITY

A. General. A Service may elect to transport the POV to and/or from the storage location. 1f a Service elects not to
transport the POV, the member may personally arrange the transportation to and/or from the selected storage
facility. If a Service electsto transport the POV, the member may elect to personally arrange POV transportation --
member's option.

1. Government-procured Transportation Available to and/or from Storage Facility

a. The member is reimbursed the automobile mileage rate for the official round trip distance between the
old/new PDS (as appropriate) to and/or from the vehicle port/\V PC or other point designated for turnover
for transportation to and/or from storage.

b. When Government-procured transportation to and/or from a storage facility is available but the member
electsto personally arrange for POV delivery to and/or from a storage facility, the member isto be
reimbursed for the actual transportation cost not to exceed the Government's constructed transportation
cost. If the POV isdriven, the member is reimbursed the automobile mileage rate for the official round trip
distance not to exceed the Government's constructed transportation cost.

NOTE: For OCONUS Travelers: The member isto be reimbursed for one-way transportation at the
automabile mileage rate between the designated storage facility and the authorized location (i.e., PDS,
VPCl/vehicle port) not to exceed the Government's constructed transportation cost of shipping/transporting
the POV.

2. Government-procured Transportation Not Available to and/or from Storage Facility. When Government-
procured transportation to and/or from storage is not available, or the member isinstructed by the
shipping/transportation officer to personally arrange POV transportation, the member is to be reimbursed for the
actual transportation cost. 1f the POV isdriven, the member is to be reimbursed the automaobile mileage rate for
the official round-trip distance.

Travel time computed under par. U5160 is allowed for the round trips to deliver and/or pick-up a POV under this
subparagraph.

B. Delivery/Pick-up
1. The Service concerned may elect to transport a member's POV to and/or from the storage facility.
2. Vehicle storage transportation reimbursement is limited to mileage (see par. U2600) for the round-trip
distance from the old PDS to the closest VPC/loading port servicing the old PDS. This limitation does not
apply to amember who stored a vehicle commercially with Government reimbursement for storage expenses at
alocation other than the closest VPC/loading port servicing the old PDS before 1 June 2003.
3. A roundtrip is authorized to:

a. Deliver the POV to the storage facility, and
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b. Pick-up the POV from the storage facility.
4. Theseroundtrips are available only if POV delivery and/or pickupis:
a. Not concurrent with PCStravel, or
b. In connection with TDY on a contingency operation.
NOTE: For this Section, a Reserve Component member's PLEAD isthe PDS. For POV delivery to storage upon
thefirst PCS, the " old PDS" isthe member’sHOR or PLEAD. For POV pick-up upon separation or retirement,
the" new PDS" isthe HOR, or authorized HOS of the member under U5130-A1.

C. Delivery Accomplished Concurrently with Member's PCS Travel and No TDY En Route Is Involved

*1. Delivery - Travel to Passenger Port via Storage Facility. An eligible member and/or dependent(s) who

travels via the designated storage facility is authorized PCS allowances (including per diem) for direct travel
from the old PDS to the designated storage facility and from the designated storage facility to the passenger
POE.

*2. Delivery - Travel to Storage Facility via Passenger Port. An eligible member, who travels from the old
PDS to the passenger POE to drop off dependents, then to the designated storage facility, and then returns to the
passenger port, is paid PCS alowances (including per diem) from the old PDS to the passenger POE for self
and dependents, plus PCS allowances for self from the passenger port to the designated storage facility.
Reimbursement for travel back to the passenger POE is not authorized.

*D. Pick-up Accomplished Concurrently with Member's PCS Travel and No TDY En Route IsInvolved. An
eligible member (and/or dependent(s)) who travels via the designated storage facility is authorized PCS allowances
(including appropriate per diem) for direct travel from the passenger POD to the designated storage facility and then
to the new PDS.

E. Ddlivery/Pick-up from a Designated Storage Facility Accomplished Concurrently with TDY En Route

*1. Delivery to a Designated Storage Facility in Connection with TDY En Route. An eigible member who
delivers a POV to adesignated storage facility in connection with a PCS to a foreign/non-foreign OCONUS
(see par. U5462) PDSwith TDY en route, is authorized:

a. MALT for one authorized traveler for the official distance from the old PDSto the TDY station(s) en
route plus a per diem (see par. U5105-B2);

b. MALT for one authorized traveler for the official distance fromthe TDY station to the designated
storage facility; and

*c. PCS allowances (including appropriate per diem) for direct travel from the designated storage facility
to the passenger port.
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*NOTE: When a dependent(s) accompanies the member and/or deliversthe POV to the designated storage
facility, the travel and transportation allowance for the dependent(s) are computed using par. U5220. If a
dependent(s) deliversthe POV to the designated storage facility without traveling to the TDY en route location,
see par. U5468-C for dependent travel and transportation allowances.

*2. Pick-Up in Connection with TDY En Route. An eligible member who picks up a POV from a designated
storage facility in connection with PCS travel to/from an en route TDY station, is authorized:

*a. PCS allowances (including appropriate per diem) for direct travel from the passenger port to the
designated storage facility;

*b. MALT for one authorized traveler for travel for the official distance from the designated storage
facility to/from the TDY station; plus a per diem for the member at the rates prescribed in par. U5105-B2;
and

c. MALT for one authorized traveler for the official distance from/to the TDY station en route to the new
PDS plus a per diem for the member at the rates prescribed in par. U5105-B2.

*NOTE: When a dependent(s) accompanies the member and/or deliversthe POV to the designated storage
facility, the travel and transportation allowance for the dependent(s) are computed using par. U5220. If a
dependent(s) picks up the POV from the designated storage facility without traveling to the TDY en route
location, see par. U5468-D for dependent travel and transportation allowances.

U5470 STORAGE FACILITIESUSED

A. Designated Storage Facilities. The Services, through their Secretarial processes, may designate storage facilities
(see par. U5466).

B. Personally-procured POV Storage. A member may be reimbursed for storing one POV at acommercial facility
(see par. U5466). Commercial facilities include facilities at which anyone may store aPOV (i.e., not limited to the
particular member or service membersin general.) A member who storesa POV at a non-commercial facility must
not be reimbursed for the costs associated with the vehicle's storage or transportation to/from storage. (For example,
storage in a private residence garage or on a private lot does not constitute storage at a commercial facility.)

U5472 FACTORSAFFECTING POV STORAGE

A. Orders Amended, Modified, Canceled, or Revoked. A POV stored or shipped after PCS order receipt (or
notification of deployment on a contingency operation) may be removed and shipped/transshipped to the proper
destination, including the old or current PDS, at Government expense, if the PCS order (or contingency operation
notification) is later amended, modified, canceled, or revoked. If less than 12 months remain on an OCONUS tour,
the POV may not be removed from storage for shipment. The exceptionsin par. U5317 apply.

Effective 2 December 2002
B. Storage before an Order IsIssued. POV storageis permitted before a PCS order (or contingency operation
order/natification) isissued to amember. A written statement must support the storage request:
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1. From the PCS authorizing/order-issuing (or contingency operation designating) official or the designated
representative that the member was advised before such an order (or notification) was issued that it would beissued,
and

2. Signed by the shipping applicant agreeing to be financially responsible for:

a. Theentire storage cost if the PCS order (or contingency order/notification) to authorize storage is not
issued later, and

b. Any additional POV transshipment costs to another storage facility required because the PDS named in
the order is different than the PDS named in the statement required in par. U5472-B1 (or return to the
current PDS if the contingency order/notification is not issued).

3. Thelength of time before a PCS order (or a contingency operation notification) isissued, during which a
member may be advised that the PCS order (or notification) is to be issued, may not exceed the relatively short
period between the time when a determination is made to order the member to make a PCS (or take part in the
contingency operation) and the date the order (or contingency operation natification) is actually issued.

4. Genera information furnished to the member concerning PCS order (or contingency operation notification)
issuance before the determination is made to actually issue the order or notification (such as eventual release
date from active duty, expiration date of service term, retirement eligibility date, expected rotation date from
foreign/non-foreign OCONUS (see par. U5462) duty, anticipated contingency departure date, etc.) is not advice
that the order or notification isto be issued (52 Comp. Gen. 769 (1973)).

C. TimeLimitation. Unless otherwise prescribed in thisVVolume, POV storage for amember may beinitiated any time
while the order remainsin effect and prior to receipt of the next PCS order, aslong asthe POV storageisincident to the
member's PCS rather than for persona reasons (45 Comp. Gen. 589 (1966); B-183436, 22 July 1975).

U5474 RESTRICTIONS

A. Restriction on Vehicle Size. A member who stores a POV, that exceeds the Military Traffic Management
Command storage contract maximum standard size, is financially responsible for any storage costs caused by the
vehicle's excess size (see par. U1010-B8). As an exception, the Secretarial Process may authorize/approve storage
of an oversized POV (as the one POV for which storage may be authorized) if the member or dependents(s) require
the oversized POV for medical reasons. Excess costs are collected in accordance with Service regulations.

B. Combining POV Size Limitation when Husband and Wife Are Members. The size restriction contained in par.
U5474-A may beignored for the purpose of storing one larger vehicle at Government expensein lieu of storing two
POV s (one POV stored for each member) during an assignment when each member is authorized POV storage.
Payment for storing the vehicle may not exceed the Government’ s total cost if each member had stored a vehicle
within the maximum standard size.

C. Other Excess Storage Costs. Excess storage costs, incurred due to the member’ s negligence or choice, are the
member’ s financial responsibility (see par. U1010-B8).
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U5476 CONTINUED POV STORAGE

Effective 2 December 2002

A. Continued POV Storage for Active Duty Members. A POV may remain in storage, at Government expense for
90 days after the member returns from a foreign/non-foreign OCONUS (see par. U5462) PDS to which the POV
could not be shipped, or from TDY on a contingency operation. Storage charges accrued after the 90 days are the
member's financial responsibility, unless additional storage is authorized/approved through the Secretarial Process.

B. Continued POV Storage upon Separation from Service or Relief from Active Duty, Retirement, Placement on
TDRL, Discharge with Severance or Separation Pay, or Involuntary Release from Active Duty with Readjustment or

Separation Pay

1. Separation from Service or Relief from Active Duty. A member, separated from the Service or relieved
from active duty who has a POV in storage under par. U5466, is authorized continued POV storage until the
180th day from the active duty termination date, unless specifically prohibited in par. U5360. Storage charges,
accrued on/after the 181st day, are the member's financial responsibility, unless additional storageis
authorized/approved through the Secretarial Process.

2. Retirement, Placement on TDRL, Discharge with Severance or Separation Pay, or Involuntary Release from
Active Duty with Readjustment or Separation Pay. A member, retired, placed on the TDRL, discharged with
severance or separation pay, or involuntarily released from active duty with readjustment or separation pay,
who has a POV in storage under par. U5466, is authorized continued POV storage for up to 1 year from the
active duty termination date (including by amember's death). The authority and circumstancesin par. U5365
apply for extending the 1-year storage limit. Storage charges, accrued on/after the 366th day, are the member's
(or dependent's) financial responsibility, unless additional storage is authorized/approved through the Secretarial
Process.

U5478 CARE AND STORAGE

The Government's responsibility begins when the POV is accepted for storage and continues until the POV is
delivered to the member.

U5479 ADVANCE OF FUNDS

Authorized POV storage costs may be paid in advance.
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PART H: TEMPORARY LODGING EXPENSE (TLE) ALLOWANCE WITHIN CONUS
U5700 PURPOSE

TLE isintended to partially pay for lodging/meal expenses when a member/dependent(s) occupy temporary quarters
in CONUS dueto aPCS.

U5705 ENTITLEMENT
A. A member isauthorized TLE reimbursement not to exceed the number of days authorized in par. U5710:

1. Beforeleaving the old CONUS PDS, designated place (see Appendix A), or amember’s CONUS HOR or
technical school, if the member isreporting to the first PDS,

NOTE: TLE ispayable incident to a move when entering active duty to the first PDS beginning 5 October
1999 for enlisted members, and for officer memberswith ordersissued on or after 1 January 2002.

2. After arriving at the new CONUS PDS (including a member’ sfirst PDS, if the member is reporting there
from HOR or initial technical school), designated place,

3. When house-hunting is performed after the member completes PCS travel to the new PDS (i.e, in
conjunction with a PCS after arrival at the new PDS),

4. For the elapsed time between PDSs when per diem is not payable, and

5. When the member’s PCS order is cancelled/revoked after the member occupies temporary quarters, the
member is authorized TLE reimbursement up to the maximum number of days allowable.

NOTE: The days covered must have been spent in the vicinity of the old/new PDS, designated place, or (ICW
being ordered to active duty a member’s CONUS HOR or initial technical school).

Example: If amember has 8 days elapsed time (e.g., proceed, delay, travel, etc.) between PDSs and the
allowable travel timeis 7 days, the member may be paid TLE for one day if spent near the old or new PDS.
The additional available TLE days may be claimed for days spent near the old PDS before (or after) the
member checked out of the activity at the old PDS, and/or at a designated place (see Appendix A) en route,
and/or near the new PDS before (or after) the member checked into the new activity at the new PDS. If a
member has 22 days el apsed time between PDSs and the alowable travel time is 7 days, the member may be
paid the maximum allowable TLE allowance for days spent at/near the old/new PDS or a designated place en
route as described in the 8-day example.

B. A member isnot authorized TLE:

1. When leaving active duty,
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2. For ahouse-hunting trip taken before the member moves to the new PDS (i.e., not in conjunction with a
PCS),

3. For adependent(s) acquired after the effective date of PCS orders, or

4. For adependent(s) returned from an OCONUS location prior to issuance of a PCS order (see also chapter 5,
part J).

NOTE: For the next PCS, the member isauthorized TLE for the acquired dependent, including in the vicinity of
the place at which the dependent was acquired.

U5710 TIMELIMITATIONS
TLE may not be paid for more than:

1. 10 daysfor aPCSto a CONUS PDS (a member may split the days among old CONUS PDS, new CONUS
PDS, and designated place in CONUS),

2. 5daysfor aPCSto an OCONUS PDS (amember may split the days between old CONUS PDS and
designated place in CONUS), or

3. 10 daysfor amember reporting to the first PDS from the HOR or initial technical school (a member may split
the days among CONUS HOR, initial technical school, designated placein CONUS, and CONUS PDS; if thefirst
PDSis OCONUS, amember may split the days between CONUS HOR, initial technical school, and designated
placein CONUS).
U5715 TEMPORARY QUARTERS
Temporary quarters for the member/dependent(s):
1. Must be atemporary place of residence;
2. Must bein the vicinity of the old and/or new PDS/designated place;
3. May be dlowed if assigned family-type Government quarters are not occupied:
a. Because the HHG have not been shipped from the old PDS;
b. Because the HHG have not been received at the new PDS;
c. Because the quarters are undergoing repair/renovation;

d. Becausethe HHG have been packed, picked up and/or shipped from the losing PDS; or

e. For similar reasons.
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NOTE: Lodging receiptsarerequired. When member/dependent(s) stay with friends/relatives, lodging cost for
that day iszero. However, the meals portion is payable.

U5720 REIMBURSEMENT

A. Member-Married-to-Member. When both spouses are members:

1. Each may be reimbursed up to $180 per day. NOTE: A maximum of $110 appliesfor all memberswith
PCS ordersissued before 1 January 2002.,

*2. Both may not claim the same dependent(s) for TLE on the same days, and
3. One member may not claim the other member for TLE payment.
B. Per Diem Rate Used. Thelocality per diem rateis used for TLE reimbursement. The per diem rateis

determined based on the PDS (or designated place, HOR or initial follow-on technical training, if applicable)
location, not the lodging location.

C. Maximum Reimbursement. A member:

1. May be reimbursed a maximum of $180 per day for TLE (B-221732, April 10, 1987), (this appliesif a
member and dependent(s) occupy temporary quarters on the same or different days) NOTE: A maximum of
$110 per day appliesfor all memberswith PCS ordersissued before 1 January 2002.;

2. May choose the days TLE is claimed when occupying temporary quarters on different days than the
dependent(s);

3. And dependent(s) may occupy temporary quarters on different days, but TLE is determined as if lodgings
were occupied on the same days; and

4. Should use available Government quarters (see par. U1045).

NOTE: When Government quarters are available and other lodgings are used, lodging reimbursement is limited
to the Government quarters' cost (see par. U1045).

D. Reimbursement Example:

1. A member occupies temporary quarters at the new PDS for 12 days (1-12 April).

2. The member's dependent(s) also occupy temporary quarters for 12 days (18-29 April).

3. The member selects 1-10 April (member) and 18-27 April (dependents) for TLE.

4. Reimbursement for the daily combined total expenses of the member and dependent(s) (e.g., 1 April for the

member and 18 April for the dependents) shall not exceed $180 per day. NOTE: A maximum of $110 per day
applies for all memberswith PCS ordersissued before 1 January 2002.
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*E. Reimbursement Computation

*Step 1: Determine daily M& I E and ceiling for lodging. Multiply the percentage in the following table by the
applicable M& |E and lodging locality per diem rates prescribed in http://www.dtic.mil/per diem/perdiemrates.html.

No. of Eligible Persons Per centage

Occupying Temporary Quarters Applicable
Member or 1 dependent: 65%
Member and 1 dependent, or 2 dependents only: 100%
For each additional dependent 12 and over, add: 35%
For each additional dependent under 12, add: 25%

NOTE: For member-married-to-member couples, each spouse beginswith 65%. Each dependent then increases
the percentage for the member claiming that dependent.

*Step 2: Determine lodging

Compare the actual daily lodging cost (including lodging taxes) to the lodging cost ceiling found in Step 1. Usethe
lesser.

*Step 3: Determine gross daily equivalency. Add the result in Step 2 to the daily M& I E rate obtained in Step 1.

*Step 4: Determine applicable daily rate

Compare $180.00 with the amount found in Step 3. Pay the lesser of these two amounts for that day.
*EXAMPLE 1-- TLE ALLOWANCE

NOTE: Locality per diem and the M& | E rate used in this example may not be therates currently in effect and
arefor illustration purposes only.

A member with no dependentsis ordered on a PCS from one CONUS PDS to another. Each PDS has a different per
diem rate. After reporting at the new PDS, the member occupies temporary quarters at the new PDS for 4 nights
$47.50 ($42.75 per night plus $4.75 tax). The new PDSlocality per diem rateis $113 ($35 for M&IE and $78 for
lodging). The member certifies that Government quarters are not available. The member is authorized TLE,
computed as follows:

1. Determine maximum rates (given percent x locality rate).

M&IE 65% x $35 = $22.75

Lodging 65% x $78 = $50.70
2. Compare the actual daily lodging cost (including lodging tax) to the Step 1 $47.50 vs. $50.70
maximum lodging rate and use the lesser. $47.50
3. Add the Step 1 M&IE to the selected lodging in Step 2. $22.75 + $47.50 = $70.25
4. Compare $180 with the Step 3 amount and pay the lesser amount for each $180vs. $70.25
day. Pay $69.60 for that day. $70.25 x 4 days = $281.00
Change 214 U5H-4
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*EXAMPLE 2-- TLE ALLOWANCE

NOTE: Locality per diem and the M& | E rate used in this example may not be the rates currently in effect and
arefor illustration purposes only. See par. U2025 or http://www.dtic.mil/perdiem/perdiemrates.html for the
current Standard CONUS per diem rate.

A member, with a spouse (not a member entitled to basic pay) and two children (12-year old and 9-year old) is
ordered on a PCS from one CONUS PDS to ancther (the standard CONUS per diem rate applies to both PDSs, $55
for lodging and $31 for M&IE). After reporting to the new PDS, the member and dependents occupy temporary
guarters off-post for 8 nights at $80 per night ($72 per night plus $8 tax). The member certifies that Government
guarters are not available. The member isauthorized TLE, computed as follows:

1. Determine maximum rates (given percent x locality rate).

M&IE 160% x $31 = $49.60

Lodging 160% x $55 = $88.00
2. Compare the actual daily lodging cost (including lodging tax) to the $80.00 vs. $88.00
Step 1 maximum lodging rate and use the lesser. $80.00
3. Add the Step 1 M&IE to the selected Step 2 lodging cost. $49.60 + $80.00 = 129.60
4. Compare $180 with the Step 3 amount and pay the lesser amount for $180.00 vs. $ $129.60;
each day. Pay $128.00 per day. $129.60 x 8 days = $1,036.80

*EXAMPLE 3-- TLE ALLOWANCE

NOTE: Locality per diem and the M& | E rate used in this example may not be the rates currently in effect and
arefor illustration purposes only. See par. U2025 or http://www.dtic.mil/perdiem/ perdiemrates.html for the
current Standard CONUS per diem rate.

A member-married-to-member couple with two dependents (14-year old and 10-year old) is ordered on a PCS from
one CONUS PDS to ancther. The Standard CONUS per diem rate applies to both PDSs, $55 for lodging and $31
for M&IE. After reporting at the new PDS, the members and dependents occupy temporary quarters off-post for 6
nights at $100 ($90 per night plus $10 tax). Each member is authorized TLE up to $180 per day. The $100 lodging
cost is divided evenly between both members. The members certify that Government quarters are not available.
The members are authorized TLE, computed as follows:

Member #1 (with 1 dependent)

1. Determine Maximum rates (Given percent x locality rate).

M&IE 100% x $31 = $31.00

Lodging 100% x $55.00 = $55.00
2. Compare the actual daily lodging cost (including tax) to the Step 1 $50.00 vs. $55.00
maximum lodging rate and use the lesser. $50.00
3. Add the Step 1 M&IE to the Step 2 lodging cost. $31.00+ $50.00 = $ 81.00
4. Compare $180 with the Step 3 amount and pay the lesser amount for $180.00 vs. $81.00;
each day. Pay $80.00 for that day. $81.00 x 6 days = $486.00
Change 214 USH-5
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Member #2 (with 1 dependent)

1. Determine Maximum rates (Given percent x locality rate)

M&IE 100% x $31.00 = $31.00

Lodging 100% x $55.00 - $55.00
2. Compare the actual daily lodging cost (including lodging tax) to the Step $50.00 vs. $55.00
1 maximum lodging rate and use the lesser. $50.00
3. Add the Step 1 M& I E to the selected Step 2 lodging cost. $31.00+ $50.00=$ 81.00
4. Compare $180 with the Step 3 amount and pay the lesser amount for $180.00 vs. $ 81.00;
each day. Pay $80.00 for that day. $81.00 x 6 days = $486.00

The daily rate paid to each member is $81. The combined daily amount paid to both membersis $162.00 ($81.00 +
81.00). The combined amount paid to both members for 6 daysis $972.00 ($162.00 X 6).

*EXAMPLE 4-- TLE ALLOWANCE
NOTE: Locality per diem and the M& | E rates used in this example may not be the rates currently in effect and

arefor illustration purposes only. See par. U2025 or_http: //vwww.dtic.mil/perdiem/perdiemrates.html for the
current Standard CONUS per diem rate.

A member-married-to-member couple with two dependents, (5-year old and 7-year old), are each ordered PCS from
one CONUS PDS to another. The locality per diem rate for the new PDSis $101 ($35 for M& IE and $66 for
lodging). After reporting at the new PDS, the members and dependents occupy temporary quarters off-post for 30
nights at $100 ($90 per night plus $10 tax). Each member is authorized TLE up to $180 per day for 10 days. The
$100 lodging cost is the same whether 3 people or 4 people occupy the room. The members certify that Government
guarters are not available. NOTE: In this example, each member claims the two dependent children BUT for
different days. The members are authorized TLE, computed as follows:

Member #1 (with 2 dependents)

1. Determine Maximum rate (Given percent x locality rate).
M&IE 125% x $35.00=$ 43.75
Lodging 125% x $66.00 = $ 82.50
2. Compare the actual daily lodging cost (including lodging tax) to the Step $100.00 vs. $82.50
1 maximum lodging rate and use the lesser. $82.50
3. Add the Step 1 M&IE to the selected Step 2 lodging cost. $43.75 + $82.50 = $126.25
4. Compare $180 with the Step 3 amount and pay the lesser amount for $180.00 vs. $126.25;
each day. Pay $125.00 for that day. $126.25 x 10 days
$262.50,250.00
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Member #2 (with 2 dependents)

1. Determine Maximum rate (Given percent x locality rate).

M&IE 125% x $35.00 = $43.75

Lodging 125% x $66.00 = $ 82.50
2. Compare the actual daily lodging cost (including lodging tax) to the Step $100.00 vs. $82.50
1 maximum lodging and use the lesser. $82.50
3. Add the Step 1 M&IE to the selected Step 2 lodging cost. $43.75 + $82.50 = $126.25
4. Compare $180 with the Step 3 amount and pay the lesser amount for $180.00 vs. $126.25;
each day. Pay $125.00 for that day. $126.25 x 10 days = $1,262.50

Thefirst member may claim TLE for any 10-day period and the second member may claim TLE for any other 10-
day period (with no overlap in days) in temporary quarters. Each member is authorized the maximum of 10 days
($180.00 per day x 10 days = $1,800.00). The combined amount paid to both members for 20 daysis $2,525.00
($1,262.50 + $1,262.50).

*EXAMPLE5-- TLE ALLOWANCE
NOTE: Locality per diem and the M& | E rates used in this example may not be the rates currently in effect and

arefor illustration purposes only. See par. U2025 or http://www.dtic.mil/perdiem/perdiemrates.html for the
current Standard CONUS per diem rate.

A member with a spouse (not a member entitled to basic pay) and two children (14-year old and 11-year old) is
ordered on a PCS from one CONUS PDS to ancther. Before departing the old PDS the member and dependents
occupy temporary quarters off post for 2 nights at $120 per night ($105 per night plus $15 tax). The locality rate for
the old PDS rate is $111 ($35.00 for M& IE and $76 for lodging). After reporting to the new PDS, the member and
dependents occupy temporary quarters off-post for 6 nights at $85 per night ($77 per night plus $8 tax). The new
PDS locality rateis $91.00 ($31.00 for M&|E and $60.00 for lodging). The member certifies that Government
guarters are not available at either PDS. The member is authorized TLE, computed as follows:

OLD PDS

1. Determine maximum rate (given percent x locality rate).

M&IE 160% x $35.00 = $ 56.00

Lodging 160% x $76.00 = $121.60
2. Compare the actual daily lodging cost (including lodging tax) to the Step 1 $120.00 vs. $121.60
maximum lodging rate and use the lesser. $120.00
3. Add the Step 1 M&IE to the selected Step 2 lodging cost. $56.00 + $120.00 = $176.00
4. Compare $180 with the Step 3 amount and pay the lesser amount for each $180 vs. $176.00;
day. Pay $174.40 per day. $176.00 x 2 days = $352.00
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NEW PDS

1. Determine maximum rate (given percent x locality rate).

M&IE
Lodging

160% x $31.00 = $49.60
160% x $60.00 = $96.00

2. Compare the actual daily lodging cost (including lodging tax) to the Step 1

maximum lodging rate and use the lesser.

$85.00 vs. $96.00
$85.00

3. Add the Step 1 M&IE to the selected Step 2 lodging cost.

$49.60 + $85.00 = $134.60

4. Compare $180 with the Step 3 amount and pay the lesser amount for each

day. Pay $133.00 for that day.

$180 vs. $134.60;
$134.60 x 6 days = $807.60

The member is authorized atotal of $1,159.60 ($352.00 + $807.60) for TLE.

*EXAMPLE 6-- TLE ALLOWANCE

NOTE: Locality per diem and the M& | E rates used in this example may not be the rates currently in effect and

arefor illustration purposes only.

A member occupies temporary quarters at the new PDS for 12 days (1-12 April) at $45.00 ($40.50 per night plus
$4.50 tax). The new PDS locality per diem rate is $96.00 ($31.00 for M& | E and $65 for lodging). The member's
dependents (spouse and one child) occupy temporary quarters at the old PDS for 12 days (18-29 April) at $60
($54.00 per night plus $6.00 tax). The locality per diem rate for the dependents' location is $116.00 ($35.00 for
M&IE and $81.00 for lodging). The member selected 1-10 April (member) and 18-27 April (dependents) for TLE.
The member certifies that Government quarters were not available at either location. The member is authorized

TLE, computed as follows:

Member

Dependent(s)

1. Determine Maximum rate (given
percent x locality rate)

M&IE

Lodging.

65% x $31.00 = $20.15
65% x $65.00 = $42.25

100% x $35.00 = $35.00
100% x $81.00 = $81.00

2. Compare the actual daily lodging cost
(including lodging tax) to the Step 1
maximum lodging rate and use the lesser.

$45 vs. $42.25
$42.25

$60.00 vs. $81.00
$60.00

3. Add the Step 1 M&IE to the selected
Step 2 lodging cost.

$20.15 + $42.25 = $62.40

$35.00 + $60.00 = $95.00

Combined Total:

$62.40 + $95.00 = $157.40

4. Compare $180 with the Step 3
combined total and pay the lesser amount
for each day. Pay $155.75 for that day.

$180.00 vs. $157.40
$157.40 x 10 days = $1.574.00

U5725 ADVANCE OF FUNDS

An advance of funds may be paid for the average number of days (as determined by the Secretarial process) for
which TLE is paid in connection with a PCS to that PDS. The advance is limited to the maximum amount for 10

daysif the new PDSisin CONUS and for 5 days if the new PDSis OCONUS.
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$85 (Thisisthe actual daily amount (not including lodging tax) paid for lodging by the three
dependents, which isless than the maximum ($275) that may be reimbursed. A lodging receipt is
L odging: required for this amount.)

$190 (The daily amount that is payable to dependents within the maximum $380 established in (c) for
Daily amount: | costsincurred by the three dependents for 27 days)

Lodging Tax: | $10.62

$200.62 (The actual daily amount (including lodging tax) paid to dependents for costs incurred by the
Totd: three dependents while at the designated place for 27 days (27 days x $200.62 = $5,416.74)).

*U6006 LOCAL TRAVEL ALLOWANCESIN AND AROUND THE SAFE HAVEN AND THE
DESIGNATED PLACE

Local travel alowances are authorized to be paid when dependents are receiving evacuation per diem allowances
and have not taken delivery of a POV transported to the designated place under par. U6008. In the absence of a
POV at the safe haven location, a transportation allowance to assist with unexpected local transportation costs may
be paid at arate of $25 per day, regardless of the number of dependents. No receipts are required. Thisallowanceis
intended to partially offset the expenses these evacuated dependents incur for required local travel by whatever
means between the dependents' place of lodging at the safe haven or designated place and medical/dental
appointments, finance office, family support service center, commissary, pharmacy, post office, and similar
destinations, in the local area. Allowances under this paragraph may not be paid for days reimbursement is
received under par. U6008-D for expensesincurred to rent a motor vehicle.

Effective 12 March 2001
U6007 HHG TRANSPORTATION

A. Genera

1. HHG. A member with dependents is authorized HHG transportation (including unaccompanied baggage as
defined in Appendix A) as noted in the following subparagraphs incident to an evacuation of dependents from
the member's PDS. Up to 18,000 pounds of HHG may be moved and stored for the member at Government
expense minus any weight of HHG otherwise in storage at Government expense. When dependents select a
designated place outside the United States, any tax consequences (ex., import tax) that result from moving HHG
there are the member’ /dependents’ responsibility. Non-temporary storage (NTS) of HHG in excess of 18,000
Ibsis not authorized at Government expense. Members who personally procure the HHG transportation
authorized below are authorized reimbursement in accordance with par. U5320-D, unless the member has a
PCS order, in which case reimbursement is under par. U5320-D or E.

2. Unaccompanied Baggage. Unaccompanied baggage items may be shipped separately from HHG in an
amount not to exceed 350 Ibs for each dependent age 12 years or older, and 175 Ibs for each dependent under
age 12. The 1000-1b expedited shipment mode limitation (and exception authority) provisions of par. U5320-B
apply to an unaccompanied baggage shipment made under this Part. The 1,000-1b limitation applies to the sum
of the unaccompanied baggage shipped for the member's family.

3. Air Freight Allowance and Air Freight Replacement Allowance. An air freight allowance for
unaccompanied air baggage may be authorized/approved as indicated in par. U6007-A2 for authorized/ordered
departure from and return to PDS trips. If the air freight allowance is not used to ship unaccompanied baggage
because of circumstances beyond the evacuee’ s control, an air freight replacement allowance (in lieu of an air
freight allowance for travel from the PDS) may be authorized/approved to help defray costs of items ordinarily
part of the authorized air freight shipment which must be purchased. The flat amounts are as follows: one
evacuated dependent: $250; two evacuated dependents: $450; three or more evacuated dependents: $600. No
receipts are required for this allowance. NOTE: Even when the air freight replacement allowanceis
authorized incident to travel from the PDS, evacuees are still eligible for an air freight allowance when/if
they return to the PDS.
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B. HHG at the PDS when an Evacuation Is Authorized or Ordered. A member, whose HHG are at or in the vicinity of
the member's PDS when the evacuation is authorized/ordered is authorized HHG transportation under pars. U6007-B1
and U6007-B2. The official acting as the transportation officer in the area being evacuated is the authority for
transporting unaccompanied baggage by expedited mode and for granting increases to the 1,000-1b maximum by
commercia air under par. U5320-B. That official may authorize/approve the use of commercial air and/or any weights
above 1,000 Ibs viacommercial air if the dependents will need the items immediately or soon after they arrive at the
safe haven or designated place, as appropriate.

NOTE: Non-temporary storage also may be appropriate for vacating Government quarters to meet an unusual
Service operational requirement. (See par. U5380-G1a(3)).

Effective 16 July 2004
*1. Dependents Directed to Move to Safe Haven. When dependents are directed to move to a safe haven under
par. U6004, the member is authorized transportation of:

a. unaccompanied baggage for the dependents, and

*h. those HHG items authorized/approved by competent authority as needed for the dependents’ comfort
and well-being at the safe haven

from the member’ s overseas PDS and/or from NTS to the safe haven.

2. Dependents Directed to Select a Designated Place. When the dependents are directed to select a designated
place and they move to adesignated place, or convert their safe haven to a designated place, the member is
authorized HHG transportation from the member's OCONUS PDS and/or from NTS to the designated place and/or
placement in NTS.

C. HHG En Route to the PDS when an Evacuation |s Authorized or Ordered

1. Government-arranged HHG Transportation. Competent authority must make every reasonable effort to stop
the forward movement of HHG to the member's PDS when a member's HHG are en route to the PDS viaa
Government-arranged move, or have been turned over to the Government for transportation to the member's
PDS, when evacuation of the PDS is authorized/ordered, and, if the dependents are directed to proceed to:

a. Proceed to a safe haven, unaccompanied baggage for the dependents and those items of HHG
authorized/ approved by competent authority as being needed for the evacuated dependents’ comfort and
well-being at the safe haven may be diverted to the safe haven, and/or the shipment (or remainder of the
shipment) may be diverted to NTS. When HHG shipments contain HHG that must be earmarked for both
NTS and for shipment to the dependents, the sorting of such shipments to send part of the HHG to NTS and
part to the dependents is accomplished at Government expense.;

b. Moveto adesignated place, HHG may be diverted to the designated place and/or the shipment (or
remainder of the shipment) may be diverted to NTS. When HHG shipments contain HHG that must be
earmarked for both NTS and for shipment to the dependents, the sorting of such shipments to send part of the
HHG to NTS and part to the dependentsis accomplished at Government expense.

If effortsfail to stop the forward movement of HHG and they arrive at the PDS after the evacuation is
authorized/ordered, the member is authorized HHG transportation under par. U6007-B1.
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2. HHG of Members Who Personaly Arrange for Transportation. When amember personally arranges for HHG
transportation by any means and those HHG are en route to the PDS when the evacuation is authorized/ordered,
effortsto direct the HHG to the safe haven, designated place, and/or NTS as appropriate remain the member's
personal responsibility. If the HHG subsequently arrive at the member's PDS, the member is authorized HHG
transportation under par. U6007-B.

D. HHG Transportation Incident to an Authorized or Directed Movement of Dependents from a Safe Haven and when
Dependents Convert the Safe Haven to a Designated Place

1. Dependents Move from Safe Haven to Safe Haven. When dependents are authorized/directed to proceed from
one safe haven to another safe haven, the member is authorized transportation of:

a. Unaccompanied baggage,

b. HHG (other than unaccompanied baggage items) which had been transported to the former safe haven
under par. U6007-B or U6007-C, and

c. Authorized items of HHG (other than unaccompanied baggage items) acquired while at the safe haven
which competent authority determines was necessary for the evacuated dependents’ comfort and well-being
at the safe haven,

from the former safe haven to the new safe haven.
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U9200

PART C: TEMPORARY LODGING ALLOWANCE (TLA)
U9200 GENERAL

A. Purpose. TLA isprovided to partially reimburse a member for the more than normal expenses incurred
while occupying temporary lodgings:

1. Uponinitia arrival (reporting) at an OCONUS PDS (includes reporting for TDY at an activity
within the new OCONUS PDS limits (B-208740, 31 January 1983) and waiting for Government
guarters assignment, or while completing arrangements for other permanent living accommodations
when Government quarters are not available;

2. When based on the OCONUS TLA Authority's written guidance, the appropriate official determines
that for reasons beyond the member's control (does not include a ship entering any type of maintenance
availahility), it is necessary for amember, once established in permanent quarters in the PDS vicinity,
to vacate permanent quarters permanently or temporarily, and to use temporary lodgingsin the PDS
vicinity while looking for other permanent quarters or waiting to reoccupy the vacated permanent
quarters,

3. While seeking permanent housing following a TDY period when a member without dependents
vacated permanent housing beforea TDY assignment of 90 or more days (59 Comp. Gen. 486 (1980));

4. Immediately preceding PCS departure from an OCONUS PDS (includes reporting for TDY at a
location within the old OCONUS PDS limits (B-208740, 31 January 1983) after Government quarters
are vacated in connection with a PCS order or after giving up other permanent accommodations;

5. During amember’ s hospitalization period while en route between PDSs when dependents are
required to use OCONUS temporary lodgings during the hospitalization period; or

6. A member who retires, stays in the PDS area, and then moves at alater date is not eligible for TLA.

B. Implementation

1. In countries/areas where only one Service is represented, the senior commander (OCONUS TLA
Authority) must issue written TLA guidance for the country/area.

2. In countries/areas where more than one Service is represented, the senior commander/designee (i.e.,
the OCONUS TLA Authority) must issue written guidance for all Servicesin the country/area. The
OCONUS TLA Authority may delegate authority as determined appropriate to judiciously administer
TLA.

3. A copy of thewritten material, and changes to/re-issuances of the written material implementing
this authority, must be provided to:
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10/1/04

UaoC-1



Station Allowances U9201

Director, PDTATAC

Attn: T& T Branch

Hoffman Building #1, Room 836
2461 Eisenhower Avenue
Alexandria, VA 22331-1300

for review | AW DoDD 5154.29 before implementation. This written material must be coordinated in the
country/areawith the Services present there, must be consistent with this paragraph, and must be designed to
uniformly authorize TLA to members of all Services.

U9201 TLA PAYMENT CONDITIONS

A. Genera

1. TLA may be authorized when it is mandatory that a member, the dependents, or both occupy temporary
lodgings at personal expense.

2. Non-occupancy of accommodations during a portion of the authorized TLA period does not prevent
authorization for other days during the TLA period.

3. Aninitial TLA period and an additional authorized TLA period do not have to be continuous.
4. A member serving an all-others tour under pars. U9109-B and U9155 is not authorized TLA when an
available Government mess is not used or available Government quarters are not occupied because non-

command sponsored dependents are in the PDS vicinity.

B. OCONUSTLA Authority Responsibilities

1. TLA Authorization Determination

a. The OCONUS TLA Authority causes the determination to be made whether or not it is necessary for the
member and/or dependent(s) to occupy temporary lodgings when they first arrive at, or immediately before
they leave, an OCONUS PDS.

b. If temporary lodgings occupancy is necessary, the requirements below must be met for TLA payment.

c. If Government quarters are not available, finance regulations may require the member's written
certification to support any voucher documentation submitted.

d. When Government quarters are available and other lodgings are used, lodging reimbursement is
limited to the Government quarters' cost (see par. U1045).

e. Itisthe OCONUS TLA Authority’s responsibility to ensure that the member is advised:
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(1) Upon arrival, of the responsibility to aggressively seek permanent quarters (not applicable when it
is known that the member is assigned Government quarters), and to follow up and review (at intervals
of 15 or fewer days as determined by the TLA Authority) the member's progress in obtaining
permanent quarters;

(2) Upon arrival, of the requirement to register with an official and to keep that official periodically
informed (at intervals of 15 or fewer days as determined by the TLA Authority) of progressin
obtaining permanent quarters. NOTE: The member does not have to report progressin obtaining
permanent quarters when it is known that the member is assigned Government quarters.;

(3) Of the responsihility to furnish a statement indicating TLA commencement and/or termination;

(4) Of any limit on the number of authorized TLA days (for arrival or departure) and of any written
justification requirement for an allowance extension to the maximum number of daysin pars. U9202
and U9204;

(5) Of the requirement to relocate to other permanent quarters or to reoccupy the quarters formerly
occupied, as soon as practical if the conditionsin par. U9200-A2 apply;

(6) That TLA authorization depends on the expensesincurred at the temporary lodgings (excluding
lodging expenses when staying with friends or relatives) and of the need to obtain and keep receipts for
lodging expenses to support TLA payment;

(7) Of thelist of recommended temporary lodgings and provided encouragement to use these
recommended facilities; and

(8) That lodging expenses are not allowed while staying with friends/relatives.
If under written guidance of the OCONUS TLA Authority a determination is made that the member has not
complied with the TLA requirements or has failed to submit acceptable reasons for noncompliance, TLA

payment or further TLA authorization must be denied.

2. Determining Additional TLA Periods

a. Inaddition to the responsibilitiesin par. U9201-B1, before authorizing/approving additional TLA
periods upon initial arrival (par. U9202-F), delayed departure (par. U9204-C), or early permanent housing
termination (par. U9204-D), the OCONUS TLA Authority’ s written guidance is used to determine whether
or not an undue financial hardship can result if an additional TLA period is not authorized/approved.

b. Personal inconvenience to a member/dependentsis never a determining factor.
c. Applicationsfor additional TLA periods must establish the need for continuance.

d. Inthe written guidance regarding making the continuation determination, the OCONUS TLA Authority
must direct consideration of the daily amount of:
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(1) TLA the member has received or will receive;
(2) Current and estimated expenses for temporary lodgings occupancy;

(3) Housing alowance for members who have one or more command sponsored dependentsin the
OCONUS PDS vicinity, on whose behalf the member is authorized TLA, and for those with no
dependents;

NOTE 1: Housing allowanceis not a consideration when it is paid for dependents at a place other
than the member's PDS, or at the with-dependent rate to a member receiving TLA for the member
only.

(4) FSH.

e. If amember is not expected to incur any excess costs or suffer undue financial hardship, the OCONUS
TLA Authority’ s written guidance should require disapproval of any additional TLA period.

3. Economical TLA Administration

a. TLA costs should be minimized by effective OCONUS TLA Authority guidance and management
attention at all levelsto:

(1) Precludetheneed for TLA,
(2) Shorten the authorization period, and

(3) Reduce the amount payable.

b. The following duties should be emphasized in the OCONUS TLA Authority’ s written guidance to help
the member locate permanent quarters. The guidance should ensure that:
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(1) Existing Government transient facilities are used to the fullest possible extent by members and/or
dependents upon PDS arrival and/or departure by limiting the transient billets use by non-duty
personnel (e.g., members on leave and their dependents) and making them more available to members
inaTLA status and/or their dependents;

(2) Leased quarters furnished and equipped for housekeeping for temporary occupancy by families
upon arrival/departure are used when practical;

(3) Contact with the local permanent housing market is maintained and incoming families are
furnished with reliable, realistic, and current information concerning permanent housing location,
availability, description, and cost;

(4) Useof temporary lodgings, with facilities for preparing and consuming meals, is promoted;
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(5) Members are aware of Government-owned furniture, maintained for temporary loan to arriving
and departing families to occupy permanent quarters before the HHG arrive and continue occupancy
after the HHG have been picked up for shipment before the member and/or dependents depart;

(6) Permanent quarters are occupied as soon as possible upon arrival and are not vacated sooner than
necessary upon departure, and cause TLA termination on the day before the date quarters could
reasonably be occupied, when quarters are not occupied;

(7) That requirements for dependent travel authorizations contain advice to the member about
appropriate items for inclusion unaccompanied baggage (e.g., blankets, linens, kitchen utensils, dishes,
and tableware);

(8) That interim housing allowance (see par. U9115) is prescribed in lieu of TLA to the fullest extent
practical; and

(9) An up-to-datelist of approved temporary lodgings is maintained, and that lodging inspections are
provided at appropriate intervals.

U9202 INITIAL ASSIGNMENT
A. Genera

1. TLA authorization for an OCONUS PDS assignment requiring a residence change ordinarily should not
exceed 60 days. A period in addition to 60 days may be authorized/approved for the specific reasonsin par.
U9202-F. The 60-day period begins on the same date as OHA and COLA (see pars. U9101-A and U9151-A).
TLA daysdo not have to be consecutive (e.g., TDY, hospitalization, or |eave taken away from the PDS).

2. Attheend of thefirst 15 or fewer day TLA period specified in par. U9201-B1e(1), or the longer period
authorized under extenuating circumstances, the OCONUS TLA Authority’ s guidance should address review of
the member's situation to determine the progress in obtaining permanent housing.

3. If the member's efforts appear deficient, the member must be reminded of responsibilities in the matter.
Unexcused failure to comply with the diligent search requirement should result in TLA forfeiture (not
applicable when it is known the member is awaiting assigned Government quarters).

4. The members absence dueto TDY, maneuvers, being aboard ship, sickness, hospitalization, seriousillness
of dependents, or other acceptable reasons, excuses the member's failure to aggressively seek permanent
housing during the absence, illness, etc., and postpones the date for submitting information required by par.
U9201-B1. This applies when evaluating the member's progress toward obtaining permanent housing and in
determining TLA authorization/approval during each succeeding period.
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5. Unless TLA isterminated sooner for one of the reasonsin par. U9201-B3 or this Part, TLA ceases on the
day before the day that permanent quarters are occupied and with the exception of the extralodging charges
allowable (see pars. U9207-A2, U9207-C and U9207-D). No expensesincurred on the permanent quarters
occupancy day are allowable in computing TLA.

6. TLA accrual provisions (par. U9207-E) are applied in computing TLA upon arrival.
B. TLA when Entitled to Monetary Allowance in Lieu of Transportation (MALT) Plus Flat Per Diem. When

MALT plusflat per diem is payable on the reporting day to a new PDS, TLA for the member/dependent(s) is not
authorized for that day.

C. TLA when Entitled to Per Diem (Chapter 4, Part B)

1. Reporting Day to PDS. When a member and/or dependents occupy temporary lodgings on the reporting day
to the new PDS, the member may be authorized TLA for the member and/or dependents.

2. Period while Awaiting Ship Arrival

a. When amember isin aper diem status at the OCONUS homeport awaiting arrival of the ship to which
assigned, TLA on the member's behalf is not payable during the waiting period beginning the arrival day at
the homeport and extending through the day before the actual reporting day aboard the ship as the member
isin atemporary duty status awaiting the ship’s arrival and eligible for per diem.

b. Except on the reporting day to the ship (par. U9202-C1), lodging costs for quarters jointly occupied by
the member and dependents is apportioned 50% for the member and 50% for dependents (regardless of the
number of family members) when a member in a per diem status is receiving TLA for dependents while at
the homeport.

c. On the actua reporting day aboard the ship, lodging allowance costs for quarters jointly occupied by the
member and dependents are not divided up; the entire lodging cost (100%) isincluded asa TLA expense.

d. The number of dependents occupying temporary lodgingsin the PDS area, or the homeport when the
new PDSis aship, determines the TLA rate payable on behalf of dependents for days when a member is
entitled to per diem.

3. TDY/Deployment Period while Away from New PDS. A member receiving TLA who isordered on TDY
after arrival at anew PDS, or who is ordered on deployment from the homeport or permanent duty location of
the ship, staff or afloat unit, may continue to receive TLA on the member's behalf and may include the
member's share of the temporary lodging cost asa TLA expense when, because of the member's military
assignment, those temporary quarters must be retained at the new PDS or the homeport or permanent duty
location of the ship, staff, or afloat unit (59 Comp. Gen. 58 (1979)). The member's order must be annotated
with, or have attached, certification that retaining those quarters was because of military necessity and not
because of the member's personal choice/convenience.
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D. TLA when Member Arrives before Dependents. When amember arrives at an OCONUS PDS before the
dependents, the member may be authorized TLA if the conditionsin par. U9201-A are met. Upon the dependents
arrival, TLA also may be authorized/approved for the member and/or dependents for the period the
member/dependents are required to use temporary lodgings. If the dependents arrive after the initial 60-day period
in par. U9202-A expires, an additional TLA period may be authorized under par. U9202-F whether or not TLA was
paid during the initial 60-day period.

E. TLA during Hospitalization Period. A member receiving TLA, who is hospitalized after arrival at anew PDS
may continue to receive TLA on the member's behalf and may include the member's share of temporary lodging cost
asaTLA expense, when, because of the member's hospitalization, those quarters must be retained at the new PDS.
The member's order must be annotated, or have attached, certification that retaining those quarters was because of
military necessity (i.e., the member's hospitalization) and not because of member's personal choice/convenience.

F. Additional TLA Period. The OCONUS TLA Authority’ s authorizing/approving official(s) (par. U9200) may
authorize/approve aperiod in addition to the initial 60-day maximum which may follow immediately after the initial
period or begin at some later date after expiration of the initial 60-day period. The additional period may be
authorized/approved when any of the following reasons exist and the reason(s) are determined to be beyond the
member's/dependents’ control:

1. Non-arrival of HHG;
2. Délay in availability of/assignment to Government quarters due to Service requirements;

3. Actsof God, fire, flood, earthquake, riot, civil unrest, or other disturbances that make normally available or
anticipated housing temporarily or permanently uninhabitable or unavailable;

4. Withdrawal of housing from the market by alandlord;
5. Member is unable to secure housing considered by the housing officer to be suitable to the member's needs,
in an acceptable location, and comparable to and within the price range of housing currently being used by other
membersin the area;
6. Member/dependent(s) are hospitalized or the member's duties require the member to be away from the PDS
(homeport, if attached to a ship) resulting in curtailment of opportunities to arrange for permanent living
accommodations. The additional TLA period is authorized/approved in increments of 10 or fewer days.

U9203 ALLOWANCE UNDER SPECIAL CONDITIONS

A. Member Must Vacate Established Permanent Quartersin PDS Vicinity

1. The TLA period for situationsin par. U9200-A2, is for the entire period the member is required to use
temporary lodgings if authorized/approved by the OCONUS TLA Authority.

2. TLA beginsthe day temporary lodgings are first used and ends on the day before the day permanent quarters
are reoccupied or when the OCONUS TLA Authority determines the allowance is no longer justified.
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3. TLA computation does not include any expenses incurred before the TLA period begins or after it ends,
except for extralodging charges authorized in par. U9207-A2, U9207-C or U9207-D.

4. TLA isto beterminated if the OCONUS TLA Authority determinesthat TLA is no longer necessary due to
there being no excess costs or if the member fails to accept adequate Government quarters or diligently search
for permanent private-sector quarters.

B. Deployment Period while Away from PDS. A member receiving TLA who is ordered on deployment from the
homeport of the ship, staff or afloat unit, is authorized to continue to receive TLA on the member's behalf and may
include the member's share of temporary lodging cost when, because of the member's assignment, those temporary
guarters must be retained at the homeport or permanent duty location of the ship, staff, or afloat unit (59 Comp. Gen.
58 (1979)). The member's order must be annotated with or have attached, certification that retaining those quarters
was because of military necessity and not because of the member's personal choice/convenience.

C. TLA when Tour Is Converted. A member whose tour is converted to an accompanied tour may be eligible for
TLA for the member and command-sponsored dependents who were dependents on the effective date of the PCS
order to the OCONUS PDS if par. U9201-B conditions are met. The member must make every reasonable effort to
find suitable housing for dependents before they arrive. TLA may be authorized/approved for the member and
dependents only if the member, for reasons beyond the member’s control, is unable to find suitable housing for the
dependents before they arrive.

D. Member Acquires Dependent(s). A member serving an OCONUS tour who had no dependents on arrival but
who acquires dependents during that tour is not eligible for TLA for those dependents upon arrival at the PDS
because the member was without dependents on the effective date of the PCS order (B-186628, 17 September 1976).
A member who acquires dependents while serving at an OCONUS PDS may be authorized TLA for the member
and/or those dependents upon PCS departure if the dependents are command sponsored at the PDS from which
departing and for the member when eligible.

E. PCS Orders Cancelled/Revoked. When the member's PCS orders are cancelled/revoked after the member
occupies temporary lodgings, the member may receive TLA reimbursement up to the maximum number of days
allowable.

U9204 ALLOWANCE UPON DEPARTURE
A. Generd

1. The TLA period upon departure should not exceed the last 10 days before the day the member departs the
PDS in compliance with PCS orders, except when:

a. One or more dependents remains after member departs. TLA must not exceed the last 10 days
preceding the day the last dependent departs, provided the departure is not |ater than 60 days after the
effective date of the member’s PCS orders from that PDS;

b. One or more dependents remain in the old PDS vicinity IAW par. U9301-B1. TLA must not exceed the
last 10 days preceding the day the last dependent departs, without regard to the effective date of PCS orders
from that PDS;
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¢. One or more dependents remain in the old PDS vicinity IAW par. U9301-B1 after the member is
subsequently assigned to other than a dependent-restricted or unaccompanied tour. TLA must not exceed
the last 10 days preceding the day the last dependent departs, provided the departure is not later than 60
days after the effective date of the PCS orders to the new PDS;

d. A longer TLA period is authorized due to delayed departure (par. U9204-C) or early termination of
permanent housing (par. U9204-D);

e. The member/dependent(s) is hospitalized or the member's duties require the member to be away from
the PDS (homeport, if attached to vessal).

2. The effective date of PCS ordersis defined in Appendix A.
3. The TLA accrual provisions (par. U9207-E) apply in computing TLA upon departure.

4. Expensesincurred on the departure day are not considered except that TLA for the preceding day may be
increased under par. U9207-A2, U9207-C or U9207-D as aresult of lodgings costs imposed for the temporary
lodging vacating day.

B. Dependents Depart before Member. When dependents depart an OCONUS PDS before the member, TLA may
be authorized for the member and dependents when the conditionsin par. U9201-A are met. TLA incident to the
dependents’ departure must not exceed the last 10 days before the last dependent departs, and must not begin earlier
than the issue date of the PCS orders, or official aert notice. Upon departure of the member at alater date, TLA
may again be authorized/approved for the member asin par. U9204-A.

C. Delayed Departure. When the period authorized by par. U9204-A has begun and actual departure is delayed
through no fault of the member or dependents (to include dependents' delay due to the member's death, see par.
U9104), TLA may be authorized/approved by the authorizing/approving officia (see par. U9200), in increments of
10 or fewer days, for the entire period that temporary lodgings must be used.

D. Early Termination of Permanent Housing. When, for reasons beyond the control of the member and/or
dependents, permanent housing must be relinquished more than 10 days before the estimated departure date, the
authorizing/approving official (see par. U9200) may authorize/approve TLA beginning the day housing is
relinquished for reasons such as the following:

1. Thetransportation officer determines it necessary to ship HHG, after considering anticipated leave, necessary
travel time, HHG shipping transit times, compliance with requirements of local packing/crating/shipping agencies,
meeting shipping schedules, and other requirements related to HHG shipments;

2. Expiration/termination of lease/rental agreement occurs after amember has the PCS orders or aert notice;

3. Housing is withdrawn from the market by the landlord;

4. Actsof God, fire, flood, earthquake, riot, civil unrest, or other disturbances make occupancy of permanent-
type housing inadvisable;
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5. The member isrequired by lease, custom, or law to vacate housing in advance of expiration of lease to
permit inspection, finalization of utility bills and deposits, redecoration, and/or adjudication of damage claims;

6. Thelease, custom, or law requires that housing be surrendered at a fixed date more than 10 days before
scheduled departure;

7. Housing authorities require the member to vacate permanent residential housing for the Government’s
convenience to permit its readying for, and/or assignment to, another member;

8. The OCONUS TLA Authority determines that permanent housing must be relinquished under
circumstances/reasons other than those stated in U9204-D1 through U9204-D7; or

9. Similar reasons.

The principlesin par. U9201-B2 must be applied in determining the need for the allowance. The alowanceis
authorized/approved only for the number of days needed to prevent undue financia hardship to the member during the
period involved, as determined by the OCONUS TLA Authority.

E. Member Detaches from a Ship Away from Homeport. When a member detaches on a PCS from an OCONUS
homeported ship while the ship is away from its homeport and returns to the homeport, the member may be authorized
TLA on the member's behalf unless entitled to per diem. If the member is entitled to per diem at the homeport, no TLA
authorization exists for the member and only the dependents occupying temporary lodgings at the homeport are
considered in determining the rate payable under par. U9207-A.

F. Period of TDY/Deployment while Away from Old PDS. A member receiving TLA preceding PCS departure,
who is ordered on TDY away from the PDS, or who is ordered on deployment from the homeport or permanent duty
station of the ship, staff or afloat unit, may continue to receive TLA on the member's behalf. The member's share of
the temporary lodging cost are to be included asa TLA expense when, because of the member's military assignment,
temporary quarters must be retained at the old PDS or the homeport or permanent duty location of the ship, staff, or
afloat unit (59 Comp. Gen. 58 (1979)). The member's order must be annotated with, or have attached, certification
that retaining the quarters was because of military necessity and not because of the member's personal
choice/convenience.

G. TLA Authorization before Order |ssuance

1. A member may be authorized TLA before a PCS order isissued based on awritten statement from the PCS
AO, or the designated representative, that the member was advised before the PCS order was issued that such an
order would be issued. Finance procedures may require that the voucher be supported by this statement.

2. Thelength of time between when the PCS order isissued and the member receives written advice that the
order isto be issued may not exceed the relatively short period between the time when a PCS order
determination is made and the date when the order is actually issued.

3. Genera information concerning orders issuance before the determination is made to actually issue the order,
such as the date of eventual release from active duty, expiration of term of service, retirement eligibility,
expected rotation from OCONUS duty, etc., is not advice that the order isto be issued (52 Comp. Gen. 769
(1973)).
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H. TLA Authorization during a Hospitalization Period. A member who isreceiving TLA before PCS departure,
and who is hospitalized, may continue to receive TLA on the member's behalf and may include the member's share
of the temporary lodging cost asa TLA expense when because of the hospitalization, temporary quarters must be
retained at the old PDS. The member's order must be annotated with, or have attached, certification that retaining
the quarters was because of the hospitalization and not because of the member's personal choice/convenience.

U9205 EFFECT OF LEAVE/PERMISSIVE TDY ON TLA

TLA isnot payablefor any day amember is on leave away from the PDS vicinity or while on permissive TDY,, except
when one or more dependents remain in the PDS vicinity. In that case, the number of dependents who continue to
occupy temporary lodgings determines the rate payable. In either case, postponement of TLA pending return is not
authorized.

U9206 OLD AND NEW PDSIN CLOSE PROXIMITY OR IN SAME COUNTRY

A. General. Except asprovided in par. U9206-B, the fact that a member's old and new PDS are in close proximity
to each other or in the same country does not change the TLA authorization.

B. New PDS within Commuting Distance. When amember's new PDS is within commuting distance of the
guarters occupied while at the old PDS, the member may not be authorized TLA unless the member's commanding
officer approves temporary lodgings occupancy based on a change of residence being necessary for reasons beyond
the member’ s control.

U9207 RATESPAYABLE, COMPUTATION PROCEDURES AND EXAMPLES
A. General
1. Determining the Number of Persons Occupying Temporary Lodgings. In determining the number of persons

in the family occupying temporary lodgings, the member is not counted for any day when the member is not
authorized TLA in the member’s own behalf (par. U9202-B and U9202-C).

2. Extra Room Charge Payment. Except as provided in pars. U9207-C and U9207-D, when the member and/or
dependents check into/out of temporary lodgings at atime of day which results in the payment of room charges
for the calendar day before checking-in or for the checking-out calendar day, the rates of 65%, 100%, 35%, and
25% shown in par. U9207-E are 97.5%, 150%, 52.5%, and 37.5%, respectively, for the calendar day of
checking-in or the calendar day preceding the checking-out day.

B. Temporary Lodging Not Available at PDS. When Government/commercial temporary lodgings are not available
at the PDS and the member must obtain Government/commercial quarters at a nearby place, the maximum daily
TLA amount is determined by multiplying the accommodations location per diem rate in http: //www.dtic.mil/
perdiem/perdiemrates.html by the percentage in par. U9207-E if the accommodations location per diem rateis
higher than that for the PDS. Otherwise, the PDS locality per diem rateisused. Finance regulations might require
that payments made under this subparagraph be supported by a statement of the member's commanding officer/or
designee, that the accommodations used were the nearest suitable accommodations available to the member's PDS.
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C. Temporary Lodgings Furnished by Government Contractors. When a Government contractor furnishes
temporary lodgings, TLA is computed under par. U9207-E. When the member and/or dependents check into/out of
Government contractor accommodations at atime of day that results in the payment of a quarters charge for the
calendar day before checking-in or the calendar day of checking-out, the daily amount of TLA for the calendar day
of checking-in or the calendar day preceding the day of checking-out isto be increased by the extra amount of
guarters charge paid.

D. Temporary Lodging Occupied in Facilities under Government Jurisdiction. When temporary lodgings are
occupied in guest houses, exchange hotels, temporary lodging facilities, or transient facilities such as visiting
officer's quarters, under Government jurisdiction (operated with appropriated or non-appropriated funds), TLA is
computed per par. U9207-E. When the member and/or dependents check into/out of this type of quarters at atime
of day which resultsin the payment of arental/service charge for the calendar day before checking-in or for the
checking-out calendar day, the daily TLA amount for the checking-in calendar day or the calendar day preceding the
checking-out day is increased by the amount of the extra rental/service charge paid.

*E. General TLA Computation. Except when more than one TLA rate applies within the computation period asin
par. U9207-A or U9207-B, and except asin pars. U9207-F, and U9207-G, TLA computations are madein
increments of 15 or fewer days when TLA ceases to exist before the end of a (15 or fewer day) period.
Computations are as follows:

*Step 1. Determinethe Daily M& | E and L odging Ceiling. Multiply the percentage in the following table by
the applicable locality per diem M&IE and lodging rates prescribed in
http: //mww.dtic.mil/perdiem/perdiemrates. html.

Number of Eligible Persons Occupying Temporary Lodging Percentage Applicable
Member or 1 dependent 65%
Member and 1 dependent, or 2 dependents only 100%
For each additional dependent 12 and over, add 35%
For each additional dependent under 12, add 25%

*NOTE 1: The above percentage factors are used for both lodging and M& I E unless:
1. ATLA - Special (see par. U9209) has been authorized for lodging,
2. Temporary lodgings are not available at the PDS (see par. U9207-B),

3. Permanent Government quarters are being renovated, or lack a stove and/or refrigerator (see par. U9207-
F),

4. Temporary quarters contain cooking facilities (see par. U9207-G), or

5. A member, authorized a temporary lodging cost at the new PDS under par. U9202-C3 asa TLA expense
during a TDY/deployment period, isincluded in the number of persons occupying the temporary lodgings for
lodging but not M&IE. Determine the member's share of the meal allowance by dividing the M& I E amount
determined in this step by the number of personsin the member’sfamily, including the member, occupying
the temporary lodgings. Deduct the member’s sharefromthe M&IE.
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NOTE 2: Exceptions to this occur when temporary lodgings are not available at the PDS (see par. U9207-B),
while quarters are being renovated (see par. U9207-F), or when permanent quarterslack a stove and/or
refrigerator (see par. U9207-F).

*Step 2: Determine L odging Cost

a. Compare the actual daily lodging cost to the Step 1 lodging cost ceiling. Include in the lodging cost any
lodging taxes, or the cost of avalue added tax (VAT) relief certificate if the certificate is used to avoid
paying the lodging taxes (and any lodging cost authorized under par. U9202-C3).

b. Receipts, invoices or statements from the lodging provider are required to verify lodging expenses. (See
par. U2510.) See par. U9208 regarding TLA advances.

c. If themember isinaTDY status (no matter how much per diem is being received), reduce the lodging
expense by the lodging cost used to determine the member’ s per diem rate.

d. When staying with friends/relatives, lodging cost is not allowed and is always zero.

*Step 3: Determine Daily TLA Amount. Add the Step 2 result to the Step 1 M&IE rate. Thisisthe daily
TLA amount. For TLA computation examples see pars. U9207-H and U9209 (TLA — Specid).

*F, TLA while Quarters Are Being Renovated, or if Quarters Lack a Stove and/or Refrigerator. \When a member
and/or dependents:

1. Occupy Government quarters while the kitchen is being renovated, or

2. Occupy quarters during utility loss, or

3. Initially occupy permanent quarters without a stove and/or refrigerator and meals cannot be prepared,
the member may be authorized TLA to cover restaurant meals cost.

Determine TLA by multiplying the par. U9207-E, Step 1 percentage times the total meals amount in the locality
M&IE per diem rate.

*G. Temporary Quarters Contain Facilities for Preparing and Consuming Meals

*1. When temporary lodgings have facilities and space for preparing and eating meals, the daily TLA rateis
computed using par. U9207-E, except that the M&IE amount is reduced by one-half.

*2. The reduced (one-half) M& | E amount based on cooking facilities does not apply when lodging is provided
by afriend/relative, or to thefirst and last days of TLA.

3. The presence of a cook stove, work area (table, counter, etc.), refrigerator, sink, water, table, chairs, and
cooking and eating utensils (i.e., al of the foregoing items) is evidence of adequate cooking and eating
facilities.
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*4. When the member shows, to the satisfaction of the official designated in the local TLA regulations (see par.
U9200), that the facilities for preparing and consuming meals are inadequate or for other reasons may not be
used for all or part of the period involved, the member may be authorized TLA per par. U9207-E without the
M&IE reduction. The member's explanation for facilities non-use, endorsed by the OCONUS TLA Authority’s
designated official supports TLA payment under these circumstances.

5. Tofacilitate TLA administration, the OCONUS TLA Authority’s designated official should ensure that a
current list of available accommodations is maintained and made available to incoming and departing
personnel.

*H. TLA Computation Examples. Thefollowing TLA computation examples are provided to assist in ensuring
uniformity among all Services.

*EXAMPLE 1

NOTE: Locality per diem rates used in this example may not be the rates currently in effect and are for
illustration purposes only.

A member, with spouse, is assigned to an OCONUS location. The locality per diem rate is $150 ($76 lodging
ceiling & $74 M&IE). The member and spouse arrive at the OCONUS location (the new PDS) on 1 April by POC
and move into temporary lodgings the same day.

4/2 -- The member is advised upon reporting in to aggressively seek permanent quarters, to keep an accurate lodging
expense record (and to keep lodging receipts), and to register with and keep the OCONUS TLA Authority informed
of progressin obtaining permanent quarters at least every 10 days.

4/11 -- The member submits alodging expense report of $1,140 ($114 per day, including lodging taxes) for 4/1 thru
4/10. The member’s progress in obtaining permanent housing isreviewed. It is determined that the member has
complied with JFTR and the OCONUS TLA Authority requirements. TLA isextended for another 10-day period.

4/21 -- The member submits alodging expenses report of $1,140 ($114 per day including lodging taxes) for 4/11
thru 4/20. The member was TDY and receiving per diem on 4/15 thru 4/18. Lodging costs at the PDS for 4/15,
4/16 and 4/17 were authorized for the member asa TLA expense under par. U9202-C3. The member movesinto
permanent quarters on 4/21. TLA isauthorized only for the number of days the member actually remained in TLA
accommodations.

TLA Computation for 1 April. Since*MALT PLUS' per diem was paid on 1 April (OCONUS location arrival
date) for the member and spouse, TLA isnot payable for 1 April.
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TLA COMPUTATION FOR 2-10 APRIL

1. Determine the maximum rates (given percent x locality rate).
M&IE
Lodging

100% x $74 = $74.00
100% x $76 = $76.00

2. Compare the actual daily lodging cost (including lodging tax) to the Step 1
maximum lodging rate.
Usethe lesser.

$114.00 vs. $76.00
$76.00

3. Add the Step 1 M&IE to the selected Step 2 lodging amount. Pay $150 each
day.

$74 + $76 = $150.00
$150.00 x 9 = $1,350.00

TLA COMPUTATION FOR 11-14 APRIL

1. Determine the maximum rates (given percent x locality rate).
M&IE
Lodging

100% x $74 + $74.00
100% x $76 = $76.00

2. Compare the actual daily lodging cost (including lodging tax) to the Step 1
maximum lodging rate.
Use the lesser.

$114.00 vs. $76.00
$76.00

3. Add the Step 1 M&IE to the selected Step 2 lodging amount. Pay $150 each
day.

$74 + $76 = $150.00
$150.00 x 4 = $600.00
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TLA COMPUTATION FOR 15-17 APRIL

1. Determine the maximum rates (given percent x locality rate).
M&IE
Lodging

100% x $74 = $74.00
100% x $76 = $76.00

2. Determine the member’s share of the M&IE. Dividethe Step 1 M&IE result
by the number of occupants (including the member), then subtract that amount

$74 divided by 2 = $37

from the Step 1 result. $74 - $37 = $37
3. Compare the actual daily lodging cost (including lodging taxes) to the Step 1

maximum lodging rate. $114 vs. $76
Use the lesser. $76.00

4. Add the Step 2 M&IE to the selected Step 3 lodging amount. Pay $113.00
each day.

$37 + $76 = $113.00
$113 x 3 =$339.00

TLA COMPUTATION FOR 18-20 APRIL

1. Determine the maximum rates (given percentage x locality rate.
M&IE
Lodging

100% x $74 = $74.00
100% x $76 = $76.00

2. Compare the actual daily lodging cost (including lodging tax) to the Step 1
maximum lodging rate.
Usethelesser.

$114.00 vs. $76.00
$76.00

3. Add the Step 1 M&IE to the selected Step 2 lodging cost . Pay $150.00 each
day.

$74 + $76 = $150.00
$150 x 3 = $450.00
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*EXAMPLE 2

NOTE: Locality per diem rates used in this example may not be the rates currently in effect and are for
illustration purposes only.

A member, with spouse, is assigned to an OCONUS homeported ship. The locality per diem rate is $132 ($66
lodging ceiling & $66 M&IE). The member and spouse arrive at the OCONUS homeport 10/1 while the ship is
away. They occupy temporary Government quarters. The temporary accommodations do not contain facilities for
preparing and eating meals. On 10/6 the ship returns to the OCONUS homeport and the member reports aboard for
duty at 1900 that day. The ship remainsin port until 11/7. The member moves into permanent quarters on 10/11.

10/2 -- The member is advised upon reporting in to aggressively seek permanent quarters, to keep an accurate
lodging expense record (and to keep lodging receipts), and to register with and keep the OCONUS TLA Authority
informed of progress in obtaining permanent quarters at least every 10 days.

10/6 -- The member submits alodging expenses report of $490 ($98 per day) for the member and spouse from 10/1
thru 10/5. The member submits alodging expenses report of $490 ($98 per day) from 10/6 thru 10/10. The member
has complied with the JFTR and command OCONUS TLA Authority requirements. TLA is extended for another
10-day period.

TLA COMPUTATION FOR 1-5 OCTOBER

Since the member iswaiting for a ship and isin aper diem status (awaiting transportation), TLA isnot payable to
the member for 1 - 5 October (see par. U9202-C). However, TLA is payable for the spouse.

1. Determine the maximum rates (given percent x locality rate).

M&IE 65% x $66 = $42.90

Lodging 65% X $66 = $42.90
2. Determine Lodging cost. Divide the allowable daily lodging cost (including
lodging taxes) by 2, because the member isin a per diem status (par. U9202-C). $98 divided by 2 = $49.
3. Compare the actual daily lodging cost (including lodging tax) to the Step 1 $49.00 vs. $42.90
maximum lodging rate. Use the lesser. $42.90
4. Add the Step 1 M&IE to the selected Step 3 lodging amount. Pay $85.80 each $42.90 + $42.90 = $85.80
day. $85.80 x 5 = $429.00
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TLA COMPUTATION FOR 6-10 OCTOBER

1. Determine the maximum rates (given percent x locality rate).
M&IE
Lodging

100% x $66 = $66.00
100% x $66 = $66.00

2. Compare the actual daily lodging cost (including lodging tax) to the Step 1
maximum lodging rate. Use the lesser.

$98.00 vs. $66.00
$66.00

3. Add the Step 1 M&|E to the selected Step 2 lodging cost. Pay $132 each day.

$66 + $66 = $132.00
$132 x 5 = $660.00

*EXAMPLE 3

NOTE: Locality per diem rates used in this example may not be the rates currently in effect and are for

illustration purposes only.

A member and 3 dependents (spouse, and two children under 12 years old) occupy temporary lodgings that contain

facilities for preparing and consuming meals. The locality per diem rate at

http: //www.dtic.mil/perdiem/perdiemrates.html = $150 ($76 lodging ceiling & $74 M&IE). Thelodging expense

is $138 per night, including lodging taxes.

TLA Computation when Temporary L odgings Contain Facilities for

Preparing and Consuming Meals

1. Determine the maximum rates (given percent x locality rate).
M&IE
Lodging

150% x $74 = $111.00
150% x $76 = $114.00

2. Multiply the Step 1 M& I E times one-half due to cooking facilities.

$111.00 x ¥2 = $55.50

3. Compare the actual daily lodging cost (including lodging taxes) to the Step 1
maximum lodging rate. Use the lesser.

$138.00 vs. $114.00
$114.00

4. Add the Step 2 M&IE to the selected Step 3 lodging amount. Pay $169.50
each day.

$55.50 + $114.00 = $169.50
Pay $169.50 for each day
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U9208 ADVANCE PAYMENT

An advance may be paid for the number of authorized TLA days, after authorization is provided based on the
appropriate directive(s) issued under par. U9200.

U9209 TLA-SPECIAL
The percentage factors (65%, 100%, 35%, 25%) authorized in par. U9207-E generally are adequate. However, these
percentages may be insufficient for a particular future time period because lodging costs are anticipated to escalate
due to a specia event. Examples of one-time circumstances that may warrant a TLA-Specia include:

1. Natura disasters,

2. Summit meetings,

3. Strikes,

4. World's Fairs,

5. Conventions, or

6. Other similar events.
Under specia/unusual circumstances a higher lodging percentage factor may be authorized in advance only by means
of adetermination of a TLA-Special issued by the Director, PDTATAC. Requestsfor higher lodging percentage
factors only must be submitted by the member's command to:

Per Diem, Travel and Transportation Allowance Committee

Attn: T& T Branch

Hoffman Building |, Room 836,

2461 Eisenhower Avenue

Alexandria, VA 22331-1300

FAX: (703) 325-2945, DSN: (312) 221-2945

or from the command by email to tla.special s@per diem.osd.mil

Requests must be sent before the fact (i.e., before the days on which the higher rate will be needed) and should
include event dates (dates a TLA-Special is required), hotel prices before and anticipated during the event, and
locations affected.
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*TLA-SPECIAL EXAMPLE

A member, spouse, and 2 children under age 12 are due to arrive and occupy temporary lodging that does not
contain facilities for preparing and consuming meals. The family occupies temporary quarters 1-20 September
before moving into permanent quarters 21 September. The per diem rate at http://www.dtic.mil/perdiem/
perdiemrates.html is $269 ($186 Max Lodging, $83 M&IE). Dueto anationa convention, room prices are
anticipated to escalate for some part (or all) of the family's anticipated TLA period. PDTATAC was advised by the
command BEFORE the TLA expenses were encountered about the lodging cost increase. PDTATAC issued a
determination that the lodging factor would be 150% for one person and 75% for each additional dependent for 25
August — 5 September. The percentages (see par. U9207-E, Step 1) for the M& I E portion of TLA remain at the
ordinary levels. Lodging expense is $650 per night for 1-5 September and $300 per night for 6-20 September. .

NOTE: Locality per diem, rates used in this example may not be the rates currently in effect and are for
illustration purposes only.

*TLA-SPECIAL COMPUTATION FOR 1-5 SEPTEMBER

1. Determine maximum rates (given percent x locality rate).
M&IE 150% x $83 = $124.50
Lodging 375% x $186 = $697.50
2. Compare the actual daily lodging cost (including lodging tax) to the Step 1 $650.00 vs. $697.50
maximum lodging rate. Usethe lesser. $650.00
3. Add the Step M& | E to the selected Step 2 lodging amount. Pay $774.50 $124.50 + $650 = $774.50
each day $774.50 x 5 = $3,872.50

*TLA-SPECIAL COMPUTATION FOR 6-20 SEPTEMBER

1. Determine the maximum rates (given percent x locality rate).
M&IE 150% x $83 = $124.50
Lodging 150% x $186 -= $279.00
$300.00
2. Compare the actual daily lodging cost (including lodging tax) to the Step 1 vs. $279.00
maximum lodging rate. Use the lesser. $279.00
3. Add the Step 1 M&IE to the selected Step 2 lodging amount. Pay $403.50 $124.50 + $279.00 = $403.50
each day $403.50 x 15 = $6,052.50
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U209

TLA-SPECIAL COMPUTATION FOR 6-20 SEPTEMBER

1. Determine percentage M& |E based on 4 individuals.

150% for 4 individuals

2. Multiply the Step 1 percentage times the M& | E rate.

150% x $83 = $124.50

3. Add the Step 2 result to the allowable daily lodging cost (including lodging
taxes)

$124.50 + $300 = $424.50

4. Determine Daily Allowances.

Housing Allowance = $24.12
BAS= $ 7.58
Tota = $31.70

5. Deduct the Step 4 result from the Step 3 amount.

$424.50 - $31.70 = $392.80

6. Determine maximum TLA rate. Multiply the Step 1 percentage times per
diemrate

150% x $269 = $403.50

7. Compare the Steps 5 and 6 amounts. Pay the lesser amount of $392.80 for
each day.

$392.80 vs. $403.50;
$392.80 x 15 = $5,892.00

Change 214
10/1/04
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(CONTRACTED) COMMERCIAL TRAVEL OFFICE (CTO). A commercia activity providing afull range of
commercial travel and ticketing servicesfor officia travel under a contract and/or memorandum of understanding with
the Government.

DEFENSE TABLE OF OFFICIAL DISTANCES(DTOD). The DoD standard source for worldwide distance
information based on city-to-city distance (not zip code to zip code) replacing all other sources used for computing
distance (except airplanes). For more information refer to the DTOD website at http://dtod1.sddc.army.mil.

*DEPARTMENT OF DEFENSE (DoD) COMPONENTS.
The Office of the Secretary of Defense (including the organization of the Joint Chiefs of Staff)
Department of the Army
Department of the Air Force
Department of the Navy (including the Marine Corps)
DoD Inspector General
United States Court of Appeals for the Armed Forces

*DOD FIELD ACTIVITIES:
American Forces Information Service
Defense Prisoner of War/Missing Personnel Office
Defense Technology Security Administration
DoD Counterintelligence Field ActivityDoD Education Activity
DoD Human Resources Activity
Office of Economic Adjustments
TRICARE Management Activity
Washington Headquarters Services

*DEFENSE AGENCIES:
Defense Advanced Research Projects Agency
Defense Commissary Agency
Defense Contract Audit Agency
Defense Contract Management Agency
Defense Finance and Accounting Service
Defense Information Systems Agency
Defense Intelligence Agency
Defense Legal Services Agency
Defense Logistics Agency
Defense Security Cooperation Agency
Defense Security Service
Defense Threat Reduction Agency
National Geospatial Intelligence Agency
National Geospatial Intelligence College
National Security Agency/Central Security Service
Missile Defense Agency
Pentagon Force Protection Agency

Change 214 A-5
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*JOINT SERVICE SCHOOLS:
Joint Military Intelligence College
Defense Acquisition University
National Defense University
Joint Professional Military Education Colleges
Uniformed Services University of the Health Sciences

DEPENDENT. Defined by 37 USC 8401.
NOTE: Exception. For authorization purposesunder JFTR:

1. A member’s spouse, who also isa 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 homeport as authorized in par. U7115-A, or for transportation for survivors of a deceased member
authorized in par. U5242-A1,;

2. A childistreated as a dependent of either a mother and father who are members on active duty (i.e., only
1 member may receive allowances on behalf of the child);

3. A member (1AW 37 USC §421) may not be paid allowances on behalf of a dependent for any period
during which that dependent is entitled to basic pay | AW 37 USC §204.

Except for transportation to obtain OCONUS medical care (JFTR, par. U5240-C1), any of the following individuals:
(See exception NOTES above.)

1. A member's spouse;

2. A member’sunmarried child under age 21 (including an infant born after the effective date of the PCS order
when the mother’ s travel 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 an illegitimate child of the member's spouse, B-
177061/B-177129, 13 December, 1974). NOTE: A stepchild is excluded as a dependent after divorce of the
member from the stepchild's parent by blood.;

4. A member's unmarried adopted child under age 21 (including a child placed in the home of the member 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 in
accordance with 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 his/her support;

Change 214 A-6
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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: Children under this
item include a member's child by blood, a stepchild, an adopted child, a child placed in the home of the
member by a placement agency for the purpose of adoption, and an illegitimate child if the member's
parentage of the child is established in accordance with criteria prescribed in Service regulations;;

8. For transportation authorized in JFTR, par. U5215-B, a member's unmarried child who traveled at
Government 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 a
dependent of the member, 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 aformer
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 dependency of the parent 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 eligible for
return transportation. (See par. U5900-E.);

11. For adependency determination made on or after 1 July 1994, an unmarried person who:

a. Isplacedinthelegal custody of the member as aresult of an order of a court of competent jurisdiction
in a CONUS or anon-foreign OCONUS area for aperiod 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 ingtitution 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. Is dependent on the member for over one-half of hisher support, as prescribed in regulations of the
Secretary concerned; and

. Resideswith 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

Change 214 A-6-1
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C. the Naval Reserve,
D. the Marine Corps Reserve,
E. the Air National Guard of the United States,
F. the Air Force Reserve,
G. the Coast Guard Reserve, and
H. the Reserve Corps of the Public Health Service.
RESIDENCE-TYPE QUARTERS. Quartersthat are not hotel or hotel-like accommodations.

SECRETARIAL PROCESS. Action by the Secretary concerned or the Secretary's designated representative. The
processis (or the processes are) in administrative and/or procedural directives issued under par. U1010-B.

SECRETARY CONCERNED. Asdefined in 37 USC 8101(5), the Secretary of:
A. The Army, with respect to matters concerning the Army;

B. The Navy, with respect to matters concerning the Navy, the Marine Corps, and the Coast Guard when it is
operating as a Service in the Navy;

C. TheAir Force, with respect to matters concerning the Air Force;

D. Homeland Security, with respect to matters concerning the Coast Guard when it is not operating as a Service
in the Navy;

E. Commerce, with respect to matters concerning the National Oceanic and Atmospheric Administration; and
F. Health and Human Services, with respect to matters concerning the Public Health Service.

When thistermisused in the JFTR, the Secretary concerned may authorize action by the PDTATAC Principal,
without further delegation.

SEPARATED FROM THE SERVICE. 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.

SERVICE CHARGE FOR USE OF GOVERNMENT QUARTERS. Cost of maid service and fee for electricity.
SERVICES. See UNIFORMED SERVICES.
SHORT DISTANCE MOVE. A move:

A. involving HHG drayage or shipment for a short distance between residences;

B. to or fromaNTS facility in the member's PDS areg;

C. inthe member'slast PDS area when the member is authorized a final move during a separation or
retirement;

Change 214 A-23
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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.
NOTE: A short distance HHG move includes necessary packing, crating, hauling, unpacking and uncrating.
SPARE PARTSFOR A POV. See POV, SPARE PARTS.

SPECIAL CONVEYANCE. Commercialy 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 the weight or height of the traveler, and similar characteristics.

STANDARD CONUSPER DIEM RATE. The per diem rate for any CONUS location not included in a defined
locality (county/area) in the CONUS per diem rates at http://www.dtic.mil/perdiem/perdiemrates.html.

STANDARD GOVERNMENT MEAL RATE. Seedefinition of “Government Meal Rate” for current rates. The
daily rate charged for mealsin a Government dining facility including the operating cost.

Effective 14 July 2004

*SUBSISTING OUT. The nonleave status of an inpatient who is no longer assigned abed. Inpatients authorized
to subsist out are 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).

TEMPORARY DUTY (TDY).

A. Duty at one or more locations, away from the PDS, under orders providing for further assignment, or pending
further assignment, to return to the old PDS or to proceed to anew PDS.

B. That period spent at alocation while processing for separation from the Service, release from active duty,
placement on the TDRL, or retirement, when the last PDS is different from the location where processing is
accomplished.

TEMPORARY DUTY (TDY) LOCATION. See TEMPORARY DUTY STATION.
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 aPDSto perform duties for a
period of time and, upon completion of assignment, return or proceed to a PDS.

TEMPORARY LODGING FACILITIES. Specifically identified Service-operated interim housing facilities that
provide short-term housing accommaodations for which a cash charge is levied, without direct charge against the
occupants’ quarters allowances. They include guesthouses, except transient visiting officer quarters occupied by
official visitorsto the installation. NOTE: They do not include facilities used primarily for rest and recuperation
purposes, or unaccompanied officer and enlisted quarters.

TEMPORARY STORAGE. Short-term storage that is part of HHG transportation. May be at any combination of
the origin, destination, and en route locations. Usually for 90 or fewer days, but may be extended. See par. U5375.
Also referred to as storagein transit (SIT).

TERRITORIES AND POSSESSIONS OF THE UNITED STATES. (Asreeased by the Office of the
Geographer and Glaobal I'ssues, 1 July 1997.)

Change 214 A-24
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APPENDIX A
PART I1: ACRONYMS
AEA Actua Expense Allowance
AMC Air Mobility Command
AO AO
AOR Area of Responsibility
ATM Automated Teller Machine
AWOL Absent Without Leave
BAH-II Basic Allowance for Housing Il (replaces BAQ effective 1 January 1998)
BAH Basic Allowance for Housing
BAS Basic Allowance for Subsistence
CBA Centrally-billed Account
COLA Cost-of-Living Allowance
CONUS Continental United States
CONUSCOLA (CONUS COLA) Continental United States Cost of Living Allowance
COSTEP Commissioned Officer Student and Extern Program
CcoT Consecutive Overseas Tour
CTO (Contracted) Commercial Travel Offices
CWT Hundred weight
DDESS Domestic Dependent Elementary and Secondary School
DLA Didocation Allowance
DOD Department of Defense
DoDEA Department of Defense Education Activity
DOHA Defense Office of Hearings and Appeals
DPM Direct Procurement Method
DSSR Department of State Standardized Regulations
DTOD Defense Table of Officid Distances
DTR Defense Transportation Regulation
DTS Defense Travel System
EUM Essential Unit Messing
FAM Foreign Affairs Manual
FEMA Federal Emergency Management Agency
FEML Funded Environmental and Morae Leave
FSH Family Separation Housing (replaces FSA-| effective 1 January 1998)
FTR Federal Travel Regulation
FTS Federal Telecommunications System
GAO Genera Accounting Office
GARS Government Administrative Rate Supplement
GMR Government Meal Rate
GOCO Government Owned Contractor Operated
GSA Genera Services Administration
GSBCA Genera Services Administration Board of Contract Appeals
GTR Government Transportation Request (SF 1169)
HHG Household Goods
HOR Home of Record
HOS Home of Selection
HP Homeport
IADT Initial Active Duty for Training
IBA Individualy-billed Account
IPCOT In-Place Consecutive Overseas Tour
IRS Internal Revenue Service
ITA Invitational Travel Authorization
Change 214 A-29
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ITGBL
ITO
JD
JFTR
JTF
JIR
LPDCI
LPQ
LPS
M&IE
MALT
MALT PLUS
MARS
MIA
MIHA
MILAIR
MOU
*MRE
MSC
NOAA
NTS
OCONUS
OGE
OHA
OPM
OSsD
PBP&E
PCS
PD
PDS
PDT
PDTATAC
PEB
PHS
PITI
PLEAD
PMR
POA
POC
PoC
POD
POE
POV
POW
PPGBL
PRO-Gear
RDD
RPDC
SDDC
SROTC
SR&R
SSN

Change 214
10/1/04

International Through Government Bill of Lading
Ingtallation Transportation Officer

Joint Determination

Joint Federal Travel Regulations

Joint Task Force

Joint Travel Regulations

Living Pattern Data Collection Instrument

Living Pattern Questionnaire

Living Pattern Survey

Meals and Incidental Expenses

Monetary Allowancein Lieu of Transportation
Monetary Allowancein Lieu of Transportation Plus Flat Per Diem
Military Affiliate Radio System

Missing in Action

Move-in Housing Allowance

Military Aircraft

Memorandum of Understanding
Meal-Ready-To-Eat

Military Sealift Command

National Oceanic and Atmospheric Administration (Same as"USNOAA")
Non-temporary Storage

Outside the Continental United States

Office of Government Ethics

Overseas Housing Allowance

Office of Personnel Management

Office of the Secretary of Defense

Professional Books, Papers and Equipment
Permanent Change of Station

Per Diem Determination

Permanent Duty Station

Permanent Duty Travel

Per Diem, Travel and Transportation Allowance Committee
Physical Evaluation Board

Public Health Service (Same as USPHS)
Principal, Interest, Taxes and Insurance

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

Privately Owned Automobile

Privately Owned Conveyance

Point of Contact

Port of Debarkation

Port of Embarkation

Privately Owned Vehicle

Prisoner of War

Personal Property Government Bill of Lading
Professional Gear (also referred to as PBP&E)
Required Delivery Date

Retail Price Data Collection Instrument

(Military) Surface Deployment and Distribution Command
Senior Reserve Officers Training Corps

Special Rest and Recuperative Absence

Social Security Number
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STS Specialized Treatment Services

TAD Temporary Additional Duty

TDRL Temporary Disability Retired List

TDY Temporary Duty

TGBL Through Government Bill of Lading

TLA Temporary Lodging Allowance

TLE Temporary Lodging Expense

T™C Travel Management Centers

T™MS Travel Management System

UN United Nations

uU.S. United States

usc United States Code

USNOAA United States National Oceanic and Atmospheric Administration
USPHS United States Public Health Service

VA Department of Veterans Affairs

VPC Vehicle Processing Center

Change 214 A-31
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6. Travel of DoD Education Agency (DoDEA) Students for Academic Competitions and Co-curricular
Activities. See JTR, par. C7005 and JFTR, par. U5243-D.

7. Travel and Transportation for Funeral Honors Detail. A person not in the Government employ, who
participates in funeral honors detail for a veteran (see 10 USC §1491), may be authorized transportation or
transportation reimbursement and expenses. The transportation mode used should be the |east costly mode
available that adequately meets the needs of the detail. Actual expenses, and not a mileage allowance, may be
paid when a POC isthe authorized mode. Reimbursement for POC actual expensesis limited to: fuel; oil;
parking; ferry fares; road, bridge and tunnel tolls. The actual cost of lodging and meals may be reimbursed up
to the per diem rate prescribed for the area concerned. Reimbursement for miscellaneous expensesin par.
C1410 may be authorized/approved.

D. Trave of Government Contractor’ s’‘Contractor Employees. Travel costs of Government contractors and contractor
employees are governed by the rulesin the Federal Acquisition Regulations (FAR) § 31.205-46, available at
http://mmwv.arnet.govifar/pdfframe.html. 1TAsmay not be used to authorize travel and transportation for Government
contractors/contractor employees. Government contractors and contractor employees are not Government employees
and are not eligible under any circumstances for city-pair airfares (see Appendix P) or any travel-related items
restricted to Government employees. See par. E below for availability of contract fares and pricesto Government
contractors. Individuals providing a service under a contract with the Government should be provided a“ Contractor
Letter of Identification” described in par. E-8.

E. Availability of Government Travel and Transportation Contract Fares or Prices to Government Contractors.
Individual contracts or agreements between GSA and the vendors determine whether or not contractors are eligible to
utilize the travel cost saving programs. Contract city-pair fares must not be provided to or used by Government
contractors.

1. Contractor(s) means contractors working:
a. Under a cost reimbursement contract; and

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

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

Services Acquisition Center (FCXB)
Federal Supply Service

General Services Administration
Washington, DC 20406

(703) 305-7261

Change 214/468 E-7
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3. Discount Rail Service. AMTRAK voluntarily offers discounts to Federal travelers on official
business. These discounted rates may be extended to eligible contractors traveling on official
Government business. A contractor-issued letter of identification is required (see subpar. 8).

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

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

(415) 522-4671

Effective 12 July 2004

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

Effective 12 July 2004

*Commander, Military Surface Deployment and Distribution Command
ATTN: SDDC-IP

Hoffman Building 11, Room 10S67

200 Stovall Street

Alexandria, VA 22332-5000

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

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

6. Vendor Requirements. The entity providing the service may require that the Government
authorized contractor furnish aletter of identification signed by the authorizing DoD component’s
contracting officer. Paragraph 8 illustrates a standard letter of identification to request eligible
Government contractors' use of and/or transportation discounts negotiated by the Government, where
available.

7. DoD Component Responsibilities. DoD components should know which hotels and car rental
companies offer Government discount rates to Government contractors and ensure that their authorized
contractors know how to obtain thisinformation. Thisinformation is provided to and published by
several commercia publications including the Official Airline Guides Official Traveler (800) DIAL-
OAG, Innovata (800) 846-6742, and National Telecommunications (201) 928-1900. In addition, GSA
contract Travel Management Centers (TMCs) and DoD’ s (Contracted) Commercial Travel Offices
(CTOs) have thisinformation.

Change 214/468 E-8
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Effective 16 August 2004
*APPENDIX H

*PART |

TRAVEL PURPOSE IDENTIFIERS

Travel Purpose | dentifier
Codes

Purpose

0. SiteVisit

Personally perform operational/managerial activities (e.g., to oversee program
activities, grant operations, or manage activities for internal control purposes;
carry out an audit, inspection, or repair activity; conduct negotiations; provide
technical assistance) at a particular location.

1. Information Meeting

To attend meeting(s) to discuss general agency operations, review status reports,
or discuss topics of general interest. If asite visit was conducted as part of the
same trip, the entire trip is for a site visit (See 0 above.).

2. Training Attendance

To receive training.

3. Speech or Presentation

To make a speech or a presentation, deliver a paper, or otherwise take part in a
formal program other than atraining course.

4. Conference Attendance

To attend a conference, convention, seminar, or symposium for purposes of
observation or education only with no formal role in the proceedings.

5. Relocation

Transfer from one PDS to another (same as a PCS move.) Thisincludes new
appointees/persons ordered to active duty when authorized relocation allowances
for reporting to the first duty station.

6. Between Tours Travel

Travel and transportation authorizations for which an employee/uniformed
member and/or dependent(s) may be eligible while serving at an OCONUS duty
station; e.g., RAT or COT/IPCOT travel for the purpose of taking leave between
OCONUS tours of duty; educational travel, etc. Thistravel isordinarily
performed in conjunction with travel resulting from a permanent change of station
assignment or renewal of atour of duty at OCONUS duty stations.

7. Special Mission Travel

To carry out aspecial agency mission (e.g., non-combat military units); provide
security to aperson or shipment (such as diplomatic pouch); move witnesses
between locations; travel by Federal beneficiaries and other non-employees.

Change 214/468
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8. Emergency Travel

To return atraveler from atemporary duty assignment location at Government
expense to the designated post of duty or home, or other alternate location, where
the travel would ordinarily be present to take care of the emergency situation if the
Government had not directed or assigned the traveler to another location to
perform official business. In the case of a uniformed member, the provisions of
JFTR, par. U7205 or U7206, and for civilian employees JTR, Chapter 6, Part O,
which are far more extensive, would apply.

9. Other Travel All travel performed for reasons (purposes) not shown in one of the other nine
categorieslisted above. Even though stated as “ other travel,” the travel
order/authorization must also detail the specific purpose.

Change 214/468 H1-2
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Effective 16 August 2004
*PART I

SECTION A
REPORTING DATA ELEMENTSAND PROCEDURES FORMAT

PREMIUM-CLASS TRAVEL REPORTING DATA ELEMENTS AND PROCEDURES

1. Traveler’sName (Last/First/MI; e.g., Smith, John. Q.):
and Sponsor’s Name (if applicable)
2. Traveler’sRank/Grade (e.g., O-7, E-6, GS-14, Civ):
and Sponsor’s Rank/Grade (if applicable)
Last 4 SSN (Last 4 digits of traveler’s Social Security Number)
and Sponsor’s Last 4 SSN(if applicable)
Service/Agency of traveler (e.g., U.S Army, DIA):
Organization of traveler (e.g., 434 ARW/FMF):
Work Phone (Comm and DSN (both with area codes):
Email Address:
Mode (Airplane, Ship or Train)
0 = Air
1= Ship
2=Train
9. Travel Purpose (See Appendix H, Part I.) NOTE: These codes are a meansto categorize a particular trip;
they do not in any way convey authorization to use premium-class accommodations
0 = Site Visit
1 = Information Meseting
2=Training
3 = Speech/Presentation
4 = Conference
5 = Relocation
6 = Between Tours Travel
7 = Special Mission Travel
8 = Emergency Travel
9 = Other
10. Origin Location at which premium-class accommodations segment starts (e.g., Washington,
D.C)
(Other) Origin:
11. Destination (Location at which premium-class accommodations ends (e.g., London, U.K.))
(Other) Origin:;

w

©No O A

NOTE: For multiple stopson a singletrip:

a) If theentireroundtrip is by premium-class, list the origin and each destination on oneline (e.g.,
Washington to Tokyo to Honolulu to Washington all performed premium-class. List Washington under
Origin and list “ Tokyo/Honolulu/Washington” under Destination column. Only the date travel isto
begin from Washington islisted.)

Change 214/468 H2A-1
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b) If somelegs are premium-class and others are not, then report each leg involving premium-classon a
separate line with the appropriate origin/destination for that leg and the date travel isto begin for that
leg (e.g., Washington to Paristo Guam to Tokyo to Honolulu to Washington. Only Washington to Paris
and Tokyo to Honolulu are premium-class; the other legs are coach-class. List the Washington to Paris
information on one line and the Tokyo to Honolulu information on another line with departure dates
and cost for each premium-classtrip leg listed separately.

12. DateTravel toBegin (YYYYMMDD; e.g., 20040313 for 13 Mar 04):
13. FarePaid for premium-class accommodations (nearest dollar): $

14. Coach Fare amount leg would cost if coach class used (nearest dollar): $

15. Ticket Issuing Location (Name and Location of (Contracted) Commercial Travel Office
(CTO):

16. Approval reason code and JTR/JFTR par. justification reference:
Approval Code: (e.g., B2) Par. Reference: (e.g., JTR, par. C2204-B3b)
(First-class see Part 11, Section B; Business-class see Part | 1, Section A of Appendix H)

17. Approval Authority of Premium-class Accommodations (i.e., title)

Change 214/468 H2A-2
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Effective 16 August 2004
*PART |1

SECTION B

FIRST-CLASSAIR ACCOMMODATIONS CODES
(See JTR, pars. C2204-B3 and C6505; JFTR, pars. U3125-B3 and U7755)

APPROVAL CODE/REFERENCE/REASON

APPROVAL JTR & JFTR PARAGRAPH REFERENCE REASON FOR TRAVEL
CODE
F1 JTR, par. C2204-B3aor JFTR, par. U3125-B3a Lower Class Not Availablein Time
F2 JIR, par. C2204-B3b or JFTR, par. U3125-B3b Medical
F3 JTR, par. C2204-B3c or JFTR, par. U3125-B3c Security
F4 JTR, par. C2204-B3d or JFTR, par. U3125-B3d Mission
F5 JIR, par. C2204-B3e or JFTR, par. U3125-B3e Only first class provided
F6* JIR, par. C2204-B3f* or JFTR, par. U3125-B3f* Non-Federal source*
FC JIR, par. C6505 or JFTR, par. U7755 Congressional Travel

*One of thefirst 5 reasons (F1 through F5) must also apply.

Change 214/468 H2B-1
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Effective 16 August 2004
*PART |1

SECTION C

FIRST-CLASS DECISION SUPPORT TOOL
Effective March 1, 2004, authorization/approval authority for premium-class accommodations was changed to
the senior official level with specific delegations required for authority below that level. Consult service/agency
regulations or directivesfor the current first-class AO.

First-class accommodations requests.

Is the request for first-class accommodati ons because lower-class accommodations are not reasonably available
(F1)?

No - First-class accommodations must not be authorized/approved.
Y es - Are accommodations, other than first-class, available on an airline scheduled to leave within 24 hours
before the traveler’ s proposed departure time, or scheduled to arrive up to 24 hours before the traveler’s
proposed arrival time?
Yes- Would traveler arrive later than the required reporting time at the duty site?
Yes- Isthetravel for PCS, RAT/COT/IPCOT, leave, emergency leave, R&R, FEML, or evacuation?

Yes - First-class accommodations for these travel-types must not be authorized/approved since
arrival time/reporting time in these casesis not mission-critical.

No - First-class accommodations may be authorized/approved for the departure portion of the trip,
considering when the TDY trip was identified, when travel reservations were made, whether or not
the traveler can arrive earlier, etc.

No - Would the traveler be required to depart earlier than the traveler is scheduled to compl ete duty?

Yes- Isthetravel for PCS, RAT/COT/IPCOT, leave, emergency leave, R&R, FEML, or
evacuation?

Yes - First-class accommodations for these travel-types must not be authorized/approved
since arrival time/reporting timein these casesis not mission critical.

No - First-class may be authorized/approved for the return portion of the trip, considering
when the TDY trip was identified, when travel reservations were made, whether or not the
traveler can delay departure, etc.

Isthe request for first-class accommodations because of medical reasons (F2)?

No - First-class accommodations must not be authorized/approved.

Y es - Has competent medical authority certified sufficient justification/documentation that the disability or
other special medical needs exists and the medical condition necessitates first-class accommodations?

Change 214/468 H2C-1
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No - First-class accommodations must not be authorized/approved.

Y es - Can lower-cost economy accommodations (e.g., ‘bulk-head’ seating, or providing two economy seats
or abusiness-class seat or shorter flights) meet the traveler’ s requirements?

Yes - First-class accommodations must not be authorized/approved.
No - First-class accommodations may be authorized/approved.
Isthe request for first-class accommodations due to exceptional security circumstances (F3)?
No - First-class accommodations must not be authorized/approved.

Yes- Would use of other than first-class accommodations entail danger to the traveler’ slife or Government
property?

Y es - First-class accommodati ons may be authorized/approved.

No - Are travelers agents of protective details accompanying individuals authorized to use first-class
accommodations?

Yes- Aretravelers required while traveling to remain in the immediate area of the individuals they are
protecting?

No - First-class accommodations must not be authorized/approved.
Y es - First-class accommodations may be authorized/approved.
No - Aretravelers, couriers or control officers accompanying controlled pouches or packages?

No - First-class accommodations must not be authorized/approved.

Y es - Can adequate security of the pouch or package be maintained in coach-or business-class?
Yes - First-class accommodations must not be authorized/approved.
No - First-class accommodations may be authorized/approved.

Is the request for first-class accommodations mission required (F4)?
No - First-class accommodations must not be authorized/approved.

Yes- Istravel in connection with Presidential, Congressional or Secretarial designated Boards, Commission, or
Task Forces?

No - First-class accommodations must not be authorized/approved.

Yes- Isthetraveler ahigh-level invited guest?

Change 214/468 H2C-2
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No -First-class accommodations must not be authorized/approved.

Y es - First-class accommodations may be authorized/approved. For DoD, the Executive Secretary,
Office of the Secretary of Defense is the only authorization/approval authority.

Isthe request for first-class accommodations that the regularly scheduled flights between the authorized origin and
destination (including connection points) provide only first-class accommodations (F5)?

No - First-class accommodations must not be authorized/approved.

Y es - Has the transportation officer/agent documented that there are no other scheduled coach or business-class
flights/seats?

No - First-class accommodations must not be authorized/approved.
Y es - First-class accommodations may be authorized/approved.
Is the request for first-class accommodations because a non-Federal sourceis paying (F6)?
No - First-class accommodations must not be authorized/approved.

Y es - Does the non-Federal source want the traveler to use first-class accommodations and has the traveler met
at least one of the other first-class accommodations criteria (F1 through F5)?

No - First-class accommodations must not be authorized/approved.
Y es - Have the transportation services been paid in advance by a non-federal source?
No - First-class accommodations must not be authorized/approved.

Y es - First-class accommodati ons may be authorized/approved.

Change 214/468 H2C-3
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Appendix H

Effective 16 August 2004

*PART 111

SECTION A

BUSINESS-CLASSAIR ACCOMMODATIONS CODES
(See JTR, pars. C2204-B4 and C6505; JFTR, pars. U3125-B4 and U7755)

APPROVAL CODE/REFERENCE/REASON

APPROVAL
CODE PARAGRAPH REFERENCE REASON FOR TRAVEL
Bl JIR, par. C2204-B4aor JFTR, par. U3125-B4a Lower Class Not Availablein Time
B2 JTR, par. C2204-B4b or JFTR, par. U3125-B4b Medical
B3 JTR, par. C2204-B4c or JFTR, par. U3125-B4c Security
B4 JIR, par. C2204-B4d or JFTR, par. U3125-B4d Mission
B5 JIR, par. C2204-B4e or JFTR, par. U3125-B4e Only business class provided
B6* JTR, par. C2204-B4f* or JFTR, par. U3125-B4f Non-Federal source*
B7 JIR, par. C2204-B4g or JFTR, par. U3125-B4g Foreign flag coach not adequate
B8 JIR, par. C2204-B4h or JFTR, par. U3125-B4h Overall savings
B9 JIR, par. C2204-B4i or JFTR, par. U3125-B4i Over 14 hours
BC JIR, par. C6505 or JFTR, par. U7755 Congressional Travel

*For business-class accommodations, thisis a ‘ stand-alon€’ reason.
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Effective 16 August 2004
*PART I11

SECTION B

BUSINESS-CLASS DECISION SUPPORT TOOL

Effective March 1, 2004, approval authority for premium-class accommodations was changed to the senior
official level with specific delegations required for authority below that level. Consult Service/agency regulations
or directivesfor the current business-class AOs.

Business-class accommodations requests.

Isthe request for business-class accommodations because there are no coach-class accommodations on any scheduled
flight in time to accomplish the official (TDY)) travel purpose/mission (B1)?

No - Business-class accommodations must not be authorized/approved.
Yes- Isthe mission so urgent that it cannot be postponed?
No - Business-class accommodations must not be authorized/approved.
Yes- Isthetravel for PCS, RAT/COT/IPCOT, leave, emergency leave, R& R, FEML, or evacuation?

Yes - Business-class accommodations must not be authorized/approved since arrival time/reporting
timein these casesis not mission-critical.

No - Business-class accommodations may be authorized/approved for the trip’s departure,
considering when the TDY trip was identified and travel reservations were made, whether traveler

can arrive even earlier, etc. Coach accommodations should be used for the return flight if the
return flight is not critical and the traveler can rest before reporting back to work.

Isthe request for business-class accommodations because of medical reasons (B2)?

No - Business-class accommodations must not be authorized/approved.

Y es - Has competent medical authority certified sufficient justification/documentation that the disability or
other special medical need exists and the medical condition necessitates business-class accommodations?

No- Business-class accommodations must not be authorized/approved.

Y es - Can lower-cost economy accommodations (e.g., ‘bulk-head’ seating, or providing two economy seats
or shorter flights) meet the traveler’s requirements?

Yes - Business-class accommodations must not be authorized/approved.

No - Business-class accommodations may be authorized/approved.
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Is the request for business-class accommodations due to exceptional security circumstances (B3)?
No - Business-class accommodations must not be authorized/approved.

Yes- Would use of other than business-class accommodations entail danger to the traveler’ s life or Government
property?

Y es - Business-class accommodations may be authorized/approved.

No - Are travelers agents of protective details accompanying individual s authorized to use business-class
accommodations?

Yes- Aretravelersrequired while traveling to remain in the immediate area of the individuals they are
protecting?

No - Business-class accommodations must not be authorized/approved.
Y es - Business-class accommodations may be authorized/approved.
No - Aretravelers, couriers or control officers accompanying controlled pouches or packages?

No - Business-class accommodations must not be authorized/approved.

Y es - Can adequate security of the pouch or package be maintained in coach-class?
Yes — Business-class accommodations must not be authorized/approved.
No - Business-class accommodations may be authorized/approved.

Is the request for business-class accommaodations mission required (B4)?
No — Business-class accommodations must not be authorized/approved.

Yes- Istravel in connection with Presidential, Congressional or Secretarial designated Boards, Commission, or
Task Forces?

No — Business-class accommodations must not be authorized/approved.
Yes- Isthetraveler ahigh-level invited guest?
No — Business-class accommodations must not be authorized/approved.

Y es - Business-class accommodations may be authorized/approved. For DoD, the Executive
Secretary, Office of the Secretary of Defense is the only authorization/approval authority.
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Isthe request for business-class accommodati ons because the regularly scheduled flights between the authorized origin
and destination (including connection points) provide only business-class accommodations (B5)?

No — Business-class accommodations must not be authorized/approved.
Y es - Has the transportation officer/agent documented that no other scheduled coach-class flights are available?
No - Business-class accommodations must not be authorized/approved.
Y es - Business-class accommodations may be authorized/approved.
Isthe request for business-class accommodations because a non-Federal sourceis paying (B6)?
No - Business-class accommodations must not be authorized/approved.
Y es - Does the non-Federal source want the traveler to use business-class accommodations?
No - Business-class accommodations must not be authorized/approved.
Y es - Have the transportation services been paid in advance by a non-federal source?
No - Business-class accommodations must not be authorized/approved.
Y es - Business-class accommodations may be authorized/approved.

Isthe request for business-class accommodati ons because coach-class accommodations on foreign carriers do not
provide adequate sanitation or meet health standards (B7)?

No - Business-class accommodations must not be authorized/approved.

Yes - Has foreign flag service use been authorized/approved in accordance with the Fly America Act?
No - Business-class accommodations must not be authorized/approved.
Y es - Does the aircraft have more than two cabins?

No — Business-class accommodations must not be authorized/approved. NOTE: The front cabin is
first-class (making first-class criteria applicable) regardless of what classthe airline callsit.

Y es - Business-class accommodations may be authorized/approved.

Isthe request for business-class accommodati ons because busi ness-class accommodations would result in an overall
savings to the Government (B8)?

No - Business-class accommodations must not be authorized/approved.

Y es - Isthis based on economic considerations (e.g., the avoidance of additional subsistence costs, overtime, or
lost productive time) that would be incurred while awaiting coach-class accommodations?
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No - Business-class accommodations must not be authorized/approved.

Yes- Isthere an actual cost-comparison showing the overall savings details?
No - Business-class accommodations must not be authorized/approved.
Y es - Does the aircraft have more than two cabins?

No - Business-class accommodations must not be authorized/approved. NOTE: The front cabin
isfirst-class (making first-class criteria applicable) regardiess of what classthe airline callsit.

Y es - Business-class accommodations may be authorized/approved.
Isthe request for business-class accommodations because the scheduled flight time isin excess of 14 hours (B9)?
No - Business-class accommodations must not be authorized/approved.
Y es - 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 including scheduled non-overnight time
spent at airports during plane changes more than 14 hours?
No - Business-class accommodations must not be authorized/approved.
Yes- Doesthe traveler have to begin work immediately after arrival ?
No - Business-class accommodations must not be authorized/approved.
Yes- Can arest period be scheduled en route or at the TDY site before starting work?
Yes - Business-class accommodations must not be authorized/approved.
No - Isthe TDY purpose/mission so urgent that it cannot be delayed or postponed?

No - Business-class accommodations must not be authorized/approved.

Yes- Isthetravel for PCS, RAT/COT/IPCOT, leave, emergency leave, R&R, FEML, or
evacuation or any transportation other than TDY ?

Yes - Business-class accommodations for these types of travel must not be
authorized/approved.

No - Business-class accommodations may be authorized/approved for the departure
portion of the trip, considering when the TDY trip was identified, when travel
reservations were made, etc. Coach accommodations are to be used for the return flight
if the return flight is not critical and the traveler can rest before reporting back to work.
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Effective 16 August 2004
*PART |V

SECTION A

PREMIUM-CLASSACCOMMODATIONSFOR DISABILITY OR OTHER SPECIAL
MEDICAL NEEDS REASONS

It is Department of Defense policy (See JTR, par. C2000-A2c and JFTR, par. U2000-A2c.) that premium-class
travel accommodations, due to adisability or other special medical needs, 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 competent medical authority (i.e., alicensed medical practitioner) and
authorized by the premium-class AO in advance of travel. Thisrequirement isinthe JTR and JFTR. Certifications
validating the disability or other special medical need remain in effect for a period up to six months or the duration
of the disability or special need, whichever is shorter. Disabilities or special medical needs described as permanent
require review and renewal on an annual basis by a physician.

Travelers who request premium-class accommodations due to disability or other special medical need should request
authorization well in advance of anticipated travel to ensure there is sufficient time to obtain required premium-class
authorization prior to travel. |f extenuating circumstances or emergency situations prevent advance
authorization, the traveler must obtain written approval from the appropriate premium-class AO within 7 days of
travel completion. Failure to receive the appropriate authorization/approval for premium-class transportation
either before or after travel may result in the traveler being financially liable for costs over the coach-classfare.
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PART IV
SECTION B

RESERVED
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RESERVED
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Effective 16 August 2004
*PART |V

SECTION F

PREMIUM-CLASSACCOMMODATIONSDETERMINATION FORMAT

The request for first/business -class accommodations for (enter full name of traveler)

is authorized/approved/disapproved.

Type Full Name, Rank and Office Symbol of Date
Premium-class AO

Premium-class Authorizing/Approving Signature
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Effective 16 July 2004
*APPENDIX N

PART I: MOVE-IN HOUSING ALLOWANCE (MIHA)
A. General
1. The Move-In Housing Allowance (MIHA) is comprised of the following three components (see par. U9107):
a. MIHA/Miscellaneous — a fixed-rate, lump-sum payment,
b. MIHA/Rent — an actual expense component that covers reasonable rent-related expenses, and
c. MIHA/Security — an actual expense component that covers reasonable security-related expenses.
2. To beauthorized aMIHA, amember must be eligible for an Overseas Housing Allowance (OHA).

3. MIHA isintended to defray the move-in costs associated with occupying privately leased quarters covered
under the OHA program.

4, MIHA isnot intended to cover move-out costs.

B. MIHA/Miscellaneous. Actual expense datafor MIHA/Miscellaneousis collected by survey. Thisdataisused to
set the MIHA/Miscellaneous allowance rate. Membersresiding in privately |eased quarters receive an annual
'Overseas Housing Allowance Utility Expenses Survey'. Additionally, once every three years each member receives
an 'Overseas Housing Allowance Utility and Move-In Expenses Survey'. To ensurethat proper MIHA allowances
are set, accurate, uniform and complete reporting of costsis essential. Therefore, it isimperative that members
retain copies of all move-in expensesfor later survey completion and cost reporting.

1. Survey procedures are mailed to each country allowance coordinator (see Appendix M).

2. The'Overseas Housing Allowance Utility and Move-In Expenses Survey' is used to report the member's
MIHA/Miscellaneous expenses in addition to their utility expenses.

C. MIHA/Rent. A completed DD Form 2556 (Move-In Housing Allowance Claim (May 1999)) must accompany
each MIHA/Rent claim. A member may submit more than one DD Form 2556 while assigned to a PDS (e.g., to
claim rent-related expenses, then again to claim security expenses). Receipts for expenses of $75 or more must be
provided.

1. When the MIHA/Rent expense isincurred in foreign currency, convert the cost to U.S. dollars (using the
actual rate of exchange at which the member converted the U.S. dollars to the foreign currency).

2. If the member is a sharer (see par. U9000-C), only one sharer may claim an individual rent-related expense.
Sharer statusis based on the member's response to item 8 of DD Form 2367, Individual Overseas Housing
Allowance (OHA) Report.
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10/1/04



Joint Federal Travel Regulations Appendix N

3. Both the member and an authorizing/approving official (commander or designated official, such as the
housing officer) must complete the DD Form 2556.

4. The authorizing/approving official may authorize al, or any portion, of an expenditure if it is considered
reasonable. When the expenditure is not authorized, an explanation must be provided on a separate sheet and
the information submitted with the completed DD Form 2556.

5. When the amount authorized in DD Form 2556, Part B Subtotal, exceeds two times the member's monthly
rent, the authorizing/approving official must justify the amount on a separate sheet and the information
submitted with the completed DD Form 2556.

NOTE: Copies of all DD Forms 2556 prepared by the member should be maintained at the member's PDS.
For locations served by housing offices, the Housing Office should retain the copies of the DD Forms 2556.

D. MIHA/Security

1. Toqualify for MIHA/Security, members must be assigned to an area where dwellings must be modified to
minimize exposure to terrorist and/or criminal threat (for '"MIHA Security Locations, see Appendix N, Part 11).
Department of State and/or the Defense Intelligence Agency designate high threat areas when Department of
Steteis:

() Responsible for the area's residential security: the member does not complete DD Form 2556, Part C.
All security modifications are coordinated and funded under the guidance of the Regional Security Officer
(RSO) of the Department of State.

(b) Not responsible for the area's residential security: the senior officer in-country is responsible for
developing the appropriate housing security policy for the area. When security modifications are deemed
appropriate, acceptable items/expenditures must be determined by an individual/office designated by the
senior officer. DD Form 2556, Part C must be completed to claim reimbursement for security related
expenses.

2. When possible, costs for security upgrades to the dwelling should be borne by the landlord. However, the
housing officer or appropriate official should expect the landlord to increase the rent on the unit to recover the
upgrade expenses within areasonable time period.

3. When the senior officer in-country determines that a duty station should be a MIHA/Security area, that
officer should have a designation request forwarded for risk assessment and justification. The request may be
by letter, message, or e-mail message to the PDTATAC at the addresses below. The request for risk assessment
isforwarded by PDTATAC to the Department of State or the Defense Intelligence Agency for afinal
determination.

Letter Address:

Director

Per Diem, Travel and Transportation Allowance Committee
Hoffman Building |, Room 836

2461 Eisenhower Avenue

Alexandria, VA 22331-1300
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10/1/04



Joint Federal Travel Regulations Appendix N

E-Mail Message Address:
Housing.Security @perdiem.osd.mil
Message Address:
PER DIEM TVL AND TRANSALW COMTE ALEXANDRIA VA

4. A completed DD Form 2556 (Move-In Housing Allowance Claim (May 1999)) must accompany each
MIHA/Security claim. A member may submit more than one DD Form 2556 while assigned to aPDS (e.g., to
claim rent-related expenses, then again to claim security expenses). Receipts for expenses of $75 or more must
be provided.

5. When the MIHA/Security expenseisincurred in foreign currency, convert the cost to U.S. dollars (using the
actual rate of exchange at which the member converted the U.S. dollarsto foreign currency).

6. If the member is a sharer (see par. U9000-C), only one sharer may claim an individual security-related
expense. Sharer status is based on the member's response to item 8 of DD Form 2367, Individual Overseas
Housing Allowance (OHA) Report.

7. Both the member and an authorizing/approving official (commander or designated official, such as housing
officer) must complete the DD Form 2556.

8. The authorizing/approving official may approve all, or any portion of, an expenditureif it is considered
reasonable. When the expenditure is not authorized, an explanation must be provided on a separate sheet and
the information submitted with the completed DD Form 2556.

9. When the amount authorized in DD Form 2556, Part B Subtotal, exceeds two times the member's monthly
rent, the authorizing/approving official must justify the amount on a separate sheet and submit the information
along with the completed DD Form 2556.

NOTE: Copies of all DD Forms 2556 prepared by the member should be maintained at the member's PDS.
For locations served by housing offices, the Housing Office should retain the copies of the DD Forms 2556.

E. Instructions for Completing DD Form 2367, Individual Overseas Housing Allowance (OHA) Report

1. The member must complete items 1 through 10 (for assistance see the Housing Officer).

2. The'Housing Officer or Appropriate Official' must either check box 11a(1) or 11a(2), whichever is
appropriate.

3. The Housing Officer or Appropriate Official must also complete blocks 11b through 11d.

4. The'Certifying Official' must check the appropriate block for both 12aand 12b. The selection for block 12b
is based on the answer provided by the Housing Officer or Appropriate Official in block 11a.

Change 214 N1-3
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5. The Certifying Official must also complete blocks 12c through 12g.

6. When the certifying official authorizes/approves the MIHA/Miscellaneous allowance the member receives
the allowance in subsequent pay.

F. Instructions for Completing DD Form 2556, Move-In Housing Allowance Claim

1. DD Form 2556, Part A — Service Member Identification and Residence Information. Items 1 through 5 are
self-explanatory.

2. DD Form 2556, Part B — Rent Related Expenses. Report only fixed, one-time, nonrefundable fees related to
renting the dwelling. These are charges levied by the landlord, the landlord's agent or aforeign government that
the member is required to pay. Refundable security deposits, advance rental payments, and recurring costs
are not reported on this form.

a. Authorized expenses:

(1) Customary Restoration or Redecoration Fees. Thisfee ordinarily islevied as an up-front charge but
is not adamage deposit (it istypicaly for repainting and cleaning). These charges should be reported
only when thereis no chance of arefund.

(2) Rental Agent Fees. When amember has no other recourse but to rent a unit with such charges, the
charges are reimbursable.

(3) Lease Taxesor Rental Taxes. Some jurisdictionslevy aleasetax or rental tax. When thistax is:

(a) A one-timecharge - itisreported on DD Form 2556,
(b) A monthly charge - it isincluded with rent and reported on DD Form 2367, and

(c) Charged at other intervals (e.g., an annual charge), it is considered arecurring expense and is
covered by the Utility/Recurring Maintenance Allowance.

b. Unauthorized Expenses. The authorizing/approving official has the authority to disapprove excessive or
unjustifiable expenses, i.e.:

(1) Avoidablereal estate agent fees (see Examples 1 and 2 below),
(2) Restoration/redecoration fees when they are not customary.

EXAMPLE 1: A housing office recommends an acceptable dwelling that could have been rented without a rent-
related fee. However, the member chose to rent a unit through areal estate agent who charged a 2-month rental
fee. The authorizing/approving official must disapprove reimbursement of the rent-related fee.

EXAMPLE 2: A member's landlord charged the member a 2-month up-front rental fee when a 1-month rental
feeisthe customary charge. The authorizing/approving official should authorize reimbursement for only 1
month's rental fee.
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3. DD Form 2556, Part C — Security Expenditures. Report only security related items, i.e., security doors,
locks, lights, and alarm systems. Expenditures not related to the physical dwelling, such as for personal security
guards or dogs, are not reimbursable. Receipts for expenses of $75 or more must be provided.

4. DD Form 2556, Part D — Reimbursement to Member. The amount reported in item 10 is the total
MIHA/Rent and/or MIHA/Security allowance reimbursable to the member in connection with the specifics on
that DD Form 2556. Receipts for expenses of $75 or more must be provided.

5. DD Form 2556, Part E — Certifications. The member must certify the information on the DD Form 2556 by
completing and signing Part E.

G. Submitting Completed DD Forms 2367 (Individual Overseas Housing Allowance (OHA) Report (May 1999))
and 2556 (Move-In Housing Allowance Claim (May 1999))

1. Completed DD Forms 2367 and 2556. Completed DD Forms 2367 and 2556 must be processed and
submitted in accordance with finance center procedures.

2. Submitting Completed DD Forms 2367 and 2556. Completed DD Forms 2367 and 2556 must not be
submitted to PDTATAC directly. Submitting the forms directly to PDTATAC delays processing and
reimbursement of the MIHA/Miscellaneous allowance.
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APPENDIX N
PART Il: MIHA SECURITY LOCATIONS

L ocations Currently Designated

Effective 16 Jul 2004

L ocation (Country and/or Country/City) Date Established
Angola 1 Mar 1993
Argentina 1 Jun 1997
Armenia 16 Dec 2001
Bahamas — Nassau 1 May 1996
Bahrain 1 Aug 2003
Bangladesh 1 Dec 1998
*Barbados 16 Jul 2004
Belgium — Florennes 16 Apr 2004
Belgium — SHAPE 1 May 2000
Belize 16 Oct 1994
Brazil 18 Feb 1993
Cambodia— Phnom Penh 16 Oct 1994
Colombia 1 Sep 1990
**Costa Rica— San Jose 1 Aug 2003
*Djbouti 16 Jul 2004
Dominican Republic — Santo Domingo 18 Feb 1993
Dominican Republic — Other 1 Oct 1999
East Timor 16 Aug 2000
Ecuador 1 Dec 1998
Egypt 1 Mar 1994
El Salvador — San Salvador 1 Aug 2003
Fiji 1 Jul 2001
Greece — Athens 1 Sep 1990
Greece - -Other 1 Jul 2001
Guatemala 18 Feb 1993
Haiti — Port-au-Prince 1 Apr 1995
Haiti — Other 1 Oct 1999
Honduras — Tegucigal pa 1 Sep 1990
Honduras — Other 1 Oct 1999
Indonesia 1 Oct 1999
Israel — Tel Aviv 14 Feb 1991
*|srael — Other 16 Jul 2004
Jamaica— Kingston 18 Feb 1993
Jamaica— Other 1 Oct 1999
Jerusalem (East and West) 1 Sep 1990
Jordan 16 Dec 2001
Kenya— Nairobi 18 Feb 1993
*Kuwait 16 Jul 2004
Mexico — Mexico City 16 Oct 1994
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L ocations Currently Designated

(Continued)

L ocation (Country and/or Country/City) Date Established
Morocco 16 May 1998
Nepal 1 Sep 1998
Pakistan 1 Sep 1992
Papua New Guinea— Port Moreshy 18 Feb 1993
Paraguay — Asuncion 1 Sep 1993
Paraguay — Other 1 Oct 1999
Peru—Lima 1 Sep 1990
Peru—Other 1 Jun 1997
Philippines 1 Sep 1990
Poland — Warsaw 1 Apr 1995
Russia 1 Dec 1998
* Serbia and Montenegro 16 Jul 2004
South Africa 1 Feb 2000
Trinidad and Tobago 16 Aug 1998
Turkey 1 Sep 1990
Ukraine — Kiev 1 May 1996
Uruguay 16 May 1998
Vietnam 1 Jul 2000
Y emen 16 Apr 1997
Zimbabwe 1 May 1996

*  New location added to “Locations Currently Designated”

** Reinstated as “ Locations Currently Designated”
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Appendix N

L ocations Previously Designated

L ocation (Country and/or
Country/City) Date Established Date Removed

Bolivia 1 Jul 2001 1 Aug 2003
China 1 Feb 2000 1 Aug 2003
**Costa Rica - San Jose 16 Apr 1997 1 Jul 2001

Costa Rica - Other 1 Oct 1999 1 Jul 2001

Croatia 1 Feb 2000 1 Aug 2003
*France — Paris 1 Feb 2000 16 Jul 2004
Hong Kong 1 Feb 2000 1 Aug 2003
K orea— Seoul 1 Feb 2000 1 Aug 2003
Latvia 16 Dec 2001 1 Aug 2003
*Malaysia— Kuala Lumpur 1 Aug 2003 16 Jul 2004
Rwanda 1 May 1996 1 Jul 2001

Singapore 1 Feb 2000 1 Jul 2001

*Slovakia 1 Feb 2000 16 Jul 2004
*Syria 1 Oct 1998 16 Jul 2004
*Venezuela 1 Apr 1997 16 Jul 2004

*Latest locations to change from “Locations Currently Designated” to “Locations Previously

Designated”

** Reinstated as “L ocations Currently Designated”

Change 214
10/1/04
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APPENDIX O

TEMPORARY DUTY (TDY) TRAVEL ENTITLEMENTS
*T4000 INTRODUCTION

Effective 20 August 2004

This Appendix describes the travel and transportation allowances and responsibilities of travelers who perform the
most common TDY travel types as authorized by law for uniformed members and DoD civilian employees. Itis
authorized for use by the activities listed in, and under the conditions cited in, Joint Federal Travel Regulations
(JFTR), par. U1039, and Joint Travel Regulations (JTR), par. C1001-B. This Appendix coversindividual travel for
business, travel for schoolhouse training, and deployment or personnel traveling together with or without no/limited
reimbursement. The provisionsin this Appendix are to be used in place of TDY entitlementsin the JFTR and JTR
(with exceptions and references as noted herein), except that the provisionsin JFTR, Chapter 7 for uniformed
travelers and JTR, Chapter 6 for civilian employees are to be used for travel of:

1. Senior ROTC,

2. Reserve Component Member travel for medical and dental care,

3. Retirees called to active duty,

4. Ready Reserve Component members authorized muster duty allowance,

5. Midshipmen and cadets,

6. Patients, and escorts and attendants,

7. Pre-employment travel; and

8. For rulesthat apply when emergency situations occur while TDY is being performed.
See JFTR, par. U7125-D for rules on per diem for uniformed members who are inpatientsin a hospital. For travel
of civilian consultants and experts, see JTR, par. C4975. TDY performed as part of a PCS move continuesto be
paid as prescribed for TDY travel in JFTR and JTR Chapters 4. Except where differences are identified, the
allowances and responsibilities in this Appendix apply equally to uniformed members and DoD civilian employees.
In this Appendix, "authorizing official" or "AO" means the individual who controls the mission, authorizes the trip,
and controls funds for TDY travel. Definitions specific to this Appendix are found in par. T4070. The provisions of

this Appendix must not be supplemented.

*NOTE: See JFTR/IJTR, Appendix E for Invitational Travel Authorizations

Change 214/468 O-1
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T4005 APPROPRIATE ACTION FOR FAILURE TO FOLLOW JFTR/JTR REGULATIONS

Commands/units are expected to take appropriate disciplinary action when travelers and/or AOs fail to follow the
regulations contained in this Volume. Disciplinary action should be for willful violations and may be in the form of
counseling (oral/written), or non-judicial action (uniformed personnel), or other personnel means (civilian
employees). Action must not be through refusal to reimburse. See par. T4025-A4 for exceptions when
reimbursement is not allowed.

T4010 REIMBURSEMENT RATE

Rates for private vehicle mileage reimbursement rates are found in JFTR, par. U2600, and JTR, par. C2500.
Government mess food and operating expense rates are found in JFTR, pars. U4149 and U4151 and JTR, par.
C2510. Per diem rates by location showing the lodging, meals and incidental expense components are published in
website http: //mwww.dtic.mil/perdiem/perdiemrates.html, or provided under separate issuance by the Per Diem,
Travel and Transportation Allowance Committee (PDTATAC). These rates also are available from the (Contracted)
Commercial Travel Office (CTO).

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, AOs must choose that method.

B. Traveler Rights and Responsibilities

1. Travelersareto follow the policies and proceduresin this regulation, and use good judgment in incurring
official travel-related expenses, as if traveling on their personal money (see JFTR, par. U2010 and JTR, par.
C1058).

2. Travelers are provided transportation, lodging, and food, or they shall be reimbursed promptly for reasonable
and necessary authorized expenses if they purchase them. AOs shall authorize reimbursement for other travel-
related expenses appropriate to the mission.

3. Itismandatory that travelers arrange commercia transportation, rental cars (if authorized), through an
available CTO or in-house travel arranger in accordance with TRANSCOM policy. Government and/or
commercial lodging should also be arranged through the CTO. The CTO estimates the total cost for the trip (a
“should-cost” estimate) forming the reimbursement basis.

4. Itismandatory that travelers make their 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. Travelers:

a. Who do not use a CTO or the Government travel card to purchase transportation must forward the ticket
coupon, and/or the receipt for the excess baggage costs, with the Trip Record for reimbursement,

b. Must use coach-classfor al official travel, unless premium-class accommodeations are authorized prior to
travel by the appropriate level listed in par. U3125-B2a or U3125-B2b.

Change 214/468 0-2
10/1/04



JFTRATR T4020

(1) SeeJTR, par. C2000-A2¢/JFTR, par. U2000-A2c for medical reasons, or

(2) TDY mission timing requires premium-class. When premium-class TDY transportation is
authorized because the mission timing is* so urgent it cannot be postponed,” premium-class travel
should only by authorized to the TDY site. 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 traveler can rest before
reporting back to work. See JFTR pars. U3125-B2a and U3125-B2b and JTR, pars. C2204-B2a and
C2204-B2b.

¢. Must not use foreign flag transportation even if U.S. flag carrier fares are higher,

d. Who use premium-class or aforeign flag transportation presumably at Government expense must provide
adequate acceptable justification that meets the requirements of the JFTR/JTR to the AO for reimbursement,
and

e. Should contact the AO and CTO as soon as possible after personally making arrangements to get the
Trip Record updated, and arrangements confirmed, and/or to get alternate arrangements.

5. Travelers are advised, in advance, of their entitlements, the arrangements made for them, probable expenses,
and a good estimate of what they shall be reimbursed.

6. Travelers should have use of a Government-sponsored, contractor-issued travel charge card. The policies
and procedures for the Government travel charge card program (including central billing and unit cards) are
found in the DoD Financia Management Regulation (DoD 7000.14-R), Volume 9, "Travel Policy and
Procedures."

7. Travelers should turn in the expense report portion of the Trip Record and be paid every 30 days when the
TDY isover 45 days. Thisensurestravelers are paid for expenses in about the same time as charge card bills
are received.

8. Travelers must comply with Federal and Departmental ethics rules when accepting travel benefits (i.e.,
goods, services or payment) from non-Federa sources. For DoD personnel, see Joint Ethics Regulation, DoD
5500.7-R, Chapter 4. For Coast Guard personnel, see COMDTINST M5370.8 (series). For NOAA Corps
personnel, see Department of Commerce Administrative Order 202-735. For Public Health Service personnel,
see Commissioned Corps Personnel Manual CC26.1, Inst 1. Travelers may keep items of nominal value (as
defined in applicable ethics regulations). Travelers also may keep benefits received for voluntarily vacating a
seat on an overbooked flight, but are not to vacate their seats if the Government would incur additional costs or
if it would affect the mission.

9. Retaining Promotional Items

a. A traveler on official business traveling at Government expense on the funds of an agency (See
definition in Appendix A) may keep promotiona material (including frequent traveler benefits such as
points or miles, upgrades, or accessto carrier clubs or facilities) for personal use. Thisappliesto
promotional items received before, on, or after 31 December 2001.
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b. The promotional material must be obtained under the same terms as those offered to the genera public
and must be at no additional Government cost.

c. Promational itemsreceived for travel using funds other than those of an agency are not covered by this
rule. Travelers should seek guidance from those funding authorities.

10. Travelers must be treated as honest, responsible customers, but they must follow the rules in this regul ation.
The DoD Financial Management Regulation (DoDFMR), Volume 9, JFTR, par. U2505, and JTR, par. C1305,
apply when a fraudulent claim submission is suspected.

T4025 ARRANGING OFFICIAL TRAVEL

A. CTOUse

1. Mandatory Policy. Itis DoD mandatory policy that travelers use available CTOs to arrange official travel,
including transportation and rental cars.

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

3. Failure to Follow Regulations

a. Commands/units are expected to take appropriate disciplinary action when travelers and/or AOsfail to
follow the regulations concerning CTO use (see par. T4005).

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

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

B. Reguirements

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

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

a. DoDD 4500.9 (Transportation and Traffic Management) at http://web7.whs.osd.mil/dodiss/directives/
dir2.html;

b. DoDI 4500.42 (DoD Passenger Transportation Reservation and Ticketing Services) at http://web7.whs
.0sd.mil/dodiss/instructions/ins2.html; and
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c. Serviceregulations.

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

D. Transportation Reimbursement

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

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

T4030 GETTING THERE AND BACK (TRANSPORTATION ENTITLEMENTYS)

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

B. Commercial Transportation. The Services must require that CTOs arrange commercial transportation in
accordance with law, Government policies, agreements and contracted rates using American flag carriers and coach-
class accommodations whenever possible. The AO may, under certain conditions, authorize the CTO to arrange
other than contract city-pair flights, or to arrange foreign flag carriers, or business- (but not first-) -class
accommodations (see JTR, par. C1060, NOTE 1 and JFTR, par. U4326, NOTE 1) when needed to fulfill a
documented mission requirement as specified in par. T4060-B1. Only the officialslisted in JTR, par. C2204-B2 and
JFTR, par. U3125-B2 may authorize business or first-class accommodations use.

Effective 1 January 2004

C. Renta Vehicles (Includes Aircraft). When use of arental vehicle is authorized for official business by the AO,
reimbursement is authorized for the rental costs, taxes and local assessments on rental vehicle users, necessary gas
and oil, landing and tie-down fees, and transportation to and from the rental facility (see JFTR, par. U1410 and JTR
par. C1410). When possible, official businessis not authorized.

D. Government Transportation

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

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

E. Private Vehicle. When a private vehicle use is approved by the AO as the best way for travel to be performed,
reimbursement is authorized at the standard rate per mile for the type of vehicle and the distance between duty
locations or between home and TDY location(s). Reimbursement of parking fees, ferry fares, road, bridge and
tunnel tollsfor travel over adirect route is authorized. If the AO does not approve using a private vehicle and oneis
used anyway, reimbursement is authorized at the standard rate per mile plus reimbursable expenses but the amount
islimited to the should-cost estimate of AO-approved transportation. In either case, reimbursement is only
authorized for the driver. If reimbursement at the published rate does not cover expenses, or if thereisno
established rate for the type of vehicle being used, the AO may authorize reimbursement of necessary transportation
costs incurred for uniformed personnel. For distance determination see JFTR, par. U2020 or JTR, par. C1065
(DTOD requirements).

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

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

H. Allowable Travel Days. The number of days allowed for travel is determined by the mode of travel. For travel
by commercial air, one day is allowed in CONUS and within overseas areas. For travel between CONUS and
overseas 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. When travel by
private, rental or Government vehicleis authorized by the AO, one day of travel is alowed for each 400 miles or
increment thereof. If travel by private vehicleis used but not authorized as advantageous by the AO, travel is
limited to one day for each leg (for example, from PDSto TDY stop) requiring an overnight stay.

I. Authorized Trips Home during Extended Business or Training TDY. The AO may permit round-trip
transportation and per diem en route for atraveler, who routinely travels on business or training TDY for periods of
more than three weeks, to return periodically to the PDS or home for non-workdays.

J. Voluntary Return Home during Intervening 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, entitlement to
reimbursement for the round-trip transportation and en route per diem is authorized but limited to the amount of per
diem the Government would have paid had the traveler remained at the TDY location.
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T4040 LIVING EXPENSES (PER DIEM ENTITLEMENTYS)

The*Lodging Plus’” method is used to reimburse TDY living expenses. Travelers are paid the actual cost of lodging
up to alimit, plus a set amount for M&IE. Ratesfor lodging and M&IE vary by location, but should be sufficient
for acomfortable, safe trip. Travelers also can be reimbursed for other necessary travel-related expensesif the AO
approves them as appropriate to the mission.

A. Lodging Overnight Required -Business Travel Standards

1. Sleeping

a. The CTO makes lodging reservations and reflects the estimate of their cost (including taxes) on the Trip
Record.

b. Uniformed Members - The AO may direct adequate available Government quarters use for uniformed
members on aU.S. Installation only if the uniformed member is TDY to that installation. The commander
responsible for the quarters determines their adequacy based on DoD and Service directives. Only
adequate quarters are to be offered through the reservation system. 1f Government quarters use is directed
for amember and other lodging is used, the member's reimbursement is limited to the Government quarters
cost unless the Trip Record notes non-availability (by confirmation number, if provided by the Servicein
its registration process.)

c. Civilian Employees

(1) Employees may not be ordered/required to use Government quarters, nor may the lodging
reimbursement simply be limited to the Government quarters cost. In compliance with the
requirement to exercise prudence when incurring expenses, employees should check for Government
quarters availability (e.g., through their CTOs), and are encouraged to use those quarters when TDY to
aU.S. Installation. However, if Government quarters are available on that installation for an
employee TDY to a U.S. I nstallation, the proper authority under par. C4550-C may prescribe a
reduced per diem rate based on the Government quarters cost. Reduced per diem rates can only be
established before travel begins.

(2) Thehead of aDoD component (see Appendix A) concerned may authorize zero per diem or per
diem ratesin lesser amounts than those prescribed in http://www.dtic.mil/perdiem/perdiemrates.html
the circumstances of the travel or duty to be performed so warrant and are peculiar to that particular
DoD component. This authority may be delegated to a chief of an appropriate bureau or staff agency
of the headquarters of the DoD component concerned or to a commander/head of DON activity, and
may not be re-delegated. In the absence of areduced or no per diem authorization on the travel order
before travel begins (or part of an order amendment covering a prospective period after the order
modification), travel orders, modified after the fact, prescribing per diem rates different from those
prescribed in http: //mwww.dtic.mil/perdiem/perdiemrates.html are without effect. The locality ratesin
http: //waww.dtic.mil/perdiem/perdiemrates.html are used. Reduced per diem rates should incorporate
amounts for laundry/dry-cleaning/pressing of clothesiif the travel is OCONUS or for less than 4 days
in CONUS. See NOTE 1 (applicable to civilian employees) following par. T4040-A3 for an
explanation concerning separate reimbursement for laundry/dry cleaning/pressing of clothing.
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d. Commercia lodging reimbursement is based on the single occupant rate, up to the maximum of the
TDY site or stopover location. If the CTO can find only lodgings that cost more than the published
maximum rate, the AO may authorize the higher amount such that the actual lodging cost and the per diem
M& | E does not exceed 300 percent of the published rate (lodging plus M&IE). For example, a member is
TDY to alocation with a maximum per diem of $110 ($76 for lodging and $34 M&IE). The AO could
authorize up to $296 for lodging (300% x $110 = $330 - $34 = $296). These rates must be placed on the
Trip Record. 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 by PDTATAC or
Secretary concerned for only uniformed members (see JFTR, par. U4250). The traveler isresponsible for
anything charged beyond the basic room fee and taxes. Travelers areto keep all lodging receipts. An AEA
may not be authorized for meals and incidental expenses.

NOTE 1: The maximum amount allowed for lodging in the U.S. and non-foreign OCONUS areas (see
http: //www.dtic.mil/perdiem/perdiemrates.html) does not include an amount for lodging taxes. Taxeson
lodging in the U.S. and non-foreign OCONUS areas are separately reimbursable travel expenses except
when MALT PLUS per diem for POC travel is paid to a uniformed member.

NOTE 2: The maximum amount allowed for lodging outside the 50 states, District of Columbia,
territories and possessions and the Commonwealths of Puerto Rico and the Northern Mariana | lands
(see http://mwww.dtic.mil/per diem/perdiemrates.html) includes an amount for lodging taxes. Taxeson
lodging outside the 50 states, District of Columbia, territories and possessions and the Commonwealths
of Puerto Rico and the Northern Mariana | dands are not separately reimbursable.

e. Reimbursement of lodging cost when staying with friends or relativesis not authorized.

f. If thetravelerison TDY at onelocation for more than 30 days, lodging reservations should be made on a
weekly, monthly, or other long-term basisif 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 ahotel. The CTO should be used to make these
arrangements unless the CTO does not provide this service.

(1) If arecreationa vehicle (RV) isused for lodging, additional fees considered part of the lodging cost
arethe 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
which do not accrue on adaily basis (such as dumping fees) may be averaged over the number of days
the traveler is entitled to per diem.

(2) When aresidenceis purchased because of aTDY assignment (and not as aresult of adesire to
maintain a second residence) and used as lodging, the allowable daily lodging cost is computed by
averaging monthly interest, property tax, and utility costsincurred. The costs are prorated on a 30-day
month basis rather than by the number of days the traveler occupies the residence.

2. Eating
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a. The M&IE entitlement for the day of departure is 75% of the M& |E 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
rate is based on the next stopover point or TDY location. The entitlement for the day of return to the PDS
is 75% of the M&IE rate for the last TDY location or stopover point, as appropriate.

b. On other days, the entitlement for meals and incidentalsis the full M&IE for the TDY location or
stopover point where lodgings are required unless the AO specifies one of two other meal rates based on
Government mess availability. The two rates are either the Government meal rate (GMR) when all meals
on agiven day are available or the proportional meal rate (PMR) when at |east one meal aday is available.
(Incidental expenses are added to the GMR or PMR.) A Government messis available only if:
Government lodging on aU.S. Installation is available and the command controlling the mess has made the
mess available to travelers. A Government messis not available on interim travel days. When actual mess
availability differs from the pre-trip information, the AO may authorize ahigher rate (e.g., from PMR plus
incidental expensesto locality M&IE rate). The meal rate established cannot be reduced after-the-fact
except for afree meal as described in par. T4040-A2c below.

c. When at least one, but not all three meals, have been purchased by the Government through some means
such as aregistration fee, the PMR plus incidental expenses applies for that day. This does not apply on
travel daysto and from the PDS. Meals served on common carriers are not "purchased by the
Government." The traveler must indicate on the Trip Record how many meals were free or purchased by
the Government and for which dates. NOTE: If all three meals are provided, only the incidental expenses
for that day are payable.

Effective 1 October 2003

3. Incidental Expenses (IE). Travelersare paid an alowance for miscellaneous expenses, such astips and
laundry (in some instances), incurred while traveling. Thisisthe |E part of the M&IE. The daily |E entitlement
in CONUS is $3.00. The OCONUS daily IE entitlement isthe rate for the applicable locality per diem, or $3.50
when the AO determines $3.50 to be adeguate for anticipated incidental expenses.

Effective for TDY travel performed on or after 1 January 1999

NOTE 1: Applicableto civilian employees:
1. Thecostincurred 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 expensein addition to
per diem/AEA when travel iswithin CONUS and requires at |east 4 consecutive nights TDY/PCS lodging
in CONUS.
2. Thecost 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.

Effective for TDY travel performed on or after 1 January 2001

NOTE 2: Applicable to uniformed members:
1. Thecostincurred 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.
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2. Thecost incurred during TDY travel for personal laundry/dry-cleaning and pressing of clothingisnot a
separately reimbursable expense for OCONUS travel and is part of the incidental expense 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, decides if use of Government quarters by uniformed membersis directed and
if one of the two M&IE rates based on Government mess availability is appropriate. Use of Government
guarters and/or Government mess may not be directed for civilian employees (par. T4040-Alc).

2. In some situations, the Secretary concerned may approve Essential Unit Messing (EUM) for studentsin
particular courses when readiness requires Government mess use. When EUM applies, members get incidental
expense reimbursement, civilians get incidental expense reimbursement and reimbursement for the amount paid
for food. The prohibition on the meal portion of per diem begins at 0001 on the first full day of EUM and ends
at 2400 on the last full day of EUM. The AO may authorize the actual amount paid up to the PMR for
commercial mealsthe traveler isrequired to purchase.

3. The Trip Record must indicate 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
mess availability differs from the pre-trip information, the AO may authorize on a daily basisthe PMR (1 or 2
meals) plusincidental expense or the locality M& | E rate (all 3 meals) depending on how many meals were
available. Thetraveler 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 Vessels. Other reimbursable expenses (pars. T4040-E and T4040-F) are
authorized in the same manner as for business travel. The AO may authorize the actual amount paid up to the PMR
(but no incidental expenses) for meals and/or payment for lodging when the traveler is not entitled to per diem but is
required to purchase these items. See par. T4040-A1c if the lodging cost exceeds the published maximum rate.

1. 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’ orders direct
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 orders for personnel traveling together. The restriction on paying per diem only includes travel
days between duty locations and does not involve entitlements for full days at 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 until arrival at the
PDS. Most members pay the food cost without operating expense, and civilians pay the food cost and operating
expense. Civilians are entitled to reimbursement of the amount paid for food. Directing several personnél to
travel together with no/limited reimbursement shall never be done simply to save travel funds.

2. Training exercises, maneuvers, war games, and similar types of operations may be classified asfield 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 most members pay some amount for food; civilians
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also pay for food. Civilians are entitled to reimbursement of the amount paid for food. When the Secretary
concerned, or Combatant Commander or JTF commander for ajoint deployment, determines that Government
messing is essential to accomplish training and readiness, EUM applies. The meals portion of the M&IE is not
payable to members. Civilians are entitled to reimbursement of the amount paid for food. All EUM travelers
are entitled to the incidental expense. See par. T4020-B2.

Effective 31 January 2003 for members and 31 July 2003 for employees

3. Joint deployments involve the temporary assignment of travelers of more than one uniformed serviceto a
provisiona 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 main body of the deployed force, but
business travel might be appropriate for an interim staging base. In 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, businesstravel is appropriate for peacekeeping, humanitarian, and
relief missions. The Combatant or JTF Commander may approve EUM when it enhances operational readiness, the
conduct of military operations, or is necessary to conduct training. It appliesto units only, not to individual
travelers. Table 1 shows the effect of each option on per diem entitlement. 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 purposesfor par. T4040-A2b (e.g., If aTDY traveler travelsfrom onelocation in the AOR to
another location in the AOR, and the GMR rate applies to both locations, then the GMR appliesfor that day
unless Government meals are not available). The Combatant or JTF Commander must communicate the TDY
option decision (including the appropriate meal rate) to the appropriate Servicesfor inclusion in orders.

4, TDY Aboard Ships

a. No per diemis payable when TDY aboard a U.S. ship since quarters and mess are provided. Civiliansare
reimbursed 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.

b. The AO may authorize payment of aper diem when the traveler is TDY aboard aforeign or commercial
ship and incurs an expense for other than Government meals. The AO may establish a per diem allowance
equal to the daily expenses.
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JOINT TASK FORCE OPERATIONSTDY OPTIONS
SUBSIST ASHORE
TDY OPTION SUBSISTENCE PER DIEM REMARKS
Business Travel | Commercial Lodging and Commercial Lodgingand | Member/Employee Pays for
Meals M&IE Lodging and Meals
Government Lodging and Government Lodgingand | Member/Employee Pays for
Meals — Permanent U.S. Installation M&IE Lodging and Full Meal Rate 1/
for Government Meals
Government Lodging and Government Lodgingand | Member/Employee Paysfor
Meals — Temporary U.S. Installation or M&IE Lodging and for Government
Temporary Dining Facilities Meals at Discount Meal Rate
Established for JTF Operation 2/
Government Lodging and Commercial Lodgingand | Member/Employee Pays for
Meals M&IE Lodging and Meals
Commercia Lodging and Government Lodgingand | Member/Employee Pays for
Meals (In AOR only) M&IE Lodging and Full Meal Rate
for Government Meals
Essential Unit | Government Lodging and Use of IE Civilian Pays for Government
Messing Government Mealsis Essential for Meals at Full Meal Rate
Training and Readiness Purposes
Field Duty Government Lodging, Meals and None Civilian pays for Government
Incidentals Provided Meals at Full Mea Rate

SUBSIST ABOARD GOVERNMENT VESSEL 3/

TDY

SUBSISTENCE

Government L odging and Government
Meals

PER DIEM

REMARKS

| None ‘ Civilian paysfor Meals

1/ Full Meal Rate = Food costs plus operating expenses.
2/ Discount Meal Rate = Food costs only.

3/ Members/employees deployed who are ordered to subsist ashore — see “ Subsist Ashore” (above table) for order
type and payment guidelines.

NOTE: For BAS entitlement see DODFMR, Volume 7A, Chapter 25 or Coast Guard, COMDTINST M7220.29

(series), Chapter 3.
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Table 1. Deployment - Joint Operations TDY Options

D. Lodging Overnight Not Required

1. Transportation. Travelers should arrange for transportation through the CTO, even though overnight lodging
isnot required. If thetravel isinthelocal area(see JFTR, par. U3500, and JTR, par. C2400-B) around the
PDS, a Government vehicle, public transportation paid for by the command, or a private vehicle may be used.

If aprivate vehicle is used to and from home, the traveler is entitled to the standard mileage rate for the distance
driven, minus the normal distance driven to and from work. If the traveler does not drive 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. The AO decides the reimbursement amount based on the premise that atraveler isto be
paid the difference between the cost of using the vehicle and the traveler’ s normal cost to get to work. In
addition, travelers are entitled to reimbursement for other expenses such astolls and parking when using their
private vehicles. For distance determination see JFTR, par. U2020 or JTR, par. C1065 (DTOD requirements).

2. Meals. With two limited exceptions (see par. T4060-B11), 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& I E rate for the TDY location (using the highest rate if there is more than one
TDY location). No per diem isauthorized when TDY isfor 12 or fewer hours. However, the AO may
authorize reimbursement of the actual amount paid, up to the PMR (not including incidental expenses) for the
TDY location, when a uniformed member spends more than the cost of normal meal arrangements during travel
outside the PDS limits (see JFTR, par. U4510 for occasional meals authority).

NOTE: Mission-related or personal expenses are not reimbursable. These include batteries, tools, film, giftsfor
child care, house care, pet care, hotel concierge, or workout room/gym fees, and similar expenses.

E. Miscellaneous Expenses. Travelers are authorized reimbursement for necessary travel and transportation-related
miscellaneous expenses incurred on official business. These expenses include:

1. The cost of traveler's checks, money orders, or certified checks for up to the amount of estimated per diem
and/or AEAs, and/or travel expenses for the authorized travel;

2. ATM Fees

a. UNIFORMED MEMBERS. Administrative feesfor ATM use to obtain money with:

(1) The Government-sponsored Contractor-issued Travel Charge Card (Government charge card), or

(2) An ATM or personal charge card used by personnel exempt from the requirement to use the
Government charge card for official travel,

up to the amount authorized for an advance for the travel concerned. Reimbursement for ATM
administrative fees related to use of an ATM or personal charge card is at the rates applicable to that card if
an advance is not otherwise provided by cash or check. See OSD Comptroller memo of 19 Jul 2002 and
Volume 9, Chapter 3 of the "DoD Financial Management Regulations, available at: http: //www.dtic.mil/
comptroller/fmr/09/09_03.pdf, for information on personnel exempt from the requirement to use the
Government charge card;
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b. CIVILIAN EMPLOYEES. Administrative feesfor ATM use to obtain money with the Government-
sponsored Contractor-issued Travel Charge Card up to the amount authorized for a cash advance for the
travel concerned. Administrative feesfor ATM use to obtain money with an ATM or personal charge
card are not reimbursable to civilian employees.;

3. Feesfor passports, visas (including green cards), and photographs for OCONUS travel (see JFTR, par.
U1415 & JTR, par. C1415)

a. Expensesare not reimbursable for legal services for processing applications for passports, visas
(including green cards), or changesin status even though local laws or custom may require the use of
lawyersin processing such applications,;

b. A traveler ordinarily travels on ano-fee passport. However, feesfor such passports are reimbursable
when travel on official an order isto and/or from high threat areas or high risk airports (see

http://travel .state.gov/warnings_list.html) by commercial air and travelers are authorized to obtain and use
regular fee passports. Those traveling solely by MILAIR or AMC charter flight are not reimbursed for
regular fee passports unless Government 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.

c. Thecosts of travel and/or medical examinations required to obtain passports and/or visas (including
green cards), are not reimbursable.

d. Dependents' feeis reimbursable except in connection with personal travel. Example: The United
Kingdom Entry Clearance Fee is areimbursable fee.

e. Medical fees, even though incurred as a consequence of the entry requirements of a country to which the
traveler is sent are not reimbursable, except asin JFTR, par. U1410-A5 and JTR, par. C1410-A5 for
inoculations.

f. Legal service expenses in obtaining passports or visas (including green card), for TDY or PCS, are not
reimbursable even though local laws or custom may require the use of lawyers.

4. The cost of birth certificates or other acceptable evidence of birth for OCONUS travel (pars. T4040-E3e and
T4040-E3f in this appendix apply to this expense).

5. Taxeson lodging in the U.S. and non-foreign OCONUS areas

a. Tax reimbursement is limited to the taxes on reimbursable lodging costs (for example, if atraveler is
authorized a maximum lodging rate of $55 per night, and the traveler elects to stay at a hotel that costs
$110 per night, the traveler may only be reimbursed the taxes on $55, which is the maximum authorized
lodging amount); and

b. Taxesfor lodging in foreign OCONUS locations are part of per diem/AEA and are not separately
reimbursable;
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6. Feesfor:

a. Currency conversion. Travelers:

(1) Arenot authorized reimbursement for losses, nor arethey liable for gains, resulting from
currency conversions (63 Comp. Gen. 554 (1984));

(2) Who pay with credit cards for OCONUS expenses may desire to check with the credit card vendor
to see what the final bill isin US currency prior to travel claim submission. They can then use the
currency exchange rate at which the credit card bill was settled to determine OCONUS expenses.

(3) May haveto submit travel vouchers 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, travelers should make themselves 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 theinitia travel claim.

b. Cashing U.S. Government checks/drafts issued for reimbursement of expenses for travel in foreign
countries, (cashing salary checks/draftsis not included);

c. Airport transit, service charged taxes, landing, port taxes, embarkation/debarkation or similar mandatory
charges assessed against travelers on arrival/departure from carrier terminals when not included in ticket
cost (52 Comp. Gen. 73 (1972)); and
d. Energy surcharge and/or resort fee (when the fee is not optional);

7. CTO service and processing fees;

8. Transportation-related tips for taxis, limousines, and courtesy transportation;

9. Transportation costs to and from the transportation terminal (see JFTR, par. U3320, and Chapter 3, Part E;
and JTR, Chapter 2, Part C);

10. Any additional costs of paper tickets when authorized by the AO as hecessary to meet Government
requirements (e.g., potential work stoppage by the airline or specia circumstances involving international travel
to foreign countries). NOTE: Paying for paper tickets sought by a traveler for personal convenienceisthe
traveler’ sfinancial responsihility.; and

11. Tripinsurancein aforeign country to cover potential liability for damage, personal injury, or death to third
parties when travel is authorized by Government conveyance/POC and a Service-designated official determines
that legal requirements/procedures of the foreign country involved make it necessary to carry such insurance
(55 Comp. Gen. 1343 (1976));

12. Authorized expensesfor:

a. Services, including associated equipment needed for reports/correspondence preparation;
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b. Clerical assistance;

c. Services of guides, interpreters, packers, or vehicle drivers;

d. Storage of property used on official business;

e. Room rental (used for official business) at a hotel/other place;

f. Inoculations that are not available through a Federal dispensary for OCONUS travel, (this does not
include travel expensesincurred for obtaining the required inoculations);

g. Officia phone calls (see par. T4060-B5);
h. Connections used for computers to perform official Government business;
i. Excess baggage transportation costs;

j. Conference registration fees when fees are a condition for attendance; NOTE: When the registration fee
includes meal costs, per diem is computed under par. C4955-E3 for civilian employees, and par. U2555-
E3 for uniformed members;

k. Dual lodging costs, NOTE: Reimbursement must not exceed the amount of per diem or AEA plus
appropriate (when separately reimbursable) lodging taxes that would have been paid had the traveler
remained overnight.; and

I. Non-refundable room deposits, forfeited rental deposits or prepaid rent, and early checkout penalties
when TDY is changed or canceled, NOTE: Reimbursement must not exceed the remaining amount of the
per diem or AEA plus appropriate lodging taxes that would have been paid had the TDY not been
curtailed or interrupted.;

m. Expedited charge card delivery;

n. Late payment delinquent fees involving the Government-sponsored Contractor-issued travel charge card
only for those personnel who are placed in the category of mission critical travel or, who, through no fault
of their own, are unable to file atravel voucher and pay the travel card bills because of the specific
circumstances of the travel. See the revised guidance to DoDFMR, Volume 9, chapter 3, found in USD(C)
memorandum dated 7 May 2002 for definition of mission critical personnel and processing requirements;
and

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

13. Useof computers, printers, faxing machines, scanners, telegrams, cablegrams, or radiograms;

14. Parking fees at the transportation terminal, NTE the cost of taxi fares (including allowable tips) for one
round-trip to and from the terminal (see JFTR, par. U3320; and JTR, par. C4657-B);
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15. A Value Added Tax (VAT) certificate used to avoid paying TDY lodging taxes;
16. Tipsfor handling Government property at terminals and hotels;

17. UNIFORMED MEMBERS ONL Y: Customary tips for handling any baggage at transportation terminals;
and

18. CIVILIAN EMPLOYEESONLY: The cost during TDY travel (not after arriving at or returning to the
PDS) for laundry, dry-cleaning, and/or pressing of clothing:

a. Isaseparately reimbursable travel expense when travel within CONUS requires at least 4 consecutive
nights TDY lodging in CONUS.

b. Isnot a separately reimbursable travel expense for OCONUS travel. Itisincluded asan incidental
expense within the per diem/AEA authorized for OCONUS travel.

19. UNIFORMED MEMBERS ONLY: The cost during TDY travel (not after returning to the PDS) for
laundry, dry-cleaning, and/or pressing of clothing:

a. Upto an average of $2 per day, is a separately reimbursable travel expense when TDY travel within
CONUS requires at least 7 consecutive nights TDY lodging in CONUS. (i.e., 6 nights, no laundry, 7
nights, NTE $14, 8 nights, NTE $16);

b. Isnot a separately reimbursable travel expense for OCONUS travel. It isincluded as an incidental
expense within the per diem/AEA authorized for OCONUS travel;

20. Any per-day administrative fee called for by the SDCC rental car agreements (including GARS); and
21. Similar travel related expenses.

F. Reimbursement for Travel Expenses at the TDY Location

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

2. Useof aGovernment vehicle/special conveyance islimited to official purposes such as transportation to and
from (65 Comp. Gen. 253 (1986)):

a. Duty sites,
b. Lodgings,
c. Dining facilities,

d. Drugstores,
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e. Barber shops,

f. Places of worship,

g. Cleaning establishments, and

h. Similar places required for the traveler's subsistence, health or comfort

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

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

5. Travelers must note the required miles driven.

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

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

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

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

2. Travel from Home/Assigned Unit or Other Location to TDY Station. The member is entitled to alowances
in par. T4040 and par. T4030, limited to travel cost from the assigned unit.

3. Travel from a L ocation Other than Home/Assigned Unit to an Alternate Site within the L ocal Commuting
Area. There'sno entitlement to travel and transportation allowances; however, the member is paid mileage for
the distance traveled limited to the distance from the assigned unit to the alternate site less the distance from
home to assigned unit.
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C. Travel for Annual Training (AT). For AT travel, members are entitled to payment for 1 round trip between
home and the AT site under par. T4030. If the AT is performed in two or more separate tours, the AO may
authorize round-trip transportation for each tour. Per diem is payable under par. T4040-A for travel daysto and
from the AT location, unless the member commutes daily or the AO determines the member can commute.

D. No per diem is payable to:

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

2. Reservists on active duty without pay;

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

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

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

6. Reservists oninactive 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 (see par.
U3500) of the assigned unit or home. If required to occupy transient Government housing, reimbursement for
actual lodging cogt is authorized;

7. Standby Reserves voluntarily performing without pay.

E. When a Reserve Component member is ordered to:

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

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

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

4. Active duty for other than training for 140 or more days (20 or more weeks) because of unusual or
emergency circumstances or exigencies of the Service and the Secretarial Process authorizes per diem, per diem
is determined under the business travel rulesin par. T4040-A (or deployment rulesin par. T4040-C), and
transportation under par. T4030.
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F. Funeral Honors Duty. Members of the Reserve Components who perform funeral honorsin afuneral honors
duty status (under 10 USC §12503 or 32 USC §115) at alocation 50 or more miles from the member’ s residence are
entitled to travel and transportation allowances as for business travel under pars. T4030 and T4040-A & T4040-D.

SUMMARY OF ENTITLEMENTS FOR RESERVE COMPONENTS PERSONNEL

ACTIVE DUTY WITH PAY U

SITUATION 2/
Annua training duty 5/

TRANSPORTATION 3/4/
Par. T4030 applies.

PER DIEM

Not authorized if Gov't gtrs 6/ &
mess available 7/; else par. T4040

applies.

PHS officers called to active duty
for Commissioned Officer Student
and Extern Program (COSTEP).

Par. T4030 applies.

Not authorized.

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 gtrs & mess
available.

Member commutes or AO
determines member can commute.

Par. T4030-E appliesfor 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 outside home's
town/city limits,

Active duty for less than 20 weeks
at onelocation.

Par. T4030 applies.

Par. T4040 applies.

Active duty for other than training,
required by unusual or emergency
circumstances or Service
exigencies, for 140 or more days (20
or more weeks).

Par. T4030 appliesif the Secretarial
Process authorizes per diem,
otherwise Chap 5 applies.

Par. T4040 appliesif the Secretarial
Process authorizes per diem,
otherwise Chap 5 applies.

ACTIVEDUTY WITHOUT PAY

Others performing duty without pay.

TRANSPORTATION

Service discretion to reimburse
under par. T4040-C (asfor
personnel traveling together with
no/limited reimbursement) and/or
par. T4030-E (reimbursement on
mileage basis) none for Standby
Reserve.

PER DIEM

Not authorized except occasional
meals and/or quarters may be
authorized (see par. T4040-C) for
travel daysonly 8/.
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1/ Applies to members of the reserve components called/ordered to active duty with pay under ordersthat provide
for return to home or place from which called/ordered to active duty. Includes retired members called to active duty
with or without pay (except for periodic physicals for members on the TDRL, see JFTR, par. U7250).

2/ Except asnoted 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/ Reservists may not be paid for commuting from home to duty--only one round-trip may be paid.

5/ Since atraining location is the PDS, no per diem is payable when Government quarters & mess are available. Per
diem is payable 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 Government quarters for purposes of this table.

7/ Reservists on active duty for training not otherwise entitled to per diem who occupy transient Government
housing may be reimbursed the actual cost incurred for service charges/lodging.

8/ Reservists on active duty for training not otherwise entitled to per diem who occupy transient Government
housing may be reimbursed the actual cost incurred for service charges/lodging.

INACTIVE DUTY TRAINING WITH OR WITHOUT PAY 1/2/3/

SITUATION

Travel from home to Assigned Unit
or aternate sitein local commuting
area of the member’s assigned unit
or home.

TRANSPORTATION

1. May be authorized reimbursement
under par. T4040-F.

2. 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.

PER DIEM
Not authorized.

Travel from home/assigned unit to
TDY Station.

Par. T4030 applies limited to travel
cost from the assigned unit.

Par. T4040 applies.

Travel from alocation other than

home/ assigned unit to TDY Station.

Par. T4030 applies limited to travel
cost from the assigned unit.

Par. T4040 applies.

performing without pay.

Travel from alocation other than The member is paid mileage for the | Not authorized.
home/ assigned unit to alternate site | distance limited to the distance from
within the local commuting area. the assigned unit to the alternate site
less the distance from home to
assigned unit.
Standby Reserves voluntarily Not authorized. Not authorized.

Tableisfor informational purposes only. Entitlements are prescribed in par. T4045.
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1/ For travel allowance purposes, the assigned unit is the designated post of duty.

2/ TDY d<ation is alternate site outside the local commuting area (see par. U3500) of the member's assigned unit or
home for the purposes of this paragraph.

3/ Reservists on inactive duty for training who are not otherwise entitled to per diem and who occupy transient
Government housing may be reimbursed the actual cost incurred for service charges/lodging.

Table2. TDY Entitlements for Reserve Component Personnel

T4050 TAKING A TYPICAL BUSINESSTRIP

A. Beforethe Trip

1. Getting a Cost Estimate. Travelers should get a CTO 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 entitlement maximums. It includes transportation costs to and
fromthe TDY location, lodging costs (including taxes), and rental car (if authorized) fees. The estimate also
shall reflect the per diem rate broken out by M& IE and lodging. A traveler may ask the CTO to estimate the
amount for using a private vehicle or other commercial transportation.

2. 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 car instead
of flying). However, the standard arrangement's should-cost estimate (as the AO approves for mission reasons)
is the reimbursement baseline.

3. Getting Authorization for Travel. The AO authorizesthe TDY, the arrangements, and obligates funds to pay
for the trip. The CTO updates the Trip Record with the fund cite provided by the AO. The resulting document
isthetravel authorization.

4. Getting the Travel Packet. The CTO givesthetraveler the Trip Record with the confirmed reservations and
commercia transportation tickets. The TO provides the documents needed for Government transportation if the
CTO does not provide this service. Travelers must guard tickets carefully. However, if atransportation ticket
issued to atraveler islost or stolen, the traveler must make an immediate report to the CTO. Thetraveler is
financially responsible to purchase areplacement ticket. If the Government pays for the lost/stolen transportation
ticket, the traveler must not be reimbursed for the purchase of areplacement ticket until the Government has
received arefund for the lost/stolen ticket. If the traveler paid for both tickets, reimbursement is authorized initially
only for thefirst ticket purchased. If that first ticket is recovered, turned in for refund, and the Government repaid,
the traveler may then be reimbursed for the second ticket NTE the cost of thefirst ticket. The traveler must return
unused transportation tickets to the CTO.

5. Paying for Arranged Services and Getting Cash to Pay for Expenses While Traveling. The CTO shall charge
airline tickets, lodging, and rental car reservations on the traveler’ sindividual or unit travel card; airline tickets
in some cases may be charged to a centrally billed account. While on thetrip, travelers should charge other
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expenses incident to official travel on their individual or unit Government travel card whenever possible. For
official travel-related expenses that cannot be charged, travelers can avoid using their own money by using their
individual Government travel card to obtain cash advances or travelers checks. Advances are not an option on
unit travel cards.

B. During the Trip

1. Changing Plans. If travel plans change from the itinerary, the traveler should call the CTO’s 24-hour 1-800
number, if possible, to have the needed changes made. The CTO shall update the traveler’s Trip Record. The
AO may approve the changes after the trip is complete. However, it isbest if the traveler getsthe AO’s
authorization 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.

2. Receipts. Travelers must keep all receipts for lodging and receipts for any individual official travel expense
of $75 or more.

C. After the Traveler Returns

1. Filling out the Expense Report. A traveler should fill out and turn in the expense report portion of the Trip
Record within 5 working days after returning from the trip. The receipts are to be attached to the expense
report. Electronic Fund Transfer (EFT) is the preferred method of reimbursement. Within EFT, the traveler has
two options. The traveler may request (a) direct electronic transfer to the Government contracted travel card
company of the authorized expenses charged to the card with the remainder going to the traveler’ s personal

bank account, or (b) an electronic transfer of the full amount to the traveler’ s personal bank account. Under
option (a), the traveler shall not have to write a check to the travel card company for official expenses charged.

2. Getting It Approved. The AO must approve the expenses on the Trip Record for the traveler to get paid.
Thisincludes reviewing the required receipts.

3. Turning in the Expense Report. A finance 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.

4. Random Audits. Random audits of travel expense reports are conducted.
T4060 AUTHORIZING OFFICIAL’'SRESPONSIBILITIES

A. General. Authorizing Officials have 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 in connection with that mission. For civilian travelers, the AO shall determine the purpose of the
travel (see JTR/JFTR, Appendix H) for notation on the Trip Record. The CTO is central in helping to execute those
responsibilities.

1. TheCTO generatesaTrip Record. Onit, the CTO prepares a should-cost estimate that reflects standard
arrangements made in compliance with travel policies using Government negotiated airline, lodging, and rental car
rates. If the standard arrangements do not meet the needs of the mission, the CTO provides other travel optionsto
satisfy mission requirements, and conform to law, regulation, policy, and contractual obligations. Use the should-
cost estimate to determine if the travel budget can support the travel. Authorize CTO identified should-cost
standard arrangements, unless additional or unusual cost options are required to complete the mission and they
make good overall business sense.
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2. The CTO and TO shall have available information on policies relating to transportation and travel
arrangements. Get other needed travel-related information from command channels or Service headquarters.
Use management information from the CTO and the travel card company to assist in future travel decisions.

3. Make sure travelers have access to the unit’ stravel card if they do not have individually issued cards. Refer
inquiries about card usage to the local card program coordinator.

4. Adhereto policies and procedures discussed in this regulation, use good judgment in obligating unit funds,
and ensure travelers receive adequate reimbursement under policies established in this regulation.

B. What's Allowable and Not Allowable

1. Transportation

a. What AOs may direct. AOsmay direct the traveler to use a particular mode of travel, except for private
or rental vehicle. Only direct a specific mode when it is essential to mission success.

b. Options on contract flightsuse. NOTE: Contract fare travel must not be used for personal travel.
(See JFTR, par. U3145-C, item 12, and JTR, par. C2002-C, item 12.) The CTO shall use contract flights
and faresin scheduling travel. In unusual circumstances, AOs may authorize the CTO to make other
arrangements if:

(1) Seating space or the scheduled contract flight is not available in time to accomplish the mission, or
use of the contract flight would increase the overall cost of the trip;

(2) The contract carrier’ s flight schedule does not operate during normal working hours;

(3) A fare, that isavailable to the general public, isless than the contract fare and would result in
lower total cost to the Government;

(4) Rail serviceisavailable, cost effective, and consistent with mission requirements;

(5) Smoking is permitted on the contract carrier flight and the nonsmoking section of the aircraft for
the contract flight is not acceptable to the traveler; or

(6) The AO determines that arestricted fare (e.g., excursion fare, special fare) is cheaper and is worth
the restriction/eligibility risksif travel plans change.

The AO ensures that the rationale for not using contract flights is recorded on the Trip Record.

NOTE: SeeJTR, par. C2002 or JFTR, par. U3145 for policy and FAQs regarding use of the Contract City-
pair Program.

2. Authorizing Business-class Transportation Accommodations. Only the officiaslisted in JTR, par. C2204-
B2b, and JFTR, par. U3125-B2b 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 JTR, par.
C2004-B4 and JFTR, par. U3125-B4 (the reason must be recorded on the Trip Record).
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NOTES:
1. If business-class seating is provided at Government expense, the traveler isnot eligible for a rest period
upon arrival at the duty site or a rest stop en route — at Government 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.

3. The 14-hour ruleonly (in par. T4060-B1c(6) above) applies en route to the TDY site. On areturn flight
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 fares
provided under the Contract City-Pair Program is mandatory.

5. When scheduling flights of 14 or more hours, thefirst choice is always to fly the member in economy
class and have the member arrive the day beforethe TDY isto begin to allow for appropriate rest. Second
choice alwaysisto fly the member in economy 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 clearly the most
expensive option which should be avoided whenever possible, isto permit the member to travel in
Government-funded business accommodations with arrival on the day the TDY starts.

3. Using American Flag Carriers. Available U.S. flag air carriers shall be used for all commercial foreign air
transportation of persong/property when air travel is funded by the U.S. Government (49 USC 840118 and B-
138942, 31 March 1981). See JFTR, par. U3125-C and JTR, par. C2204-B. U.S. flag carriersare not
considered “available” if:

a. Useof aU.S. carrier would extend the travel by at |east 24 hours when traveling between aU.S.
gateway airport and aforeign gateway airport that is the origin or destination;

b. Useof aU.S. flag 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
outsidethe U.S;;

c. Useof aforeign flag carrier would eliminate two or more aircraft changes en route on atrip between
points outsidethe U.S,;

d. The elapsed travel time by aforeign carrier isthree hours or less and travel by aU.S. carrier would be at
least twice the time;

e. Thetravel can only be financed with excess foreign currency and available U.S. flag carriers do not
accept the currency;

f. Only first class accommodations are available on aU.S. flag carrier where less than first class
accommodations are available on aforeign flag carrier; or
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g. Transportation on aforeign carrier ultimately is paid fully by aforeign government (including under
Foreign Military Sales (FMS) case funded with foreign customer cash or repayable foreign military
financing credits), international agency or other organization; see DoD 5105.38-M, par. 20202-C3e when
travel ison Security Assistance Business.

4. Travel Involving Leave or Personal Convenience Travel. The AO may permit atraveler to combine official
travel with leave or personal travel. However, contract fare travel must not be used for personal travel. (See
JFTR, par. U3145-C, item 12, and JTR, par. C2002-C, item 12.) The official 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& | E are borne by the Government. For civilian travelers, JTR, par. C4563-C applies. A
member is not entitled to per diem on any day leaveis charged. Do not permit aTDY trip that is an excuse for
personal travel.

5. Lodging Selection

a. CTO Lodging Arrangements. The AO should approve lodging arrangements made 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 effectiveness.

b. Lodging Required on the Day Travel Ends. When lodging is required on the day travel ends and the AO
authorizes/approves the traveler to obtain lodging, the lodging reimbursement shall be based on the locality
rate, or AEA if appropriate, for the en route TDY site.

6. Rental Cars. The AO may authorize the CTO to arrange rental cars when their useis the most cost-effective
or efficient way to complete the overall mission. The compact car size should be authorized unless the number
of passengers or the mission requires a larger vehicle.

7. Authorized Trips Home during Extended Business TDY. The AO may authorize return tripsto the PDS or
home only when travel funds are available to support the travel expenses. The AO must determine that the
periodic return travel costs are outweighed by the savings. The TDY assignment length and purpose, return
travel distance, increased member or employee efficiency and productivity, and reduced recruitment and
retention costs are to be considered. An analysis must be conducted at least every other year. Thetravel
should be performed outside the traveler's regularly scheduled duty hours or during leave. For civilian
employees, 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 communicationsto a
traveler’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 OA 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 1455-TRAV, 18 August 1998).

9. Travel Expense Report. The Trip Record contains the expense report. AOs must review the amounts
claimed on their 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, that the charges are reasonable, that the phone calls authorized
for reimbursement are in the Government's best interest, and that the payment of the authorized expensesis
approved. Expense reports are subject to random selection for examination based on financial management
directives.
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10. TDY from Leave. AOsmay direct someone on leave to perform TDY if the need for the TDY is unknown
prior to the leave. If they do, 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. AOs may authorize shipment of a small amount of HHG to the TDY point.
Also, they may authorize storage of HHG when appropriate. For example, storage is to be authorized during
deployments. See the rules for shipping and storage HHG while on TDY in JFTR, Chapter 4, Part H, and JTR,
par. C2309.

12. Lower or No Per Diem Rates. There may be situations where the combination of published per diem rates
with lodging and mess availability may result inillogical payments. For example, aremote TDY location with
no Government mess may have a club where the cost of mealsisonly afraction of the full M&IE. Inthese
cases, AOs may recommend payment of lower or no per diem to their Service point of contact listed in the
Introduction of the JFTR and JTR under the heading Feedback Reporting. Lower per diem rates can only be
established before travel begins. See par. T4040-A1c(2) for more on reduced per diem for civilian employees.

13. Allowable Travel Days. The CTO computes the number of days allowed for travel based on the
transportation modes the AO specifies (see par. T4030-H). However, when the traveler uses more than the
allowed days, the AO may approve the extratime as official. Generally, AOs 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 Government property
when authorizing per diem is the only method to handle the situation; and,

b. To uniformed members 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 incidental expense) 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 Vessels. Normally, people TDY aboard vessels are fed without charge making them ineligible
for per diem. However, people TDY aboard non-U.S. government vessels may be charged for meals. In this
situation, AOs can determine a per diem rate to cover the food cost. This should not be confused with officers
paying for meals the same as ship's company officers.

16. Additional Allowable Travel Expenses for an Employee with a Disability. AOs may authorize 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 awheelchair. See JTR,
Chapter 6, Part L, 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 nonrefundable advance room deposits, AOs
may authorize reimbursement of those expenses.
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18. TDY and Reserve 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, approves an extension. See JFTR/JTR, Introductions for the Service points of contact. Civilian
employees, see Internal Revenue Service (IRS) rulesfor incometax implicationsfor TDY beyond one
year. A school of at least 140 days (20 weeks) duration is a PCS for uniformed members (except as noted
in JFTR, pars. U1036 or U2146).

b. For Reserve Component personnel, per diemis payable only if active duty is less than 20 weeks at any
one location, unless the call to active duty (for other than training) is because of unusual or emergency
circumstances or exigencies of the Service concerned. All other duty of at least 20 weeks duration at one
location is a PCS for Reserve members.

19. Movement of Employees 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 in accordance with JTR, Chapters 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 atemporary change of station. The employee is authorized limited PCS
allowances rather than TDY allowances (see JTR, Chapter 5, Part 1).

21. Termination of Per Diem when Traveler Dieswhileon TDY. When atraveler dieswhile on 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 is the 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 (http: //mwww.dtic.mil/perdiem/
perdiemrates.html), the per diem rate is the rate applicable to the location of the front gate for the reservation,
station or other established area.

T4070 TDY GLOSSARY

Authorize. The giving of permission before an act or the ratification or confirmation of an act already done. Used
interchangeably in this Appendix with “approve.”

Government travel card. Thisisthe Government-sponsored, contractor issued travel charge card.

Change 214/468 0-28
10/1/04



JFTRATR T4070

Group movement. A movement of 2 or more official travelers traveling as a group, under the same orders (either
PCSor TDY/TAD) for which transportation will be furnished by Government-owned/procured from the same origin
to the same destination. Movement could include locations en route as specified on the orders. NOTE: Personnel
traveling together under orders directing no/limited reimbursement may be between any points en route, provided
that the order specifically indicates the points between which the status applies.

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 Is not restrictive; applies only to a statement of future condition or an expression of time

Temporary Duty (TDY) Travel. Temporary travel away from the traveler’s PDS. It includes duty traditionally
called “temporary additional duty” (TAD). There arethreetypesof TDY travel with different entitlements:

Business Travel. Conducting business at alocation other than the PDS. It incorporates any type of travel not
included in schoolhouse training or deployment or unit travel. It also includes certain local travel, but not leave or
evacuation.

Schoolhouse Training Travel. Travel in connection with TDY attendance at formal course(s) of instruction by
civilian employees or uniformed members (other than uniformed members who have not yet reached their first
PDS).

Deployment, Personnel Traveling Together Under Orders Directing No/Limited Reimbur sement, and Unit
Travel. Includes units traveling in support of combat missions, peacekeeping, and disaster relief. It aso includes
field or maneuver training and sea duty when troops involved are not permanently assigned to aship. The
Government provides all transportation, lodging, and eating facilities when personnel traveling together are under
orders directing no/limited reimbursement.

Trip Record. Thisdocument, in either electronic or paper form, provides the vehicle on which are recorded all
official travel authorizations, initial options, modifications, and payment decisions. Prepared by the CTO, it isthe
single trip document that includes the travel authorization 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.

Change 214/468 0-29
10/1/04



JFTRATR

T4070

Activities Authorized To Use Appendix O

DoD Component

Organization/L ocation

Effective Date

U.S Army Training & Doctrine Command, Ft. Leavenworth, KS May 13, 1996

U.S. Army Forces Command, Ft. McPherson, GA August 13, 1996
U.S. Army Europe, U.S. Army Military Community,
Stuttgart, GE June 25, 1996
U.S. Army Missile Command, Huntsville, AL (also
includes Corps of Engineers Waterways Experiment
Station, Vicksburg, MS May 1, 1996
Selected other tenants of Redstone Arsenal, AL, and
selected
personnel of the Simulation, Training and
Instrumentation
Command (STRICOM) Huntsville, AL, and Orlando,
FL, and
the Space and Strategic Defense Command (SSDC), June 17, 1996
Huntsville, AL)
Corps of Engineers, Ohio River Div., Cincinnati, OH Pending [1]
HQ Army Audit Agency, Alexandria, VA October 1, 1996
USS Eisenhower June 20, 1996

U.S. Navy Discontinued March 31, 1997

PSA, Norfolk, VA

June 20, 1996

HQ, CINCLANTFLT (NOOIG; NO2; N6 and N1)
Norfolk, VA

June 20, 1996

Naval Command, Control & Ocean Surveillance System
Center, (RDT&E), San Diego, CA

June 20, 1996

NPGS, Monterey, CA

June 20, 1996

Naval Undersea Warfare Center Div, Newport, RI

June 20, 1996

HQ, CINCPACFLT, Pearl Harbor, HI
Discontinued

June 20, 1996
March 31, 1997

U.S. Marine Corps Marine Corps Air Station, Beaufort, SC Pending [1]
Marine Corps Air Station, New River, NC Pending [1]
Marine Corps Air Station, Cherry Point, NC Pending [1]
Marine Forces Reserve, New Orleans, LA Pending [1]
ﬁleéond Marine Expeditionary Force, Camp Lejeune, Pending [1]
Marine Corps Recruit Depot, Parris Island, SC Pending [1]
Headquarters, U.S. Marine Corps, Washington, DC Pending [1]
Sixth Marine Corps District, Atlanta, GA Pending [1]

U.S. Air Force 11th Wing, Bolling AFB, Washington, DC May 2, 1996
Dover AFB, DE April 23, 1996
Peterson AFB, CO March 1, 1997
Randolph AFB, TX April 15, 1997
Cx Combat Command HQ and 1st Wing, Langley AFB, June 5, 1996
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DoD Component

Organization/L ocation

Effective Date

Hill AFB, UT

March 24, 1997

Mountain Home AFB, UT

March 24, 1997

Niagara Falls Air Reserve Station, NY

March 24, 1997

Washington Headquarters

Services Designated organizations April 1, 1997
Defense Commissary Agency
(DeCa) HQ and Operations Center, Provisional, Ft. Lee, VA June 5, 1996
Defense Finance and Kansas City Center, Kansas City, MO May 1, 1996

Accounting Service (DFAYS)

Discontinued

March 31, 1997

Defense Logistics Agency

(DLA) Administrative Support Center, Ft. Belvoir, VA June 5, 1996
National Imagery & Mapping
Agency (NIMA) Multiple locations - all NIMA components May 1, 1996
National Security Agency

(NSA) [2] Fort Meade, Maryland March 1 1996
Defense Threat Reduction
Agency (formerly Defense

Special Weapons Agency Dulles, VA June 1, 1996
Organization of the Joint
Chiefs of Staff Washington, DC May 1, 1996
Defense Information Systems
Agency Washington, DC June 16, 1997
Ballistic Missile Defense
Organization Washington, DC July 15, 1997

[1] Authorization to begin testing using smplified entitlementsis pending; site is waiting for computation
software certification or installations, or working to correct network problems.

[2] Thisincludes TDY travel by, on behalf of, and/or processed by the NSA.

NOTE: Use of Appendix O isauthorized for those locations where DTS has been fielded, or DTS-Limited
software with computation moduleis used, and at USAFE locations where FAST software isused to transition to

DTS-Limited.
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