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BRIEF OF REVISION

These are among the major changes made by Change 485:

C1100; C3101. Clarifies that a CBA/IBA statement is only to alert voucher examiners to instances when a CBA
ordinarily is used to purchase transportation and the transportation cost shows up as a reimbursable expense so that
questions may be asked and duplicate payments avoided.

C1410-A8; -A9; T4040-E7, -E8. Clarifies that fees for transportation, rental car, and hotel/motel accommodations
must be for official travel.

C2204-B3d, -B4d. Expands “Special Mission Travel” to allow Attachés to travel using premium-class
accommodations.

C2500; C4661-B5; C4677-B; Appendix E, Part II. Implements POC TDY mileage/MALT rates effective 1 January
2006.

C4554-B; C4554-E; T4040-A2d. Makes clear that a meal(s) provided by a lodging establishment at an additional
cost included in the charge for lodging is a deductible meal(s).

C5154-J; C5310-A. Clarifies that employee married to employee couple may combine their HHG weight
allowances and could be entitled to a separate MEA when both are in receipt of PCS orders.
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C5352-D2; C5364-B2. Allows a TQSE extension be approved after the fact.

C5518. Removes the indication that dependents cannot perform RAT if the employee has already performed RAT
since dependents are allowed RAT up to 6 months after the employee begins travel.

Appendix A, Part I. Updates the Government Meal Rates for 2006

Appendix E, Part Il. Implements POC TDY mileage/MALT rates effective 1 January 2006.
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DoD Employee Travel Administration C1101

PART C: TRAVEL ADVANCES

C1100 GENERAL

A. Minimizing Cash Requirements

1. Policy. Travelers traveling on official business:
a. Are responsible for their travel expenses, but

b. Should not have to pay official travel expenses entirely from personal funds (unless the traveler decides
not to use Government resources such as the Government-sponsored contractor-issued travel charge cards

or traveler's checks).
2. Responsibilities. DoD components:
a. May issue travel advances for certain expenses, as authorized in this Part, and

b. Should ensure travelers take all reasonable steps to minimize the cash burden on both the component
and the traveler (such as using the Government-sponsored contractor-issued travel charge cards).

Effective 14 December 2005
*B. Government-sponsored Contractor-issued Travel Charge Card Use

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

2. DoD Policy. The policies and procedures for the Government travel charge card program (including
central billing and unit cards) are found in the DoD Financial Management Regulation (DoDFMR 7000.14-
R), Volume 9, “Travel Policy and Procedures”. The DoD Comptroller Finance Management Regulation
website is found at http://www.dtic.mil/comptroller/fmr/.

3. Centrally Billed Account (CBA)/Individually Billed Account (IBA) Statements. A statement must be on
each travel authorization indicating whether transportation tickets are purchased using a centrally billed account
(CBA) or an individually billed account (IBA). This statement is only to alert voucher examiners to instances
when a CBA ordinarily is used to purchase transportation and the transportation cost shows up as a
reimbursable expense so that questions may be asked and duplicate payments avoided.

C1101 ALLOWABLE ADVANCES

A. Authorization (FTR §302-2.21). Travel advances described in this paragraph may be paid when authorized on a
travel authorization.

B. TDY Travel. DoD Components may pay travel advances (as opposed to authorizing Government-sponsored
contractor-issued travel card use for ATM advances) when permitted in accordance with the DoDFMR, Volume 9.
Advances may be for per diem, POC mileage allowance, AEA, and/or reimbursable expenses.

Change 485 ClC-1
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C. PCS/TCS Travel (FTR 8302-2.22/302-3.513/302-4.600). Travel advances may be paid when a per diem
allowance or POC mileage allowance is authorized for PCS/TCS travel. A travel advance may not be paid for
OCONUS Renewal Agreement Travel (RAT), return travel for separation, or advance return of dependents from
OCONUS.

D. HHG Transportation and Temporary Storage Using the Commuted Rate Method (FTR 8302-7.105/106). An
advance may be paid when HHG transportation and temporary storage is authorized under the commuted rate
method. To receive an advance under the commuted rate method, the employee must provide a copy of a cost
estimate from a commercial HHG carrier or a written statement that includes:

1. Origin and destination;

2. Asigned copy of a commercial bill of lading annotated with actual weight (or other evidence of actual
weight) or a reasonable estimate acceptable to the DoD component concerned; and

3. Anticipated temporary storage period (not to exceed 90 days) at Government expense.

E. Non-Temporary (Extended) Storage of HHG (FTR 8302-8.4). An advance is not authorized for non-temporary
(extended) storage of HHG.

F. Movement of a Mobile Home (FTR 8302-10.300/301). An advance may be paid for the transportation of a
mobile home when the employee is responsible for arranging and paying a commercial carrier to transport the
mobile home. The advance may not exceed the estimated amount allowable. No advance is authorized when the
Government pays the carrier directly.

G. House-hunting Trip (FTR 8302-5.16). An advance may be paid for HHT expenses. The advance may not
exceed the sum of the anticipated transportation costs, and the maximum per diem allowable under the ‘Lodgings-
Plus’ computation method in par. C5624-B1 for the location and duration of the HHT. If a fixed-amount HHT is
offered and elected, the anticipated transportation costs may be advanced. The fixed-amount payment under par.
C5624-B2 is not an advance but rather is a payment. See par. C5632.

H. Temporary Quarters Subsistence Expenses (FTR §302-6.15). An advance may be paid to cover the estimated
TQSE expenses for up to 30 days. The DoD Component may subsequently pay additional travel advances for
periods up to 30 days (remembering the maximum TQSE period is 120 days for TQSE(AE) and 30 days for
TQSE(F)).

I. Real Estate Transaction and Unexpired Lease Expense Allowance (FTR §302-11.450). An advance is not paid
for expenses incurred in connection with residence transactions.

J. Attendants for Military Dependents. An advance may be paid for the travel and transportation allowances
prescribed in par. C6151.

K. Transportation and Emergency Storage of POV (FTR 8302-9.11). An advance for transportation and emergency
storage of a POV may be paid not to exceed the estimated expenses amount authorized for that purpose.

L. Advance Lodging Deposits. Travelers:

1. May be reimbursed an advance room deposit when it is required by the lodging facility to secure a room
reservation prior to official TDY travel.

2. Are financially responsible for advance deposit repayment if the deposit is forfeited because TDY travel is
not performed for reasons unacceptable to the agency.

Change 485 Cl1C-2
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b. A traveler ordinarily travels on a no-fee passport. However, fees for such passports are reimbursable
when travel on an official travel authorization is to and/or from a high threat area or high risk airport (see
http://travel.state.gov/travel/warnings.html) by commercial air and the traveler is authorized to obtain and
use a regular fee passport. 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. Dependents’ fee is reimbursable except in connection with personal travel. Example: The United
Kingdom Entry Clearance Fee is a reimbursable fee.;

d. Medical fees, even though incurred as a consequence of the entry requirements of a country to which the
member is sent (either TDY or PCS), are not reimbursable, except as in par. C1410-A5 for inoculations.;

4. The cost of birth certificates or other acceptable evidence of birth for OCONUS travel (pars. C1410-A3d and
C1410-A3e apply to this expense).;

5. Charges for inoculations that are not available through a Federal dispensary for OCONUS travel (this does
not include travel expenses incurred for obtaining the required inoculations) when authorized/approved.;

6. Taxes on lodging (except when MALT PLUS per diem for POC travel is paid) in the CONUS and non-
foreign OCONUS areas (see Appendix A)

a. Tax reimbursement is limited to the taxes on reimbursable lodging costs (for example, if a member is
authorized a maximum lodging rate of $55 per night, and the member elects to stay at a hotel that costs
$110 per night, the member may only be reimbursed the taxes on $55, which is the maximum authorized
lodging amount); and

b. Taxes for lodging in foreign OCONUS areas are part of per diem/AEA and are not separately
reimbursable;

Effective 1 April 2005
7. Fees for:

a. Currency conversion. Travelers:

(1) Are not authorized reimbursement for losses, nor are they 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 is in U.S. 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 have to 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 the initial travel claim.

Change 485 C1F-3
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(4) Are authorized the 1% “international transaction fee” for official qualifying transactions charged
by the Government-sponsored contractor-issued travel charge card vendor. This charge is listed as a
separate line item on the credit card billing statement.

b. Cashing U.S. Government checks/drafts issued for reimbursement of expenses for travel in foreign
countries, (cashing salary checks/drafts is not included);

c. Airport transit, service charges/taxes, landing, port taxes, embarkation/debarkation or similar mandatory
charges assessed against members on arrival/departure from carrier terminals when not included in the
ticket cost (52 Comp. Gen. 73 (1972)); and

d. Energy surcharge and/or resort fees (when the fee is not optional);

*8. CTO service and processing fees (transaction fees) for arranging official transportation, rental car and
hotel/mote accommodations.

*9. Service and processing fees (transaction fees) paid by a traveler for arranging official transportation, rental
car, and hotel/motel accommodations when a CTO/TMC is not available to the traveler. NOTE:
Reimbursement is authorized only when every reasonable attempt has been made by the traveler to engage
CTO/TMC in the process and the CTO/TMC is not available, prior to execution of official travel.

10. Transportation-related tips for taxis, limousines, and courtesy transportation;

11. Public or special conveyance costs to and from the transportation terminal (see Chapter 3, Part E);

12. Any additional costs of paper tickets when authorized/approved by the AO as necessary to meet
Government requirements (e.g., potential work stoppage by the airline or special circumstances involving
international travel to foreign countries). NOTE: Paying for paper tickets sought by a member for personal
convenience is the member’s financial responsibility.;

13. Costs for personal laundry, dry-cleaning and pressing of clothing incurred while on TDY or during PCS
travel (not after returning to/arriving at PDS); only when CONUS TDY/PCS lodging is at least 4 consecutive
nights; and

14. Similar travel and transportation related expenses.

B. TDY Travel Only. In addition to the expenses listed in par. C1410-A, reimbursable TDY expenses for travelers
include:

1. POC transportation costs to and from the transportation terminal (see par. C4657-B);

2. Parking fees at the transportation terminal (while TDY), NTE the cost of taxi fares (including associated
tips) for one round-trip to and from the terminal (see par. C4657-B);

3. Trip insurance in a foreign country to cover potential damage, personal injury, or death to third parties
liability 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));

4. AO authorized/approved expenses for:

a. Services, including associated equipment, needed for reports/correspondence preparation;

b. Clerical assistance;

Change 485 C1F-4
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NOTE 2: A specific justification or paragraph reference number detailed to the “specific” reason for travel
must be placed on the travel authorization (see par. C2000-A2a) for premium-class travel (e.g., par. C2204-
B4d), (representative of business-class); par. C2204-B3b (representative of first-class). (See par. C3052 and
APPENDIX A, BLANKET TRAVEL AUTHORIZATION for an exception concerning Blanket Travel
Authorizations that requires individual amendments for each trip requiring premium-class transportation to
be provided.)

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

Effective 12 August 2004

a. First-class. The officials listed below may authorize/approve first-class air accommodations use by
travelers if any of the criteria in par. C2204-A3 are met. (DoDD 4500.9, par. 3.4.3.1, USD memo of 17
November 2003 for DoD travelers).

Effective 18 January 2005
(1) Office of the Secretary of Defense and Defense Agencies: Director, Administration and Manage-
ment, 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 major 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.

b. Business-class. In addition to the officials with authority to authorize/approve first-class air
accommodations as detailed in par. C2204-B2a, only flag officers at the two-star level or their civilian
equivalents, to whom authority has been delegated by the first-class authorizing/approval authority, may
authorize/approve business-class transportation. Delegation of authority for business-class travel below
the two-star flag officer or civilian equivalent level is prohibited. Business-class authorization/approval
authorities must obtain approval for their own business-class travel from the next higher approval authority.
See par. C2000-A2b.

Effective 18 January 2005
c. Premium Class Approval Authorities.

First Class Business Class
(DoDD 4500.9)

OSD and Defense

Same, except may be delegated no
Director, Administration and Management with no | lower than to three-star or civilian

Agencies further delegation equivalent level.
Joint Staff and Same, except may be delegated to
Combatant Commands Director Joint Staff or as delegated two star or civilian equivalent level.

Military Departments

Secretary, may re-delegate to Under Secretary,
Service Chiefs, Vice/Deputy Chiefs, and four-star Same, except may be delegated to
major commanders or their three-star deputy/vice | two star or civilian equivalent level.

commanders and no further.
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Effective 16 August 2004

3. First-class Air Accommodations Use. (OMB Bulletin 93-11, 19 April 1993) The appropriate authority in
par. C2204-B2a may authorize/approve first-class air accommodations when: NOTE: See Appendix H, Part 11,
Section C, for a first-class decision support tool.

Effective 30 June 2005

a. Lower Class Airline 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 before
the traveler’s proposed departure time, or is scheduled to arrive up to 24 hours before the traveler’s proposed
arrival time. “Reasonably available” does not include a scheduled arrival time later than the traveler’s
required reporting time at a duty site, or a scheduled departure time earlier than the time the traveler is
scheduled to complete duty. When this paragraph is used to justify premium-class accommodations, the AO
must cause the travel authorization to be clearly annotated as to 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, RAT leave, emergency leave,
EVT, FVT, R&R, FEML, or personnel evacuation and flights over 14 hours in duration, since arrival
time/reporting time in these cases is not mission critical.

b. See par. C2000-A2c for medical reasons. First-class may be considered for use when and if business-
class transportation is not available.

c. Exceptional Security Circumstances Require Such Travel. Examples are:

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

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

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

Effective 5 December 2005

*d. When required by the mission. This criterion is exclusively for use in connection with Federal advsory
committees, special high-level invited guests, and U.S. defense attachés accompanying ministers of foreign
governments traveling to the United States to consult with members of the Federal Government. For DoD,
the approval authority is the Director, Administration and Management, Office of the Secretary of Defense,
or as delegated by the Director. 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.

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://www.dtic.mil/whs/directives/corres/html/55007r.htm, or
http://www.defenselink.mil/dodgc/defense_ethics/ethics_regulation/index.html). One of the preceding
criteria also must be met (par. C2204-B3a, C2204-B3b, C2204-B3c, C2204-B3d, or C2204-B3e). The
travel authorization must state that transportation services have been paid in advance by a non-federal
source.
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g. Congressional travel. Travel of a DoD employee accompanying a Member of Congress or a member of
the armed forces on official travel under the authority in 31 USC §1108(g). See Chapter 6, Part K.

Effective 16 August 2004

4. Business-class Accommodations Use. (Only the officials listed in par. C2204-B2b may authorize/approve
business-class airline accommodations.) Use of business-class accommodation must not be common
practice. Business-class accommodations must be used only when exceptional circumstances warrant.
Premium-class authorizing/approving officials (see par. C2004-B2b) must consider each request for
business-class airline accommodations individually and carefully balance good stewardship of scarce
resources with the immediacy of mission requirements. See par. C1059 about scheduled travel and NOTE 1
in par. C1060 on rest periods. See par. C2000-A2. (See Appendix H, Part 111, Section B, for business-class
accommodations procedures/requirements.) Business-class accommodations may be authorized/approved
when:

Effective 30 June 2005

a. Space Is Not Available in Coach-Class Accommodations on Any Scheduled Flight in Time to Accom-
plish the Official (TDY) Travel Purpose/Mission, a Purpose/Mission that is So Urgent It Cannot Be Post-
poned. When “space is not available in coach-class” is used to justify premium-class accommodations, the
business-class authorizing/approving official must require that the travel authorization be clearly annotated
as to when the TDY travel was identified, when travel reservations were made and the cost difference be-
tween coach (economy) and business-class. (Business-class accommodations may not be provided for offi-
cial travel for PCS, RAT leave, emergency leave, EVT, FVT, R&R, FEML, and personnel evacuations).
When TDY travel in business-class accommodations is authorized/approved because the mission is “so ur-
gent it cannot be postponed,” business-class accommodations may only be authorized to the TDY site.
Coach (economy) accommaodations 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. Each TDY travel authorization on which return trans-
portation in premium-class accommodations is not required must require economy-class accommodations
use for the return flight. See par. C2000-A2d.

b. See par. C2000-A2c for Medical Reasons.

c. Exceptional Security Circumstances Require Such Travel. Examples are:

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

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

(3) Couriers and control officers accompanying controlled pouches or packages.

Effective 5 December 2005

*d. When required by the mission. This criterion is exclusively for use in connection with Federal advi-
sory committees, special high-level invited guests, and U.S. defense attachés accompanying ministers of
foreign governments traveling to the United States to consult with members of the Federal Government.
The approval authority is the Director, Administration and Management, Office of the Secretary of De-
fense, or as delegated by the Director.
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Effective 23 July 2004
e. When regularly scheduled flights between the authorized origin and destination (including connection
points) provide only business-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://www.dtic.mil/whs/directives/corres/html/55007r.htm or
http://www.defenselink.mil/dodgc/defense_ethics/ethics_regulation/index.html. The travel authorization
must state that transportation services have been paid in advance by a non-federal source.

g. Coach-class Airline Accommodations on Foreign Carriers do not Provide Adequate Sanitation or Meet
Health Standards and Foreign Flag Air Carrier Service Use is Authorized/Approved in Accordance with the
Fly America Act. See par. C2204-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 authorization.

i. TDY Travel is between Authorized Origin and Destination Points (at Least One of which is OCONUS),
The Scheduled Flight Time (Including Non-overnight Airport Stopovers and Plane Changes) is in Excess
of 14 Hours, and the TDY Purpose/Mission is so Urgent it Cannot be Delayed or Postponed, and a Rest
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 route to 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 authorization to be clearly annotated as to when the TDY travel
was identified, when travel reservations were made, and the cost difference between coach-class and
business-class accommodations.

Effective 30 June 2005

NOTE 2: The AO must certify that the options contained in NOTE 1 in par. C1060 have been read and
considered if par. C2204-B4d is placed on the travel authorization in accordance with par. C3150-
B16(c). The 14-hour flight time criterion is restricted to TDY travel only and may not be used to justify
business-class airline accommodations for PCS, RAT leave, emergency leave, EVT, FVT, R&R, FEML,
personnel evacuation, or any other transportation.

NOTE 3:
1. The traveler is not eligible for business-class airline accommodations at Government expense if use
of business-class airline airfares provided under the Contract City Pair Program is mandatory. A/an:

a. ‘Stopover’ en route (regardless of who pays the expenses during the ‘stopover’) is an overnight
stay,
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PART I: MILEAGE RATES
*C2500 TDY & LOCAL TRAVEL

TDY mileage rates for local and TDY travel are:

POC Rate Per Mile
Effective 1 September 2005
Airplane $1.07
Effective 1 January 2006
Automobile (if no Government owned vehicle is available) $0.445
Effective 4 February 2005
Motorcycle $0.305
Effective 4 February 2005
POC use instead of a Gov't-furnished vehicle (if a Government $0.285

owned vehicle is available) when use of a Gov't-furnished
vehicle is advantageous to the Gov't

Effective 4 February 2005

Partial reimbursement for POC use when the employee is $0.125
committed to use a Gov't-owned vehicle and a Government
vehicle has been procured and is available for the employee’s
use but the employee elects to use a POC

*NOTE: Use of a privately owned aircraft other than an airplane (e.g., helicopter) and a privately-owned boat are
not reimbursed on a TDY mileage basis. See pars. C2162-B and C2165.

C2505 PCS, HHT, FIRST DUTY STATION, AND SEPARATION TRAVEL
A. General. The mileage amount for the authorized use of a POC during official PCS travel depends on the:

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

2. Number of authorized travelers transported.

B. PCS Rates. PCS mileage rates per authorized POC (see par. C2159-C) are:

Number of Authorized Travelers Rate Per Mile

One Authorized Traveler $0.15

Two Authorized Travelers $0.17

Three Authorized Travelers $0.19

Four or More Authorized Travelers $0.20
Effective 1 October 2005

NOTE: See par. C5050-A2 if more than one employee travels as an authorized traveler in a POC.
C2510 CONVERTING KILOMETERS TO MILES

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

EXAMPLE: To convert 84 kilometers to miles, multiply 84 times .62 which equals 52 miles. The equation for this
would be 84 km x .62 miles/km = 52 miles.
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PART C: TRAVEL AUTHORIZATION CONTENT
C3100 FORM OF REQUEST
Use the travel authorization forms prescribed in pars. C3150 and C3151.
C3101 SPECIFIC INFORMATION REQUIRED (FTR §301-71.103)
Effective 16 August 2004

A. General Information. The following information must be included on all travel authorizations:
NOTE: See par. C2000-A2 NOTE, if premium-class accommodations are authorized.

1. Employee’s name;

2. AOs signature;

3. Travel purpose;

4. Travel authorization conditions of or limitations;

5. Travel costs (for open authorizations, include a travel cost estimate over the period covered) estimate;

6. A statement that the employee(s) is (are) authorized to travel,

7. The following statement: “The Travel and Transportation Reform Act (TTRA) of 1998 stipulates that the
government-sponsored, contractor-issued travel card shall be used by all U.S. Government personnel (civilian
and military) to pay for costs incident to official business travel unless specifically exempted by authority of the

Administrator of General Services or the head of the agency.”(DoDFMR, Vol. 9, paragraph 030301.B.1); (See
http://www.dtic.mil/comptroller/fmr/.)

8. A statement indicating whether the traveler is/is not a Government-sponsored contractor-issued travel card
holder (DoDFMR, Vol. 9, paragraph 030301.B.2) (See http://www.dtic.mil/comptroller/fmr/);

9. If the traveler is a Government-sponsored contractor-issued travel card holder, a statement indicating
whether or not the traveler is exempt from the TTRA mandatory use provision. This statement also authorizes
alternative payment methods. (DoDFMR, Vol. 9, paragraph 030301.B.3) See
http://www.dtic.mil/comptroller/fmr/.;

10. A statement indicating that Government-sponsored contractor-issued travel card holders should obtain
necessary cash (and the amount), as authorized, through automated teller machines (ATMs) rather than
obtaining cash advances from a DoD disbursing officer (DoDFMR, Vol. 9, paragraph 030301.B.4) See
http://www.dtic.mil/comptroller/fmr/.;

11. A statement indicating that the use of the CTO to arrange official travel is mandatory, or a statement in
detail as to exactly why a CTO is not available, or otherwise is not being used. NOTE: Virtually all DoD
components have contractual arrangements with CTOs requiring that all official transportation be arranged
through the CTO if the CTO can provide the required official transportation arrangements.;
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12. A statement that if there is a GSA contract city-pair airfare between an official-travel origin and official
travel destination, it should be used unless one of the 5 reasons in Appendix P, Part I-A5 exists. If one of the
reasons exists, it must be stated on the travel authorization. A detailed explanation must be stated if other than
the contract city-pair airfare is to be used for the reason in Appendix P, Part | (e.g., “Space on a scheduled
contract flight is not available in time to accomplish the purpose of travel because it is critical that the traveler
arrive at destination “XXX” on (date & time) and there are no city-pair flights available that allow the traveler
to arrive on time.”); and

Effective 14 December 2005

*13. A statement indicating whether transportation tickets are purchased using a centrally-billed account
(CBA) or an individually-billed account (IBA). This statement is only to alert voucher examiners to instances
when a CBA ordinarily is used to purchase transportation and the transportation cost shows up as a
reimbursable expense so that questions may be asked and duplicate payments avoided.

B. Specific Authorization or Approval. (FTR §301-71.105) The following travel arrangements require specific
authorization or prior approval:

1. Use of premium-class service on common carrier transportation (par. C2204-A);
2. Use of a foreign air carrier (par. C2204-B);

3. Use of cash to pay for common carrier transportation (par. C2252);

4. Use of extra-fare train service (par. C2208);

5. An estimate of the travel costs (for open authorizations it should include an estimate of the travel costs over
the period covered);

6. A statement that the employee(s) is (are) authorized to travel; and

7. A statement that return travel to the PDS during extended TDY is authorized must be included in the travel
authorization, or on the travel voucher, if approved after the travel has been performed. This travel is an
exception to the policy of scheduling travel during regular hours of duty. Accordingly, the authorized return
should be performed outside the employee's regular duty hours or during authorized leave periods.

C. Advance Arrangements. The following travel arrangements require a written or electronic advance
authorization:

1. Reimbursement limitations for travel by an unauthorized transportation mode or route must be stated on the
travel authorization under which dependents travel;

2. Payment of a reduced per diem rate (par. C4550);

3. Acceptance of payment from a non-Federal source for travel expenses (see the Joint Ethics Regulation
(JER), DoD 5500.7-R, at http://www.defenselink.mil/dodgc/ defense_ethics/ethics_regulation/index.html); and

4. Travel expenses related to attendance at a conference (Chapter 4, Part S).
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See par. C4565, Example 3, for per diem computation method.

F. Mixed Travel Reimbursement. "Mixed travel” occurs when official travel within a single trip is subject to
payment of per diem under the ‘Lodgings-Plus’ computation method and an AEA under the actual expense method.
Reimbursement is computed under only one method for each calendar day except when par. C4710 or C4622-C,
applies. When AEA reimbursement for certain travel days is intermittent with the per diem method used for other
days, par. C4624-D governs.

Effective 1 October 2003
C4554 PER DIEM RULES CONCERNING MEALS

A. Determination of M&IE Rate

1. Full Day

a. CONUS. The

(1) Applicable locality rate in
https://www.secureapp2.hqda.pentagon.mil/perdiem/perdiemrates.htmi,

(2) Standard GMR, plus $3 for incidental expenses on any day all three meals are consumed in a
Government mess, or

(3) PMR on any day when at least one, but not all three, meals are consumed in a Government mess.
The PMR plus $3 for incidental expenses.

b. OCONUS. The

(1) Applicable locality rate in
https://www.secureapp2.hgda.pentagon.mil/perdiem/perdiemrates.html, (use $3.50 for the incidental
rate, when quartered on a U.S. Installation even if a Government mess is not used, instead of the
incidental expense rate for the locality concerned (see NOTE below on incidental expense));

(2) Standard GMR for meals in a Government mess plus the incidental expense rate (see NOTE
below) on any day all three meals are consumed in a Government mess, or;

(3) PMR plus the incidental expense rate (see NOTE below). The PMR applies on any day when at
least one, but not all three meals, are consumed in a Government mess.

NOTE: The incidental expense rate OCONUS is the applicable locality rate in
https://www.secureapp2.hgda.pentagon.mil/perdiem/perdiemrates.html, or $3.50 when the employee is
TDY to a U.S. Installation and Government quarters are available. There are two exceptions, the AO
can determine:

1. $3.50 to be adequate when the employee is not lodged on a U.S. Installation. The OCONUS
incidental expense of $3.50 may be authorized and must be stated in the travel authorization.
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2. That $3.50 is not adequate on a U.S. Installation and authorize/approve the applicable locality
incidental expense rate in https://www.secureapp2.hgda.pentagon.mil/perdiem/perdiemrates.html. In
this case, payment of the locality incidental expense rate must be stated in the travel authorization.

c. Joint Task Force (JTF) Operations. See Chapter 4, Part I.

2. Partial Days. On partial days (days of departure from and days of return to PDS), the GMR or PMR do not
apply.

3. Schoolhouse Training (Formal Courses of Instruction). The schoolhouse commander is authorized to
determine the appropriate meals rate (GMR, PMR or locality meals rate) regardless of what the AO may put in
a TDY travel authorization to the contrary. If there is information about the course that provides the appropriate
meal rate, that information, and its source, should be part of the travel authorization. If that information is not
available prior to travel authorization issuance, the information must be provided to the traveler upon arrival at
the school and submitted with the travel voucher.

Effective 22 December 2005
*B. Deductible Meals. The PMR prescribed in par. C4554-A above applies on any day when one or two deductible
meals are provided. See par. C4955-E3. A deductible meal is a meal/meals:

1. Made available pursuant to an agreement between a DoD Component or agency and any organization, if the
travel authorization indicates the facility providing the meal(s) is available;

2. Included in a registration fee ultimately paid by the Government;

3. Furnished at no cost to the traveler by a school while attending a course of instruction if the Government
ultimately pays the school for the meal cost;

4. Furnished by the Government at no cost to the traveler;

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

6. Provided by a lodging establishment when the meal(s) are included in the lodging cost under an agreement
between the Government and the lodging establishment (ex., an agency arranges for lodging at a conference and
the cost of one or more meals is included in the lodging cost).

The following are not deductible meals:

Effective 5 August 2004

1. Box lunches (which include such things as C Rations, K Rations, MRES) -- except when MREs and/or box
lunches are the only method of providing adequate subsistence to travelers NOTE: See Chapter 4, Part I, for
travelers on TDY within a Combatant Command or Joint Task Force Area of Operations,

2. In-flight meals,

3. Rations furnished by the Government on military aircraft,

4. Government meals paid for by the traveler and consumed in a Government mess,
5. Meals furnished on commercial aircraft,

6. Meals provided by private individuals, or
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Effective 22 December 2005
*7. Meal(s) provided by a lodging establishments on a complimentary basis without adding a charge for the
meal(s) in the lodging cost (ex., lodging cost $75 with or without breakfast).

NOTE: If all three meals are provided/consumed at no cost to the traveler only the incidental expenses for that
day ($3 in CONUS; or the locality incidental expenses (see
https://www.secureapp?2.hgda.pentagon.mil/perdiem/perdiemrates.html) or $3.50 OCONUS) are payable.

C. Absence of Commercial OCONUS Establishments that Prepare and Serve Meals. When:

1. Government quarters are available or Government contractor's lodging facilities are used at an OCONUS
location; and

2. The AO determines that no commercial establishments prepare and serve food either at or within a
reasonable distance from the TDY station

per diem for full days should be based on the normal costs for food in whatever facilities are available and normally
used by travelers at that place. The AO must determine and state in the travel authorization, the applicable per diem
rate. In determining the rate payable, the traveler is allowed a rate equal to the normal cost of food and lodgings in
the available facilities plus $3.50 for incidental expenses or the incidental rate in
https://secureapp2.hgda.pentagon.mil/perdiem/perdiemrates.html, when the AO determines $3.50 to be inadequate
for anticipated expenses. The sum of these items is rounded to the next higher dollar.

D. TDY Performed in Support of Military Units on Field Duty. No per diem is payable to civilian employees under
civilian travel authorizations who, as part of their assigned duties, accompany military units on field duty, or provide
noncombatant support to military units. See Appendix A for the definition of field duty. The per diem payment
prohibition applies when both Government mess, including field rations (even though the employee is assessed a
charge for that meal(s)) and Government-provided billeting are available (non-transient barracks or tents). An
employee on field duty is required to pay the discounted meal rate for any meal(s) consumed in a Government mess
(including field rations). Reimbursement is authorized for any charges incurred for meals or for any cost of quarters
necessarily procured during the TDY assignment.

Effective 22 December 2005

*E. Meals Provided by a Common Carrier or Complimentary Meals Provided by a Lodging Establishment. Meals
provided by a common carrier do not affect per diem. Complimentary meals provided by a lodging establishment
do not affect per diem as long as the room charge is the same with or without meals. See pars. C4554-B5 and
C4554-B6 when a charge for meals is added to the lodging cost.

C4555 RULES CONCERNING LODGING AND LODGING COST

A. Lodging Location Rules

NOTE: In CONUS, per diem locations are defined ordinarily by counties, not just cities.

1. Lodging ata TDY Location. Ordinarily employees should lodge at the TDY location. If an employee
obtains lodging outside the area covered by the TDY location per diem rate because of personal preference or
convenience, the allowable per diem is limited to the maximum per diem rate prescribed for the TDY location.

2. Lodging Not Available at a TDY Location. If lodgings are not available at a TDY location and must be
obtained in an adjacent locality where the prescribed maximum per diem rate is higher, a DoD component may,
on an individual case basis, authorize/approve the higher maximum per diem rate. If the higher maximum rate
is not justified and authorized in advance, an employee must furnish a written statement with the travel voucher
satisfactorily explaining the circumstances.
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B. Allowable Lodging Expenses. A traveler is reimbursed only for actual lodging costs up to the maximum amount
prescribed in https://secureapp2.hgda.pentagon.mil/perdiem/perdiemrates.html for the locality. Expenses are
allowed, as indicated, for lodging in the situations described in pars. C4555-B1; C4551-B2; C4551-B3 and C4555-
B4.

1. Conventional Lodging. When an employee uses conventional commercial lodging facilities (hotels, motels,
boarding houses, etc.), the allowable lodging expense is based on the single room rate for the lodging used (for
double occupancy, see par. C4555-11). See par. C4555-G for computing the daily lodging expense when
lodging is rented on a weekly or monthly basis.

2. Government Quarters. A fee or service charge paid for Government quarters use is an allowable lodging
expense.

3. Lodging with Friends or Relatives. When an employee lodges with friends or relatives (including
immediate family members) with or without charge, the allowable lodging cost, for computing per diem, is
zero.

4. Lodging in Non-conventional Facilities. The cost of non-conventional commercial lodging facilities may be
allowed. These facilities include college dormitories or similar facilities and rooms generally not offered
commercially that are made available to the public by area residents in their homes. In these cases, a traveler
must provide a written explanation of the circumstances that is acceptable to the DoD component.

C. Lodging Obtained after Midnight. Although per diem ordinarily is based on an employee's TDY location at
midnight, there are instances in which an employee is en route and does not arrive at a lodging location (either TDY
location or en route stopover point) until after midnight. In these cases, the lodging expense must be claimed for the
preceding calendar day and the applicable maximum per diem for the preceding day is determined as if the
employee had been at the lodging location at 2400 midnight of that day.

Effective 20 September 2004

D. Allowable Expenses when an Apartment, House, or Recreational Vehicle Is Rented or Used for Quarters. When
an employee on TDY rents a furnished/unfurnished apartment, house or recreational vehicle (includes mobile
homes, campers, camping trailers, or self-propelled mobile recreational vehicles) for use as quarters, per diem is
computed in accordance with the provisions of pars. C4553 and C4559 when recreational vehicles are used for
lodging. Allowable expenses that are part of the lodging cost are (50 Comp. Gen. 647 (1971) and 52 id. 730
(1973)):

1. Rent of the apartment, house, mobile home, travel-trailer, camping vehicle, or recreational vehicle (see par.
C4559-B);

2. Rental charge for a parking space for the mobile home, travel trailer, camping vehicle, or recreational
vehicle;

Effective 23 August 2005
3. Rent of appropriate and necessary furniture, such as a stove, refrigerator, chairs, tables, beds, sofas,
television, and a vacuum cleaner;
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3. Computation of Constructed Transportation Cost and Per Diem

a. The Government’s constructed transportation cost is computed on the basis of fares or charges for the
least expensive, most direct, unrestricted common carrier transportation fare (ordinarily contract city-pair
airfare; see par. C2156) between authorized points.

b. Air transportation constructed cost includes any taxes or fees the Government would pay if
Government-procured transportation had been provided.

c. Taxi fares and excess baggage costs that would have been allowed are included.
d. The constructed POC transportation cost includes transportation expenses for:
(1) The traveler claiming mileage, and

(2) Persons performing official travel as passengers (uniformed members and civilian employees only)
in the same conveyance.

4. Comparison

a. Computed POC TDY mileage and per diem are compared with the total constructed travel cost
including per diem by common carrier. Reimbursement is made for the lesser amount.

b. See par. C2156 for determining common carrier constructed cost.

5. Passengers
a. Passengers, accompanying the employee claiming mileage, are not authorized TDY mileage.

b. Per diem for eligible passengers is computed by comparing the total per diem payable for the travel
performed and the total per diem payable for the appropriate common carrier constructed travel. The lesser
amount is reimbursed.

NOTE: The per diem/TDY mileage rates used in the following example(s) are for illustrative purposes only and
may not reflect current rates. Par. C2500 prescribes current TDY mileage rate; and par. C2505 prescribes
current PCS mileage rates. For current per diem rates go to
https://secureapp2.hgda.pentagon.mil/perdiem/perdiemrates.html.
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Effective 1 January 2006

*EXAMPLE

1. Anemployee is authorized TDY in Location B, from a PDS in Location A.

2. The employee elects to travel by privately owned automobile (not advantageous to the Government).
Maximum per diem rate (MPDR) for Location B at the time of the TDY assignment was $104; M&IE rate was
$39 and the maximum lodging amount was $65. Actual lodging cost at Location B was $40.

Total Constructed Travel Cost by Common Carrier
(including per diem on travel days to and from Location B)

1 round-trip air coach ticket (incl. federal tax paid by Government)

$163.27

Total taxicab expense at origin and destination point

9.00

Travel day to Location B.
75% of the M&IE rate for Location B plus lodging cost.
$29.25 (75% x $39) plus $40 lodging cost.

69.25

Return day to Location A.
75% of M&IE rate for Location B.
$29.25 (75% x $39).

29.25

Total Constructed Cost

$270.77

$270.77

Effective 1 January 2006

Total Cost of Actual Travel by Automobile

TDY Mileage & Tolls.

2,325 miles @ $0.445 per mile (round-trip) $1,034.63

Tolls 12.00

Total Transportation Cost $1,046.63

$1,046.63

Per Diem for Travel from Location A to Location B

Departure Day from Location A (1st Day).

75% of M&IE rate for the 1st stopover day location plus lodging cost.
$29.25 (75% x $39) plus $35 lodging cost.

Total NTE the maximum per diem rate for the stopover location ($105).

$64.25

Second Day.

M&IE rate for the 2" stopover day location plus lodging cost.

$39 plus $39 lodging cost.

Total NTE the maximum per diem rate for the stopover location ($112).

78.00

Third Day (Arrival Day at Location B)

M&IE rate for Location B plus lodging cost.

$39 + 40 lodging cost.

Total NTE the maximum per diem rate for Location B ($99).

79.00

Per Diem cost for travel from Location A to Location B

$221.25

$221.25
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Per Diem for Travel from Location B back to Location A

Departure Day from Location B (1st Day).
M&IE rate for the 1st stopover day location plus lodging cost.
$39 + $80 lodging cost.

Total NTE the maximum per diem rate for lodging location ($110). $110.00

Second Day.

M&IE rate for the 2nd stopover day location plus lodging cost.

$39 + $70 lodging cost.

Total NTE the maximum per diem rate for location of lodging ($120). 109.00

Third Day (Arrival Day at Location A).

75% of M&IE (Same as rate for the 2™ day en route stopover point.

$29.25 (75% X $39) 29.25

Per Diem Cost for Travel from Location B to Location A $248.25 $248.25
Total Cost of Actual Automobile Travel $1,516.13

3. Since the cost for the actual travel performed (i.e., TDY mileage and per diem) exceeds the total constructed
cost, the total allowable is limited to the total constructed cost of the common carrier transportation, including

constructed per diem.

4. In this example, the total amount due for travel is $270.77, plus the per diem payable for the TDY period at

Location B.

5. The 12-hour prohibition does not affect the time en route because the combined per diem for travel and TDY

assignment exceeds 12 hours.

C. Mixed Modes

NOTE: All official travel must be arranged in accordance with par. C2203-A; C2203-B; and reimbursed in

accordance with par. C2203-D.

1. Advantageous to the Government

a. Ifan employee is authorized POC travel as advantageous to the Government and travels partly by POC

and partly by common carrier, the employee is authorized:
(1) the authorized TDY mileage rate for the distance traveled by POC,
(2) the cost of transportation purchased through a CTO, and

(3) per diem for actual travel.

The total amount may not exceed the mileage plus per diem for the authorized travel.

b. The AO may authorize, or the travel-directing/approving official may approve, actual travel cost
(mileage plus the cost of transportation purchased plus per diem for the authorized travel) when justified in

unusual circumstances.
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2. Not Advantageous to the Government. If the traveler is not authorized POC travel as advantageous to the
Government and travels partly by POC for personal convenience and partly by common carrier, the employee is
authorized:

a. The authorized mileage rate for the distance traveled by POC,
b. The cost of transportation purchased through a CTO, and
c. Per diem for actual travel.

The total amount may not exceed the cost of constructed transportation and per diem. See par. C4661-B3 for
the authorized travel.
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EXAMPLE 2

Lodging-Plus Per Diem Computation

Mon 3/5 Depart PDS
Mon 3/5 Arrive TDY
Fri 3/9 Depart TDY
Fri 3/9 Arrive PDS
Sun 3/11 Depart PDS
Sun 3/11 Arrive TDY
Fri 3/16 Depart TDY
Fri 3/16 Arrive PDS

1. Employee's daily TDY lodging cost was $45, which, when added to the applicable meal and incidental expense
rate of $31 equals $76 (does not exceed the TDY location $90 maximum per diem rate).

2. Constructed Cost: Applying the $76 per diem, which would have been allowable had the employee remained at
the TDY location, the employee would be authorized a total per diem of $228 for Friday, Saturday and Sunday ($76
per day x 3 days = $228).

3. Actual Cost:

Per diem for day of return to the PDS on Friday 75% of $31 $23.25
Cost of round-trip transportation $140.00
Per diem for day of travel to TDY location (75% of $31) + $45 $ 68.25
Total $231.50

4. Since the actual cost of per diem and the transportation ($231.50) for travel to the PDS and return exceeds the
constructed cost of per diem ($228) the employee would have been authorized if the employee remained at the TDY
location, the employee is reimbursed $228.

5. Using the same example, in a situation in which an employee accompanies another employee who is driving a
POC, and assuming the same conditions apply, the employee driving the POC may be paid the round-trip mileage
and per diem in the amount of $231.50. This payment is based on the additional per diem that ordinarily could have
been claimed by the accompanying passenger employee if the employee remained at the TDY location. NOTE:
Mileage is not paid to the passenger. See par. C4661-B5.

6. If each employee's per diem is taken into account, the maximum per diem payable would be $456 ($76 x 3 days
= $228 x 2 employees).

7. If the round-trip transportation cost for the two employees is $140, the complete travel cost (i.e., per diem and
round-trip mileage for the driver employee and per diem for the passenger employee equal to $323) ($23.25 per
diem for Friday + $68.25 per diem for Sunday = $91.50 x 2 people = $183 per diem + $140 transportation = $323) is
payable. The driver receives $231.50 and the passenger receives $91.50. There also is a $133 savings to the
Government ($456 - $133).
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Effective 1 January 2006

*EXAMPLE 3

1. Anemployee is assigned to a TDY location. The travel authorization does not require the employee’s daily
return to headquarters. The employee voluntarily travels to the place of abode each workday. No lodging costs are
incurred at the TDY location. The one-way distance between the PDS and TDY location is 75 miles. The employee

travels by POC.

2. If the employee had remained at the TDY location, the employee could have incurred lodging costs of $60 per
day and would have been authorized per diem of $101 ($39 + $62), which is within the TDY location $112
maximum per diem rate.

3. The $101 is used as the maximum constructed amount that can be reimbursed for the round-trip travel between
the TDY location and the PDS. To determine the per diem payable, a cost comparison may be made as follows:

ITINERARY
Mon 10/15 Depart PDS 0600
Mon 10/15 Return PDS 1830
Tues 10/16 Depart PDS 0600
Tues 10/16 Return PDS 1830
Wed 10/17 Depart PDS 0600
Wed 10/17 Return PDS 1830
Thurs 10/18 Depart PDS 0600
Thurs 10/18 Return PDS 1830

Effective 1 January 2006

*PER DIEM AND TDY MILEAGE FOR ACTUAL TRAVEL PERFORMED

Mon 10/15 75% of $39 (M&IE Rate) (par. C4553-D) $ 29.25
Tue 10/16 75% of $39 (M&IE Rate) 29.25
Wed 10/17 75% of $39 (M&IE Rate) 29.25
Thurs 10/18 75% of $39 (M&IE Rate) 29.25
Four round trips of 150 miles each @ $0.445 per mile $267.00
Total Per Diem & TDY Mileage for Actual Travel $384.00
Effective 1 January 2006
*CONSTRUCTED COST TO THE GOVERNMENT
Mon 10/15 75% of $39 (M&IE Rate) plus $60 (Lodging cost) $ 89.25
Tue 10/16 $39 (M&IE Rate) plus $60 (Lodging cost) 99.00
Wed 10/17 $31 (M&IE Rate) plus $60 (Lodging cost) 99.00
Thurs 10/18 75% of $39 (M&IE Rate) 29.25
One round trip of 150 miles @ $0.445 per mile $ 66.75
Total Constructed Cost $383.25
The employee is reimbursed $383.25 since it is the lesser amount.
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EXAMPLE 4
AEA Comparison

Arrive TDY
Sun 10/7 AEA Authorized NTE $90
Fri 10/12 Depart TDY (voluntary return to PDS)
Fri 10/12 Arrive PDS
Sun 10/14 Depart PDS
Sun 10/14 Arrive TDY (same TDY location)
Fri 10/19 Depart TDY (TDY completed)
Fri 10/19 Arrive PDS

1. The maximum AEA payable at the employee's TDY location is $90 a day. This is used in comparing the actual
expenses for the round-trip travel and what would have been payable if the employee remained at the TDY location.

2. If transportation costs plus AEA (both en route to and from the PDS and while at the TDY location on Friday
prior to departure (breakfast, lunch, incidentals) and on Sunday after return (lodging)) amount to more than the
employee would have received by staying at the TDY location, reimbursement is limited to $270.00, i.e., what the
employee would have been paid for remaining at the TDY location.

3. If the expenses incurred with voluntary return travel are less than the maximum payable, reimbursement is the

lesser amount.

C4678 RETURN TO PDS DURING EXTENDED TDY

A. General

1. For this paragraph, "extended TDY" means directed travel of 3 or more weeks.

2. An employee on extended TDY may be authorized to periodically return in an official travel status to the
PDS, or place of abode from which the employee commutes daily to the PDS, on weekends or other non-

workdays.

3. Reimbursement for transportation and per diem is on the same basis as TDY travel, but is not limited to
the expenses otherwise payable had the employee remained at the TDY location.

B. Cost Analysis

1. Prior to authorizing return travel, the AO must determine that the savings (i.e., increased employee

efficiency and productivity and reduced recruitment and retention costs) outweigh the periodic return cost.

2. The TDY assignment length and purpose and the return travel distance must be considered.

3. An analysis must be conducted at least every other year.
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C. Authorized Return

1. Authorized return travel is intended for an employee whose employment requires frequent extended TDY
assignments away from the PDS.

2. An employee on extended TDY (as defined in par. C4678-C1) may be authorized to return to the PDS (or
place of abode from which the employee commutes daily to the PDS) as frequently as every other weekend
provided the return is:

a. Justified by the cost analysis required in par. C4678-B, and

b. The AO determines the round-trip travel and transportation cost does not substantially exceed the cost of
remaining at the TDY location.

3. Atraveler, who travels to a location (other than the PDS or place of abode from which the traveler
commutes daily to the PDS) for personal reasons, (and returns to the TDY location) is not authorized
reimbursement for transportation expenses. The traveler is authorized reimbursement for only per diem-
related expenses and any reimbursable miscellaneous expenses that would have been allowable had the
employee remained at the TDY location (B-200856, 3 August 1981; and B-214886, 3 July 1984).

Example 1: Traveler TDY from Location A to Location B (with a per diem rate of $173 ($122 for lodging and
$51 for M&IE)) drives to Location C on Friday night and returns to Location B Sunday night. The traveler
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 stays in a Location C hotel Friday and Saturday nights. The traveler pays $145 plus a
13% tax ($18.85) per night for Location C lodging on Friday and Saturday. Even though the per diem rate in
Location C is $196 ($149 for lodging and $47 M&IE), the traveler is limited to $122/night for lodging (and
lodging taxes on $122 - 12% of $122 ($14.64)) and to $51/day for M&IE on Friday and Saturday. This is
because the Location B rate is $173 ($122 for lodging and $51 for M&IE) and the traveler is being paid per
diem that would have been paid (max $122 for lodging plus $51 for M&IE) had the traveler remained in
Location B. The traveler’s lodging tax in Location C each night is limited to $14.64 per night (12% of the
$122). The traveler is reimbursed up to $29.28 for lodging tax while in Location C. The traveler is not
authorized any TDY mileage for driving between Locations B and C.

Example 2: Traveler TDY from Location X to Base Y (with a per diem rate of $161 ($110 for lodging and $51
for M&IE)), where the traveler is staying on the installation at a cost of $20/night with no charge for taxes and
will be paid the $31 proportional meal rate (PMR) based on the use of 1 or 2 Government meals daily. The
traveler drives to Location Z on Friday night and returns to Base Y Sunday night. The traveler checks out of the
Base Y bachelor quarters on Friday and stays in a Location Z hotel Friday and Saturday nights. The traveler
paid $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 $111 ($70 for lodging and $43 M&IE), the traveler is paid $75/night for lodging,
and reimbursement of Location Z lodging taxes ($18 for both nights), and is paid $51/day for M&IE on Friday
and Saturday. This is because the traveler is being paid per diem (up to $110 for lodging plus $51 for M&IE)
that would have been paid had the traveler remained in Base Y. The fact that the traveler was using
Government quarters and 1 or 2 Government meals per day has no effect on the traveler’s M&IE on days when
not using those meals. The traveler is not authorized any TDY mileage for driving between Locations Y and
Z
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(2) Constructed weight may be used when:
(a) Proper weighing facilities are not available at origin/any point en route/destination, or
(b) The partial load weight cannot be obtained at origin/en route/destination.

H. Loss or Damage Claims (FTR 8§302-7.11). HHG loss or damage claims are submitted IAW Service regulations.

Effective 7 February 2005

I. Services. HHG (see Appendix A) transportation is limited to items associated with the home and all personal
effects belonging to an employee and dependents on the effective date of the employee's PCS or TDY travel
authorization that legally may be accepted and transported by an authorized commercial transporter. HHG may be
transported when:

1. The shipment originates at the employee’s last PDS, actual residence, or another point;
2. Part of the shipment originates at the last PDS and the remainder at one or more other points;
3. The destination is the new PDS or another point; or

4. The destination for part of the HHG is the new PDS and the remainder is shipped to one or more other
points.

NOTE: The total amount paid by the Government must not exceed the cost of transporting the HHG in one lot by
the method selected under par. C-5160, from the employee’s last PDS (or new appointee’s actual residence at the
time of appointment) to the new PDS (FTR 8§302-7.7).

*J. Employee Married to an Employee or to a Uniformed Service Member

1. An employee married to another employee or to a uniformed service member retains HHG transportation
and storage allowances if a PCS travel authorization is issued to the employee — even though the other spouse
(employee or uniformed member) may also have a PCS travel authorization/order. (See B-202023, 4 December
1981 and 54 Comp. Gen. 892 (1975)). See JFTR, par. U5012-C for HHG transportation for a uniformed
member married to a civilian employee when both are authorized HHG shipments to the same new PDS.

EXAMPLE 1: Anemployee and the employee’s uniformed member spouse each receive a PCS travel
authorization/order. The member’s PCS weight allowance is 12,500 Ibs. See JFTR, par. U5310. The
employee’s PCS HHG weight allowance is 18,000 Ibs. See par. C5154-B. Together they may ship 30,500 Ibs.
of HHG - but they may not both be paid or reimbursed for shipping the same HHG.

EXAMPLE 2: Anemployee and the employee’s employee spouse each receive a PCS travel authorization.
Each employee’s PCS weight allowance is 18,000 Ibs. See pars. C5000-Bla and C5154-B. Together they may
ship 36,000 Ibs. of HHG — but they may not both be paid or reimbursed for shipping the same HHG. Further,
they may use the combined weight allowances to offset any excess weight incurred by either employee even if
both employees separately ship HHG; providing the HHG belong to both employees (see GSBCA 16608-
RELO, 3 August 2005).

K. HHG Transportation between Local Quarters.

1. Authorized Transportation. Local transportation of an employee’s HHG is authorized when, for the
Government’s convenience, the local commander issues a written travel authorization to the employee directing
a change in residence between any two dwellings. This authority must not be used for HHG transportation
between private dwellings in connection with an authorized PCS (B-138678, 22 April 1959; 52 Comp. Gen. 293
(1972)).
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NOTE: Temporary Storage (Storage in Transit or SIT) is not authorized.

2. Local Transportation Costs

a. Local transportation costs are charged to the command authorizing the transportation.

b. If the employee's HHG shipment exceeds the maximum amount authorized, the employee is financially
responsible for the excess costs.

c. If an adequate scale is not available, the excess weight is determined by using the constructed weight.
See par. C5170-D.

d. The 18,000-pound limitation (par. C5154-B) and the 4,500-pound limitation (par. C5156) do not apply
to this HHG transportation authorized.

C5156 ADMINISTRATIVE WEIGHT LIMITATIONS (FTR 8302-7.16)

A. Policy. When Government furnishings are provided at OCONUS locations, HHG transportation at Government
expense to or from such OCONUS locations ordinarily is limited to 4,500 pounds net weight, not including
unaccompanied baggage weight. NOTE: A travel authorization permitting the State Department administrative
HHG weight limit of 7,200 pounds is erroneous and only 4,500 pounds may be shipped at Government expense
subject to the exceptions below.

B. Exceptions

1. This restricted weight allowance does not apply retroactively to HHG shipped to an OCONUS location prior
to the effective date that an administrative weight limitation was imposed on the location concerned.

2. When an employee is advised that an item of Government furnishings is not available at the OCONUS
location, an amount equal to the weight of personal furnishings required in lieu of the unavailable Government
furnishings is added to the 4,500 pounds.

3. If all Government furnishings are required to be returned to the Government and/or the Government
furnishings become unserviceable and are not replaced, shipment of the employee’s maximum weight
allowance (18,000 pounds) minus the HHG weight previously shipped, is authorized from storage or designated
place to the current PDS.

4. The AO or designee may increase the restricted HHG weight allowance, when requested to do so by the
employee. The increase may be up to the employee's maximum weight allowance (18,000 pounds) with HHG
previously shipped or continued in storage counting against the increased weight allowance. One or more of the
following conditions must apply:

a. The employee is assigned consecutive full-tour assignments to administratively weight-restricted areas;

b. The employee is on a tour that is extended one year or longer within the same administratively weight-
restricted area;

c. Additional furnishings were acquired through marriage occurring after the employee was relocated to
the administratively weight-restricted area; or

d. Undue hardship to the employee would result if the full administrative weight restriction were imposed.
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CHAPTER 5

PART G: MISCELLANEOUS EXPENSE ALLOWANCE (MEA)
DUE TO HOUSEHOLD RELOCATION

C5300 GENERAL

A. Purpose. The purpose of MEA is to reimburse various costs (e.g., moving household furnishings/appliances and
other residence-relocation expenses) associated with an authorized/approved PCS/TCS residence relocation.

B. Advance Payments. An advance of MEA funds is not authorized.

C. Mobile Home Relocation. See Chapter 5, Part F for specific costs associated with mobile home relocation
transportation expenses.

Effective 3 February 2005

D. Lease Penalty Expense. For authority to reimburse an employee for a lease penalty expense incurred for early
termination of a lease anywhere in the world incident to a PCS to/from a foreign OCONUS area, see DSSR, FTA
and HSTA sections 240 and 250, respectively, as stated in par. C1004.

C5305 ELIGIBILITY

A. Employees Eligible for MEA. MEA is payable when all of the following are met:

1. APCS/TCS is authorized/approved.
2. An appropriate transportation agreement is signed.
3. The employee moves out of the old residence. and

4. The employee establishes a new temporary or permanent residence (GSBCA 16018-RELO, 15 August
2003).

B. Employees Not Eligible for MEA. The following personnel are not eligible to receive an MEA:

1. New appointees assigned to the first PDS, (appointees to any position, including student trainees, Senior
Executive Service (SES) and Presidential appointees);

NOTE 1: See par. C5080-B New Appointee and Student Trainee Appointments and Assignments to Positions

in the United States.

NOTE 2: New appointees and employees performing first-PDS travel to a foreign OCONUS area are eligible
for the MEA portion of the foreign transfer allowance (FTA). For FTA guidance, refer to Department of
State Standardized Regulations (DSSR), Section 240 at http://www.state.gov/m/a/als/1737.htm as stated in
par. C1004.

2. An employee performing RAT unless a PCS is authorized/approved in conjunction with the RAT and the

employee has discontinued residence at one location and established a residence at a new location in connection

with the PCS;

3. An employee assigned to an OCONUS PDS returning to the actual residence for separation; and
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4. An employee authorized transportation for dependents and/or HHG to/from a training location instead of per
diem or AEA under par. C4500.

C5310 REIMBURSEMENT
*A. General
1. MEA Amounts. The ‘“flat payment” MEA amounts are $500 and $1,000.

2. Two Employees in One Household

a. Only one MEA is paid for two employees who discontinue the same residence at the old PDS and establish
one residence at the new PDS since only one household is relocated. MEA is not reimbursable for duplicate
relocation expenses claimed by each employee (FTR §302-3.201).

b. Since an MEA is payable to only one employee, the other employee, for MEA purposes only, is considered
an immediate family member/dependent relocating with the employee and MEA paid at the with-dependent
rate (see FTR §302-3.202).

c. Even if each employee without dependents has a travel authorization and is traveling as an ‘employee’, only
one MEA is paid when no separate relocation expenses are incurred by the employees (73 Comp. Gen. 164
(1994)).

d. Employees without dependents (other than each other) each are authorized MEA at the without-dependent
rate if both incurred separate relocation costs that do not include common expenses. See GSBCA 16608-
RELO, 3 August 2005. An example of a ‘common expense’ is discontinuance or establishment of utilities.
Separate expenses include such expenses as dental/medical related expenses and/or identification document
changes such as driver licenses.

e. EXCEPTION: First appointees assigned to an OCONUS PDS are paid IAW the DSSR, Sec. 241.2 if
paid under the FTA Rule (see par. C1004-C).

B. Minimum Payment. The following may be paid without receipts or itemized statements:

1. Employees without dependents: the lesser of $500 or the equivalent of 1 week's basic compensation;
2. Employees with dependents: the lesser of $1,000 or the equivalent of 2 week's basic compensation; or

3. Employees with dependents, but whose dependents and HHG are not relocated: the lesser of $500 or the
equivalent of 1 week's basic compensation. When an employee:

a. Reports to the new PDS while the dependents remain at the old PDS (or other location) without leaving
the old residence, reimbursement is limited to the amount for an employee without dependents until the old
residence is discontinued and a new residence is established; and

b. Relocates the dependents or HHG within the 2-year limitation;

the employee is authorized the difference between the amount initially received and the amount allowed under
par. C5310-B2.
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NOTE 1: An employee is authorized MEA at the with-dependents rate even though dependents move from the
residence at the old PDS to a different residence than the employee's residence at the new PDS (B-184558, 12
August 1976).

NOTE 2: An employee is authorized MEA at the “without-dependents rate” if the employee’s dependents return
early in accordance with par. C7003-D and do not relocate their household when the employee returns and is
authorized PCS allowances (B-194061, 12 September 1979). For an employee to be authorized MEA at the
"with-dependents™ rate, the employee's dependents must discontinue a prior residence and establish a new
residence in connection with the employee's PCS.

C. Maximum Payment

1. The AO may authorize/approve MEA in excess of the amount in par. C5310-B if the:
a. Claim is supported by evidence of expenses incurred, and
b. Total amount does not exceed the employee's basic salary rate of:
(1) 1 week if the employee is without dependents, or
(2) 2 weeks if the employee has dependents who were relocated.
2. The basic salary rate is the rate in effect when the employee reports for duty at the new PDS.
3. The allowable amount cannot exceed the maximum rate (step 10) of Grade GS-13, in 5 USC §5332.
4. A claim for more than the amount authorized in par. C5310-B must be justified.

D. Reimbursable Costs. Examples of reimbursable costs include:

1. Disconnecting/connecting appliances, equipment, and utilities involved in relocation, and converting
appliances for operation on available utilities (this does not include purchasing appliances or equipment in lieu
of conversion);

2. Cutting and fitting rugs, draperies, and curtains moved from one residence to another;
3. Non-refundable utility fees/deposits;

4. Losses on non-transferable/non-refundable contracts for medical, dental, food lockers, and private
institutional care (such as that provided for handicapped or invalid dependents only);

5. Automobile registration, driver's license and taxes imposed when bringing automobiles into some
jurisdictions, reinstalling a catalytic converter upon vehicle reentry into CONUS or a non-foreign OCONUS
area for employees participating in the DoD POV Import Control Program, securing a bond allowing a POV to
be admitted into CONUS or a non-foreign OCONUS area for non-participants in the DoD POV Import Control
Program (62 Comp. Gen. 282 (1983));

6. Rental agent fees customarily charged for securing housing in foreign countries;

7. Pet quarantine charges (B-206538, 14 September 1982) excluding medicine/medical care, grooming, and
similar fees for services that are a part of routine pet care;
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8. Pet transportation (cats, dogs, and other house pets) (FTR §302-16.1); NOTE: Other animals (horses, fish,
birds, various rodents, etc.) are excluded because of their size, exotic nature, or restriction on shipping, host
country restrictions and special handling difficulties;

9. Required removal/installation by host country law of automobile parts (such as tinted windows or special
lights (56 Comp. Gen. 53 (1976));

10. Reassembly, set up and tuning of a piano moved incident to a relocation (GSBCA 16104-RELO, 19 June
2003);

11. A post office box rental fee when rented to provide a constant mailing address between the time an
employee departs the old residence and occupies a residence at the new PDS (GSBCA 16104-RELO, 19 June
2003);

12. Miscellaneous expenses connected with cancellation of a contract to purchase a house due to transfer in the
Government’s interest (GSBCA 16351-RELO, 1 April 2004); and

13. Similar costs.

E. Non-Reimbursable Costs. MEA is not authorized to reimburse an employee for:

1. Costs that exceed the maximums provided by law or in these regulations;

2. Costs that are not allowed in this VVolume;

3. Costs reimbursed under other provisions of law or regulations;

4. Costs incurred for reasons of personal taste or preference and not required because of the move;
5. Losses covered by insurance;

6. Fines or other penalties imposed on the employee or dependents;

7. Judgments, court costs, and similar expenses because of civil actions;

8. Expenses due to circumstances, factors, or actions that were not due to the move;

9. Losses/costs due to selling/buying homes and personal property;

10. Duplicate payments for reimbursable expenses;

11. Additional insurance costs on HHG in transit to the new PDS, or cost of loss/damage to that property;

12. Additional costs caused by the employee shipping HHG that exceed the maximum weight allowance
provided by law or this Volume;

13. Higher income, real estate, sales, or other taxes due to establishing a residence in the new locality;
14. Fines imposed for traffic infractions while en route to the new PDS;

15. Accident insurance premiums or liability costs incurred while traveling to the new PDS, or liability for
uninsured damage caused by accidents for which the employee or dependents are responsible;
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16. Losses due to the sale/disposal of HHG items that are not convenient or practicable to move;
17. Damage to/loss of clothing, luggage, or other personal items while traveling to the new PDS;

18. Subsistence, transportation, or travel expenses in excess of the amounts reimbursed as per diem or other
allowances in this Volume;

19. Medical expenses due to illness/injuries of the employee or dependents while en route to the new PDS or
while living in temporary quarters;

20. Costs due to structural alterations; remodeling or modernizing of living quarters, garages, or buildings, to
accommodate POVs, appliances, or equipment; or the cost for replacing/repairing worn out or defective
appliances/equipment shipped to the new PDS;

21. Costs of purchasing clothing, appliances (including delivery cost), and equipment due to relocation;

22. Costs of newly purchased items, such as rugs or drapes; and

23. Fees for boarding pets while preparing to move and during the move to new PDS (GSBCA 16104-RELO,
19 June 2003).

F. Administrative Procedures. When requesting MEA reimbursement the employee must:

1. Submit a travel claim following the guidance in DoDFMR (http://www.dtic.mil/comptroller/fmr) for costs
associated with leaving the old PDS residence and establishing a new PDS residence,

2. Certify that the old PDS residence has been discontinued and a new PDS residence has been established, and

3. Establish a residence at the new PDS, if filing a supplemental claim for the remainder of MEA.
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CHAPTER 5

PART H: TEMPORARAY QUARTERS SUBSISTENCE EXPENSE (TQSE) —
ACTUAL EXPENSE AND FIXED

PART H1: GENERAL

C5350 PURPOSE
TQSE is a discretionary, not mandatory, allowance intended to partially reimburse an employee for reasonable
subsistence expenses incurred when it is necessary for the employee and/or the employee’s dependent(s) to occupy
temporary lodging incident to a PCS move.
C5352 GENERAL
A. TQSE Types. There are two TQSE allowances prescribed in this Part:

1. TQSE (AE). Actual expense reimbursement - see Parts H2 and H4, and

2. TQSE(F). Fixed amount payment - see Part H3.

B. Foreign Transfer Allowance (FTA). See DSSR Section 240 as stated in par. C1004 for TQSE as a component of
the FTA.

C. Subsistence Expenses. Subsistence expenses are the expenses of lodging, food, and other necessities incurred
while an employee and/or dependent(s) occupy temporary lodging incident to a PCS.

D. Restrictions
1. The AO, not the employee, determines if TQSE is necessary.
*2. TQSE must be authorized before temporary lodging is occupied and may not be approved after the fact for
any days that have passed before TQSE is initially authorized (FTR §302-6.7) except that extensions may be
approved (see par. C5364-B2).

3. After the employer determines that TQSE is necessary, TQSE(AE) cannot be denied because the employee
does not want TQSE(F).

C5354 TEMPORARY LODGING
A. Definition. Temporary lodging is private sector lodging occupied temporarily at the old and/or new PDS after a

PCS is authorized. A permanent residence is “constructively vacated” and is “temporary” for TQSE purposes when
the HHG have been packed for moving and are unavailable to the residents (GSBCA 14888-RELO, 10 May 1999).
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B. Limitations

1. Lodging occupied temporarily, within the allowable time limit, is temporary lodging when employee-
arranged permanent private sector housing:

a. Remains occupied by the present tenant, or

b. Requires repairs/alternations that have not been completed. NOTE: This does not include home
construction.

2. The AO may determine that temporary lodging initially occupied that eventually become an employee's
permanent private sector housing was temporary lodging for a specific time period after considering:

a. Lease duration,

b. HHG movement into the lodging,

o

. Lodging type,

d. Expressions of intent,

e. Attempts to secure permanent private sector housing, and
f. Time length the employee occupied the lodging.

NOTE: See GSBCA 15986-RELO, 24 February 2003 for one set of circumstances in which a claimant’s
apartment was determined to be temporary lodging for a time period and not permanent private sector
housing.

C5356 ELIGIBILITY

A. Conditions. The AO may authorize TQSE for an employee and/or each dependent if all of the following
conditions are met:

1. The employee signs a written service agreement;

2. A PCS is authorized and the new PDS is located in CONUS or in a non-foreign OCONUS area. The old
PDS may be anywhere in the world.;

3. The old and new PDSs are 50 or more miles apart, according to map distances along a usually traveled
surface route;

4. Temporary lodging occupancy is for a PCS transfer, not for an evacuation or other reason unrelated to the
transfer;
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PART H2: TQSE ACTUAL EXPENSE (TQSE(AE))
C5360 TQSE(AE) OPTION

A. General. TQSE(AE) is an actual expense allowance based on the:

1. $99 Standard CONUS per diem rate for temporary lodging occupied in any CONUS locality (effective 1
October 2005, or

2. PDS locality (not the lodging location) per diem rate
(https://secureapp?.hgda.pentagon.mil/perdiem/perdiemrates.html) for temporary lodging occupied in
OCONUS localities.

B. AEA. AEA in Chapter 4, Part M may not be authorized/approved for TQSE(AE).

C5362 AUTHORIZATION

A. General. The AO, not the employee, determines if TQSE(AE) is necessary.

B. Considerations. The following factors must be considered before authorizing TQSE(AE). TQSE(AE):
1. May be authorized only for the time period determined necessary by the AO, and
2 Authorization is made on a case-by-case basis.

C5364 LIMITATIONS

A. Payment Limitation. Under no circumstances may TQSE(AE) be paid for more than a total of 120 days.

B. Time Limitations

1. Initial TQSE(AE) Period. TQSE(AE) may be authorized for any number of days, not to exceed 60
consecutive days, but only for the time that temporary lodging occupancy is necessary.

*2. Additional TQSE(AE) Period. AOs may authorize/approve TQSE(AE) for the necessary number of days
not to exceed an additional 60 consecutive days (i.e., no more than a total of 120 days, including the initial
TQSE(AE) may be authorized/approved). Each of the following factors must be considered when
authorizing/approving an additional period of TQSE(AE):

a. The AO must determine there are compelling reasons (due to circumstances beyond the employee’s
control) for the continued temporary lodging occupancy. Examples of circumstances that might be beyond
the employee's control include:

(1) Delayed HHG shipment and/or delivery to the new permanent private sector housing due to
extended transit time incident to ocean transportation, strikes, customs clearance, hazardous weather,
fires, floods, or other Acts of God;

(2) Delayed occupancy of new permanent private sector housing because of unanticipated problems
(e.g., unforeseen delays in permanent private sector housing settlement/closing, but not a delay in new
dwelling construction);
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(3) Inability to locate permanent private sector housing adequate for family needs because of new PDS
housing conditions;

(4) Sudden illness, injury, or death of the employee or of an immediate family member; and
(5) Similar factors.

b. Before an additional TQSE(AE) period is allowed, the employee must provide acceptable written
justification and documentation.

c. TQSE(AE) period extensions are not automatic and must be held to a minimum.

d. TQSE(AE) must never be paid for more than a total of 120 days.
C. Additional TQSE(AE) Period Justification. The employee must provide the AO with written justification that
clearly describes the circumstances warranting the extension that are beyond the employee's control. The

employee’s justification, accompanied by documentation from the AO indicating the reasons for authorizing or
denying the requested extension must be retained in a file designated for that purpose in personnel regulations.

D. Occupancy Limitations. If an employee moves HHG into temporary lodging occupied initially at a new PDS
and continues occupancy indefinitely, the temporary lodging is permanent private sector housing, unless par. C5354-
B1 or C5352-B2 applies, from the date the HHG are delivered.

C5366 ELIGIBILITY PERIOD

A. Starting Temporary Lodging Occupancy. Temporary lodging occupancy:

1. May start as soon as TQSE allowances have been authorized in a PCS travel authorization and the employee
has signed a service agreement.

2. Must begin within 2 years after the employee reports for duty at the new PDS, unless that time is extended as
indicated in par. C1057.

B. Temporary Lodging Occupancy Time Period

1. General. The temporary lodging occupancy period runs concurrently for the employee and all dependents.
The employee may occupy temporary lodging at one location while dependents occupy temporary lodging at
another location.
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a. RAT at Government expense may not be denied to an employee who has earned it except under the
circumstances in par. C5515-A.

b. The time at which leave is granted (to perform RAT) is subject to appropriate personnel regulations.
c. RAT ordinarily is performed between OCONUS tours of duty. See par. C4006-C2. Travel at a later
date, within a tour of duty, may be authorized/approved by the employee's OCONUS commander (B-
232179, 6 October 1989) subject to leave being granted IAW personnel regulations.

2. Delay at Management's Request. Management may request an employee to delay RAT by extending the
initial tour (or tour then in effect) not to exceed 90 days if:

a. The employee is engaged on a project that is scheduled for completion within a reasonable time.
b. There is a temporary personnel shortage. or
c. For other good reasons.

Sufficient time must remain in the employee's renewal agreement tour (after adjusting the length of the tour by
subtracting the number of days that the initial tour was extended) following RAT to serve at least 12 months
upon return to the OCONUS PDS.

3. Delay at the Employee's Request. An employee may request an extension of the initial tour (or tour then in
effect) to permit leave scheduling to accommodate personal/job related reasons acceptable to and permitted by
the OCONUS commander concerned. See par. C4005-C1. In this case, the employee's tour after performing
RAT and returning to the OCONUS PDS is the greater of:

a. The renewal agreement tour for the PDS concerned, decreased by the number of days the initial tour was
extended; or

b. 12 months.

4. Limits on OCONUS Assignments. A delay in performing RAT should not be authorized if the resulting
extension to the new tour, or requirement to serve 12 months following return to the OCONUS PDS, requires
the employee to remain at the OCONUS PDS beyond any 5- (or other-) year limit on OCONUS assignments
contained in personnel regulations, unless the employee is not affected by, or has been released from, the 5- (or
other-) year OCONUS service limitation. See par. C4005-Cle.

5. Computing the Tour of Duty when Delayed RAT is Involved and the Employee Is Not Affected by a
OCONUS Service Limitation

EXAMPLE

An employee's initial 36-month tour ended 30 June 2003. The employee was eligible to perform RAT
beginning 1 July 2003 after signing a 24-month renewal agreement. The employee departed the PDS on 1 July
2003, performed RAT and returned 31 July 2003. The new tour of duty begins on 1 August 2003 and ends 31
July 2005 (i.e., 24 months after return from RAT).

If the initial tour was extended to 31 August 2003, delaying RAT for 62 days, and RAT for 30 days was
performed from 1 to 30 September 2003, the employee's RAT tour after returning to the OCONUS PDS would
be for 22 months beginning 1 October 2003 and ending 31 July 2005. The 22 months is computed by
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decreasing the 24-month tour prescribed for the PDS after RAT completion by the number of days the initial
tour was extended (62 days).

Effective 4 January 2006
*C5518 TRAVEL IN FAMILY UNITS NOT REQUIRED

An employee may travel alone or with dependents. Dependents may travel unaccompanied but cannot perform
round trip travel under renewal agreement authority if the employee does not perform authorized RAT.
Unaccompanied dependents must not be allowed delayed use of renewal agreement authority (i.e., start RAT)
beyond 6 months after the date the employee begins travel, except for teachers. See par. C5542.

C5521 RENEWAL AGREEMENT TRAVEL (RAT) NONCUMULATIVE

RAT is to be used between consecutive periods of continuous OCONUS employment. RAT may be performed
between the completion date of one agreement and prior to serving another tour of duty pursuant to a written

agreement (35 Comp. Gen. 101 (1955)). RAT authorization is not cumulative from one period of service to
another if not used.

C5524 BAGGAGE TRANSPORTATION

See par. C2305 for allowed baggage transportation.

C5527 STORAGE IN TRANSIT OF HOUSEHOLD GOODS (HHG)

See par. C5190 for up to 90 days of HHG storage in transit.

C5530 PER DIEM

An employee is authorized per diem during the allowable RAT travel periods between the OCONUS PDSs and the
authorized RAT destination. No per diem is authorized for the employee's dependents incident to RAT when the
employee returns to the same OCONUS PDS for duty. However, when the employee is to report to a different
OCONUS PDS for duty, after leave, per diem is allowable for dependents while en route, limited to the constructed
time by the usual transportation mode and route directly between old and new OCONUS duty stations. See par.
C5512 for allowable travel and transportation.

NOTE: AEA in JTR, Chapter 4, Part M, may not be authorized/approved for RAT/PCS travel.

C5533 LEAVE STATUS DURING ABSENCE FROM DUTY

The leave regulations of the separate departments and DoD component apply regarding the employee’s leave
‘status’. Certain limitations may apply to teachers in the DoD Education Activity. See par. C5542.

C5536 ALTERNATE DESTINATION
A. Authorization

1. An employee/dependents is/are authorized to perform RAT to a destination (other than the employee's actual
residence) in:

a. A CONUS/non-foreign OCONUS location, or
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NOTE: In-flight snack meals purchased at the member’s/employee’s option before boarding a military aircraft
and meals furnished by commercial air carriers (including AMC charter flights) are not meals furnished by a
Government dining facility/mess.

GOVERNMENT-FURNISHED AUTOMOBILE. An automobile (or “light truck,” as defined in 41 CFR 101-38
including vans and pickup trucks) that is:

1. Owned by an agency;

2. Assigned or dispatched to an agency on a rental basis from a GSA interagency motor pool; or

3. Leased by the Government for 60 or more days from a commercial firm.
GOVERNMENT-FURNISHED VEHICLE. A Government-furnished automobile or a Government aircraft.

*GOVERNMENT MEAL RATE. The daily rate (discount or standard) charged for meals in a Government dining
facility.

Effective 1 January 2006.
1. Discount Government Meal Rate: $7.70 per day
2. Standard Government Meal Rate: $9.05 per day
NOTE: Also see DISCOUNT GOVERNMENT MEAL RATE.
GOVERNMENT MESS. See GOVERNMENT DINING FACILITY/GOVERNMENT MESS.

GOVERNMENT-PROCURED TRANSPORTATION. Transportation obtained directly from a commercial
carrier with a document issued by an appropriate Government official.

GOVERNMENT QUARTERS.
1. Sleeping accommodations (including aboard a ship) owned, operated, or leased by the U.S. Government;
2. Lodgings or other quarters obtained by U.S. Government contract;
3. Quarters in a state-owned National Guard camp;

4. Sleeping facilities in a National Guard armory when these facilities actually are used or competent authority
directs their use for annual or year-round annual training even though not used;

5. Temporary lodging facilities as defined in this Appendix;

6. Lodging facilities on a U.S. Installation, owned and operated by private corporation, if the use of these
facilities is directed by Service regulations;

7. Family-type housing owned or leased by the U.S. Government (does not include privatized housing).
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NOTE 1: Government quarters include guest houses, officers clubs, bachelor quarters, visiting officers’ quarters,
or similar quarters facilities located at a military activity, quarters aboard a Corps of Engineers floating plant
and a Navy Mine Defense Laboratory offshore platform. Also included are family-type quarters owned or leased
by the U.S. Government, whether occupied as a guest or as a principal.

NOTE 2: Adequacy standards are prescribed by the Office, Secretary of Defense in DoD 4165.63-M DoD
Housing Management (See http://www.dtic.mil/whs/directives/corres/pdf/416563m_0993/p416563m.pdf), and
implemented by appropriate DoD component regulations.

GOVERNMENT TRANSPORTATION. Transportation facilities owned, leased, or chartered, and operated by
the U.S. Government for transportation on land, water, or in the air. (Also see Government Conveyance.)

Effective 28 July 2005

GOVERNMENT TRANSPORTATION REQUEST (GTR) (Standard Form 1169). An accountable Government
document used to procure common carrier transportation services. The document obligates the Government to pay
for transportation services provided. See TRANSPORTATION REQUEST.

NOTE: A GTR may be issued and used only for official travel. A GTR must not be issued or used for personal
travel regardless of the reason, even on a reimbursable basis.

GROUP MOVEMENT. A movement of 2 or more official travelers traveling as a group, under the same travel
authorization (either PCS or TDY) 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 travel
authorization.

HOUSEHOLD GOODS (HHG) (FTR, 8 300-3.1). Items (except those listed in B and C) associated with the
home and all personal effects belonging to an employee and dependents on the employee's effective date of transfer
or appointment (see the definition in this Appendix) that legally may be accepted and transported by a commercial
HHG carrier.

A. HHG include:

1. PBP&E needed and not needed for the performance of official duties at the next or a later destination
(PBP&E that are needed but may cause the HHG total weight to exceed 18,000 pounds optionally may be
shipped administratively (see par. C5154-C1) and therefore must be weighed separately and identified on the
inventory at origin as PBP&E.);

2. Spare parts for a POV (see the definition in this Appendix) and a pickup tailgate when removed;

3. Integral or attached vehicle parts that must be removed due to high vulnerability to pilferage or damage (e.g.,
seats, tops, winch, spare tires, portable auxiliary gasoline can(s), and miscellaneous associated hardware);

4. Consumable goods for employees with PCS travel authorization to locations listed in Appendix F;

5. Vehicles other than POVs (such as motorcycles, mopeds, hang gliders, golf carts, jet skis and snowmobiles
((and/or their associated trailers)) of reasonable size, that can fit into a moving van);

6. Boats (and/or their associated trailers) of reasonable size that can fit into a moving van (e.g., canoe, skiff,
dinghy, scull, kayak, rowboat, sailboat, outboard/inboard motorboat); and

Effective 19 February 2002

7. Ultralight vehicles (defined in 14 C.F.R. Sec 103 as being single occupant; for recreation or sport purposes;
weighing less than 155 pounds if unpowered or less than 254 pounds if powered; having a fuel capacity NTE 5
gallons; airspeed NTE 55 knots; and power-off stall speed NTE 24 knots).
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*PART Il: SAMPLE FORMAT INVITATIONAL TRAVEL AUTHORIZATION

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

INVITATIONAL TRAVEL AUTHORIZATION

Name TRAVEL AUTHORIZATION NUMBER

Address

DATE APPROVED

You are invited to depart from

in sufficient time to arrive at by

(Date)

for the purpose of

for approximately days. Upon completion, you shall return to the point of origin.

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

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

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

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

[] To arrange transportation call: (__)

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

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

It is DoD policy that in using regularly scheduled air transportation:

(@) Accommodations selected must be the least costly unrestricted service that permits satisfactory
accomplishment of the traveler’s mission, and

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

Effective 1 January 2006

[] You are authorized to travel by privately owned conveyance (POC) as advantageous to the Government.
Reimbursement is at the rate of $0.445 cents per mile, plus the cost of necessary parking fees and bridge, ferry, and
tolls incurred including per diem while in travel status under this travel authorization.

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

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

] You are paid a per diem allowance to cover your expenses for lodging, meals, and incidental expenses. Room
taxes at locations in the 50 states, District of Columbia, U.S. territories and possessions and the Commonwealths of
Puerto Rico and the Northern Mariana Islands are reimbursed separately. Room taxes in foreign areas are included
in the total lodging cost and are not reimbursed separately. While traveling in connection with this Invitational
Travel Authorization, you are authorized a per diem equal to the daily amount you pay for lodging, plus a fixed
amount for meals and incidental expenses. That amount is limited to the applicable maximum amount prescribed on
the Per Diem Committee homepage: https://secureapp2.hgda.pentagon.mil/perdiem/perdiemrates.html for the
locality concerned. If your costs, particularly for lodging, are more than the applicable maximum per diem rate
prescribed, only the maximum per diem rate is payable. (See JTR, Chapter 4, Part L, for applicable rules.)

Applicable Per Diem Rates:

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

] You are to be paid an actual subsistence expense allowance (AEA) for lodging and a per diem for meals and
incidentals (M&IE). You are required to itemize your lodging expenses only.
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d. Commercial 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&IE does not exceed 300 percent of the published rate (lodging plus M&IE). For example, a member is
TDY to a location 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. Rates in excess of 300% may be authorized only in advance by PDTATAC or the
Secretary concerned and for only uniformed members (see JFTR, par. U4250). The traveler is financially
responsible for anything charged beyond the basic room fee and taxes. Travelers are to 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 United States and non-foreign OCONUS
areas (see https://secureapp2.hada.pentagon.mil/perdiem/perdiemrates.html) does not include an
amount for lodging taxes. Taxes on lodging in the United States 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 in foreign countries (see
https://secureapp2.hgda.pentagon.mil/perdiem/perdiemrates.html) includes an amount for lodging taxes.
Taxes on lodging in foreign countries are not separately reimbursable.

e. Reimbursement of lodging cost when staying with friends or relatives is not authorized.

f. If the traveler is on TDY at one location for more than 30 days, lodging reservations should be made on
a weekly, monthly, or other long-term basis if possible. When longer term lodging is used, the allowable
lodging cost includes the rent; charges for furniture rental (as long as an option to buy is not exercised);
utilities connections, use and disconnection fees; cleaning fees; telephone monthly use fees, but not toll
charges; and other services ordinarily provided by a hotel. The CTO should be used to make these
arrangements unless the CTO does not provide this service.

(1) If arecreational vehicle (RV) is used for lodging, additional fees considered part of the lodging
cost are the charge for the RV parking space, dumping and shower fees, special user fees (for example,
cable TV charges) if normally included in the price of hotel rooms in the area, and plug-in fees.
Expenses that do not accrue on a daily basis (such as dumping fees) may be averaged over the number
of days the traveler is authorized per diem.

(2) A traveler may purchase and occupy a residence at a TDY location. Allowable expenses are the
monthly:

(@) Mortgage interest;
(b) Property tax; and

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

prorated based on the number of days in the month rather than by the actual number of days the
traveler occupied the residence. (57 Comp. Gen. 147 (1977)). In no case may the total per diem
payable exceed the applicable maximum locality rate for the area unless an AEA (see JFTR,
Chapter 4, Part C or JTR, Chapter 4, Part M) is authorized/approved. The provisions of JFTR, par.
U4141 and JTR, par. C4555-G do not apply when the residence is purchased.
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Effective 20 September 2004

g. If the traveler incurs an exchange fee to trade an owned timeshare period for a comparable period at
lodgings at the TDY point, the exchange fee (but not the annual maintenance fee) is reimbursed as a
lodging cost (B-254626, 17 February 1994).

2. Eating

a. The M&IE for the departure day is 75% of the M&IE rate for the traveler's stopover point or TDY
location, as appropriate, that night. If the traveler is traveling and lodging is not used, the M&IE rate is
based on the next stopover point or TDY location. The M&IE for the return day 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 allowance for meals and incidentals is 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 a given day are available or the proportional meal rate (PMR) when at least one meal a day is available.
(Incidental expenses are added to the GMR or PMR.) A Government mess is available only if:
Government lodging on a U.S. installation is available and the command controlling the mess has made the
mess available to travelers. A Government mess is not available on interim travel days. When actual mess
availability differs from the pre-trip information, the AO may authorize a higher rate (e.g., from PMR plus
incidental expenses to locality M&IE rate). The meal rate established cannot be reduced after-the-fact
except for a free meal as described in par. T4040-A2c below.

Effective 29 June 2005

NOTE: In circumstances in which adequate Government quarters are available but a member is directed to
procure private sector lodgings off the U.S. Installation, the member is treated as though the quarters are not
available and authorized the locality meal rate instead of the GMR/PMR and $3 (in CONUS) or the locality
incidental expense rate OCONUS (unless the $3.50 incidental expense rate is authorized for incidental
expenses under par. T4040-A3). Just because the quarters are available, a command cannot send a member
into private sector lodgings off the U.S. Installation and use the technical quarters ‘availability’ to reduce the
locality meal rate to GMR/PMR.

c. When the Government purchases at least one, but not all three, meals on a calendar day through some
means such as a registration fee, the PMR plus incidental expenses applies for that day. This does not
apply on travel days to 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 22 December 2005

*d. Meals provided by a common carrier do not affect per diem. Complimentary meals provided by a
lodging establishment do not affect per diem as long as the room charge is the same with or without meals.
See JFTR, par. U4165, items 2e and 2f (uniformed members) and JTR, pars. C4554-B5 and C4554-B6
(civilian employees) when a charge for meals is added to the lodging cost.

Effective 1 October 2003

3. Incidental Expenses (IE). Travelers are paid an allowance for miscellaneous expenses, such as tips and
laundry (in some instances), incurred while traveling. This is the IE part of the M&IE. The daily IE in CONUS
is $3.00. The OCONUS daily IE is the rate for the applicable locality per diem, or $3.50 when the AO
determines $3.50 to be adequate for anticipated incidental expenses.
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Effective 8 September 2004

3. Fees for passports, visas (including green cards, photographs for OCONUS travel; see JFTR, par. U1415 &
JTR, par. C1415) and physical examinations required to obtain a visa if examinations could not be obtained at a
Government medical facility (as of 11/1/01 obtainable only in Yokosuka, Japan) (GSBCA 15435-RELO, 9
April 2001)).

NOTE:

(1) Atravel order/authorization may be issued to authorize/approve (see JFTR, par. U2115/JTR, Chapter
3, Part B) travel and transportation at Government expense to a visa issuing office located outside the local
area of the traveler’s PDS if the traveler’s presence at that office is/was mandatory;

(2) A travel authorization may be issued to authorize/approve (see JFTR, par. U2115/JTR, Chapter 3, Part
B) travel and transportation at Government expense to undergo a physical examination required to obtain
a visa if travel is/was required to a location outside the local area of the traveler’s PDS;

Effective 5 July 2005

a. Expenses for legal services that include lawyer fees (except retainer fees) for obtaining and/or
processing applications for passports, visas (including green cards) are reimbursable if local laws and/or
customs require the use of lawyers in processing such applications.

b. A traveler ordinarily travels on a no-fee passport. However, fees for such passports are reimbursable
when travel on an official order/authorization is to and/or from a high threat area or high risk airport (see
http://travel.state.gov/warnings_list.ntml) by commercial air and the traveler is authorized to obtain and
use a regular fee passport. 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. Dependents’ fee is reimbursable except in connection with personal travel. Example: The United
Kingdom Entry Clearance Fee is a reimbursable fee.

d. 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 as in JFTR, par. U1410-A5 and JTR, par. C1410-A5 for
inoculations.

Effective 19 May 2005
4. The cost of birth certificates or other acceptable evidence of birth for OCONUS travel (pars. T4040-E3d and
T4040-E3e in this appendix apply to this expense).

Effective 1 October 2004
5. Taxes on lodging

a. Tax reimbursement is limited to the taxes on reimbursable lodging costs (for example, if a traveler is
authorized a maximum lodging rate of $60 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 $60, which is the maximum authorized
lodging amount); and

b. Taxes for lodging in foreign OCONUS locations are part of per diem/AEA and are not separately
reimbursable.

Change 231/485 0-15

3/1/06



JFTRATR T4040

Effective 1 April 2005
6. Fees for:

a. Currency conversion. Travelers:

(1) are not authorized reimbursement for losses, nor are they 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 is in U.S. 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 have to 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 the initial travel claim.

(4) are authorized the 1% “international transaction fee” for official qualifying transactions charged by
the Government-sponsored contractor-issued travel charge card vendor. This charge is listed as a
separate line item on the credit card billing statement.

b. Cashing U.S. Government checks/drafts issued for reimbursement of expenses for travel in foreign
countries, (cashing salary checks/drafts is not included);

c. Airport transit, service charges/ 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 (transaction fees) for arranging official transportation, rental car and
hotel/motel accommodations;

*8. Service and processing fees (transaction fees) paid by a traveler for arranging official transportation, rental
car, and hotel/motel accommodations when a CTO/TMC is not available to the traveler. NOTE:
Reimbursement is authorized only when every reasonable attempt has been made by the traveler to engage
CTO/TMC in the process and the CTO/TMC is not available, prior to execution of official travel;

9. Transportation-related tips for taxis, limousines, and courtesy transportation;

10. Transportation costs to and from the transportation terminal (see JFTR, par. U3320, and Chapter 3, Part E;
and JTR, Chapter 2, Part C);

11. Any additional costs of paper tickets when authorized by the AO as necessary to meet Government
requirements (e.g., potential work stoppage by the airline or special circumstances involving international travel
to foreign countries). NOTE: Paying for paper tickets sought by a traveler for personal convenience is the
traveler’s financial responsibility.; and

12. Trip insurance in a foreign 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));
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13. Authorized expenses for:
a. Services, including associated equipment needed for reports/correspondence preparation;
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 expenses incurred for obtaining the required inoculations);

g. Official 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.;

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 a travel 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 arrangements that are not for the convenience
of the traveler).

14. Use of computers, printers, faxing machines, scanners, telegrams, cablegrams, or radiograms;

15. 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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16. A Value Added Tax (VAT) certificate used to avoid paying TDY lodging taxes;
17. Tips for handling Government property at terminals and hotels;

18. UNIFORMED MEMBERS ONLY: Customary tips for handling any baggage at transportation terminals;
and

19. CIVILIAN EMPLOYEES ONLY: The cost during TDY travel (not after arriving at or returning to the
PDS) for laundry, dry-cleaning, and/or pressing of clothing:

a. Is aseparately reimbursable travel expense when travel within CONUS requires at least 4 consecutive
nights TDY lodging in CONUS.

b. Is not a separately reimbursable travel expense for OCONUS travel. It is included as an incidental
expense within the per diem/AEA authorized for OCONUS travel.

20. UNIFORMED MEMBERS ONLY: The cost during TDY travel (not after returning to the PDS) for
laundry, dry-cleaning, and/or pressing of clothing:

a Up to 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 Is not a separately reimbursable travel expense for OCONUS travel. It is included as an incidental
expense within the per diem/AEA authorized for OCONUS travel,

21. Any per-day administrative fee called for by the SDCC rental car agreements (including GARS);
Effective 1 April 2005

22. For lodging expenses incurred when a member takes leave during contingency operations (see par.
U7225); and

23. Similar travel related expenses.

F. Reimbursement for Travel Expenses at the TDY Location

Effective 28 April 05
1. Reimbursement is authorized for necessary travel expenses at the TDY location. For specific expenses see
par. T4030.

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

a. Duty sites,
b. Lodgings,
c. Dining facilities,

d. Drugstores,
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