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BRIEF OF REVISION

These are among the major changes made by Change 493:

Introduction, Feedback Reporting; C4550-E3. Updates USAF HQ address in the JTR.

C1450. Adds information in the JTR about the Registered Traveler Program.
C5354-Blc. Reinstates erroneously deleted wording in par. C5354-Blc.
C5364-B2a(2). Adds erroneously deleted wording in par. C5364-B2a(2).

C7003-G. Changes reference in JTR, par. C7003-G from Appendix G, Part | to par. C1415 and Appendix G, PCS
column.
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Chapter 6, Part L. Updates disabled or special need employee and attendant travel regulations; adds FTR
amendment 2006-03 which clarifies that an agency may reimburse a special need employee for attendant travel
expenses as a miscellaneous expense.

Appendix R. Moves all Conference Attendance and Planning regulations to Appendix R; deleting Chapter 4, Part S.
Directs readers to the FTR, Chapter 301, Appendix E for Guidance to Conference Planning regulations.
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Joint Travel Regulations Introduction

CHANGES

Changes to JTR allowances are initiated by DOD Civilian Travel Determinations (CTDs), and General Services
Administration (GSA) bulletins, memoranda, or amendments. CTDs are effective on the indicated date. They may be
effective on the date published in the JTR, on the PDTATAC Chairman’s signature date, on a date after the last
signature mutually agreed upon by the Services, or, if permitted or required by the statute or a change to the FTR, some
other date. When an effective date is earlier than the date assigned to the published change page, the changes are
disseminated using the PDTATAC website.

Published changes are numbered consecutively and ordinarily are issued monthly. They contain the text and rate
changes directed in determinations. The determinations included in a published change are shown on that change’s
cover sheet.

New or revised provisions appearing on a change page are indicated by a * symbol placed next to the new or revised
portion.
FEEDBACK REPORTING

Recommendations for JTR changes should contain an explanation of and rationale for the proposed change. When the
proposal relates to an actual situation, the details should be included. Submit feedback reports concerning inadequate
per diem rates in accordance with par. C4551.

Effective 11 July 2005

1. Army - Army Civilian Advisory Panel Member, Department of the Army, Office of the Assistant G-1 for
Civilian Personnel, ATTN: DAPE-CP-PPD, Hoffman Building 1, Room 100, 2461 Eisenhower Avenue,
Alexandria, VA 22331-3001.

Effective 1 June 2006
2. Navy - Navy Civilian Advisory Panel Member, Office of the Civilian Human Resources, Labor and Employee
Relations Division (012), 614 Sicard Street SE, Suite 100, Washington Navy Yard, Washington DC 20374-5072.

3. Marine Corps - Marine Corps Civilian Advisory Panel Member, Headquarters U.S. Marine Corps, Manpower
and Reserve Affairs (MPC-10), 3280 Russell Road, Quantico, VA 22134-5103.

Effective 17 August 2006
*4, Air Force - Air Force Civilian Advisory Panel Member, HQ USAF/A1SF, 1040 Air Force Pentagon,
(Room 4E235) Washington, DC 20330-1040.

5. OSD/WHS/Defense Agencies - DOD Civilian Personnel Management Service, Field Advisory Service, Attn:
Mr. Gary Pugh, 1400 Key Boulevard, Arlington, VA 22209-5144.

Change 493 iX
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Joint Travel Regulations Introduction

Effective 22 June 2006
HOW TO GET THE JTR

Printed paper JTR copies and changes can no longer be ordered. You can download and print copies by accessing
the following website: https://secureapp?.hgda.pentagon.mil/perdiem/trviregs.html.
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Change 493
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GOVERNMENT CONVEYANCE
A. General
B. Aero Club Aircraft Use

COMMERCIAL PASSENGER TRANSPORTATION (FTR, 8301-72.3)

A.  When the Commercial Transportation Cost Is $100 or Less (FTR §301-51.100)

B. When a Transportation Request (GTR) Is Not Available (FTR §301-51.100)

C. When a GTR is Available but Not Used and the Transportation Cost Exceeds
$100 (FTR, §301-72.201, and §301-72.203)

D. Streetcar and Bus Transportation (FTR §301-10.190)

BAGGAGE EXPENSES (FTR §301-12.2)

Excess baggage

Baggage transfer

Baggage Storage

Checking Baggage

Terminal Porter Charges

Charges for Handling Baggage/Government Property

mTmooOwp

PRIVATELY OWNED CONVEYANCE TAXES AND LICENSE FEE (B-214930,
1 October 1984))

A.  General

B. Charges Paid by a Traveler

REIMBURSEMENT OF PREPARATORY TRAVEL EXPENSES WHEN THE
TRAVEL AUTHORIZATION IS AMENDED, MODIFIED, CANCELED OR
REVOKED (FTR 8301-11.16)

NONREFUNDABLE ROOM DEPOSIT OR PREPAID RENT

A. When TDY is Curtailed, Canceled or Interrupted for Official Purposes

B. Considerations

REGISTERED TRAVELER PROGRAM

Cl-v
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DOD Employee Travel Administration C1450

*C1450 REGISTERED TRAVELER PROGRAM

1. The Registered Traveler (RT) program was developed by the Transportation Security Administration (TSA)
to accelerate the screening process, at participating airports, for travelers who voluntarily enroll in the program.

2. Participation in this program is not required by the Government.

3. Fees for enrollment in this program are not reimbursable.

Change 493 C1F-7
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DOD Employee Travel Administration Blank Page
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PART O: OCCASIONAL MEALS AND/OR LODGING

Paragraph Contents
C4710 REIMBURSEMENT FOR OCCASIONAL MEALS AND/OR LODGING (FTR
§301-11.1)

PART P: INCOME TAX REIMBURSEMENT ALLOWANCE (ITRA) FOR EXTENDED
TDY ASSIGNMENTS

Paragraph Contents

C4715 ITRA FOR EXTENDED TDY ASSIGNMENTS DURING TAX YEARS 1993
AND THEREAFTER (FTR §301-11.501)
A. Purpose

B. Reimbursement
C. Reimbursement Limitations

PART Q: RESERVED

PART R: RESERVED

PART S: RESERVED

PART T: SPECIFIC ASSIGNMENT CONDITIONS

Paragraph Contents
C4975 TRAVEL OF CONSULTANTS AND EXPERTS
A. Authority
B. Conditions
C4976 WITNESS TRAVEL
A. General
B. Definitions
C. Allowable Travel Expenses
D. Funding
C4977 JUROR TRAVEL

Change 493 C4-ix
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C4978 TRAVEL OF AN EMPLOYEE SERVING AS A LABOR ORGANIZATION
REPRESENTATIVE
A. General
B. Certifications

C4979 TRAVEL TO RECEIVE NON-FEDERALLY SPONSORED HONOR AWARDS
A. General
B. Allowable Expense
C.  Prohibition

Change 493 C4-x
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Employee Travel C4552

E. Offices Designated to Authorize Reduced Per Diem. The offices listed in pars. C4550-E1 through C4550-E4 are
designated to authorize (in advance) a fixed reduced per diem rate in accordance with pars. C4550-B and C4550-C:

Effective 11 July 2005

1. Army: Army Civilian Advisory Panel Member, Department of the Army, Office of the Assistant G-1 for
Civilian Personnel, ATTN: DAPE-CP-PPD, Hoffman Building 1, Room 100, 2461 Eisenhower Avenue,
Alexandria, VA 22331-3001;

2. Navy and Marine Corps: The head of the DON activity/command to which employee is permanently
assigned for training assignments and Office of the Deputy Assistant Secretary of the Navy (Civilian
Personnel/EEQ), DP2, Nebraska Avenue Complex, 321 Somers Court NW, Suite 40101, Washington, DC
20393-5451 for TDY;

Effective 17 August 2006
*3. Air Force: HQ USAF/ALSF, 1040 Air Force Pentagon, (Room 4E235), Washington, DC 20330-1040;

4. OSD/WHS/Defense Agencies: DOD Civilian Personnel Management Service, Field Advisory Service, Attn:
Mr. Gary Pugh, 1400 Key Boulevard, Arlington, VA 22209-5144.

F. Standard CONUS Per Diem Rate

1. The Standard CONUS per diem rate is the rate for any CONUS location not included in a defined locality
(county/area) in the CONUS per diem rates in
https://secureapp2.hgda.pentagon.mil/perdiem/perdiemrates.html.

2. The Standard CONUS per diem rate is used for all CONUS locations when PDT is involved.

3. Effective 1 October 2005 the Standard CONUS per diem rate is:

LODGING M&IE TOTAL
$60 $39 $99

C4551 REQUESTING REVIEW OF PER DIEM RATES

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

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

Hoffman Building 1, Room 836

2461 Eisenhower Avenue

Alexandria, VA 22331-1300

NOTE: To cover one-time necessary expenses in excess of the prescribed per diem rate, see Chapter 4, Part M.
C4552 GENERAL RULES REGARDING PER DIEM
A. Per Diem Beginning and Ending. For per diem allowances, official travel begins on the day an employee leaves

the place of abode, office or other authorized departure point and ends on the day the employee returns to the place
of abode, office, or other authorized point at the TDY assignment conclusion.

Change 493 C4L-3
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Employee Travel C4552

B. Restriction in Establishing PDS. Activities must not fix an employee’s PDS at a place for the purpose of
paying per diem when most official duties are performed at another place (31 Comp. Gen. 289 (1952)).

C. Per Diem at the PDS

1. Per Diem Not Allowed

a. Per diem cannot be authorized or paid within the PDS limits (see definition, Appendix A), or at, or
within the vicinity of, the place of abode (residence) from which the employee commutes daily to the
official station except as provided in par. C4552-D.

b. Except as indicated in par. C4552-C2, per diem is not authorized or payable at the old or new PDS for
TDY en route that is part of PCS travel.

c. Non-payment of per diem applies even if the traveler vacated the permanent quarters at the old PDS and
lodged in temporary quarters during the TDY period.

2. Per Diem Allowed

a. After PCS. An employee who departs PCS from the old PDS, performs TDY en route elsewhere, and
returns TDY en route to the old PDS, is authorized per diem at the old PDS (B-161267, 30 August 1967).
Example. An employee departs the Pentagon (in Arlington, VA) PCS on 15 June, performs TDY en route
at Ft. Leavenworth 1-31 July, returns TDY en route to the Pentagon 5-15 August, and then arrives PCS to
Ft. Polk on 31 August. The employee is authorized per diem at the Pentagon (old PDS) 5-15 August. If
the employee had departed on 15 June but performed TDY in Arlington, VA, first, no per diem is payable
for the TDY in Arlington immediately after detachment.

b. During TDY. Per diem at the PDS must be paid if an employee’s travel status is uninterrupted by a
brief stay in the PDS vicinity (i.e., usual routing between two TDY locations has the employee passing
back through the PDS airport and remaining overnight at a hotel in connection with a transportation
connection as opposed to going ‘home’ or going to the workplace), and the employee is in transit from one
TDY site to another (GSBCA 16144-TRAV, 14 November 2003).

D. TDY at Nearby Places outside the PDS. Per diem cannot be authorized when an employee does not incur
additional subsistence expenses because of a TDY assignment in the vicinity of, but outside, the PDS. Subject to the
limitation in par. C4552-F, and to the extent that additional subsistence expenses are incurred, an appropriate per
diem may be authorized/approved by the AO.

E. Dependents Accompanying an Employee on TDY. The fact an employee’s dependents may accompany the
employee on TDY at personal expense does not affect the employee’s prescribed per diem rate.

F. Travel of 12 or Fewer Hours (12-Hour Rule). A per diem allowance is not allowed when the official travel
period is 12 or fewer hours. This also applies to permanent duty travel. For TDY travel, the prohibition applies if
the total time en route and duty period from the departure time until the return time to the PDS is 12 or fewer hours.

G. Per Diem Relationship to Overseas Post Differential. Per diem is paid to defray necessary TDY expenses while
traveling. The foreign or non-foreign OCONUS post differential provides additional compensation for employees
assigned to OCONUS PDSs where environmental conditions require a recruitment and retention incentive. When
an employee is assigned away from the PDS on detail or TDY to an OCONUS PDS classified as a differential post
and is eligible for payment of the differential under the provisions of pertinent regulations while on the detail or
TDY, payment of per diem is authorized concurrent with payment of the differential.

Change 493 C4L-4
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Employee Travel Chapter 4, Part S

CHAPTER 4
PART S: RESERVED
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Permanent Duty Travel C5354

CHAPTER 5

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

SECTION 1: 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).

Change 493 C5H1-1
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Permanent Duty Travel C5356

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,
b. Requires repairs/alternations that have not been completed, or

c. Is under construction. NOTE: An expected completion date for the construction must be within the
TQSE time limit (e.g., 10 days, 30 days, 60 days) allowed in the travel authorization. Further, TQSE
authorization for an employee beyond that needed to seek an available private sector residence is
inappropriate simply because the employee chooses to have a house built if there is an existing inventory
of affordable housing. Also see par. C5364-B2a(2).

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,

(@]

. 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;

Change 493 C5H1-2
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Permanent Duty Travel C5364

CHAPTER 5

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

SECTION 2: 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://secureapp2.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:

Change 493 C5H2-1
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Permanent Duty Travel C5366

(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, or unforeseen short-
term delay in new dwelling construction); (GSBCA 15455 —RELO, 26 June 2001
(http://www.gsbca.gsa.gov/relo/r1545526.txt), and GSBCA 16646 -RELO, 8 August 2005
(http://www.gsbca.gsa.gov/relo/r1664608.txt)). Also see par. C5354-Blc.

(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 C5354-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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PART K: REIMBURSEMENT FOR TRAVEL AND TRANSPORTATION EXPENSES
WHEN ACCOMPANYING MEMBERS OF CONGRESS AND CONGRESSIONAL
STAFF

Paragraph Contents
C6500 GENERAL
C6501 DEFINITIONS OF TERMS

A.  Member of Congress
B. Congressional Employee
C.  Secretary Concerned

C6502 TRANSPORTATION, PER DIEM, AND ACTUAL EXPENSE RATES
C6505 CONGRESSIONAL TRAVEL PREMIUM-CLASS APPROVAL CODES

A. First-class (FC)
B. Business-class (BC)

PART L: ADDITIONAL TRAVEL AND TRANSPORTATION EXPENSES INCURRED
BY AN EMPLOYEE WITH A DISABILITY OR A SPECIAL NEED (FTR §301-13)

Paragraph Contents
C6550 POLICY, APPLICABILITY, AND GENERAL RULES
A. Policy

B. Applicability
C. General Rule

C6551 DEFINITIONS
A. Employee with a Disability
B. Disability
C. Physical or Mental Impairment
D. Major Life Activities
E. Substantially Limits
F.  Has a Record of Such an Impairment
G. Is Regarded as Having Such an Impairment
H. Employee with a Special Need
C6552 ALLOWABLE EXPENSES
C6553 EMPLOYMENT OF PERSONAL ASSISTANTS FOR EMPLOYEES WITH A

DISABILITY OR A SPECIAL NEED

C6554 TRANSPORTING A SPECIALLY EQUIPPED AUTOMOBILE BETWEEN
CONUS PDSs (64 COMP. GEN. 30 (1984))
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PART M: EMPLOYEE TRAVEL FOR HEALTH CARE

Paragraph Contents

C6600 HEALTH CARE TRAVEL AND TRANSPORTATION ALLOWANCES FOR
EMPLOYEES ASSIGNED AT A FOREIGN OCONUS PDS
A. General
B. Eligibility

C. Required Health Care
D. Designated Point

C6601 HEALTH CARE TRAVEL ADMINISTRATION
A.  Applicable Regulations
B. Travel Authorizations
C. Funding
D. Excess Costs Agreement
E. Attendant Compensation Agreements
C6602 TRANSPORTATION
A.  General
B. Limitation
C6603 PER DIEM
A. General
B. Patients

C. PerDiem Rates

C6604 BAGGAGE
C6605 SEPARATE MAINTENANCE ALLOWANCE (SMA) IN CONNECTION WITH
HEALTH CARE TRAVEL
A.  Eligibility

B. Restrictions
C. Payment Authority

C6606 SAMPLE EXCESS COST AGREEMENT
C6608 ATTENDANTS/ESCORTS

A. Definition

B. Determination

C. Appointment

D. Travel Allowances

E. Attendant Compensation Agreements

F.  Per Diem for Attendants

G. Non-Concurrent Attendant Travel
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CHAPTER 6

*PART L: ADDITIONAL TRAVEL AND TRANSPORTATION EXPENSES
INCURRED BY AN EMPLOYEE WITH A DISABILITY OR A SPECIAL NEED
(FTR §301-13)

C6550 POLICY, APPLICABILITY, AND GENERAL RULES (FTR §301-70.400)

A. Policy. Inaccordance with the Rehabilitation Act of 1973, as amended, 29 USC §701 et seq., and 5 USC §3102,
these provisions are intended to accommodate an employee with a disability or a special need by providing for
reimbursement of necessary additional travel and transportation expenses incurred in the performance of official
travel. NOTE: An employee with a special need is treated the same as an employee with a disability.

B. Applicability. This Part applies to an employee with a disability or special need as defined in par. C6551.

C. General Rule. Payment is authorized for the additional travel expenses listed in par. C6552, that are necessarily
incurred by an employee with a disability or a special need in the performance of official travel.

C6551 DEFINITIONS
For this Part, the terms in pars. C6551-A through C6551-H have the meanings indicated.
A. Employee with a Disability. The term "employee with a disability " means an employee who has a disability as

defined in par. C6551-B and E otherwise is covered generally under the Rehabilitation Act of 1973, as amended, 29
USC §701 et seq. The term “employee with a special need” is defined in C6551-H.

B. Disability. The term "disability" with respect to an employee, means:
1. Having a physical or mental impairment that substantially limits one or more major life activities;
2. Having a record of such an impairment; or
3. Being regarded as having such an impairment.

C. Physical or Mental Impairment. The term "physical or mental impairment"” means:

1. Any physiological disorder or condition, cosmetic disfigurement, or anatomical loss affecting one or more of
the following body systems; neurological, musculo-skeletal special sense organs, respiratory (including speech
organs), cardiovascular, reproductive, digestive, genitourinary, hemic and lymphatic, skin, and endocrine; or

2. Any mental or psychological disorder, such as mental retardation, organic brain syndrome, emotional or
mental illness, and specific learning disabilities.

The term "physical or mental impairment™ includes, but is not limited to, such diseases and conditions as cerebral
palsy, epilepsy, muscular dystrophy, multiple sclerosis, cancer, heart disease, diabetes, mental retardation, emotional
illness, and orthopedic, visual, speech, and hearing impairments.
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D. Major Life Activities. The term "major life activities" means functions such as caring for oneself, performing
manual tasks, walking, seeing, hearing, speaking, breathing, learning, and working.

E. Substantially Limits. The term "substantially limits" means that the employee is:

1. Unable to perform a major life activity that the average person in the general population can perform; or

2. Significantly restricted as to the condition, manner, or duration under which the employee can perform a
particular major life activity as compared to the condition, manner, or duration under which the average person
in the general population can perform that same major life activity.

F. Has a Record of Such an Impairment. The term "has a record of such an impairment"” means the employee has a
history of, or has been classified as having, a mental or physical impairment that substantially limits one or more
major life activities.

G. Is Regarded as Having Such an Impairment. The term "is regarded as having such an impairment"” means the
employee:

1. Has a physical or mental impairment that does not substantially limit major life activities but the impairment
is treated by the agency as constituting such a limitation;

2. Has a physical or mental impairment that substantially limits major life activities only as a result of the
attitudes of others toward such impairment; or

3. Has none of the impairments defined in par. C6551-C but is treated by the employing agency as having a
substantially limiting impairment.

H. Employee with a Special Need. The term “a special need,” with respect to an employee, means physical
characteristics of an employee not necessarily defined under disability. Such physical characteristics could include,
but are not limited to, the weight or height of the traveler.

C6552 ALLOWABLE EXPENSES

The following expenses are allowable additional travel and transportation expenses payable to an employee with a
disability or special need:

1. Transportation and per diem authorized under this Part incurred by an attendant accompanying the
employee, whether the attendant is or is not a member of the employee's immediate family, when the employee
requires the assistance of an attendant;

2. Specialized transportation for the employee to, from, and/or at the TDY location;

3. Specialized services provided by a commercial carrier necessary to accommodate the employee's disability
or special need;

4. Costs incurred as a direct result of the employee's disability or special need for baggage handling in
connection with public transportation or at lodging facilities;
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5. Renting and/or transporting specialized assistance equipment, such as a wheelchair, needed in transit or at
the TDY location; and

Effective 1 March 2004
6. Premium-class accommodations when necessary to accommaodate a traveler with a disability or special need
per the Services’ premium class travel policy. See par. C2000-A2c for medical justification.

7. Service of an attendant, when necessary, to accommodate the employee’s disability or special need.

C6553 EMPLOYMENT OF PERSONAL ASSISTANTS FOR EMPLOYEES WITH A DISABILITY OR A
SPECIAL NEED

5 USC 83102, authorizes the hiring, with or without pay, of personal assistants, as well as readers and interpreters,
for an employee who is disabled or who has a special need while the employee travels on official business, for all or
a portion of the travel period involved. Travel expenses and per diem allowances for such personal assistants are the
same as those for employees traveling incident to TDY. Further guidance is available at:
http://mww.opm.gov/disability/mngr_6-01-B.asp.

Effective for POV shipments on or after 1 November 2003
C6554 TRANSPORTING A SPECIALLY EQUIPPED AUTOMOBILE BETWEEN CONUS PDSs (64
COMP. GEN. 30 (1984)) (This decision is available at: http://141.116.74.201/regs/comp-gen-dec/B-215616.pdf).

See par. C5248-C concerning transportation by the DOD component concerned or reimbursement for the
transportation cost for a specially equipped automobile by a "traveler with a disability or special need" between
CONUS PDSs.
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c. An Employee Recruited OCONUS for Assignment to an OCONUS PDS in a Different Geographical
Locality Who Has Completed the Agreed Service Period, or Is Being Separated for Reasons Acceptable to
the Government. When an employee recruited OCONUS for assignment to an OCONUS PDS separates,
under the terms of a transportation agreement, from a PDS outside the geographical locality of the actual
residence after completing the agreed service period or for other reasons acceptable to the Government,
dependent travel is authorized from such PDS to the actual residence. Travel to an alternate destination in
the geographical locality of the actual residence may be authorized. Any cost in excess of the dependent
travel cost by the most economical route from the OCONUS PDS to the actual residence is the employee’s
personal financial responsibility.

D. Dependent Early Return

1. Earned or Public-interest Transportation. Under par. C7003-D1a or C7003-D1b, return travel to the U.S. of
one or more of an employee's dependents may be authorized before the employee’s return to the employee's
actual residence/alternate destination. Any cost in excess of the costs by the most economical route from the
OCONUS PDS to the actual residence are the employee’s personal financial responsibility. Early return travel
may be authorized when:

a. An employee is eligible for return transportation after satisfactorily completing the applicable service
period, usually the tour of duty, prescribed for the employee’s PDS in par. C4005-1a or Appendix Q,
except when a different period, based on one of the provisions in par. C4005-C3, C4005-C4, C4005-C5,
C4005-C6, or C4005-C7, applies; or

b. The OCONUS command concerned determines that it is in the Government’s best interest to return one
or more dependents for compelling personal reasons of a humanitarian/compassionate nature (examples:
physical/mental health, death of any immediate family member, obligations imposed by authority, and
other similar circumstances over which the employee has no control).

2. Reimbursable Expense Transportation. When one or more of an employee's dependents return before the
employee is eligible for return travel and for reasons other than those described in par. C7003-D1b, the
transportation expense is the employee’s personal financial responsibility. When the employee becomes
eligible for return travel, the employee must be reimbursed for allowable travel expenses up to the cost of the
dependent travel by the most economical route (including policy-constructed airfare (see Appendix A) when
contract city-pair airfares are not available) from the OCONUS PDS to the actual residence. The
reimbursement amount must not exceed the amount allowable for the transportation mode available that would
have been used at the time that the employee became eligible for return travel. Government transportation must
be used for dependents early return travel, if available. Chapter 2 applies to dependent early return travel. See
par. C1310 for receipt requirements.
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3. Limitations. Dependent early return travel under par. C7003-D1 or C7003-D2 must not be authorized more
than once during each agreed period of OCONUS service. Dependent return travel at Government expense to
the OCONUS PDS is not authorized except when incident to the employee’s RAT (see par. C5545). When an
employee completes an agreed-to period of service, has received one-way dependents’ transportation to the
actual residence unaccompanied by the employee, and the employee's RAT is at a later date, the dependents’
return transportation expense to the OCONUS PDS at an earlier date is then reimbursable. Reimbursement
must not exceed the Government's cost for transportation by the usual transportation mode and route that would
have been used had the dependents traveled back to the OCONUS PDS with the employee. See par. C1310 for
receipt requirements.

4. Return of Former Spouse and Dependents (FTR § 302-3.227). Reimbursement is authorized for return
travel and transportation allowances to the actual residence (see Appendix A) anywhere in the world for a
former spouse and former dependents of an employee who have traveled to the employee's OCONUS PDS as
dependents at Government expense. Reimbursement is authorized even if, because of divorce/annulment, these
individuals are no longer dependents when the employee becomes eligible for return travel. Travel must begin
before the end of the employee's current agreed-to tour of duty. In the case of an employee serving under a 1-
year, 2-year or 3-year tour agreement, travel for the former dependents must begin before the end of the 1-year,
2-year or 3-year tour during which the divorce/annulment was finalized. If the employee is serving under an
administrative extension of a tour, travel for the former dependents must begin before the end of the

administrative extension in effect during which the divorce/annulment was finalized.

E. Movement because of Evacuation. When dependent travel is incident to an ordered evacuation, see Chapter 12.

F. Transportation Routing and Mode. Transportation routing and modes for dependents may be authorized as
provided in Chapter 12.

Effective 21 August 2006
*G. Miscellaneous Expenses Authorized. Miscellaneous expenses authorized for dependent travel from OCONUS
areas are in par. C1415 and App G, PCS column.

H. Travel Authorization. Authorization for dependent travel must be included in the travel authorization issued for
the employee, except in situations in which a separate travel authorization is required for the dependent early return
to the actual residence or for movement because of evacuation.

I. Time Limitations

1. General. Dependent travel from OCONUS areas should begin as soon as practicable after the effective date
of the employee's PCS or return for separation. If practicable, dependents should travel with the employee, or
as soon after as appropriate transportation is available.

2. Reassignment to a New PDS. In no event may dependent travel begin later than 2 years after the effective
date of reassignment to a new PDS, exclusive of any time during which administrative embargoes/shipping
restrictions make the travel impossible.

3. Return for Separation. When an employee returns for separation, dependent travel must be completed
within a reasonable time after separation or the travel benefit is forfeited. Upon the employee’s written request,
the appropriate OCONUS activity commanding officer may authorize delayed travel, if proper, under the
provisions of par. C5085-C.
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APPENDIX A
DEFINITIONS
PART I: TERMS

As used in these regulations, and unless otherwise specifically provided in these
regulations, the following definitions apply.

Effective 1 June 2005
ACCOMMODATIONS. Seat space, berths, roomettes, bedrooms, and staterooms on transportation facilities.
Types include:

1. Air Coach or Air Tourist. A type available on commercial aircraft at rates lower than first class or premium
class.

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

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

ACCOMMODATIONS, APPROVED. Any place of public lodging that is listed on the national master list of
approved accommodations. The national master list of all approved accommodations is compiled, periodically
updated, and published in the Federal Register by FEMA. Additionally, the approved accommodation list is
available on the U.S. Fire Administration’s Internet site at http://www.usfa.fema.gov/hotel/indes.htm.

Effective 1 June 2005
ACCOMMODATIONS, COMMON CARRIER.

1. First-/Premium-Class. Generally, the highest accommodations class offered by commercial airlines in terms
of both cost and amenities and termed “first class” by the airlines and in reservations systems. Includes suites,
offered by commercial ships, and the highest class of service, including bedrooms, roomettes, club service,
parlor car, or other premium accommodations offered by passenger rail carriers.

2. Business-Class. A premium accommodations class offered by commercial airlines that is higher than
coach/economy and lower than first-class in both cost and amenities (e.g., business-class). This class of
accommodation is generally referred to as “business, business elite, business first, world business, connoisseur,
or envoy” depending on the airline. For business-class definition for trains see par. U3135-B3.

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

5. Extra-Fare Train. A train that operates at an increased fare due to the extra performance of the train (i.e.,
faster speed or fewer stops).

ACCOMMODATIONS, PUBLIC. Any inn, hotel, or other establishment within a State (and the District of
Columbia) that provides lodging to transient guests, excluding an establishment:

1. Owned by the Federal Government;

2. Treated as an apartment building by State or local law or regulation; or

3. Containing not more than 5 rooms for rent or hire that also is occupied as a residence by the proprietor.
ACTUAL EXPENSE. Payment of authorized actual expenses incurred, up to the limit prescribed by the
Administrator of GSA or agency, as appropriate. Reimbursement is contingent on eligibility for per diem, and is
subject to the same definitions and rules governing per diem.
Effective 30 December 2004
ACTUAL RESIDENCE. The fixed or permanent domicile of a person that can be reasonably justified as a bona
fide residence. Also referred to as the “home of record”. For a separating employee concluding an OCONUS
assignment, the “actual residence” is the residence occupied at the time the employee received the OCONUS
assignment. This is the residence listed in the service or transportation agreement signed by the employee prior to
departure to an OCONUS post, pursuant to which the employee is assured that the expenses of return travel and
transportation will be paid by the Government. (GSBCA 16265-RELO, 19 December 2003)
AGENCY.
A. Includes:

1. An Executive agency, as defined in 5 USC §101;

2. A military department;

3. An office, agency or other establishment in the legislative branch;

4. An office, agency or other establishment in the judicial branch; and

5. The Government of the District of Columbia.

B. Does NOT include a/an:

1. Government-controlled corporation;
2. Member of Congress; or

3. Office or committee of either House of Congress or of the two Houses.
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AGREEMENT. A written statement required by any of several statutes, signed by a person selected for
appointment or by an employee, prescribing a required period of service and other conditions related to
transportation allowances in connection with permanent duty travel.
APPROVE(D). The ratification or confirmation of an act already done.
APPROVING OFFICIAL. See TRAVEL-APPROVING/DIRECTING OFFICIAL.
ARMED FORCES. The Army, Navy, Air Force, Marine Corps, and Coast Guard (see 37 USC §101(4)).
ATTENDANT. An attendant:
1. Is a Uniformed Service member, employee, or other person who, IAW a travel order/authorization/ITA,
accompanies an employee authorized to travel to/from a medical facility for required medical attention that is
not available locally,
2. Takes care of and waits upon the employee patient in response to the patient’s needs,
3. May travel with the patient and attend to the patient’s needs at the destination medical facility, and

4. Is appointed by competent medical authority.

Effective 6 June 2006
AUTHENTICATING OFFICIAL. See AUTHORIZING/ORDER-ISSUING OFFICIAL (AO).

Effective 17 September 2004
AUTHORIZED.

1. The giving of permission before an act.
2. The giving, through these regulations, of an allowance to an eligible individual requiring no other action.

(Example: When the regulation states that an allowance is authorized, — the regulation means that an eligible
individual has that allowance without further action by any other activity.)

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

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

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

baggage).

BAGGAGE, ACCOMPANIED. Baggage that is not part of the HHG weight allowance and consists of coats, brief
cases, suitcases, and similar luggage that accompanies a traveler on a transportation ticket.

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

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

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

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

Effective 1 March 2004

BLANKET TRAVEL AUTHORIZATION. (Also called Unlimited Open, Limited Open, or Repeat Travel
Authorization.) An authorization issued to a traveler who regularly and frequently makes trips away from the PDS
within specific geographical limits for a specific time period within a fiscal year in performance of regularly
assigned duties. Also see TRAVEL AUTHORIZATION.

NOTE 1: Blanket travel authorizations are not used in DTS.

NOTE 2: Blanket travel authorizations for TDY travel can only authorize economy-class travel. If premium-
class travel becomes necessary for a specific trip, an amendment to the travel authorization for each such trip
must be issued.

BREAK IN SERVICE. A break in service is defined as a period of four or more calendar days during which an
individual is no longer on the rolls of an executive agency (5 CFR §300.703 (2004)).

BUSINESS-CLASS. Travel and accommodations/service that fall between first-class and coach-class
accommodations. Business-class accommodations usually, but do not have to, have their own cabin/facilities
between first-class and coach-class accommodations. (See par. U3125-B2b for business-class transportation
authority (restricted to the two-star flag level and civilian equivalents.)

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

CAPACITY CONTROLLED CITY-PAIR AIRFARE. See the CITY-PAIR AIRFARE CONTRACT at
http://www.qgsa.gov/Portal/gsa/ep/channelView.do?pageTypeld=8211&channelPage=%2Fep%2Fchannel%2Fgsa
Overview.jsp&channelld=-13029. These fares are not used in cost-construction.

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

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

CITY-PAIR AIRFARE. See the CITY-PAIR AIRFARE CONTRACT at
http://www.gsa.qov/Portal/gsa/ep/channelView.do?pageTypeld=8211&channelPage=%2Fep%2Fchannel%2Fgsa
Overview.jsp&channelld=-13029
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COMMAND, COMBATANT. An organization with a broad continuing mission under a single commander,
established and so designated by the President, through the Secretary of Defense with the advice and assistance of
the Chairman, Joint Chiefs of Staff. Combatant commands typically have geographic or functional responsibilities.

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

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

COMMUTED RATE. A price rate used for HHG transportation and storage in transit. It includes costs of line-
haul transportation, packing, crating, unpacking, drayage incident to transportation and other accessorial charges,
and costs of storage in transit within the applicable weight limit for storage including in-and-out charges and
necessary drayage. To get the commuted rates tables for transportation, storage, packing, unpacking, crating,
drayage and other accessorial charges incident to transportation you must subscribe to the Professional Movers
Commercial Relocation Tariff, STB HGB 400-(Series). See par. C5160-D4.

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

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

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

2. Results in the call or order to, or retention on, active duty of members of the Uniformed Services under 10
USC §688, §12301(a), §12302, 812304, §12305, or §12406; Chapter 15 of title 10, or any other provision of
law during a war or during a national emergency declared by the President or Congress.

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

Effective 31 July 2006

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

DEFENSE TABLE OF OFFICIAL DISTANCES (DTOD). The DOD standard source for worldwide distance
information based on city-to-city distance (not zip code to zip code) replacing all other sources used for computing
distance (except airplanes). For more information refer to the DTOD website at http://dtod1.sddc.army.mil.
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DEPARTMENT OF DEFENSE (DOD) COMPONENTS. (Also ref: http://www.defenselink.mil/pubs/almanac/
and/or http://www.gov.com/agency/dod/agency.html)

The Office of the Secretary of Defense (including the organization of the Joint Chiefs of Staff)

Department of the Army

Department of the Air Force

Department of the Navy (including the Marine Corps)
DOD Inspector General

United States Court of Appeals for the Armed Forces

DOD FIELD ACTIVITIES:

American Forces Information Service

Defense Prisoner of War/Missing Personnel Office
Defense Technology Security Administration
DOD Counterintelligence Field Activity

DOD Education Activity

DOD Human Resources Activity

Office of Economic Adjustments

TRICARE Management Activity

Washington Headquarters Services

DEFENSE AGENCIES:

Defense Advanced Research Projects Agency
Defense Commissary Agency

Defense Contract Audit Agency

Defense Contract Management Agency
Defense Finance and Accounting Service
Defense Information Systems Agency
Defense Intelligence Agency

Defense Legal Services Agency

Defense Logistics Agency

Defense Security Cooperation Agency
Defense Security Service

Defense Threat Reduction Agency

Missile Defense Agency

National Geospatial Intelligence Agency
National Geospatial Intelligence College
National Security Agency/Central Security Service
Pentagon Force Protection Agency

JOINT SERVICE SCHOOLS:

Joint Military Intelligence College

Defense Acquisition University

National Defense University

Joint Professional Military Education Colleges
Uniformed Services University of the Health Sciences
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DEPENDENT/IMMEDIATE FAMILY. Any of the following named members of an employee's household at the
time the employee reports for duty at a new PDS or performs authorized/approved OCONUS tour RAT or
separation travel:

1. Employee’s spouse;

2. Children of the employee or employee’s spouse who are unmarried and under age 21 years or who,
regardless of age, are physically or mentally incapable of self-support. NOTE: “Children” includes natural
offspring; stepchildren; adopted children; grandchildren, legal minor wards or other dependent children
who are under legal guardianship of the employee or employee’s spouse; also, a child born and moved after
the employee’s effective date of transfer because of advance stage of pregnancy, or other reasons acceptable
to the DOD component concerned, e.g., awaiting completion of the school year by other children. See 50
Comp. Gen. 220 (1970); 66 id. 497 (1987).;

NOTE 1: An employee and spouse at an OCONUS PDS assumed temporary custody of two grandchildren. The
parent of the grandchildren was a uniformed member on active duty with a DOD Service in Irag. The uniformed
member (the parent) executed a special military power of attorney granting guardianship of the children to the
children’s grandparent. GSBCA held that the power of attorney did not create a “legal guardianship” as that
term is used in par. B above to define dependent/immediate family members for the purpose of determining
eligibility for relocation allowances. Since the term “legal guardianship” is not defined in the JTR, GSBCA
turned to Arizona state law (the state in which the power of attorney was executed and in which the uniformed
member resided) for guidance. Under Arizona law legal guardianship can be established only by judicial
determination and the powers of attorney provided by the uniformed member were not sufficient to create
guardianship. Since legal guardianship did not exist, the grandchildren could not be members of the employee’s
immediate family and the employee was not authorized travel and transportation costs and overseas allowances
(TQSA) on their behalf (GSBCA 16337-RELO, 19 April, 2004).

3. Dependent parents (including step- and legally adoptive parents) of the employee or employee's spouse; and

4. Dependent brothers and sisters (including step- and legally adoptive brothers and sisters) of the employee or
employee's spouse who are unmarried and under 21 years of age or who, regardless of age, are physically or
mentally incapable of self-support.

NOTE 2: Generally, the individuals named in items 3 and 4 are dependents of the employee if they receive at least
51 percent of their support from the employee or employee’s spouse; however, this percentage of support criterion
must not be the decisive factor in all cases. These individuals also may be dependents for the purpose of this
definition if they are members of the employee's household and, in addition to their own income, receive support
(less than 51 percent) from the employee or employee's spouse without which they would be unable to maintain a
reasonable standard of living.

NOTE 3: In connection with the Missing Persons Act, *'dependent™ is defined in par. C6101-A for purposes of
transportation eligibility under that Act.

NOTE 4: With respect to emergency leave travel, see par. C6453-D.

Change 493 Al-7
11/1/06



Definitions (JTR) Appendix Al

Effective 30 November 2004

NOTE 5: Whether an individual is considered to be an employee’s spouse for the purpose of allowances
authorized in these regulations when a “common law marriage” is involved is addressed in several GSBCA and
Comptroller General decisions. Some quotes from those decisions are as follows:

GSBCA quotes "Issues of marital status are determined by state law and the relationship of spouse exists if
common law marriage is recognized by the law of the state where the parties entered into such a marriage";
and,

"Issues of marital status are determined by state law, James H. Perdue, GSBCA 14122-RELO, 16 March
1998. Some states recognize common law marriage -- "'[a] marriage that takes legal effect, without license
or ceremony, when a couple live together as husband and wife, intend to be married, and hold themselves out
to others as a married couple." Black's Law Dictionary 986 (7th ed. 1999)"; and,

As we recognized in James H. Perdue, GSBCA 14122-RELO, 16 March 1998 the burden of proof is on the
claimant to establish the common law marriage. State law determines issues of marital status, and the
relationship of spouse exists if common law marriage is recognized under the law of the state where the
parties entered into such a marriage. The following Comptroller General decisions address specific
circumstances: B-260688, 23 October 1995; B-247541, 19 June 1992; B-212900, 15 November 1983; B-
191316, 27 September 1978; B-191316, 6 April 1978; B-186179, 30 June 1976.

The validity of a common law marriage is determined by the law of the place where it was contracted, and if
valid there, it will be valid elsewhere, in the absence of contravention of positive law, or consideration of
policy to the contrary. B-186179, 30 June 1978; B-191316, 27 September 1978.

The burden of proof is on the claimant to establish the common law marriage. See GSBCA 15207-RELO, 19
May 2000; GSBCA 14122-RELO, 16 March 1998.

Once the employee has submitted evidence in support of the common-law marriage, it should be submitted to
the appropriate agency legal counsel for assistance in determining whether the putative spouse qualifies as a
spouse under the specific state and/or Federal law (1 USC §7). PDTATAC does not adjudicate these cases.

Pertinent GSBCA decisions

GSBCA 15947-RELO, 31 March 2003 available at: http://www.gsbca.gsa.gov/relo/r1594703.txt
GSBCA 15382-RELO, 20 December 2000 available at: http://www.gsbca.gsa.gov/relo/r1538220.txt
GSBCA 15207-RELO, 19 May 2000 available at: http://www.gshca.gsa.gov/relo/r1520719.txt
GSBCA 14673-RELO, 9 December 1998 available at: http://www.gsbca.gsa.qov/relo/r1467309.txt
GSBCA 14122-RELO, 16 March 1998 available at: http://www.gshca.gsa.qgov/relo/r141220.txt

DESIGNATED PLACE. A place the commander concerned, or the commander’s designated representative, or the
employee designates for the movement of dependents or HHG when not accompanying the employee.

DESTINATION RATE. The per diem rate applicable to the next location at which an employee is to perform
TDY or at which an employee makes an en route stopover to obtain overnight lodging.
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DIFFERENT (OR SEPARATE) DEPARTMENTS AND AGENCIES.
1. The several departments and agencies of the Executive branch of the Federal Government.
2. Within the Department of Defense, the terms "Different Departments"” or "Different Military Departments"

means the DOD components separately. NOTE: This distinction is necessary with regard to funding for
travel and transportation from one department to another.

DISCOUNT GOVERNMENT MEAL RATE. The daily rate charged for meals in a Government dining facility
minus the operating cost. See definition of “GOVERNMENT MEAL RATE” for current rates.

DISTANCE. As applicable for the Defense Table of Official Distance:

1. Shortest. Routes a driver takes to minimize total distance traveled while still following a truck-navigable
route. Used in most cases to calculate HHG distances.

2. Practical. Route a driver ordinarily would take to minimize time and cost. Practical routes model the trade-
off between taking the most direct path versus staying on major, high-quality highways. Interstate highways are
given a higher priority than secondary highways. Practical routings consider distance, road quality, terrain,
urban/rural classifications, and designated principal and secondary through routes. Used to calculate travel
distances.

DUTY STATIONS. For the purpose of HHG and mobile home transportation and storage -- the place at which an
employee actually is assigned for duty, including a place from which the employee commutes daily to an assigned
station.

EFFECTIVE DATE OF PCS TRAVEL AUTHORIZATION. The date an employee is required to commence
travel to comply with a PCS travel authorization. NOTE: In determining the effective date, authorized leave or
TDY en route required by the travel authorization is excluded.

EFFECTIVE DATE OF TRANSFER OR APPOINTMENT. The date an employee or new appointee reports for
duty at a new or first PDS.

EMERGENCY TRAVEL. See TRAVEL, EMERGENCY.

EMPLOYEE. A civilian individual:
1. Employed by an agency (as defined in this Appendix), regardless of status or grade;
2. Employed intermittently as an expert or consultant and paid on a daily WAE basis; or

3. Serving without pay or at $1 a year (5 USC §5701(2)) (also referred to as "invitational traveler" for TDY
travel purposes only).
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ESCORT. An escort:

1. Is a Uniformed Service member, employee, or other person who, IAW a travel order/authorization/ITA,
accompanies an employee between authorized locations, when:

a. Employee travel is authorized by competent authority, and
b. The employee is incapable of traveling alone, and
2. May be appointed by the employee’s AO.

EXPEDITED TRANSPORTATION MODE. A common carrier-operated transportation service for the
accelerated or protected movement of HHG between specified points.

EXTENDED STORAGE. See NON-TEMPORARY STORAGE.
FAMILY. See DEPENDENT.

FEDERAL TRAVEL REGULATION. Regulation contained in 41 Code of Federal Regulations (CFR), Chapters
300 through 304, that implements statutory requirements and Executive branch policies for travel by Federal civilian
employees and others authorized to travel in the manner of civilian employees at Government expense.

FIELD DUTY. All duty serving with troops participating in maneuvers, war games, field exercises, or similar
types of operations during which:

1. The individual is subsisted in a Government mess or with an organization drawing field rations, and is
provided Government quarters or is quartered in accommodations normally associated with field exercises, or
NOTE: Everything ordinarily covered by per diem is furnished without charge, except that members are
required to pay for rations at the discounted meal rate (basic meal rate.).

2. Students are participating in survival training, forage for subsistence, and improvise shelter.
NOTE: Individuals furnished quarters and subsistence obtained by contract are performing field duty when
so declared by a competent official.

FIRST-CLASS. The highest travel and accommodations available -- See JFTR, par. U3125-B2a and/or JTR, par.
C2204-B2a for first-class transportation authority.

FOREIGN AIR CARRIER. An air carrier that does not hold a certificate issued by the United States under 49
USC §41102.

FOREIGN AREA AND FOREIGN COUNTRY. Any area or country outside the 50 States, District of Columbia,
the Commonwealths of Puerto Rico and the Northern Mariana Islands, Guam, and U.S. territories and possessions.
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FOREIGN SERVICE OF THE UNITED STATES. The Foreign Service as constituted under the Foreign
Service Act of 1980.

FORMER CANAL ZONE AREA. Areas and installations in the Republic of Panama made available to the U.S.
under the Panama Canal Treaty of 1977 and related agreements as described in section 3(a) of the Panama Canal Act
of 1979.

FUND-APPROVING OFFICIAL. One who provides the accounting data for authorized/approved travel
authorizations or amendments.

GEOGRAPHICAL LOCALITY. The contiguous political area of a single country or a related island group in the
same region.

NOTE 1: Widely dispersed noncontiguous subdivisions of the same country are separate geographical localities.
For example: the United Kingdom (including England, Wales, Scotland, and Northern Ireland) is a geographical
locality and Ireland (Republic of) is a separate geographical locality; France and Germany are separate
geographical localities; Portugal and the Azores are separate geographical localities; the Philippine Islands are
the same geographical locality. Japan, including its separate island components, with the exception of the
Ryukyu Island, is a single geographical locality. The Ryukyu Islands (including Okinawa) are a separate
geographical locality. With regard to the United States, CONUS is a single geographical locality, but the states of
Hawai’i and Alaska, and each United States territory or possession, are separate geographical localities.

NOTE 2: When the term "overseas area' or “OCONUS area” is used, it relates to more than one geographical
locality and may include a continent, or the area comprising command jurisdiction, or the entire OCONUS area.

GOVERNMENT. The Government of the United States and the Government of the District of Columbia.

GOVERNMENT ADMINISTRATIVE RATE SUPPLEMENT (GARS). A reimbursable expense charged by
rental car companies for costs incurred unique to doing business with the U.S. Government.

GOVERNMENT AIRCRAFT. Any aircraft owned, leased, chartered or rented and operated by an executive
agency.

GOVERNMENT-CONTRACT RENTAL AUTOMOBILE. An automobile obtained for short-term use from a
commercial firm under the provisions of an appropriate GSA Federal Supply Schedule contract.

GOVERNMENT-SPONSORED CONTRACTOR-ISSUED INDIVIDUALLY BILLED CHARGE CARD
(GTCC). A charge card used by authorized individuals to pay for official travel and transportation related expenses
for which the card contractor bills the employee.

GOVERNMENT-CONTROLLED QUARTERS. Quarters (other than Government or privatized quarters) under
the jurisdiction of a uniformed service (e.g., Ministry of Defense (MOD) leased quarters that the Government
controls occupancy).
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GOVERNMENT CONVEYANCE. Equipment owned, leased, or chartered, for transportation on land, water, or
in the air, expressly for Government use. This includes aircraft on loan to or owned by an Aero Club and AMC
categories B and M air travel.
GOVERNMENT DINING FACILITY/GOVERNMENT MESS. A generic term used in lieu of Government
mess, general mess, dining hall dining activity, mess hall, galley, field kitchen, flight kitchen, or similar terms used
to describe dining facilities funded by appropriated funds. (Excludes activities operated by non-appropriated fund
instrumentalities such as an officer’s mess, club, organized mess and all similar terms.) If used (See Appendix O,
par. T4040-A2b for information on “Government mess available.”) by an employee includes:
1. A general or Service organizational mess, including messing facilities of a state-owned National Guard
Camp; NOTE: A mess established and operated primarily for enlisted member subsistence is not included for
employees unless the mess is used by them.

2. Marine Corps officers' field ration dining facility, an officers' wardroom mess, or warrant officers' and chief
petty officers' mess afloat; or

3. Box lunches, in flight meals, or rations furnished by the Government on military aircraft.
NOTE: In-flight snack meals purchased at the member’s/employee’s option before boarding a military aircraft
and meals furnished by commercial air carriers (including AMC charter flights) are not meals furnished by a

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.
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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).

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.
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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, §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).

8. Utility trailers, with or without tilt beds, with a single axle, and an overall length of no more than 12 feet
(from rear to trailer hitch), and no wider than 8 feet (outside tire to outside tire). Side rails/body no higher than
28 inches (unless detachable) and ramp/gate for the utility trailer no higher than 4 feet (unless detachable).

B. HHG do not include:

1. Personal baggage when carried free on commercial transportation;

2. Automobiles, trucks, vans and similar motor vehicles; airplanes; mobile homes; camper trailers; horse
trailers; and farming vehicles (see Chapter 5, Part E for POV shipment);
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3. Live animals including birds, fish and reptiles;

4. Cordwood and building materials (B-133751, 1 November 1957 and B-180439, 13 September 1974);
5. HHG for resale, disposal or commercial use;

6. Privately owned live ammunition (B-130583, 8 May 1957); and

7. Boats (other than those in A6 above); and

8. Hazardous articles including explosives, flammable and corrosive materials, poisons, propane gas tanks. See
DOD 4500.9-R, DTR, Part IV, for examples of hazardous materials.

C. Law or carrier regulations may prohibit commercial shipment of certain articles not included in B. These articles
frequently include articles:

1. Liable to impregnate or otherwise damage equipment or other property (e.g., home canned items; liquid
articles that are highly susceptible to breakage or leakage);

2. That cannot be taken from the premises without damage to the article or the premises (e.g., bookcases built
into walls);

3. That are perishable (including frozen foods), or that require refrigeration, or that are perishable plants unless;

a. Shipment is to be transported not more than 150 miles and/or delivery accomplished within 24 hours
from the time of loading,

b. No storage is required, and

c. No preliminary or en route services (e.g., watering or other preservative method) is required of the
carrier.

HOUSEHOLD GOODS TRANSPORTATION. See TRANSPORTATION, HHG.

Effective 13 September 2002

HOUSEHOLD GOODS-WEIGHT ADDITIVE. A weight added to the net weight of the household goods
shipment to compensate for the excessive van space used by the item. NOTE: The item must be stated in the HHG
tariff as qualifying for a weight additive before a charge can be assessed. Weight additives do not apply if an
article is capable of being conveniently hand-carried by one person and/or transported in a standard moving
carton.

HOUSE-HUNTING TRIP (HHT). Round trip travel between the old and new PDS for the purpose of seeking a
permanent residence.

IBA. Government-sponsored contractor-issued Individually Billed travel charge card Account”. NOTE: Does not
apply to any other form of personal credit card.
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IMMEDIATE FAMILY. See DEPENDENT/IMMEDIATE FAMILY.

INTERVIEWEE. An individual who is being considered for employment by an agency. The individual may
currently be a Government employee.

INVITATIONAL TRAVEL. See TRAVEL, INVITATIONAL.

ITINERARY, VARIATION IN. A change in routing of travel or points of TDY in connection with official
business, justified by the mission nature and requirements.

LOCALITY RATES. Maximum per diem rates prescribed for specific localities.

LODGINGS-PLUS PER DIEM SYSTEM. The method of computing per diem allowances for official travel in
which the per diem allowance for each travel day is established on the basis of the actual amount the traveler pays
for lodging, plus an allowance for meals and incidental expenses (M&IE), the total of which does not exceed the
applicable maximum per diem rate for the location concerned.

MEMBER (UNIFORMED SERVICES). A commissioned officer, commissioned warrant officer, warrant officer,
and enlisted person, including a retired person, of the Uniformed Services. NOTE: “Retired person” includes
members of the Fleet Reserve and Fleet Marine Corps Reserve who are in receipt of retainer pay.

MILEAGE (ALLOWANCE) - PERMANENT CHANGE OF STATION (PCS) TRAVEL, FIRST DUTY
STATION TRAVEL, HOUSE HUNTING TRIP (HHT) AND SEPARATION TRAVEL. A rate per mile for
the authorized use of a privately owned automobile during official PCS travel. The amount depends on the official
distance for which the rate per mile may be paid under the circumstances (as determined in accordance with the

applicable provisions of this regulation) and the number of authorized travelers transported. See par. C2505 for
current rates.

MILEAGE (ALLOWANCE) - FOR LOCAL AND TDY TRAVEL. A rate per mile in lieu of reimbursement of
actual POC operating expenses. See par. C2500 for current rates.

MISSING STATUS. The absence status of an employee who officially is carried or determined to be:
1. Missing;
2. Missing in action;
3. Interned in a foreign country;
4. Captured, beleaguered, or besieged by a hostile force; or

5. Involuntarily detained in a foreign country.
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MIXED MODES. Travel using a POC (including on a PCS, a rental vehicle procured at personal expense) and one
or more of the following modes:

1. Personally-procured commercial transportation (see par. C2203),
2. Government-procured commercial transportation,
3. Government transportation.

MOBILE HOME. A mobile dwelling constructed or converted and intended for use as a permanent residence and
designed to be moved, either self-propelled or by towing. It includes a house trailer, a privately owned railcar
converted for use as a residence (51 Comp. Gen. 806 (1972)), and a boat an employee uses as the place of principal
residence (62 Comp. Gen. 292 (1983)), as well as all HHG and PBP&E contained in the mobile home and owned or
intended for use by the employee or dependents.

MULTIPLE OCCUPANCY DWELLING. A duplex, triplex or other type of dwelling that is designed to provide
separate living quarters for more than one household. The units within the dwellings ordinarily have separate
addresses and separate entrances.

NON-FOREIGN OCONUS AREA. The States of Alaska and Hawai’i, the Commonwealths of Puerto Rico and
the Northern Mariana Islands, Guam, and U.S. territories and possessions.

NON-TEMPORARY STORAGE (NTS). Long-term HHG storage in lieu of transportation. NTS includes
necessary packing, crating, unpacking, uncrating, transportation to and from the storage location(s), storage, and
other directly related necessary services. Also referred to as Extended Storage.

OCONUS. Outside CONUS.

NOTE: For permanent duty travel purposes with respect to Alaska, Hawai’i, Commonwealths of Puerto Rico and
the Northern Mariana Islands, Guam, the territories and possessions of the United States, or foreign countries
and similar geographical localities, an OCONUS place of employment outside the geographical locality in which
the actual residence is located.

OFFICIAL STATION. See PERMANENT DUTY STATION.

OPEN MESS. A non-appropriated fund activity providing essential messing, billeting, and recreation for military
personnel and their dependents.

ORDER-ISSUING/AUTHENTICATING OFFICIAL. See AO.
OVERSEAS. See OCONUS.

PER DIEM ALLOWANCE. The per diem allowance (also referred to as subsistence allowance) is a daily
payment instead of reimbursement for actual expenses for lodging, meals and related incidental expenses. The per
diem allowance is separate from transportation expenses and other miscellaneous expenses. The per diem allowance
covers all charges, including taxes (except taxes on lodging in CONUS and in non-foreign OCONUS areas - see
NOTE 2 below) and service charges where applicable for:

1+
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1. Lodging. Expenses for overnight sleeping facilities; (including Government quarters); baths; personal use of
the room during daytime; telephone access fees; and service charges for fans, air conditioners, heaters, fires
furnished in rooms when such charges are not included in the room rate, and in foreign OCONUS areas only
lodging taxes (see NOTE 2 below). NOTE: The term "lodging"* does not include expenses for
accommodations on airplanes, trains, buses, or ships. An accommodation furnished aboard common
carriers is a transportation cost and is not covered by per diem.

NOTE 1: Per diem does not include transportation and other miscellaneous travel expenses.

NOTE 2: The maximum amount allowed for lodging in CONUS and in non-foreign OCONUS areas does not
include an amount for lodging taxes. Taxes on lodging in CONUS ands in non-foreign OCONUS areas are a
separately reimbursable travel expense. The maximum amount allowed for lodging in foreign OCONUS areas
includes an amount for lodging taxes. Taxes on lodging in foreign OCONUS areas are not separately
reimbursable. See https://secureapp2.hgda.pentagon.mil/perdiem/perdiemrates.html for rates.

2. Meals. Expenses for breakfast, lunch, dinner, and related taxes and tips. NOTE: Specifically excluded are
alcoholic beverage and entertainment expenses, and any expenses incurred for other persons.

3. Incidental Expenses. Incidental expenses include:

a. Fees and tips to porters, baggage carriers, bellhops, hotel maids, stewards or stewardesses and others on
ships, and hotel servants in foreign countries. See par. C6552, item 4, regarding baggage-handling costs
incurred as a direct result of an employee’s disability.;

b. Transportation (i.e., bus, subway) between places of lodging or duty/business and places where meals
are taken, if suitable meals cannot be obtained at the TDY site NOTE: If, in the opinion of the AO,
suitable meals cannot be obtained at the TDY site and reimbursement in the incidental expenses for
travel to obtain suitable meals is inadequate, reimbursement may be authorized/approved under par.
C2402.;

c. Laundry, dry-cleaning, and/or pressing of clothing (except when travel is within CONUS and requires
at least 4 consecutive nights TDY/PCS lodging in CONUS — see NOTE 3 below);

d. Telegrams and telephone calls necessary to reserve lodging accommaodations;

e. Mailing costs associated with filing travel vouchers and payment of Government-sponsored contractor-
issued travel charge card billings;

f. Potable water and ice (28 Comp. Gen. 627 (1949)); and
g. Taxes and service charges on any of the expenses in items 2 through 3f.

NOTE 3: The cost for laundry, dry cleaning and pressing of clothing is a separately reimbursable expense in
addition to per diem/AEA when travel is within CONUS and requires at least 4 consecutive nights TDY/PCS
lodging in CONUS. The cost for laundry, dry cleaning and pressing of clothing is not a separately reimbursable
travel expense for travel OCONUS and is included as an incidental expense within the per diem/AEA
authorized/approved for travel OCONUS.
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PER DIEM, REDUCED. See REDUCED PER DIEM.

PER DIEM TRAVEL AND TRANSPORTATION ALLOWANCE COMMITTEE. The Per Diem, Travel
and Transportation Allowance Committee (PDTATAC) publishes these regulations. The Committee is
chartered by the Uniformed Services and operates under the policy guidance of the Department of
Defense (DOD). Its members are a Deputy Assistant Secretary from each of the military departments, the
Director of the National Oceanic and Atmospheric Administration Corps (NOAA Corps), the Director of
Personnel Management of the Coast Guard (USCG), and the Assistant Secretary for Health of the Public
Health Service (USPHS). The Committee Chairman is the Deputy Under Secretary of Defense (Military
Personnel Policy (MPP)).

(The Committee’s purpose is to ensure that uniform travel and transportation regulations are issued pursuant to
Title 37, United States Code, other applicable laws, Executive orders, and decisions of the Comptroller General of
the United States and the Department of Defense Office of Hearings and Appeals (DOHA), for members of the
seven Uniformed Services. In connection with Defense Department civilian employees, the Committee’s primary
purpose is to issue uniform regulations implementing the Federal Travel Regulation (FTR), Statutory
requirements, Executive orders, and decisions of the Comptroller General of the United States and of the General
Services Administration Board of Contract Appeals (GSBCA). (PDC Charter 20 April 1988; LAW 37 USC 411
and 1001; DOD Directive 5154.29, 9 March 1993).)

PERMANENT CHANGE OF STATION (PCS). In general, the assignment, detail, or transfer of an employee to
a different PDS under a competent travel authorization that does not specify the duty as temporary, provide for
further assignment to a new PDS, or direct return to the old PDS.

PERMANENT DUTY STATION (PDS). Also called OFFICIAL STATION. The employee's or invitational
traveler's permanent work assignment location. For the purpose of determining PCS travel allowances, a PDS is the
building or other place (base, post, or activity) where an employee regularly reports for duty. With respect to
authorization under these regulations relating to the residence and the HHG and an employee’s personal effects,
PDS also means the residence or other quarters from (to) which the employee regularly commutes to (and from)
work, except where the PDS is in a remote area where adequate family housing is not available within reasonable
daily commuting distance. In the latter situation, residence includes the dwelling where the employee’s dependents
reside or are to reside, but only if such residence reasonably relates to the PDS as determined by the appropriate
travel-approving/directing official. For purposes other than PCS travel allowances, a PDS is defined as:

A. For employees:

1. The corporate limits of the city or town in which stationed, or;

2. If not stationed in an incorporated city or town, the official station limits are the reservation, station, or other
established area (including established large reservation subdivisions (e.g., McGuire AFB and Ft Dix)) having
definite boundaries in which the employee is stationed. When a reservation, station, other established area or
established large reservation subdivision (e.g., McGuire AFB and Ft. Dix) falls within two or more corporate
city limits (e.g., the districts of Honolulu and any other such as Ewa, Hawai’i) or crosses recognized borders
(e.g., Ft. Campbell is in Tennessee and Kentucky), it is not in either one. The limits of the PDS are then
solely the limits of the reservation, station, other established area or established large reservation
subdivision.
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B. For invitational travelers:

1. The corporate limits of the city or town in which the home or principal place of business is located, or

2. If not in an incorporated city or town, the official station limits are the reservation, station, or other
established area (including established large reservation subdivisions (e.g., McGuire AFB and Ft. Dix)) having
definite boundaries in which the home or principal place of business is located. When a reservation, station,
other established area or established large reservation subdivision (e.g., McGuire AFB and Ft. Dix) falls
within two or more corporate city limits (e.g., the districts of Honolulu and any other such as Ewa, Hawai’i)
or crosses recognized borders (e.g., Ft Campbell is in Tennessee and Kentucky), it is not in either one. The
limits of the PDS are then solely the limits of the reservation, station, other established area or established
large reservation subdivision.

NOTE: Arlington County, VA, is a PDS. The Pentagon and other Government activities are located in
Arlington, VA — even though they have Washington, D.C. mailing addresses (52 Comp. Gen. 751 (1973)). There
are seven Districts on the Island of Oahu, Hawai’i. Each of those seven Districts is a separate and unique PDS.
(19 Comp. Gen. 602 (1939) and 42 Comp. Gen. 460 (1963)).

PERMANENT DUTY TRAVEL. First duty station travel for a newly recruited employee or appointee, RAT, PCS
travel, and separation travel. (See Chapter 5, Part A.)

PLACE FROM WHICH CALLED (OR ORDERED) TO ACTIVE DUTY (PLEAD).

1. The place of acceptance in current enlistment, commission, or appointment of a member of the regular
Services, or of a member of a Reserve Component when enlisted, commissioned, or appointed for immediate
active duty. For an inductee, it is the location of the local Selective Service Board to which the individual first
reported for delivery to the induction station.

2. In the case of a Reserve Component member who is not enlisted, commissioned, or appointed for immediate
active duty, the place to which an order to active duty is addressed.

3. Effective 1 January 1983: In the case of a non-prior service midshipman or cadet at a Service academy or a
civilian college or university, the place where the member attains a military status or where the member enters
the Service. NOTE: Generally this is the academic institution and not the member's HOR (60 Comp. Gen.
142 (1980)).

NOTE: The PLEAD changes only if there is a break in service exceeding one full day, in which case it is the
place of entry into the new period of service.

PLACE OF PUBLIC ACCOMMODATION. See ACCOMMODATIONS, PUBLIC.
PLACE OF STORAGE. Residence or authorized storage location.

POLICY-CONSTRUCTED AIRFARE. The least expensive, unrestricted economy/coach airfare. A capacity
controlled city-pair airfare is not included when policy-constructing the airfare for comparison purposes.
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PORT CALL. Official notification or instructions that require a traveler to report for transoceanic transportation.
It designates the port of embarkation, identifies the carrier with flight number or sailing assignment, specifies the
reporting time and date, and provides instructions relevant to the transportation arrangements.
PORT OF DEBARKATION.

1. Travel by air: the destination airport at which the traveler leaves an international/transoceanic flight.

2. Travel by ship: the place at which the traveler leaves a ship after the journey of 24 or more hours.
PORT OF EMBARKATION.

1. Travel by air: the airport at which the traveler boards an international/transoceanic flight.

2. Travel by ship: the place at which the traveler boards a ship for a journey of 24 or more hours.

POSSESSIONS OF THE UNITED STATES. See “TERRITORIES AND POSSESSIONS OF THE UNITED
STATES”.

POST OF DUTY. (Also see PDS.) An OCONUS PDS.

PREMIUM-CLASS. Travel and accommodations that are:
1. First-class. Highest class available. See definition of FIRST-CLASS, or
2. Business-class. See definition of BUSINESS-CLASS.

PRIVATELY OWNED AIRCRAFT. An aircraft that is owned or leased for personal use. It is not owned, leased,
chartered, or rented by a Government agency, nor is it rented or leased for use in carrying out official Government
business.

PRIVATELY OWNED AUTOMOBILE (POA). A car or light truck (including vans and pickup trucks) that is
owned or leased for personal use by an individual.

PRIVATELY OWNED CONVEYANCE (POC). (Also see TRANSPORTATION.) Any transportation mode
used for the movement of persons from place to place, other than a Government conveyance or common carrier,
including a conveyance loaned for a charge to, or rented at personal expense by, an employee for transportation on
PCS or TDY when such rental conveyance has not been authorized/approved as a Special Conveyance as provided
for in JTR, par. C2102-B. NOTE: A common carrier, or a conveyance owned by the Government, is not a POC.

PRIVATELY OWNED (MOTOR) VEHICLE (POV). Any motor vehicle owned by, or on a long-term lease (12
or more months) to, an employee or that employee’s dependent for the primary purpose of providing personal
transportation that:
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[y

. Is self-propelled,;

2. Islicensed to travel on the public highways;

3. Is designed to carry passengers or HHG; and

4. Has four or more wheels (see NOTE 3 below).
NOTE 1: In the case of a leased vehicle, the employee must provide written authority from the leasing company
to have the vehicle transported. All requirements stated in the lease, as well as requirements for POV entry into
any location, are the employee's responsibility.

NOTE 2: A trailer, airplane, or any vehicle intended for commercial use is not a POV.

NOTE 3:

a. CONUS. A motorcycle or moped may be designated as a POV (rather than as HHG) by the employee if the
employer determines it is more advantageous and cost effective to the Government to transport POV(s) than to
drive to the new PDS.

b. OCONUS. A motorcycle or moped may be shipped as the POV (rather than as HHG) on the same travel
authorization.

PRIVATIZED HOUSING. Housing units on or near military installations in the U.S. and its territories and
possessions that are acquired or constructed by private persons, under 10 USC 882871-2885. The Service Secretary

determines which privatized housing is suitable for use as military family housing. Privatized housing is not
Government or Government-controlled quarters.

PROFESSIONAL BOOKS, PAPERS, AND EQUIPMENT (PBP&E). (Also called PRO or PRO-Gear.)
Articles of HHG in an employee's possession needed for the performance of official duties at the next or a later
destination. Examples include:

A. Reference material,

B. Instruments, tools, and equipment peculiar to technicians, mechanics, and members of the professions;

C. Specialized clothing such as diving suits, astronauts' suits, flying suits and helmets, band uniforms, chaplains'
vestments, and other specialized apparel not ordinary or usual uniform or clothing;

D. Communication equipment used by employees in association with the MARS (see DODD 4650.2);
E. Individually owned or specially issued field clothing and equipment;
F. An official award given to an employee by a Service (or a component thereof) for service performed by the

employee in the employee's capacity or by a professional society/organization/U.S. or foreign Government for
significant contributions in connection with official duties; and
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G. Personal computers and accompanying equipment used for official Government business (i.e., CPU, monitor,
keyboard, mouse, 1 printer, 1 set of small computer speakers).

NOTE: Excluded from PBP&E are sports equipment; and office, household, or shop fixtures or furniture (such
as bookcases, study/computer desks, file cabinets, and racks) of any kind even though used in connection with the
PBP&E.

PROPORTIONAL MEAL RATE. The average of the standard Government meal rate and the meals portion of
the applicable M&IE rate (see https://secureapp2.hada.pentagon.mil/perdiem/perdiemrates.html), rounded to the
nearest dollar.

REDUCED PER DIEM. A per diem rate, lower than locality per diem, that is authorized by an agency when there
are known reductions in lodging and meal costs that can be determined in advance.

RENEWAL AGREEMENT TRAVEL (RAT). See PERMANENT DUTY TRAVEL. Travel and transportation
allowance for the purpose of the employee/dependents to return home on leave, between overseas tours of duty. See
Chapter 5, Part K, for eligibility and limitations.

RESERVE COMPONENT. The:

A. Army National Guard of the United States;

B. Army Reserve;

C. Naval Reserve;

D. Marine Corps Reserve;

E. Air National Guard of the United States;

F. Air Force Reserve;

G. Coast Guard Reserve; and

H. Reserve Corps of the Public Health Service.

RESIDENCE-TYPE QUARTERS. Quarters that are not hotel or hotel-like accommodations.

SECRETARIAL PROCESS. Action by the Per Diem Committee Principal member, the Principal member’s
designated representative, or:

A. Secretary of a Military Department,

B. Director of a Defense Component,
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C. Director, Administration & Management for:
1. Office of the Secretary of Defense,
2. Washington Headquarters Services,
3. Organization of the Joint Chiefs of Staff,
4. Uniformed Services University of the Health Sciences,
5. U.S. Court of Military Appeals, and
D. Designated representative for any of the above.

The Secretarial Process is (or the Processes are) in administrative and/or procedural directives issued under par.
C1002.

SECRETARY CONCERNED. As defined in 37 USC. 8§101(5), the Secretary of:
A. The Army, with respect to matters concerning the Army;

B. The Navy, with respect to matters concerning the Navy, the Marine Corps, and the Coast Guard when it is
operating as a Service in the Navy;

C. The Air Force, with respect to matters concerning the Air Force;

D. Homeland Security, with respect to matters concerning the Coast Guard when it is not operating as a Service in
the Navy;

E. Commerce, with respect to matters concerning the National Oceanic and Atmospheric Administration; and
F. Health and Human Services, with respect to matters concerning the Public Health Service.

When this term is used in the JTR, the Secretary concerned may authorize action by the PDTATAC Principal,
without further delegation.

SEPARATE DEPARTMENT. See DIFFERENT (OR SEPARATE) DEPARTMENTS AND AGENCIES.
SEPARATION TRAVEL. See PERMANENT DUTY TRAVEL.
SERVICES. See UNIFORMED SERVICES.

SHORT DISTANCE MOVE. A PCS between PDSs within the same city/area when the new PDS is at least 50
miles from the old PDS. See par. C4108-B for authorization/approval and exceptions to the 50-mile rule.
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SPARE PARTS FOR A POV. Extra tires, wheels, tire chains, tools, battery chargers, accessories, and those small
and usually possessed parts or replacements used for repair and replacement of identical parts subject to normal use
and wear (such as extra spark plugs, radiator hoses, fan belts, filters, gaskets, tune-up and repair kits), and items that
serve a seasonal, an emergency, or a convenience purpose, such as special seats and beds for children, bottle
warmers and similar conveniences, snow and ice removal equipment, auxiliary heaters, and storage boxes.

SPECIAL CONVEYANCE. Commercially rented or hired vehicles other than a POC and other than those owned
or under contract to an agency.

STANDARD CONUS PER DIEM RATE

A. The per diem rate for any CONUS location not included in a defined locality (county/area) in the CONUS per
diem rates at https://secureapp?.hqgda.pentagon.mil/perdiem/perdiemrates. html. See also par. C4550-E3.

B. The per diem rate for all CONUS locations when PDT is involved.

STANDARD GOVERNMENT MEAL RATE. The daily rate charged for meals in a Government dining facility
including the operating cost. See definition of “GOVERNMENT MEAL RATE” for current rates.

STORAGE IN TRANSIT (SIT). Short-term storage that is part of HHG transportation. May be at any
combination of the origin, in transit, or destination. Usually for 90 or fewer days, but may be extended. See par.
C5190. Also referred to as temporary storage.

SUBSISTENCE EXPENSES. See PER DIEM ALLOWANCE

TEACHER. A civilian who is a citizen of the United States and whose services are required on a school year basis
in a teaching position subject to 20 USC §901-907 in the DOD Education Activity System.

TEMPORARY CHANGE OF STATION (TCS). The relocation of an employee to a new PDS for a temporary
period to perform a long-term temporary assignment, and subsequent return of the employee to the previous PDS
after assignment completion.

TEMPORARY DUTY (TDY). Duty at one or more locations, away from the PDS, under a travel authorization
providing for further assignment or, pending further assignment, to return to the old PDS or to proceed to a new
PDS.

TEMPORARY DUTY (TDY) LOCATION. See TEMPORARY DUTY STATION.

TEMPORARY DUTY (TDY) STATION. A place, away from the PDS, to which the traveler is authorized to
travel.

TEMPORARY DUTY (TDY) TRAVEL. Travel to one or more places away from a PDS to perform duties for a
period of time and, upon completion of assignment, return or proceed to a PDS.
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TEMPORARY LODGING FACILITIES. Specifically identified Service-operated interim housing facilities that
provide short-term housing accommodations for which a charge is levied, without direct charge against the
occupants’ quarters allowances. They include guesthouses, except transient visiting officer quarters occupied by
official visitors to the installation. NOTE: They do not include facilities used primarily for rest and recuperation
purposes, or unaccompanied officer and enlisted quarters.

TEMPORARY STORAGE. See STORAGE IN TRANSIT.

TERRITORIES AND POSSESSIONS OF THE UNITED STATES. (As released by the Office of the
Geographer and Global Issues, 1 July 1997.)

A. Commonwealth of the Northern Mariana Islands, i.e., Saipan, Saipan Lagoon, Tinian, Aquijan, Rota, Farallon

De Pajaros (Uracas), Maug, Asuncion, Agrihan, Pagan, Alamagan, Zealandia Banks, Guguan, Sarigan, Anatathan,
Farallon De Medinilla, Esmeralda Banks, and Northern Islands Sanctuary. (Island names from website:

Www.saipan.com).

B. Commonwealth of Puerto Rico

C. American Samoa

D. Baker Island

E. Guam

F. Howland Island

G. Jarvis Island

H. Johnston Atoll

I. Kingman Reef

J. Midway Islands

K. Navassa Island

L. Palmyra Atoll

M. Virgin Islands

N. Wake Island

TERRITORY OF THE UNITED STATES. (Also see TERRITORIES AND POSSESSIONS OF THE
UNITED STATES.) An incorporated or unincorporated territory over which the United States exercises
sovereignty, an area at times referred to as a dependent area or possession, and other areas subject to the jurisdiction
of the United States. NOTE: "'Incorporated” territories refer to any areas that Congress has ""incorporated" into

the United States by making the Constitution applicable thereto. ""Unincorporated” territories refer to any
territories to which the Constitution has not been expressly and fully extended.
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TRANSOCEANIC TRAVEL. Travel, that if performed by surface means of commercial transportation over a
usually traveled route, requires oceangoing ships.

TRANSPORTATION. The means of moving people or things (particularly HHG) from one place to another.
TRANSPORTATION EXPENSES. The costs related to transportation. (See Chapter 4, Part O.)

TRANSPORTATION, HHG. The shipping, packing, crating, drayage, storage in transit, uncrating, and unpacking
of HHG at Government expense. See Chapter 5, Part D for specific regulations governing PCS HHG transportation.

TRANSPORTATION-IN-KIND. Transportation provided by the Government without cost to the traveler. It
includes transportation by Government aircraft, ship, or vehicle, and Government-procured transportation via
commercial carriers.

TRANSPORTATION, POV. Transportation by ship, including port-handling charges, to, from, and between
OCONUS ports.

NOTE 1: The term does not include land transportation to or from such ports, except when transportation of a
POV is authorized by 5 USC 85564 and is in accordance with Service regulations.

NOTE 2: Customs and other fees and charges required to effect entry of a POV into a country are not part of
transportation. They are the employee’s financial responsibility.

Effective 28 July 2005

TRANSPORTATION REQUEST. A written request of the United States Government (including a GTR — see
definition) to procure transportation, accommodations, or other services chargeable to the Government from a
commercial provider in connection with official travel.

TRANSPORTATION TERMINAL. A transportation terminal is a common carrier or Government transportation
(air, rail, bus, or ship) terminal, station, airport, or wharf. It includes a rental car pick-up or drop-off point if rental
car is the transportation mode to and from the TDY location.

TRANSPORTATION, USUAL MODE OF. A transportation mode that is authorized, required, or furnished for
usual travel by direct route, including common carrier facilities within CONUS or commercial and Government
transportation facilities overseas that would be used for travel by the most direct usually traveled route between
points of official travel.

TRAVEL. The term “travel” relates to movement of persons from place to place and includes authority to the use
of quarters facilities, allowances, and certain transportation and reimbursable expenses incidental to travel, subject to
conditions and limitations in this VVolume.

TRAVEL-APPROVING/DIRECTING OFFICIAL. Individuals who direct and approve/disapprove travel
requests and vouchers prior to claim settlement. They ensure the necessity and justification for travel authorizations.
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Effective 1 March 2004

TRAVEL AUTHORIZATION. (Also referred to as a travel order.) A written instrument issued or approved by
person(s) to whom authority has been delegated authorizing a traveler or group of travelers to travel. There are four
basic types travel authorizations:

A. Unlimited Open. This is a form of blanket travel authorization allowing an employee to travel anywhere on
official business without further authorization for a specified period of time within a fiscal year. See NOTE below
for restrictions.

B. Limited Open. This is a form of blanket travel authorization allowing an employee to travel on official business
without further authorization under certain specific conditions, i.e., travel to specific geographic area(s) for specific
purpose(s), subject to trip cost ceilings, or for specific periods of time within a fiscal year. See NOTE below for
restrictions.

C. Repeat. This is a form of blanket travel authorization allowing an employee to travel on official business
without further authorization to a specific destination for a specified period of time within a fiscal year. See NOTE
below for restrictions.

D. Trip-by-trip. A travel authorization allowing an individual or group of individuals to take one or more specific
official business trips, which must include specific purpose, itinerary, and estimated costs.

NOTE: Unlimited Open, Limited Open, and Repeat Travel Authorizations (also called Blanket Travel
Authorizations) are not used in DTS. The blanket travel authorization type is restricted to economy-class travel
authorization. If premium-class transportation becomes necessary for a specific trip, an amendment to the travel
for each such trip must be issued.

TRAVEL CLAIM (VOUCHER). A written request, supported by documentation and receipts where applicable,
for reimbursement of expenses incurred in the performance of any official travel.

TRAVEL, EMERGENCY. Travel that results from:
A. The traveler becoming incapacitated by illness or injury not due to personal misconduct;
B. The death or serious illness of a member of the traveler’s family; or

C. A catastrophic occurrence or impending disaster, such as fire, flood, or act of God, that directly affects the
traveler’s home.

TRAVEL, INVITATIONAL. Authorized travel by individuals either not employed by the Government or
employed (under 5 USC §5703) intermittently in the Government's service as consultants or experts and paid on a
daily when-actually-employed basis. It is also used for individuals serving without pay or at $1 a year when they are
acting in a capacity directly related to, or in connection with, official Government activities. Travel and
transportation allowances authorized for these persons are the same as those ordinarily authorized for civilian
employees in connection with TDY, except as provided by item A2m in Appendix E, Part | for spouse invitational
travel. See Appendix E.
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Effective 31 July 2006

TRAVEL MANAGEMENT CENTER (TMC). See (CONTRACTED) COMMERCIAL TRAVEL
OFFICE/TRAVEL MANAGEMENT CENTER (CTO/TMC) and TRAVEL MANAGEMENT SYSTEM (TMS).

Effective 31 July 2006

*TRAVEL MANAGEMENT SYSTEM (TMS). (FTR §301-73.100-103) A system to arrange travel services for
Federal travelers on official travel, including reservation of accommodations and ticketing. A TMS includes a
CTO/TMC, and an electronic system or other commercial method of arranging travel.

TRAVEL, OFFICIAL. Authorized travel solely in connection with business of the DOD or the Government.

NOTE 1: Official travel may be performed within or in the vicinity of a PDS; to or from the actual residence to,
from, or between PDSs; and to, from, at, and between TDY assignment locations.

NOTE 2: Travel and delays for personal reasons or convenience, by circuitous route, by transportation modes
other than authorized/approved, for additional distances, or to places in connection with personal business is not
official travel. Nonofficial travel status affects allowances, reimbursements, and pay status.

TRAVEL REQUEST. A written statement for travel authorization that includes information regarding personnel,
mission, pertinent dates or assignment period, transportation modes, allowances, limitations, special approval or
instructions, justifications if necessary, and fund and accounting citation.

TRAVEL-REQUESTING OFFICIAL. The individual who initiates the request for a travel authorization and who
has full knowledge of the purpose of, and requirements for, the travel mission. DOD components may permit
travelers to be travel-requesting officials for their own travel authorizations. However when travelers are permitted
to be travel-requesting officials for their own travel authorizations, under no circumstances may the travel-
requesting official also be the travel-approving/directing and/or AO for the travel. NOTE: A travel request is
subject to approval/disapproval by a travel-approving/directing official.

TRAVEL STATUS. The employee’s status for the elapsed period of time from the beginning to the end of official
travel in compliance with the authority in a travel authorization, including time en route waiting for transportation
connections and delays en route beyond the control of the traveler.

UNACCOMPANIED BAGGAGE. See BAGGAGE, UNACCOMPANIED.

UNIFORMED SERVICES. The Army, Navy, Air Force, Marine Corps, Coast Guard, National Oceanic and
Atmospheric Administration Corps, and Public Health Service.

UNIT. A military element whose structure is prescribed by competent authority, such as in a table of organization
and equipment.

UNITED STATES. The 50 states and the District of Columbia.

Change 493 Al-29
11/1/06



Definitions (JTR) Appendix Al

Effective 30 November 2005

U.S.-CERTIFICATED AIR CARRIER. A U.S.-certificated air carrier that holds a certificate under 49 USC
841102 and that is authorized either by the carrier's certificate or by exemption or regulation. U.S.-certificated air
carrier service also includes service provided under a code share agreement with a foreign (non-.U.S.-certificated)
air carrier in accordance with Title 14, Code of Federal Regulations (CFR) when the ticket, or documentation for an
electronic ticket, identifies the U.S.-certificated air carrier's designator code and flight number.

Effective 30 November 2005
U.S. FLAG AIR CARRIER. See U.S.-CERTIFICATED AIR CARRIER.

U.S. INSTALLATION. A base, post, yard, camp or station:

A. Under the local command of a uniformed service,

B. With permanent or semi-permanent-type troop shelters and a Government mess, and

C. Where there are U.S. Government operations.

NOTE: This term includes only that area actually occupied by those operations (plus the minimum surrounding
area necessary for close-in security) and excludes contracted hotels not contained on and operated by the
installation.

WARD. A person, especially an infant, placed by authority of law under the care of a guardian.

WEIGHT ADDITIVE. See HOUSEHOLD GOODS-WEIGHT ADDITIVE.
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*APPENDIX R

PART I: CONFERENCE PLANNING POLICY (FTR 8301-74)

A. Authority. OMB Bulletin No. 93-11, dated 19 April 1993, To The Heads of Executive Departments and
Establishments, Subject: Fiscal Responsibility and Reducing Perquisites, Attachment 5.

B. Policy. (FTR 8301-74) The public interest requires that the Uniformed Services and DOD agencies exercise
strict fiscal responsibility when selecting conference sites. Accordingly, the Services and agencies must select
conference sites that minimize conference costs. When Service/DOD Agency representatives attend conferences
sponsored by others, the Service/DOD Agency must keep its representation to a minimum consistent with serving
the public's interest.

C. Scope and Coverage. This guidance applies to all Executive Departments, agencies and the Uniformed Services
that sponsor conferences or pay for travel to conferences. In addition to conference travel by Service members and
DOD civilian employees, this guidance applies to conference travel paid for persons invited to travel in support of
Government programs.

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

2. Conference costs: All costs paid by the Government for a conference, whether paid directly or reimbursed by
a Uniformed Service or DOD Agency. See par. F. Examples include:

a. Attendee’s travel costs (i.e., travel to and from the conference, ground transportation, lodging, meals and
incidental costs),

b. Attendee's time costs (i.e., the cost of attendee’s time spent at the conference and traveling to and from
the conference),

c. Meeting room and audiovisual costs,
d. Registration fees (with or without furnished meals other than refreshment/snacks),
e. Speaker fees,

f. Conference-related administrative fees, and
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g. Similar costs.

3. Conference lodging allowance: The lodging allowance that is up to 25 percent above the established
geographical lodging portion of the per diem rate (rounded up to the next higher dollar). The per diem M&IE
remains unchanged.

4. Site: Refers to both the geographical location and the specific facility selected.

E. Actions Required. When planning a conference, the Uniformed Service or DOD Agency (FTR §301-74.3) must:

1.

6.

7.

Determine which conference expenditures provide the greatest advantage to the Government, by
a. Ensuring appropriate management oversight of the conference planning process,
b. Performing cost comparisons of the size, scope, and location,
c. Determining if a Government facility is available at a lesser rate,
d. Considering conference alternatives, e.g., teleconferencing,
e. Maintaining written documentation of the alternatives considered and the selection rationale used, and
f. Minimizing cost by exercising strict fiscal responsibility in determining the best site.
Minimize the conference administrative costs,
Minimize the attendees’ travel costs,
Minimize the attendees’ time costs,
Use Government-owned or Government provided facilities as much as possible,
Identify ways to save costs in selecting a particular conference site (e.g., lower off-season rates), and

Develop and establish internal policies that ensure these standards are met.

NOTE: Individuals must have the requisite contracting authority to obligate the Government in connection with
conference arrangements.

F. Cost Considerations. When planning a conference, the Uniformed Service or DOD Agency should consider all

direct and indirect conference costs paid by the Government. Conference costs to be considered include:

1.

2.

Travel and per diem expenses,

Rent of rooms for official business,
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3. Usage of audiovisual and other equipment,

4. Computer and telephone access fees,

5. Light refreshments for morning, afternoon, or evening breaks excludes alcoholic beverages and includes:
coffee, tea, milk, juice, soft drinks, donuts, bagels, fruit, pretzels, cookies, chips, muffins, and similar items,
NOTE: When a majority of the attendees (at least 51%) are in a travel status (see Appendix A), refreshments
may be provided for all attendees (including local attendees);

6. Printing,

7. Registration fees,

8. Ground transportation, and

9. Attendees’ travel and time cost.

G. Cost Comparisons. When planning a conference, Uniformed Services and DOD Agencies must do cost
comparisons to ensure the greatest benefit to the Government. Cost comparisons include:

1. Determination of lodging adequacy at the established per diem rate,
2. Overall convenience,

3. Fees,

4. Meeting space availability,

5. Equipment availability, e.g., audiovisual, fax,

6. Commuting or travel distance of most attendees, and

7. Other conference expenses.

H. Conference Site Selection (FTR 8301-74.5)

1. Documentation. (FTR §301-74.19) The Uniformed Service or DOD Agency concerned must maintain a
record of the cost of each alternative conference site considered for each conference sponsored or funded, in
whole or in part, for 30 or more attendees. A minimum of three sites must be considered for the conference and
the documentation must be available for inspection by the Office of the Inspector General or other interested
parties.

2. Locality Per Diem Rate. (FTR 8301-74.6; 74.7) Initial selection of a location must be based on the
established per diem rate; however, to provide flexibility in the selection of the appropriate lodging facility at
the most advantageous location, the lodging portion of the established per diem rate may be exceeded by up to
25 percent, if necessary. For example, if the established geographical lodging portion of the per diem rate is
$100, then facilities with lodging rates up to $125 may be considered when selecting the conference location.
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3. Conferences Conducted in the District of Columbia. (FTR §301-74.17) Prior to scheduling, contact should
be made with the GSA Public Buildings Service (PBS) of the National Capital Region to inquire about the
availability of short-term conference and meeting facilities in the District of Columbia. A Customer Desk
Guide can be found at the following website:
http://www.gsa.gov/attachments/GSA_PUBLICATIONS/pub/CustomerGuidebookmarkedversion.pdf.
NOTE: This website is case sensitive.

I. Requirements for Attendance, Sponsoring or Funding a Conference at a Place of Public Accommodation (FTR
8301-74.14; 74.15)

1. Attendance at a conference must be authorized by an official designated through the Secretarial Process.

2. Sponsoring or funding a conference by a Uniformed Service or DOD Agency at a place of public
accommodation must be authorized by an official designated through the Secretarial Process.

3. FEMA-approved accommodations must be used when sponsoring or funding a conference, in whole or in
part, at a place of public accommaodation in the U.S. where applicable. The official designated by the Secretarial
Process for authorizing the sponsoring and/or funding of a conference can make a written determination on an
individual case basis that waiver of the requirement to use FEMA-approved accommodations is necessary and in
the public interest for a particular event.

J. Advertisement or Application Form for Conference Attendance. (FTR §301-74.16) Any advertisement or
application for attendance at a conference sponsored or funded by a Uniformed Service or DOD Agency must
include notice:

1. That attendees must use FEMA-approved place of public accommodation unless a waiver has been issued as
indicated in Part 1, item 13, and

2. Of the prohibition of use of non FEMA-approved places of public accommaodation to all non-Federal
entities, e.g., contractors, to which the Uniformed Service or DOD Agency provides Federal funds.

K. Selection of Attendees. Uniformed Services and DOD Agencies must establish policies that reduce the overall
cost of attending a conference. The policies and procedures must:

1. Limit the Uniformed Service’s or DOD Agency’s representation to the minimum number of attendees
necessary to accomplish the Agency’s mission; and

2. Provide for travel expense consideration when selecting attendees.
L. Conference Administrative Costs. Conference administrative costs may not be included in an attendee's per

diem allowance payment for attendance at a conference. Per diem is intended only to reimburse the attendee's
subsistence expenses. Administrative costs must be paid separately.

M. Conference Lodging Allowance. The Conference Lodging Allowance is a pre-determined allowance of up to
125 percent of the applicable locality lodging per diem rate (rounded to the next highest dollar) and:

1. Is not an actual expense allowance,
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2. May not be used if the lodging rate exceeds the established lodging allowance by more than 25 per cent (e.g.,
locality lodging rate $100; maximum conference lodging rate can be $125), and

3. May not be used concurrently with the actual expense method of reimbursement.

N. Conference Lodging Allowance Approval Authority (FTR, §301-74.24)

1. Government Sponsored Conference. Only a designated senior official of the sponsoring agency may
determine that a conference lodging allowance is necessary, and authorize the conference lodging allowance
rate. All agencies must use that rate in reimbursing their attendees’ lodging expenses (FTR, §301-74.8).

2. Non-government Sponsored Conference. The AO may authorize a member to be reimbursed for lodging
expenses incurred up to the conference lodging allowance rate (FTR, §301-74.9).

NOTE: If the Conference Lodging Allowance is inadequate, see JFTR, Chapter, 4, Part C, or JTR, Chapter 4,
Part M for actual expense authorization reimbursement procedures.

0. Conference M&IE Rate

1. Light Refreshments. When the Government furnishes light refreshments at nominal or no cost to the
attendee, no deduction of the attendee's M&IE allowance is permitted.

2. Meals Included in Registration Fee. When the Government furnishes one or two meals at nominal or no
cost, or includes them in the registration fee, the proportional meal rate applies to Uniformed Service members
and DOD civilian employees for each day meals are furnished. See Part Il, item | of this Appendix for PMR
computation examples.

P. Guidance for Conference Planning: Refer to FTR, Chapter 301, Appendix E for conference planning guidance
procedures, which is necessary to plan a successful conference. Website address is:
http://www.qgsa.gov/Portal/gsa/ep/channelView.do?pageTypeld=8199&channelPage=%2Fep%2Fchannel%2Fgsa
Overview.jsp&channelld=-14863.
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*APPENDIX R

PART Il: CONFERENCE ATTENDANCE

A. General. DOD civilian employees and Uniformed Service members may attend and participate in
conferences/meetings of recognized professional organizations to maintain and further their professional
competency at Government expense (including TDY expenses), subject to the availability of funds and the
employees’/members’ work responsibilities.

B. Authority. Title 5 USC 84110 and 37 USC 8412 authorizes conference attendance expenditures for meetings
concerned with the functions and activities of the Uniformed Services/DOD Agency which contribute to improved
conduct, supervision, or management of the component’s functions and activities are authorized as a necessary
expense. This authority applies to attendance at technical, scientific, professional, or similar private membership
non-Federal societies and organizations (38 Comp. Gen. 800 (1959) and 55 Id. 1332 (1976)). This authority is
independent of the training authority included in JTR, par. C4500 and JFTR, par. U1050 unless it is administratively
determined that training is the primary purpose of attendance at a meeting.

C. Government Sponsored Conferences. Attendance at Government expense may be authorized for the following:

1. Conferences sponsored or cosponsored by a Federal agency at which a member’s/DOD civilian employee’s
attendance is required in the performance of official duties;

2. Conferences of state/municipals government organizations, or of international agencies in which the Federal
Government is officially participating, and the member’s/DOD civilian employee’s attendance is related to
official duties or for the purpose of transacting Government business;

3. Conferences of a group of individuals representing private interests, but convened for the purpose of
transacting business directly related to the Uniformed Service’s or DOD Agency’s functions or activities and
attendance is in the member’s/DOD civilian employee’s official performance; and

4. Similar activities.

D. Non-Government Sponsored Conferences

1. General. Conference attendance at non-Federal technical, scientific, professional, and comparable private
membership organizations is subject to the conditions in JFTR pars. U2555-D2, U2555-D3, U2555-D4 or JTR,
pars. C4955-D2, C4955-D3, and C4955-D4.

2. Attendance and Approval Requirements. Attendee selection and approval is subject to Uniformed
Service/DOD Agency regulations consistent with the regulations on 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).

3. Purpose. Uniformed members and DOD civilian employees may attend conferences at Government expense
to:
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a. Further their Service or DOD Agency programs;

b. Present scientific and technical papers which further the development of the U.S. resources; and

c. Maintain an effective professional, scientific, technical, managerial, and supervisory workforce.
4. Security. An appropriate security officer at the activity concerned should examine the security implications
for attendance at all meetings and conferences conducted or sponsored by private or international organizations.
Members/DOD civilian employees who attend such meetings must be briefed about security implications, when

necessary, prior to attendance.

E. Regqistration Fees and Miscellaneous Expenses

1. When Travel Is Involved. Registration fees authorized in the travel order/authorization or approved on a
travel claim voucher are reimbursable. The proportional meal rate applies on any day that the cost for one or
two meals is included in the registration fee (JTR, par C4554-B and JFTR, par. U4165-2b). Information should
be included on the travel order/authorization as to whether or not the registration fee includes charges for meals,
and if so, the number of meals and the dates on which furnished. When the registration fee includes lodgings
without charge, only the applicable proportional per diem or TDY locality M&IE rate prescribed in
https://www.secureapp2.hgda.pentagon.mil/perdiem/perdiemrates.html is paid.

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

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

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

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

5. Conferences/Training at the PDS: Payment of registration fees, meals, lodging, travel, and/or other expenses
required for conferences/training at the PDS cannot be paid as travel allowances per 37 USC §404. For
authority to pay related training costs at the PDS see 10 USC §2013; 5 USC §4109; 42 USC §218a; and 14 USC
8469. The costs must clearly be an integral part of the training (39 Comp. Gen. 119 (1959); and B-244473, 13
January 1992). When training events require lodging and subsistence costs at the PDS, authority for training
expense payment is made through the training and/or comptroller personnel using the above legal authority.
This regulation is not the authority for this payment nor is it a travel and transportation allowance.
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Charges/fees for light refreshments/snacks are reimbursable ONLY when included as part of the conference
registration fee.

F. Membership Fees and Dues. The Secretary Concerned or DOD Agency Head may pay membership fees or dues
from appropriated funds when the membership is in the Government's interest and the membership is in the
Uniformed Service’s or DOD Agency’s name (e.g., Per Diem, Travel and Transportation Allowance Committee).
(31 Comp. Gen. 398 (1952); 33 id. 126 (1953)).

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

Effective 30 May 2006
H. Advance Payment of Discounted Conference or Training Registration Fee (adapted from FTR §301-74.25)

1. General. Itis a general practice for conference planners to offer discounted "early bird” registration fees,
which are available in the months prior to the beginning of the conference. To take advantage of such specials,
travelers should be given oral or written authorization to register early, charge the registration fee to their IBA,
and claim reimbursement for the discounted registration fee as soon as a written order to attend the conference
has been generated. When the authorization to register early is oral, the written order must reference the oral
authorization for the early registration.

2. Traveler is Unable to Attend an Event for which Reimbursement Was Made in Accordance with Par. U2555-
H1 (adopted from FTR 8301-74.26) In all cases in which a traveler is unable to attend an event for which a
discounted registration fee was paid and reimbursed in advance of the event, the traveler must seek a refund of
the registration fee and repay the advance with any refund received. If no refund is made, the Service
concerned must absorb the advanced payment as a preparatory travel expense if the traveler’s failure to attend
the event was caused either by a decision of the Service concerned or for reasons beyond the traveler’s control
that are acceptable to the Service concerned, e.g., unforeseen illness or emergency. If no refund is made, and
the traveler’s failure to attend the scheduled event is due to reasons deemed un-excusable by the Service
concerned, the traveler must repay the amount advanced.

Effective 3 March 2005

I. Guidance from the Comptroller General of the United States Concerning Reasonable Conference Costs Including
Meals and Light Refreshments at a Formal Conference. Following is the Digest portion of the Comptroller General
Decision (B-300826, 3 March 2005) rendered to the National Institutes of Health concerning reasonable conference
costs. The complete decision is available at http://www.gao.gov/decisions/appro/300826.htm.

Decision

Matter of; National Institutes of Health - Food at Government-Sponsored Conferences
File: B-300826

Date: March 3, 2005

DIGEST

The National Institutes of Health (NIH) may pay for legitimate, reasonable conference costs, including meals and
light refreshments, of a formal conference pertaining to Parkinson's disease subject to the conditions outlined herein.
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A formal conference typically involves topical matters of interest to, and participation of, multiple agencies and/or
nongovernmental participants. In addition, other indicators of a formal conference include registration, a published
substantive agenda, and scheduled speakers or discussion panels. An agency hosting a formal conference may
consider the cost of providing meals and refreshments to conference attendees an allowable conference cost as long
as:

(1) Meals and refreshments are incidental to the conference,

(2) Attendance at the meals and when refreshments are provided is important for the host agency to ensure full
participation in essential discussions, lectures, or speeches concerning the purpose of the conference, and

(3) The meals and refreshments are part of a formal conference that includes not just the meals and
refreshments and discussions, speeches, or other business that may take place when the meals and refreshments
are served, but also includes substantial functions occurring separately from when the food is served.

The NIH conference here satisfies these three criteria. Without statutory authority to charge a fee and retain the
proceeds, NIH may not charge a registration or other fee to defray the costs of providing meals or light refreshments.
An appropriation establishes a maximum authorized program level, and an agency, without specific statutory
authority, may not augment its appropriations from sources outside the government.

In applying this decision, NIH should develop an agency policy specifying the types of formal conferences at which
NIH may consider providing food. NIH also should develop procedures to ensure that the provision of meals and
refreshments meet the criteria listed above.

We (GAO) expect agency counsels, as well as certifying officers, agency auditors, and Inspectors General, to apply
these criteria. To the extent that agency officials are uncertain as to the applicability of the criteria in particular
circumstances, they may request a decision from this office, pursuant to 31 USC 83529, before proceeding.

J Proportional Meal Rate (PMR) Computation Examples. The following examples show how to compute the PMR
and a PMR voucher. PMR is an amount based on the locality meal rate and the Government meal rate. Disclaimer:
The numbers in this example are for illustrative purposes only. Please check JFTR or JTR, Appendix A, for the
current GMR.

1. The examples below using the Standard CONUS M&IE rate of $39.00 show how to compute a PMR
amount. The $39.00 consists of $36.00 for meals and $3.00 for incidental expenses. In the example, the
Government Meal Rate (GMR) used is $8.00.

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

Step 1 Add the locality Meal rate and the GMR $36.00 + $8.00 = $44.00
Step 2 Divide step 1 total in half (rounded up to the dollar) $44.00/ 2 = $22.00
Step 3 Add step 2 total to the incidental expense amount $22.00 + $3.00 = $25.00
Step 4 Proportional per diem is step 3 total $25.00
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NOTE: Per diem rates shown under the Rates & Allowances banner on the PDTATAC website contain pre-
computed PMRs. The website is https://secureapp2.hgda.pentagon.mil/perdiem/.

2. PMR Voucher Computation Example: An employee/member is TDY for 3 days to a conference at CONUS
location (Standard CONUS rate apply). Lodging is $55/night and GMR is $8.00. Government furnished meals
are not available for the first and last day however two Government meals are available for the second day. AO
authorizes a PMR of $25.00 for the second day. NOTE: Government mess deductions are not deducted for
arrival and departure travel days (JTR, par. C-4553-C2 and JFTR, par. U4147).

ITINERARY:
Day 1 Depart Residence/Arrive TDY
Day 2 TDY
Day 3 Depart TDY/Arrive Residence
REIMBURSEMENT:
Total
Date Computation
Day 1 ($39 (M&IE) x 75 maximum %) = $29.25 + $55 = $ 84.25
Day 2 $25 (PMR) + $55 = 80.00
Day 3 $39 x 75% = 29.25
TOTAL $193.50
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