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JOINT TRAVEL REGULATIONS, VOLUME 2 (JTR)

Change 526 — 1 August 2009

A. Authorized Personnel. These regulation changes are issued for all Department of Defense civilian employees.

B. New Regulation Changes. Material new to this change is indicated by an asterisk (*) and is effective 1 August
2009 unless otherwise indicated.

C. Civilian Principals. The following are the current Civilian Principals:

LYNN S. HEIRAKUJI
Deputy Assistant Secretary of the Army
Manpower and Reserve Affairs
(Personnel Oversight)

LYNDA DAVIS
Deputy Assistant Secretary of the Navy
(Military Personnel Programs)

BARBARA J. BARGER
Deputy Assistant Secretary of the Air Force
(Force Management Integration)

D. Applicable CAP Items. This change includes all material written in the following CAP Items: 26-09(E); 27-
09(E); 29-09(E); 31-09(1); 33-09(E); 38-09(l) through 40-09(1); 41-09(E); 42-09(1) through 44-09(l); 47-09(1); and
48-09(1).

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

C1001-E; C4553-D1; C4554-B; C4566; C4677-B3; C5060-G1; C5060-16; C5120-C; APP O, T4040-A2c; APP
O, T4040-D2; APP R, Part I, O2; APP R, Part Il, E1. Implements FTR Amendments 2009-03 and 04 (FTR
Bulletin 09-06) allowing locality meal rate or PMR when travelers must purchase other meals because
deductible meals can’t be eaten due to religious or medical reasons and paying 75% M&IE for each calendar
day for travel more than 12 but less than 24 hours.

C1050-C; C5100-A; C5600; C5606-A. Clarifies that separate eligible dependent(s) PDT allowances,
specifically HHT, are authorized and effective when the employee’s travel authorization/order is issued IAW
Agency/Service regulations.

C2102-C, APP G. Authorizes/approves reimbursement of GPS and in flight communication or computer
connection fees as necessary for official TDY travel per the AO determination.

C2215; APP 13. Updates obsolete references.

C4554. Clarifies deductible meals indicating that, the room rate with the meal(s) included should be at/below
the locality or conference lodging rate, if a conference rate is set. If the room rate exceeds the locality/
conference lodging rate (as appropriate), an AEA should be used to cover the excess ‘lodging’ cost (that
includes meals as part of the lodging cost). There are times when a lodging rate with meals has been negotiated
and the negotiated rate is set above the locality (or even a conference) lodging rate causing the traveler to pay
out of pocket while declaring the meals and receiving the PMR.

C4626, Example 3. Reinserts a previously deleted AEA example on how to handle excess cents.
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C5160-C. Captures DPM method as an AE Transportation Method for HHG/UB.
C6300. Corrects index numbers that were inadvertently transposed.

C7602-C2. Clarifies wording that an employee is not eligible for EVT when away from a foreign OCONUS
PDS, on TDY or leave in a CONUS/non-foreign OCONUS area.

APP G. Proposes wording to reinstate previous verbiage, and clarify that dependents of members/employees
are authorized reimbursement for passport, visa, green card, photographs, physical exams, and legal services
fees even if the dependent is not a U.S. citizen.

APP Q3. Adds Bulgaria and Romania tour lengths and converts the standard 36-month unaccompanied tour
length to a non-standard 18-month tour for both locations. These changes are authorized per OUSD (P&R)
(MRA) memo dated 14 May 2009.

APP S. Updates USPACOM FEML locations IAW ODUSD (MPP)/OEPM memo dated 21 January 2009.
APP U. Adds Muniz Air National Guard Base (ANGB), Puerto Rico as an authorized OCONUS destination for

R&R location, Cuba, Joint Task Force (JTF)-GTMO and ‘includes Kosovo’ is added to ‘Serbia’ per OUSD
(P&R) (MPP) memo dated 27 January 2009. Removes re-certification due dates.

Change 526 CL-ii
8/1/09



Joint Travel Regulations

Record-of-Changes

JOINT TRAVEL REGULATIONS

VOLUME 2

CHANGE 526

The following Record-of-Changes chart reflects Joint Travel Regulations, Volume 2, current and historical changes

by Part or Section. It isdesigned to assist readersin verifying the currency of the volume.

JTR oo | 070 | ostn | oo
JTR Title 524 | 524 | 524 519
JIR CL 526 | 525 | 524 523
JIR ROC 526 | 525 | 524 523
JIR Intro 523 | 523 | 523 | 523
JIR TOC 526 | 525 | 518 | 518
Chapter 1 TOC 525 | 525 | 518 | 518
Ch1l Part A 526 | 525 | 524 523
Ch1l Part B 526 | 524 | 524 522
Ch1l Part C 517 | 517 | 517 | 517
Ch1l Part D 525 | 525 | 518 | 518
Ch1l Part E 523 | 523 | 523 | 523
Ch1l Part F 518 | 518 | 518 | 518
Chapter 2 TOC 525 525 522 522
Ch2 Part A 525 | 525 | 518 | 518
Ch2 Part B 525 | 525 | 524 521
Ch2 Part C 526 | 525 | 517 | 517
Ch2 Part D1 518 | 518 | 518 | 518
Ch2 Part D2 521 | 521 | 521 | 521
Ch2 Part D3 518 | 518 | 518 | 518
Ch2 Part D4 523 | 523 | 523 | 523
Ch2 Part E1 518 | 518 | 518 | 518
Ch2 Part E2 518 | 518 | 518 | 518
Ch2 Part E3 524 | 524 | 524 518
Ch2 Part E4 518 | 518 | 518 | 518
Ch2 Part E5 518 | 518 | 518 | 518
Ch2 Part E6 518 | 518 | 518 | 518
Ch2 Part E7 526 | 520 [ 520 | 520
Ch2 Part F 518 | 518 | 518 | 518
Ch2 Part G 518 | 518 | 518 | 518
Ch2 Part H 523 | 523 | 523 | 523
Ch2 Part | 522 | 522 | 522 | 522
Ch2 Part J 518 | 518 | 518 | 518
Chapter 4 TOC 525 | 525 | 521 | 521
Ch4 Part A 519 | 519 | 519 | 519
Ch4 Part B 519 | 519 | 519 | 519
Ch4 Part C 519 | 519 | 519 | 519
Ch4 Part D 519 | 519 | 519 | 519
Ch4 Part E 519 | 519 | 519 | 519
Ch4 Part F 519 | 519 | 519 | 519
Ch4 Part G 519 | 519 | 519 | 519
Change 526 ROC-1

8/1/09




Joint Travel Regulations

Record-of-Changes

JTR wos | 070 | ostn | oos
Ch4 Part H 519 | 519 | 519 | 519
Ch4 Part | 525 | 525 | 523 | 523
Ch4 Part J 525 | 525 | 520 | 520
Ch4 Part K 525 | 525 | 523 | 523
Ch4 Part L 526 | 525 | 523 | 523
Ch4 Part M 526 | 525 | 523 | 523
Ch4 Part N 526 | 525 | 523 | 523
Ch4 Part O 523 | 523 | 523 | 523
Ch4 Part P 517 | 517 | 517 | 517
Ch4 Part Q 519 | 519 | 519 | 519
Ch4 Part R 519 | 519 | 519 | 519
Ch4 Part S 519 | 519 | 519 | 519
Ch4 Part T 522 | 522 | 522 | 522
Chapter 5 TOC 521 521 521 521
Ch5 Part A 518 | 518 | 518 | 518
Ch5 Part B 526 | 523 | 523 | 523
Ch5s Part C1 526 | 519 | 519 | 519
Ch5 Part C2 523 | 523 | 523 | 523
Ch5 Part C3 526 | 523 | 523 | 523
Ch5 Part C4 523 | 523 | 523 | 523
Ch5 Part C5 517 | 517 | 517 | 517
Chb5 Part D1 523 | 523 | 523 | 523
Chb5 Part D2 526 | 523 | 523 | 523
Chb5 Part D3 525 | 525 | 523 | 523
Chb5 Part D4 523 | 523 | 523 | 523
Chb5 Part E1 519 | 519 | 519 | 519
Chb5 Part E2 518 | 518 | 518 | 518
Chb5 Part E3 519 | 519 | 519 | 519
Chb5 Part F 519 | 519 | 519 | 519
Chb5 Part G 519 | 519 | 519 | 519
Chb5 Part H1 521 | 521 | 521 | 521
Chb5 Part H2 525 | 525 | 523 | 523
Chb5 Part H3 523 | 523 | 523 | 523
Chb5 Part | 524 | 524 | 524 519
Ch5 Part J 522 | 522 | 522 | 522
Ch5s Part K 525 | 525 | 522 | 522
Ch5 Part L1 519 | 519 | 519 | 519
Ch5 Part L2 517 | 517 | 517 | 517
Ch5 Part L3 519 | 519 | 519 | 519
Ch5 Part L4 523 | 523 | 523 | 523
Ch5 Part L5 523 | 523 | 523 | 523
Ch5 Part M 526 | 523 | 523 | 523
Ch5 Part N 519 | 519 | 519 | 519
Ch5 Part O 521 | 521 | 521 | 521
Ch5 Part P1 520 | 520 | 520 | 520
Ch5 Part P2 522 | 522 | 522 | 522
Ch5 Part Q1 519 | 519 | 519 | 519
Chb5 Part Q2 520 | 520 | 520 | 520
Chb5 Part Q3 520 | 520 | 520 | 520
Change 526 ROC-2

8/1/09




Joint Travel Regulations

Record-of-Changes

JTR oo | oran | oo | caon
Chb5 Part R 517 | 517 | 517 | 517
Chapter 6 TOC 517 | 517 | 517 | 517
Cheé Part A 523 | 523 | 523 | 523
Ché Part B 520 | 520 | 520 | 520
Cheé Part C1 517 | 517 | 517 | 517
Ché Part C2 517 | 517 | 517 | 517
Ché Part C3 523 | 523 | 523 | 523
Ché Part C4 517 | 517 | 517 | 517
Ché Part C5 523 | 523 | 523 | 523
Ch6 Part D 526 | 520 | 520 | 520
Chapter 7 TOC 521 | 521 | 521 521
Ch7 Part A 517 | 517 | 517 | 517
Ch7 Part B 517 | 517 | 517 | 517
Ch7 Part C 518 | 518 | 518 | 518
Ch7 Part D 518 | 518 | 518 | 518
Ch7 Part E 520 | 520 | 520 | 520
Ch7 Part F 520 | 520 | 520 | 520
Ch7 Part G 523 | 523 | 523 | 523
Ch7 Part H 523 | 523 | 523 | 523
Ch7 Part | 520 | 520 | 520 | 520
Ch7 Part J 524 | 524 | 524 520
Ch7 Part K 525 | 525 | 520 | 520
Ch7 Part L 520 | 520 | 520 | 520
Ch7 Part M 526 | 517 | 517 | 517
Ch7 Part N 524 | 524 | 524 521
Ch7 Part O 522 | 522 | 522 | 522
Ch7 Part P 520 | 520 | 520 | 520
Appendix A | Partl 525 525 523 523
APP A Part 2 525 | 525 | 523 | 523
Appendix B 523 523 523 523
AppendixC | Partl 526 520 | 520 520
APPC Part 2 526 | 520 | 520 | 520
APPC Part 3 526 | 520 | 520 | 520
Appendix D 523 523 523 523
AppendixE | TOC 520 520 | 520 520
APPE Part 1 523 | 523 | 523 | 523
APPE Part 2 523 | 523 | 523 | 523
APPE Part 3 517 | 517 | 517 | 517
Appendix F | TOC 520 | 520 | 520 | 520
APPF Part 1 520 | 520 | 520 | 520
APPF Part 2 523 | 523 | 523 | 523
Appendix G 526 524 | 524 523
AppendixH | TOC 523 | 523 | 523 | 523
APPH Part 1 520 | 520 | 520 | 520
APPH Part 2a 520 | 520 | 520 | 520
APPH Part 2b 520 | 520 | 520 | 520
APPH Part 2c 520 | 520 | 520 | 520
APPH Part 3a 520 | 520 | 520 | 520
Change 526 ROC-3

8/1/09




Joint Travel Regulations

Record-of-Changes

JTR oo | oran | oo | ceon
APPH Part 3b 520 | 520 | 520 | 520
APPH Part 4a 520 | 520 | 520 | 520
APPH Part 4b 520 | 520 | 520 | 520
APPH Part 4c 520 | 520 | 520 | 520
APPH Part 4d 520 | 520 | 520 | 520
APPH Part 4e 520 | 520 | 520 | 520
APPH Part 4f 520 | 520 | 520 | 520
Appendix | TOC 512 512 512 512
APP| Part 1 525 | 525 | 512 | 512
APP| Part 2 525 | 525 | 518 | 518
APP| Part 3 526 | 522 | 522 | 522
APP| Part 4 518 | 518 | 518 | 518
Appendix J
Appendix K
AppendixL | TOC 525 525 521 521
APPL 525 | 525 | 521 | 521
Appendix M
Appendix N
Appendix O | TOC 526 525 517 517
APPO 525 | 525 | 523 | 523
Appendix P TOC 521 521 521 521
APPP Part 1 521 | 521 | 521 | 521
APPP Part 2 521 | 521 | 521 | 521
AppendixQ | TOC 517 | 517 | 517 | 517
APPQ Partl 524 | 524 | 524 523
APPQ Part2 517 | 517 | 517 | 517
APPQ Part3 526 | 522 | 522 | 522
APPQ Part4 517 | 517 | 517 | 517
AppendixR | TOC 521 | 521 | 521 | 521
APPR Part 1 526 | 521 | 521 | 521
APPR Part 2 526 | 523 | 523 | 523
Appendix S 526 517 517 517
Appendix T | TOC 521 | 521 | 521 | 521
APPT 521 | 521 | 521 | 521
Appendix U 526 | 521 | 521 | 521
Appendix V
Change 526 ROC-4

8/1/09




Joint Travel Regulations Table of Contents

JOINT TRAVEL REGULATIONS (JTR)

VOLUME 2

DEPARTMENT OF DEFENSE (DOD) CIVILIAN PERSONNEL

Chapter/Part/
Section/Appendix

CHAPTER 1
PART A
PART B
PART C
PART D

PART E
PART F

CHAPTER 2

PART A
PART B
PART C

PART D
Section 1
Section 2
Section 3
Section 4

PART E
Section 1
Section 2
Section 3
Section 4
Section 5
Section 6
Section 7

PART F

PART G

PARTH

PART |

PART J

CHAPTER 3

CHAPTER 4
PART A
PART B
PART C
PART D
PART E
PART F
PART G

Change 526
8/1/09

TITLE

DEPARTMENT OF DEFENSE (DOD) EMPLOYEE TRAVEL ADMINISTRATION
APPLICATION AND GENERAL RULES

CONDITIONS/FACTORS

TRAVEL ADVANCES

GIFTS, GRATUITIES AND OTHER BENEFITS RECEIVED FROM COMMERCIAL
SOURCES

TRAVEL CLAIMS AND RECEIPTS

MISCELLANEOUS REIMBURSABLE EXPENSES

TRANSPORTATION MODES, ACCOMMODATIONS, TRANSPORTATION
REQUESTS, BAGGAGE AND MILEAGE RATES
TRAVEL POLICY
TRAVEL BY GOVERNMENT CONVEYANCE
TRAVEL BY TAXICAB, BUS, STREETCAR, SUBWAY, OR OTHER PUBLIC OR
SPECIAL CONVEYANCE
POC TRAVEL
Genera
Permanent Duty Travel
POC Use Instead of Government-Furnished Automobile
POC Usefor TDY Travel
TRAVEL BY COMMON CARRIER
Travel and Transportation Policy
Arranging Official Travel
Commercial Air Transportation
Commercial Ship Transportation
Train Accommodations
Commercial Passenger Transportation
Reimbursement for Use of Other than the Authorized Transportation Mode or Route
TRANSPORTATION REQUESTS
BAGGAGE ALLOWANCE
LOCAL TRAVEL IN AND AROUND PDS/TDY LOCATION
MILEAGE RATES
PARKING EXPENSES FOR CERTAIN EMPLOYEES

SEE APPENDIX |

EMPLOYEE TRAVEL

RESERVED

RESERVED

PERMANENT CHANGE-OF-STATION (PCS) TRAVEL
RESERVED

RESERVED

RESERVED

RESERVED

TOC-i



Joint Travel Regulations Table of Contents

Chapter/Part/ TITLE
Section/Appendix
PART H RESERVED
PART | REIMBURSEMENT OPTIONS FOR TRAVELERS ON TDY WITHIN A COMBATANT
COMMAND OR JOINT TASK FORCE AREA OF OPERATIONS
PART J TEMPORARY DUTY TRAVEL
PART K TRAINING COURSE ATTENDANCE
PART L PER DIEM
PART M ACTUAL EXPENSE ALLOWANCE (AEA)
PART N RETURN TO PDSDURING TDY
PART O OCCASIONAL MEALS AND/OR LODGING
PART P INCOME TAX REIMBURSEMENT ALLOWANCE (ITRA) FOR EXTENDED TDY
ASSIGNMENTS
PART Q RESERVED
PART R RESERVED
PART S RESERVED
PART T SPECIFIC ASSIGNMENT CONDITIONS
CHAPTER5 PERMANENT DUTY TRAVEL
PART A APPLICABILITY AND GENERAL RULES
PART B EMPLOY EE TRANSPORTATION AND SUBSISTENCE
PART C DEPENDENT TRAVEL AND TRANSPORTATION ALLOWANCES
Section 1 General
Section 2 PCS Transfers
Section 3 Dependent Student Travel
Section 4 Dependent Per Diem Rates
Section 5 Dependent Medical Travel
PART D HOUSEHOLD GOODS (HHG) TRANSPORTATION (FTR 8302-7)
Section 1 General
Section 2 HHG Transportation
Section 3 HHG Weight
Section 4 HHG Storage
PART E POV TRANSPORTATION
Section 1 General
Section 2 OCONUS POV Transportation
Section 3 CONUS POV Transportation
PART F MOBILE HOME TRANSPORTATION (FTR PART §302-10)
PART G MISCELLANEOUS EXPENSE ALLOWANCE (MEA) DUE TO HOUSEHOLD
RELOCATION
PART H TEMPORARY QUARTERS SUBSISTENCE EXPENSE (TQSE) — ACTUAL EXPENSE
AND FIXED
Section 1 General
Section 2 TQSE — Actual Expense (TQSE(AE))
Section 3 TQSE Fixed (TQSE(F))
PART | RESERVED
PART J DEPENDENT EARLY RETURN
PART K RENEWAL AGREEMENT TRAVEL (RAT)
PART L SERVICE AGREEMENTS
Section 1 General
Section 2 Initial Agreements
Section 3 Renewal Agreements
Section 4 Tour of Duty Requirements
Section 5 Agreement Violation

Change 526 TOC-ii
8/1/09



Joint Travel Regulations Table of Contents

Chapter/Part/
Section/Appendix

TITLE

PART M HOUSE HUNTING TRIP (HHT) (FTR 8302-5)
PART N RELOCATION INCOME TAX (RIT) ALLOWANCE
PART O TEMPORARY CHANGE OF STATION (TCS)
PART P REAL ESTATE TRANSACTION AND UNEXPIRED LEASE EXPENSE ALLOWANCES
Section 1 General
Section 2 GSBCA and CG Decisions
PART Q RELOCATION SERVICES
Section 1 General
Section 2 Property Management (PM) Services
Section 3 Home Marketing Incentive Payments
CHAPTER 6 EVACUATIONS AND ADVERSE CONDITIONS
PART A EVACUATION TRAVEL
PART B ADVERSE CONDITIONS TRAVEL
PART C PAYMENTS DURING AN ORDERED/AUTHORIZED DEPARTURE FROM A FOREIGN
AREA
Section 1 DSSR, Chapter 600 Index
Section 2 DSSR, Chapter 600 Definitions
Section 3 DSSR, Chapter 600, Subpars. 611-639
Section 4 DSSR, Chapter 600 Fags
Section 5 DSSR, Chapter 600, Evacuation Payments
PART D PAYMENTS DURING AN ORDERED/AUTHORIZED DEPARTURE IN THE U.S.
CHAPTER 7 TRAVEL UNDER SPECIAL CIRCUMSTANCES
PART A EMPLOY EE OR DEPENDENT DEATH
PART B MISSING PERSONS CASES
PART C CIVILIAN ESCORTS AND ATTENDANTS
PART D PRE-EMPLOYMENT INTERVIEW TRAVEL (FTR §301-75)
PART E TRAVEL AT NO EXPENSE TO THE GOVERNMENT
PART F REPATRIATION TRANSPORTATION
PART G THREATENED LAW ENFORCEMENT OFFICERS (FTR §301-31)
PART H EMERGENCY TRAVEL AND TRANSPORTATION OF EMPLOYEE DUE TO ILLNESS
OR INJURY OR A PERSONAL EMERGENCY SITUATION WHILE TDY (FTR 8301)
PART | TRAVEL AND TRANSPORTATION EXPENSE REIMBURSEMENT WHEN
ACCOMPANYING MEMBERS OF CONGRESS AND CONGRESSIONAL STAFF
PART J ADDITIONAL TRAVEL AND TRANSPORTATION EXPENSES INCURRED BY AN
EMPLOYEE WITH A DISABILITY OR A SPECIAL NEED (FTR §301-13)
PART K EMPLOY EE MEDICAL TRAVEL
PART L FAMILY VISITATION TRAVEL (FVT)
PART M EMERGENCY VISITATION TRAVEL (EVT)
PART N FUNDED ENVIRONMENTAL AND MORALE LEAVE (FEML)
PART O REST AND RECUPERATION (R&R) LEAVE TRAVEL
PART P CIVILIAN FAMILY MEMBER OF A SERIOUSLY ILL OR INJURED MEMBER
APPENDIXES
APPENDIX A DEFINITIONS
PART | DEFINITIONS
PART 11 ACRONYMS
APPENDIX B OCONUS MAXIMUM PER DIEM RATES
*APPENDIX C RESERVED

Change 526
8/1/09

TOC-Hiii



Joint Travel Regulations

Table of Contents

Chapter/Part/
Section/Appendix

TITLE

APPENDIX D CONUS MAXIMUM PER DIEM RATES

APPENDIX E INVITATIONAL TRAVEL AUTHORIZATIONS

PART | INVITATION TO TRAVEL

PART Il SAMPLE FORMAT INVITATIONAL TRAVEL AUTHORIZATION

PART III GOVERNMENT CONTRACTOR'SSCONTRACTOR EMPLOYEES TRAVEL

APPENDIX F CONSUMABLE GOODS ALLOWANCES

PART | LOCATIONS HAVING CONSUMABLE GOODS ALLOWANCES

PART Il CRITERIA FOR ESTABLISHING A CONSUMABLE GOODS ALLOWANCE

APPENDIX G MISCELLANEOUS EXPENSES ON OFFICIAL TRAVEL

APPENDIX H TRAVEL PURPOSE IDENTIFIERS AND PREMIUM CLASS TRANSPORTATION

PART 1 TRAVEL PURPOSE IDENTIFIERS

PART 2A REPORTING DATA ELEMENTS AND PROCEDURES FORMAT

PART 2B FIRST-CLASS AIR ACCOMMODATIONS CODES

PART 2C FIRST-CLASS DECISIONS SUPPORT TOOL

PART 3A BUSINESS-CLASS AIR ACCOMMODATIONS CODES

PART 3B BUSINESS-CLASS DECISION SUPPORT TOOL

PART 4A PREMIUM-CLASS ACCOMMODATIONS FOR DISABILITY OR OTHER SPECIAL
MEDICAL NEEDS REASONS

PART 4B RESERVED

PART 4C RESERVED

PART 4D RESERVED

PART 4E RESERVED

PART 4F PREMIUM-CLASS ACCOMMODATIONS DETERMINATION FORMAT

APPENDIX | TRAVEL AUTHORIZATIONS

PART | Delegation of Authority

PART II General Conditions

PART IlI Travel Authorization/Order Content

PART IV Travel Authorization/Order Preparation

APPENDIX J RESERVED

APPENDIX K RESERVED

APPENDIX L *RESERVED

APPENDIX M STATION ALLOWANCE/OHA AND TRAVEL PER DIEM REPORTING
PROCEDURES AND COMMAND/SENIOR OFFICER/COUNTRY ALLOWANCE
COORDINATOR RESPONSIBILITIES

APPENDIX N RESERVED

APPENDIX O TEMPORARY DUTY (TDY) TRAVEL ALLOWANCES

Change 526
8/1/09

TOC-iv



Joint Travel Regulations

Table of Contents

APPENDIX P CITY PAIR PROGRAM

PART | CITY-PAIR PROGRAM

PART II FREQUENTLY ASKED QUESTIONS ABOUT THE CONTRACT CITY-PAIR PROGRAM
APPENDIX Q OCONUS TOUR LENGTHS/TOURS OF DUTY

PART | DOD SERVICE MEMBERS

PART II NOAA

PART I1I CIVILIAN EMPLOYEE STANDARD TOURS OF DUTY

PART IV CIVILIAN EMPLOYEE SPECIAL CIRCUMSTANCE TOURS OF DUTY

APPENDIX R CONFERENCES

PART | CONFERENCE PLANNING POLICY

PART II CONFERENCE ATTENDANCE

APPENDIX S AUTHORIZED FEML LOCATIONS/DESTINATIONS

APPENDIX T STANDARD DATA ELEMENTS FOR TRAVEL

TABLEI TRAVELER IDENTIFICATION

TABLEII COMMERCIAL TRANSPORTATION INFORMATION

TABLE I TRAVEL EXPENSE INFORMATION

TABLE IV ACCOUNTING AND CERTIFICATION

APPENDIX U AUTHORIZED REST AND RECUPERATION (R&R) LOCATIONS/DESTINATIONS

Change 526
8/1/09

TOC-v



Joint Travel Regulations Table of Contents

PAGE LEFT BLANK INTENTIONALLY

Change 526 TOC-vi
8/1/09



Ch 1: DOD Employee Travel Administration C1001-C1010
Part A: Application and General Rules

PART A: APPLICATION AND GENERAL RULES
C1001 APPLICATION
A. Inclusion. Except asindicated in par. C1001-B, this VVolume applies to:

1. A DOD personal services contract employee (see 27 Comp. Gen. 695 (1948));

2. A DOD civilian employee and/or the employee’ s dependents, NOTE: Thisincludesa direct hire non-U.S.
person employed by DOD in an OCONUS area, except asrestricted and limited by OCONUS commands or
by agreement with the host government.;

3. Civilian marine personnel of Military Sealift Command to the extent provided in Civilian Marine Personnel
Instruction 4650 (Navy);

4. A civilian official and/or employee of another GOV’ T department and/or agency who performs an official
assignment for and at DOD’ s expense;

5. A person who performstravel under aDOD ITA involving GOV'T business (including a non-U.S. person
indirect hire);

6. A National Guard technician employed pursuant to 32 USC §709;

7. A person employed intermittently as a consultant or expert and paid on a WAE basis or a person serving
without compensation or at one dollar ayear for official travel away from home or regular place of business and
while at a place of employment or service for the GOV'T; and

8. A new appointee to the SES and certain Presidential appointees.
B. Redtrictions. ThisVolume does not apply to:
1. A NAF officia and/or employee traveling on NAF business (may be adopted by NAF activities).
2. A contractor’ s representative and/or contractor’s employee under a contract with DOD.
3. A DOD employee appointed under the Foreign Assistance Act of 1961, Section 625(d), as amended.

4. A DOD civilian employee who performs an official assignment (TDY, TCS or PCS) funded by a non-DOD
agency and who is subject to the funding agency’ s travel and transportation policies which includes travel
(payment advance, authorization, reimbursement, and voucher submission), and transportation between the
official locations.

5. A Uniformed Service member wherever assigned for official duty. A member on loan, assignment, or detail
to another department or agency is authorized travel and transportation allowances including station allowances
under Joint Federal Travel Regulations, Volume 1 (JFTR). See JFTR, par. U1000. The member isfinancially
responsible for returning to the GOV’ T all unauthorized or duplicate travel and transportation allowances
erroneously received or reimbursed.

C. Authority Not Stated. There may be circumstances when the FTR authorizes a discretionary travel and
transportation allowance but the JTR remains silent. A discretionary FTR authority that is not addressed in the JTR
is not implemented within DOD.

Change 526 Ci1A-1
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Ch 1: DOD Employee Travel Administration C1001-C1010
Part A: Application and General Rules

*D. Duplicate Payment. A duplicate payment isa GOV’ T payment claimed by atraveler for an expense paid/to be
paid to the traveler by another entity. If an expenseisincurred and reimbursed by another entity that would
otherwise be reimbursed by the GOV’ T, that expense must not be claimed against, nor paid by, the GOV'T. See
par. C4554-B for an exception. A non-deductible meal aslisted in par. C4554-B provided to a traveler in a per
diem status does not result in a duplicate payment. The traveler isfinancially responsible to the GOV'T for all
duplicate travel and transportation allowance payments received. Thisincludes any and all allowances covered in
theseregulations. The Improper Payments Information Act of 2002, Public Law 107-300 applies. See

http: //imww.whitehouse.gov/omb/memoranda/m03-13-attach.pdf.

C1002 IMPLEMENTATION

A. Allowance Regulations. Under DODD 5154.29, the provisions and subsequent changesin this Volume are
effective based on PDTATAC regulatory authority, without further allowances implementation by the separate
departments. The separate departments may issue related administrative procedures provided they do not
contravene or unnecessarily duplicate the provisionsin this Volume.

B. Regulation Review Process. DODD 5154.29 requires that PDTATAC staff review al written material that
implements JTR provisions to ensure per diem, travel and transportation allowances, relocation allowances, and
certain other allowances are uniformly applied IAW GSA’s FTR. The review process appliesto all DOD
components |AW par. C1001-A. The written material should be forwarded as a Word document, via the Service/
Agency CAP representative found in the Introduction Feedback Reporting section to:

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

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

Per Diem, Travel and Transportation Allowance Committee
ATTN: T&T Branch

4601 North Fairfax Drive, Suite 800

Arlington, VA 22203-1546

C. Exclusion. The JTR provisions are not applicable to the organizations and personnel in par. C1001-C.
C1003 DEPARTMENT OF STATE (DOS) TEMPORARY QUARTERS EXPENSE ALLOWANCE (TQSA)

An employee is authorized Temporary Quarters Subsistence Allowance (TQSA) for temporary QTRS (including
meals and laundry/dry-cleaning expenses) occupied after first arrival at a PDS in aforeign area or immediately
preceding final departure from that PDS if the employee is eligible for a Living Quarters Allowance (LQA) under
the provisionsin DOD Civilian Personnel Management System Directive 1400.25-M, Subchapter 1250-E and DSSR
Section 031.1. TQSA rulesarein DSSR Section 120.

C1004 DEPARTMENT OF STATE (DOS) FTA AND HSTA

A. Policy, Payment and Procedural Guidance. For FTA policy, payment and procedural guidance see the DSSR,
Section 240 at http://aoprals.state.gov/content.asp?content_id=247& menu_id=81. For HSTA policy, payment and
procedural guidance see the DSSR, Section 250 at

http://aoprals.state.gov/content.asp?content_id=248& menu_id=81.
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Ch 1: DOD Employee Travel Administration C1001-C1010
Part A: Application and General Rules

B. Transfer. Anemployee transferring from a CONUS/non-foreign OCONUS area PDS to aforeign country PDS
isauthorized an MEA under Ch 5, Part G, but not the FTA allowance in par. C1004-C1 below (DSSR, Section
242.6 at http://aoprals.state.gov/content.asp?content_id=247& menu_id=81). An employee transferring from a
foreign country PDS to a CONUS/non-foreign OCONUS area PDS may be authorized TQSE under Ch 5, Part H1,
but not the HSTA in par. C1004-C3b below (DSSR, Section 252.6 at
http://aoprals.state.gov/content.asp?content_id=248& menu_id=81). A transferring employeeiseéligible for the
Lease Penalty Expense Portion under both the FTA and HSTA.

C. FTA and HSTA. The FTA/HSTA are DOS allowances (5 USC 885924(2)(A) and 5924(2)(B), respectively) that
reimburse certain expenses when an employee is appointed/PCSing to/reassigned from a foreign country PDS. The
FTA/HSTA apply to an employee asindicated below. A new appointeeisnot eligible for HSTA. The FTA and
HSTA are composed of four elements:

1. Miscellaneous Reimbursable Expense. This portion is allowable only for a DOD new appointee being
assigned to the first PDSin aforeign area (FTA).

2. Wardrobe Expense. This portion isnot allowable for a DOD civilian employee.

3. Pre-departure Subsistence Expense (FTA) and Subsistence Expense Portion (HSTA). NOTE: The FTA and
HSTA subsistence portions are only for expensesincurred in the CONUS or non-foreign OCONUS area —
not in the foreign area.

a. FTA. Thisportionisallowable for aDOD employee PCSing from a CONUS/non-foreign OCONUS
area PDSto aforeign area PDS and for a new appointee traveling from a CONU S/non-foreign OCONUS
area actual residence to the first foreign area PDS.

b. HSTA. Thisportion isnot allowed for a DOD civilian employee.

4, Lease Penalty Expense

a. FTA. Thisportionisallowable for any DOD employee (including a new appointee) PCSing to aforeign
area PDS or between foreign country PDSs.

b. HSTA. Thisportionisallowed only for a reassigned employee (not a new appointee) PCSing from a
foreign country PDS to a CONUS/non-foreign OCONUS area PDS.

NOTE: For other allowances relevant to first duty station travel, see Ch 5, Part B.

C1005 GAIN-SHARING PROGRAM

A Gain-Sharing Program is a bonus-oriented incentive program designed to share GOV’ T travel and transportation
cost savings with atraveler. Title 5 USC, Chapter 45, Subchapter 1 provides authority for this program. Sincethe
Gain-Sharing Program exists as a‘Bonus’ program and not atravel program, the discretionary participation in a
Gain-Sharing Program is not covered by, nor addressed in, the JTR.

C1006 ADMINISTRATIVE PROCEDURES

The separate DOD components may issue administrative procedures for the judicious administration of the

allowancesin this Volume. Those procedures must not contravene or duplicate this Volume's provisions and
must be reviewed | AW par. C1002.
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C1007 COMPUTATION RULES

A. Computation Rules. The computation rules in these regulations may be unique to this Volume. Consult the
relevant Chapters and Parts, to determine the correct computation process for the specific travel and transportation
allowances.

1. Usethe actual amount without rounding when computing TDY mileage, MALT, TQSE and per diem
computation. AEA and PMR computations are rounded to the next highest dollar with the provisionin par.
C1007-A2inforce.

2. AEA computation is rounded-up to the nearest dollar. For example, $29.50 = $30.00. The AEA must not
exceed the authorized percentage of the maximum locality per diem rate. When AEA for lodging and M&IE
exceeds the maximum AEA M&I E locality rate, decrease the AEA M&I E rate to the descending dollar and
add the extra cents to the AEA lodging rate. For example, reduce $70.50 to $70 as shown in par. C4626,
Example 3.

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

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

B. AEA Limitation. The AEA limit is 300% of the maximum locality per diem rate IAW par. C4620.
C1008 DEFENSE TRAVEL SYSTEM (DTS)

A. General. Atlocationsthat DTS has been implemented, TDY vouchers are paid through DTS. The
Services/Agencies must require the CTO/TMC to arrange commercial transportation IAW law, GOV'T policies,
agreements and contracted rates using U.S.-certificated carriers and coach/economy-class accommodations,
whenever possible.

B. Travel Computed by DTS. DTS coversindividual TDY travel for business, travel for schoolhouse training and
deployment or personnel traveling together with or without no/limited reimbursement. 1t does not cover PCS (Ch
5), evacuation (Ch 6), or special circumstances (Ch 7) travel.

TDY performed as part of a PCS moveis not paid through DTS.

C. AO Regponsibilities. The AO has broad authority to determine when TDY travel is necessary to accomplish the
unit’s mission, authorize travel, obligate unit travel funds, approve trip arrangements and authorize travel expenses
incurred ICW that mission and AW this Regulation. The AO must determine the travel purpose (see APP H) for
notation on the Trip Record. The information provided by the DTS Reservation Module or directly from the
CTOI/TMC iscentral in helping to execute those responsibilities. The AO also must:

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

2. Obtain information on policies relating to transportation and travel arrangements from the CTO/TMC and
TO, command channels or Service headquartersto assist in future travel decisions.

3. Assurethe traveler has accessto a GTCC (the unit’s or aCBA) if the traveler does not have an IBA GTCC.
Refer inquiries about card usage to the local GTCC program coordinator or the TO.
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4. Adhereto policies and procedures |AW this regulation, use good judgment in obligating unit funds, and
ensure the traveler receives adequate reimbursement | AW this regulation.

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

6. Permit atraveler to combine official travel with leave or personal travel. Contract fare travel must never be
used for personal travel (APP P, Part 11, par. E). The official portion must be arranged through the CTO/TMC.
Transportation reimbursement is authorized for the cost of official travel between duty stations only. The
traveler may arrange other travel plans and pay the excess above the official cost; no excess costs for travel or
M&IE are borne by the GOV’ T, par. C4563-C applies. The AO isnot to permitaTDY trip that is an excuse for
personal travel.

D. Traveler Rights and Responsibilities

1. A traveler who does not use a CTO/TMC or the GTCC to purchase transportation must submit the ticket
receipt (if $75 or more) for reimbursement.

2. A traveler should promptly update the trip record, and confirm/modify arrangements, when communication
with the CTO/TMC was not possible.

3. Whenusing the DTS for TDY over 45 days, atraveler should include a request for scheduled partial
payments with the authorization/order so the traveler is paid every 30 days. This helpsto ensure the traveler is
paid for expenses prior to GTCC bill receipt.

E. A Typical Business Trip.

1. Beforethe Trip.

a Codt Edtimate. A traveler should obtain an estimate from the CTO/TMC, or DTS Reservation Module,
for thetrip. Itisthe key to several travel and trip funding decisions. It informsthe traveler and the AO in
advance of the standard and actual arrangements, associated costs, and the allowance maximums. It
includes costing for transportation to and from the TDY location, lodging (including tax), and rental car (if
authorized). The estimate also reflects the per diem rate broken out by M& | E and lodging and should also
include any known planned miscellaneous expenses. A traveler may ask the CTO/TMC to estimate the
amount for using a private vehicle or other commercial transportation.

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

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

d. Travel Packet. The CTO/TMC updates the Trip Record with the confirmed reservations and
commercial ticket information. The TO provides the documents needed for GOV’ T transportation if the
CTO/TMC does not provide this service.
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e. Paying for Arranged Services and Obtaining Cash to Pay Expenses while Traveling. The CTO/TMC
typically charges reservationsto an IBA or unit GTCC Airline or rail tickets may also be charged to a
GTCC CBA. Whileon thetrip, the traveler should charge expensesincident to official travel on the IBA or
unit GTCC, whenever possible. For official travel-related expenses that cannot be charged, the traveler can
avoid using personal funds by using the IBA to obtain cash advances or travelers checks. An advanceis
not an option on aunit GTCC.

2. During the Trip

a. Changing Plans. If travel plans change from the itinerary, the traveler should call the CTO/TMC toll-
free number, if possible, to modify theitinerary. The CTO/TMC must update the traveler’s Trip Record.
Although the AO may approve the changes after the trip is complete, it is best if the traveler obtains the
AQ’ s authority in advance, and updates the Trip Record. The traveler isreimbursed only for changes the
AOQ approves on the Trip Record.

b. Receipts. The traveler must be able to produce receipts for lodging individual official travel expenses of
$75 or more.

3. After the Traveler Returns

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

(1) Direct electronic transfer to the GTCC vendor of the expenses charged to the IBA with the
remainder going to the traveler’s personal bank account, or

(2) An électronic transfer of the full amount to the traveler’ s personal bank account.
Option (1) does not require the traveler to write a check to the GTCC vendor for official expenses charged.

b. AO Approval. The AO must approve the expenses on the Trip Record before the traveler is reimbursed.
Thisincludes reviewing the required receipts.

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

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

e. Lost/Stolen/Unused Paper Tickets. See par. C1320.

C1010 REGISTERED TRAVELER (RT) PROGRAM MEMBERSHIP FEE

A. General. 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.

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

C. Enrollment Fees. Enrollment feesin this program are not reimbursable. See APP G.
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PART B: CONDITIONS/FACTORS
C1050 GENERAL
A. Prohibition Not Stated. There may be circumstances when travel and transportation all owances are prohibited

and are so stated. However, just because a prohibition is not stated does not mean that an allowance exists or may
be authorized.

B. Travel Justification (FTR §301-71.101)

1. Directed Travel. Travel and transportation at GOV’ T expense may be directed only:
a. When officialy justified, and
b. By means which meet mission requirements consistent with good management practices.

2. Employee Expenses. An employee must not be directed to:

a. Perform official travel at personal expense, or
b. At reimbursement rates’amounts inconsistent with provisionsin this Volume.

3. Limited Travel Funds. Limited travel fundsis not abasisfor:

a. Denying reimbursement for official travel, or
b. Reducing allowances.

4. Reassignment/Transfer Advance Notice. The permanent duty reassignment/transfer of any employee from
one PDS or DOD component to another, which is outside an employee's commuting area, is effective after the
employee has been given reasonable advance notice to prepare. See par. C5080-F for short distance moves.
Emergency circumstances are taken into account in determining whether the advance notice period is
reasonable. A reasonable advance notice period should not be less than 30 days except when:

a. The employee and both the losing/gaining agencies agree on a shorter period;

b. Other statutory authority and implementing regulations stipulate a shorter period (see OPM regulations
for specified time frames); or

c. There are emergency circumstances.
C. PCS

1. Authorization/Order. (FTR §88302-2.102, 2.103, 2.104) When GOV’ T-funded PCS is authorized:

*a A written travel authorization/order must be issued to a new appointee/employee prior to the appointee/
employee reporting to the first/new official station. Separate eligible dependent(s) PDT to the new PDSis
authorized and effective when the employee’ s travel authorization/order isissued IAW Agency/Service
regulations (par. C5100-A).,

b. An appointee/femployee should not incur PCS expenses (in anticipation of a PCS) until the written
authorization/order has been received,

c. Thetravel authorization/order must indicate the specific allowances authorized as provided in these
regulations and provide instructions about procedures for procurement of travel and transportation services.
See par. C5080-B for procedural requirements applicable to new appointees.
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2. Reimbursement Provisions

a. The reimbursement maximumg/limitations that apply to certain allowances are not the same for every
employee even though claims may be filed within the same time frame because of:

(1) Successive changes to these regulations governing PCS allowances, and

(2) The extended period of time that an employee retains eligibility for certain allowances. See par.
C1057.

b. Theregulationsin effect on the appointee’ semployee's appointment/transfer effective date (see APP A)
apply for payment/reimbursement purposes.

D. Travel Official. An official responsible for directing travel and/or approving reimbursement also is responsible
for ensuring that funds are used for official travel purposes and |AW the conditions prescribed.

C1051 PRIVILEGES WHILE ON OFFICIAL TRAVEL
A. General. A traveler under an official travel authorization/order may use:

1. GOV'T QTRS,

2. Food services,

3. Exchanges, and

4. Recreational facilities owned, operated, or under DOD jurisdiction.
B. Availability/Use. The conditions and limitations relating to facilities availability/use are in AR 60-20, dated 15
December 1992, AAFES Operating Policies, DOD Instruction 1330.09, dated 7 December 2005 Under Secretary of
Defense for Personnel and Readiness (USD (P& R)), Subject: Armed Services Exchange Policy at
http: //Amww.dtic.mil/whs/dir ectives/corres/pdf/133009p.pdf and DOD Instruction 1330.17, dated 8 October 2008,

Subject: Armed Services Commissary Operations at http: //www.dtic.mil/whs/directives/corres/pdf/133017p.pdf, and
at the local commander’s discretion.

C1052 TRAVEL AND TRANSPORTATION FUNDING

A. General. Anemployee's pay and leave status during official travel are subject to the separate departments
regulations about hours of duty, pay, and leave. A new appointee isin aduty status while traveling to the first PDS.

NOTE 1: For regulations governing excused absence and duty status while preparing for and completing a PCS
move, see DOD 1400.25-M, Section SC630.7.4.3. Permanent Change of Duty Station (PCS), at
http: //mww.cpms.osd.mil/assets/39e67e3d4e574647b6e63d918606673d/m1400630.chg2. pdf

NOTE 2: See APP A for definitions of " Different (or Separate) Departments and Agencies,” “ DOD component,”
"Foreign OCONUS Area/Country,” and " OCONUS" (overseas).

B. Movement between Different Departments and Agencies or DOD Components (FTR §302-2.105)

NOTE: Par. C1052 appliesto movement between any of the following: Army, Navy, Air Force, Marine Corps,
DOD Components, to or from non-DOD agencies.

1. General. Except as provided in pars. C1052-B2 and C1052-B3, necessary costs associated with a PCS may
be paid by the gaining department/agency/DOD Component. See par. C5005.
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2. Reduction in Force (RIF)/Transfer of Functions (FTR 8302—2.105). Necessary transfer costs, between
different DOD activities, of an employee identified for separation/demotion caused by RIF/transfer of function
must be paid by the losing activity. A losing DOD activity must endeavor to have a non-DOD gaining activity
pay or share the necessary costs incident to transfers (that involve a RIF/transfer of function) to a department/
agency outside DOD. |If anon-DOD gaining activity refuses to assume or share the expense, the cost must be
paid by the losing activity.

3. Movement under the DOD Priority Placement Program (PPP). When a RIF/transfer of function is not
involved, necessary movement costs under the PPP for amove to a different DOD component are funded |AW
par. C1052-E3, provided employment is without a break in service after separation from the losing activity.
This applies to an employee serving with a service agreement. An employee serving without a service
agreement may be authorized PCS allowances by the gaining activity and that activity is responsible for the
costs. Necessary movement costs when a RIF/transfer of function isinvolved are funded asindicated in par.
C1052-B2.

C. Movement within the Same DOD Component

1. General. Except asindicated in pars. C1052-C2 through C5, the gaining activity may pay the necessary
movement costs associated with a PCS if the move meets the criteriain par. C5005-C. Par. C5070 indicates the
allowances that are authorized (mandatory) and the allowances that may be authorized at the gaining activity’s
discretion when the gaining activity elects to pay necessary movement costs.

2. Reduction in Force/Transfer of Function. The losing activity must pay necessary movement costs.

3. BRAC. Ordinarily the gaining activity should pay the necessary movement costs associated with a PCS.
However, the losing activity may, at its discretion, pay necessary movement costs for a PCS move resulting
from aBRAC action.

4. From an OCONUS Activity to a CONUS Activity. When an employee transfers from an OCONUS activity
to a CONUS activity, the losing OCONUS activity must pay for the costs of transportation for the employee
and dependents, including per diem and transportation of the employee's HHG/POV to the employee’s actual
residence or to the CONUS activity NTE the cost for such transportation to the employee’ s actual residence. |If
the gaining activity authorizes PCS allowancesiit is responsible for the cost of necessary additional
transportation for the employee and dependents, including per diem and transportation of the employee's HHG/
POV to the new PDS, the MEA, real estate allowances (if the employee is eligible), and at its discretion for a
HHT (if the employeeiseligible) and TQSE for an:

a. Employee who completes the prescribed tour of duty under the current service agreement;

b. Employee released from the period of service specified in the service agreement for reasons beyond the
employee's control that are acceptable to the losing DOD component;

c. Army employee moved under the Civilian Career Management Program referral system who completes
an initial OCONUS tour of duty and at least half of an additional tour in excess of 12 months or two-thirds
of an additional tour of 12 months; and

d. Employee with/without a service agreement moved under the PPP. If a RIF/transfer of functionis
involved, par. C1052-C2 applies.

5. From an OCONUS Activity to an Activity of the Same DOD Component in Hawai'i. Pars. C1052-C2
through C4 apply in funding travel and transportation when an employee transfers from an OCONUS activity to
aHawaiian activity of the same DOD component.

6. Directed Transfer due to Failure to Complete Probationary Period. The losing activity must pay the
necessary transfer costs when an employee fails to satisfactorily complete a probationary period.
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D. RAT
NOTE: See APP A for the definition of " Actual Residence” .
1. Return to the Same OCONUS PDS. When an employee completes arequired service period at an OCONUS

activity and executes a renewal agreement for an additional tour of duty at the same OCONUS activity, the
activity to which the employee is assigned must pay all travel/transportation costs.

2. Return to a Different OCONUS PDS. Except for a DODEA employee, when an employee completes a
required service period at an OCONUS activity and executes arenewal agreement for an additional tour of duty
at adifferent OCONUS activity, in the same or another DOD component, the losing OCONUS activity must
pay the necessary costs en route to the actual residence or alternate point until return travel begins. The gaining
OCONUS activity in the same or another DOD component must pay the necessary costs en route from the
actual residence or aternate point to the new OCONUS PDS. The gaining OCONUS activity also must pay the
transportation costs of dependents, who did not accompany the employee on the RAT, and the HHG and POV,
direct from the old to the new OCONUS PDS (44 Comp. Gen. 767 (1965)). When an employee transfers
between activities funded by DODEA, all PCS costs must be paid by the gaining (area) activity.

3. Obtaining a Position while on Leave in the U.S. An employee:

a. Who:
(1) ReturnstotheU.S. under arenewal agreement, and
(2) Arrangesamoveto aPDSinthe U.S. while on leave,
b. Isauthorized:
(1) Reimbursement for travel and transportation expenses to the new PDS instead of to the actual
residence indicated in the OCONUS service agreement. The losing OCONUS activity must pay the

necessary travel and transportation costs to the new PDS NTE the cost to the actual residence.

(2) If the GOV’T incurs additional expenses because of RAT performed to the actual residence by the
employee/dependent, those expenses must be recovered from the employee.

(3) Necessary additional travel and transportation costs to the new PDS may be paid by the gaining
activity. If the gaining activity does not authorize a PCS move, the losing activity must amend the
travel authorization/order to provide for return from the losing activity to the actual residence for
separation.

(4) Thetravel and transportation expenses are funded as provided in par. C1052-E.

E. Separation from OCONUS Employment

1. Separation after Travel Begins. The losing activity must pay the necessary en route travel/transportation cost
for an employee, eligible for transportation under a service agreement, who returns to the actual residence, or an
alternate destination NTE the travel/transportation cost to the actual residence, for separation from the losing
OCONUSPDS.

2. Separation before Travel Begins. When an employee eligible for travel/transportation to the actual residence
resigns OCONUS before beginning travel from the OCONUS PDS, the eligibility continues and the OCONUS
losing activity must pay the movement expenses to the actual residence. This also applies when an employee
under the same conditions expects to continue in GOV'T service in a different department/agency in the actua
residence geographical locality, provided the employeeis not employed or authorized a PCS movement by the
gaining activity before departure from the losing OCONUS PDS (44 Comp. Gen. 767 (1965)).
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3. Employment in Another DOD Component without a Break in Service after Separation from the Losing
Activity

a. When an employee under an agreement:
(1) Returnsto the actual residence or an allowable alternate destination in the U.S. for separation, and
(2) After arrival at the destination is employed by another DOD component without a break in service,

b. Thelosing OCONUS activity must pay for the allowable separation NTE travel/transportation costs to
the actual residence. For the conditions and limitations regarding payment by the gaining DOD component
when additional travel/transportation to the new PDS is necessary and circumstances under which PCS
allowances may be authorized and paid, see par. C5085-F (46 Comp. Gen. 628 (1967); 47 id 763 (1968);
B-163113, 27 June 1968; B-163364, 27 June 1968).

4. Responsibility for Separation Travel Costs when an Employee is Transferred between OCONUS Activities.
When an employee, under an agreement at an OCONUS activity, istransferred to a different OCONUS activity
at the same or adifferent PDS, the gaining activity is responsible for the employee’s separation travel cost if the
employee is or becomes eligible for separation travel and transportation allowances.

F. DOD Domestic Dependent School Board Members. The SECDEF may provide for reimbursement of a school
board member for certain expenses incurred by that individual for travel, transportation, lodging, meals, program
fees, activity fees, and other appropriate expenses. The Secretary must first determine the expenses to be reasonable
and necessary for the performance of school board duties by that individual. See DOD Instruction 1342.25, par.
5.4.5, dated 30 October 1996, (available at: http://www.dtic.mil/whs/directives/corres/pdf/134225p.pdf) “ School
Boards for Department of Defense Domestic Dependent Elementary and Secondary Schools

(DDESS);"” concerning eligibility for reimbursement for official travel.

C1053 IDENTIFICATION CARD

A. General. When an employeeis authorized OCONUS TDY travel or PCS assignment, identification card
issuanceis provided in:

1. DOD Instruction 1000.1, Identity Cards Required by the Geneva Conventions (DD Form 489, Geneva
Convention Card, for civilians) (available at http://www.dtic.mil/whs/directives/corres/pdf/100001p.pdf), and

2. DOD Instruction 1000.13, Identification (ID) Cards for Members of the Uniformed Services, Their
Dependents, and Other Eligible Individuals (available at
http: //www.dtic.mil/whs/directives/corres/pdf/100013p.pdf).

B. Issuance. Conditionsand procedures for issuance and use are prescribed in applicable Service regulations.
C1054 PASSPORTS, VISAS, IMMUNIZATIONS, AND CLEARANCES

A. General. Applicable Service regulations govern the requirements/procedures relating to official travel to foreign
countries regarding:

1. Passports,

2. Visss,

3. Immunizations,

4. Advance clearances,

5. Special conditions, and
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6. Other restrictions.

B. No-Fee Passport

1. Authorization. DD Form 1056 must accompany an application for a new/renewal passport/visa (including
green card). See APPG.

2. Travel Requirements

a. The necessary passport, visa (including green card) when required (see APP G), and record of
prescribed immunization (shots) must be in the traveler’ s possession when traveling, and

b. A passport for each traveler isrequired for travel into a:
(1) Foreign country, or

(2) Territory under control of aforeign country. NOTE: The Ryukyu Islands require a passport for
travel.

C. Time Limitations

1. A passport isvalid for a specific period from the issuance date, requires renewal or re-issuance, and, if
practical, should be renewed before it expires.

2. Visas and immunizations also have time limitations.
C1055 GOV'T QTRS USE/AVAILABILITY

A. QTRS Available. An employee may not be directed/required to use GOV'T QTRS, nor may lodging
reimbursement be limited to the GOV’ T QTRS cost (44 Comp. Gen. 626 (1965)). In compliance with the
reguirement to exercise prudence when incurring expenses, an employee should check for GOV'T QTRS
availability (e.g., through the CTO/TMC), and are encouraged to use those QTRS when TDY toaU.S.
INSTALLATION. However, if GOV'T QTRS are available on that INSTALLATION for an employee TDY to a
U.S. INSTALLATION, the proper authority under par. C4550-C may prescribe a reduced per diem rate based on
the GOV'T QTRS cost. Reduced per diem rates can only be established before travel begins.

B. QTRS Not Available. An employeeis not required to check GOV'T QTRS availability in the following
circumstances. GOV’ T QTRS are not available:

1. When TDY/delay is at other than aU.S. INSTALLATION;
2. When an AO determines GOV’ T QTRS use would adversely affect mission performance NOTE: An
employeein a Senior Level (SL) position, Scientific and Professional (ST) position and an SES employee
(including individuals described under 5 USC 85703) determines personal QTRS availability.;
3. During en route travel periods; or
4. For TDY/delay of lessthan 24 hours at one location.

C. Authorization/Approval. Unlessareduced per diem rate is authorized on the travel authorization/order as

indicated in par. C1055-A, the AO must authorize/approve reimbursement for the cost of commercial lodgings used
not to exceed the locality per diem lodging rate (unless an AEA is authorized/approved).
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C1057 TIME LIMITS FOR BEGINNING TRAVEL AND TRANSPORTATION (FTR §302-2.110)
All travel, including that for a dependent, and transportation, including that for HHG allowed under these
regulations, should be accomplished as soon as possible. Allowable travel and transportation must begin within 2
years from the employee's transfer or appointment effective date, except that the 2-year period:
1. Isexclusive of furlough time spent by an employee who begins active military service before the expiration
of such period and who is furloughed for the assignment duration to the PDS for which transportation and travel
expenses are alowed;

2. Does not include any time during which travel and transportation is not feasible due to shipping restrictions
for an employee who is transferred or appointed to or from an OCONUS PDS; and

3. Isextended for up to an additional 2 years when the original 2-year time limitation for residence transactions
completion is extended under par. C5750-C. Even when an extension is approved, PCS allowances must be
calculated by using the prescribed allowances in effect on the employee’ stransfer effective date.

C1058 OBLIGATION TO EXERCISE PRUDENCE IN TRAVEL (ETR §301-70.1)

1. A traveler must exercise the same care and regard for incurring expenses to be paid by the GOV'T as would
aprudent person traveling at personal expense.

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

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

4. A traveler isadvised that the Army Lodging Success Program, Navy Elite Lodging Program, and GSA’s
FedRooms Lodging Program (NOTE: The FedRooms Lodging Program isindicated by the use of an *XVU’
code as opposed to a ‘ GOV’ or other code.) provide quality lodging at or below per diem and properties often
are closeto worksitesat TDY locations. Use of lodging facilities in these programs often resultsin cost savings
tothe GOV'T. Not every program is available to each traveler.

C1059 SCHEDULING TRAVEL

Travel should be by the scheduled transportation that most nearly coincides with the departure and arrival times
needed to carry out the mission. Consideration should be given to:

1. Duty hours;

2. Duty requirements,

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

5. Thetraveler's comfort and well being;

6. Thetraveler being scheduled for departures and arrivals between 0600 and 2400 unless travel between 2400
and 0600 is required by the mission;

7. Arranging transportation so that the traveler is scheduled to arrive the day before the TDY actually begins;

8. Scheduling the travel for a departure to enable an en route rest stop or an overnight rest period at the
destination under the circumstancesin par. C1060-B or C1060-C;
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9. Requiring each traveler to identify travel requirementsin sufficient time (if known) to arrange coach-class
accommodations; and

10. Carefully reviewing requests for first- and business-class accommodations to determine if mission needs
may allow for a change in travel dates to support alower-class accommodation.

C1060 TRAVEL DURING REST HOURS, A REST PERIOD AT ATDY POINT AFTER ARRIVAL, OR
AN EN ROUTE REST STOP

NOTE: When scheduling flights of 14 or more hours (see par. C2204-B4i), the first choiceis alwaysto use
economy class and arrive the day before the TDY beginsto allow for appropriate rest. Second choice alwaysisto
use economy class and arrange an en route rest stop (preferably at a no-cost point allowed by the airline) with
arrival on theday TDY starts. The last option, and the most expensive option which should be avoided whenever
possible, isto use business accommodations arriving on the day the TDY starts.

A. Starting and Ending Travel

1. Genera
a Thetravel authorization/order establishes when travel status starts and ends.

b. Ordinarily, atraveler on official travel is not required to travel during unreasonable hours at night
(2400 - 0600).

c. When travel is between 2400-0600, the only acceptable sleeping accommodations are;
(1) Ship staterooms, and
(2) Train deeping cars.

NOTE: Reclining seats on planes, trains, or buses are not acceptable sleeping accommodations. If a
traveler isrequired to travel overnight (2400 - 0600) without acceptable sleeping accommodations,
arrival should be scheduled to provide an en route rest stop or an appropriate rest period (NTE 24
hours) at the TDY point before the traveler isrequired to perform official duties. See pars. C1060-C and
C1060-D.

d. A traveler should not be required to use a carrier that requires beginning travel (i.e., leaving home or
TDY lodgings and/or arriving at destination) between 2400 hours and 0600 hours, if thereisamore
reasonable schedule that meets mission requirements.

e. A prudent AO should confirm lodgings are obtainable for the traveler to retire at a reasonable hour and
be ready to perform official business as required (33 Comp. Gen. 221 (1953); 61 id. 448 (1982)).

f. Transportation should be arranged for the traveler to arrive the day before the TDY actually begins.

g. A traveler should be scheduled for a departure in time for an en route rest stop or an overnight rest
period at the destination under the circumstancesin pars. C1060-C and C1060-D.

h. Require each traveler to identify travel requirementsin sufficient time (if known) to arrange coach-class
accommodations.

i. Carefully review requests for first-and business-class accommodations to determine if mission needs
may allow for a change in travel dates to support alower-class accommodation.
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2. Travel between 0600 and 2400. Travel should be scheduled between 0600 and 2400. To prevent travel
between 2400 and 0600, it is reasonable for atraveler to depart the:

a. PDS (or home as appropriate) early enough to prevent travel between 2400 and 0600, or

b. TDY station on the earliest available transportation accommodations the day after completinga TDY
assignment, provided the traveler is not required to be at the PDS the morning after TDY compl etion.

3. Additional Per Diem for Travel between 0600 and 2400. Additional per diem may be authorized/approved at a

TDY location only if the resulting delay in departing the TDY location permits travel between 0600 and 2400 the
day after completing the TDY assignment. (56 Comp. Gen. 847 (1977)).

Example 1. A traveler completes official TDY duty on Friday afternoon. The traveler could leave on
Friday when official duty ends (and arrive at the PDS early on Saturday) and receive 75% M&IE for that
Saturday travel day. To prevent the traveler from traveling between 2400 and 0600, the AO may
authorize or approve departure the next day (in this case, Saturday). The traveler receives per diem
(including lodging) for Friday. Saturday isthe travel day (assuming arrival at PDS on Saturday) and the
traveler receives 75% M&IE for Saturday. Any additional delayed days are the traveler’ s financial
responsibility.

Example 2. A traveler isrequired to attend a conference that starts at 0800 on Monday morning. If the
traveler is authorized to depart the PDS on Friday to travel during regular duty hours, payment of per
diemislimited to one travel day as though the traveler had departed for the TDY destination on Sunday
(75% M&IE pluslodging) (56 Comp. Gen. 847 (1977)). Expenses for any additional early days are the
traveler’ sfinancial responsibility.

B. En Route Rest Stop/Rest Period at TDY Point. Authorizing/approving an en route rest stop or rest period at a

TDY point must be used only when the circumstances warrant. Such arest stop should not be automatic. The AO
must consider each request for arest stop/en route rest period at TDY point individually and carefully balance good
stewardship of scarce resources with the immediacy of mission requirements. See par. C1059 about scheduled
travel and the NOTE before par. C1060-A on rest periods. A rest stop en route/rest period at a TDY destination
may not be provided for official travel for PCS, RAT, emergency leave, R& R, FEML, and personnel evacuations.
A rest stop en route/rest period at a TDY point may only be authorized when travel isto the TDY site. A rest stop
en route may not be authorized for the return flight if the traveler can rest before reporting back to work.

C. En Route Rest Stops

1. Travel during Normal Rest Hours. The AO may authorize/approve an en route rest stop when travel must be
scheduled:

a. To dtart at, near, or after the end of the traveler’ s regularly scheduled duty hours; or

b. During usual rest hours and the transportation mode does not provide adequate sleeping
accommodations. See the NOTE following par. C1060-A 1c regarding adequate sleeping accommodations.

2. OCONUS Travel IsInvolved. The AO may authorize/approve arest stop en route when:

a. Theorigin or destination is OCONUS; and
b. Travel isby ausualy traveled route; and

c. Travel isby less than first/business-class accommodations; and
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d. The scheduled flight time, including stopovers and plane changes, exceeds 14 hours by ausually
traveled route. Scheduled flight time is the time between the scheduled aircraft departure from the airport
serving the PDS/TDY point and the scheduled aircraft arrival at the airport serving the TDY point/PDS (the
flight(s) between two duty points), including scheduled non-overnight time spent at airports during plane
changes.

NOTE: The*“length of flight (14, 20, 30, 40 hours)” in and of itself is not sufficient justification to authorize/
approve an en routerest stop. Thejudtification must include that the TDY mission was so unexpected that
the traveler was unable to schedule a flight arriving the day prior to allow rest before starting work. The 14-
hour flight time criterion isrestricted to TDY travel only and may not be used to justify a rest stop for PCS,
RAT, Emergency Leave, R& R, FEML, personnel evacuation, or any other transportation. When using
length of flight to justify a rest stop the AO must cause the travel authorization/order to be clearly annotated
asto when the TDY travel was identified and when travel reservations were made.

3. En Route Rest Stop Prohibited. An en routerest stop at GOV’ T expense is prohibited when:

a. Travel isauthorized by first- or business-class service.
b. A traveler choosesto travel by a circuitous route, for personal convenience, causing excess travel time.
c. A traveler takesleave at a stopover.

4. En Route Rest Stop Location. An en route rest stop:

a. May be authorized/approved at any intermediate point; and
b. Should be as near to midway in the journey as authorized carrier scheduling permits; or
¢. Scheduled at a point en route at which the carrier permits free stopovers (if possible).

5. En Route Rest Stop Duration. An en route rest stop is for areasonable rest period, NTE 24 hours, plus
necessary time to obtain the earliest transportation to the authorized destination.

6. Per Diem. Therest stop locality per diem rate applies.

D. Rest Period at the TDY Point before Reporting for Duty. A reasonable rest period at the TDY point (NTE 24
hours) is recommended before the traveler reports for duty when:

1. The scheduled flight time, including stopovers and plane changes, exceeds 14 hours by a usually traveled
route. Scheduled flight time is the time between the scheduled aircraft departure from the airport serving the
PDS/TDY point and the scheduled aircraft arrival at the airport serving the TDY point/PDS the flight(s)
between two duty points, including scheduled non-overnight time spent at airports during plane changes;

NOTE: The*“length of flight (14, 20, 30, 40 hours)” in and of itself is not sufficient justification to authorize/
approve arest period at the TDY point. Thejustification must include that the TDY mission was so
unexpected that the traveler was unable to schedule a flight arriving the day prior to allow rest before
starting work. The 14-hour flight time criterion isrestricted to TDY travel only and may not be used to
justify arest stop for PCS, RAT, Emergency Leave, R& R, FEML, personnel evacuation, or any other
transportation. When using length of flight to justify a rest stop the AO must cause the travel authorization/
order to be clearly annotated asto when the TDY travel was identified and when travel reservations were
made.

2. Anenroute rest stop is not authorized/approved;

3. Thetraveler is not authorized first- or business-class accommodations; or
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4. Thetraveler isrequired to travel overnight (2400 - 0600) (in which case arrival should be scheduled to
provide an appropriate rest period (NTE 24 hours) at the TDY point before the traveler is required to perform
official duties). Seethe NOTE following par. C1060-A1c regarding scheduling an early arrival for arest period
at the TDY point if overnight (2400-0600) travel isinvolved.

E. Delaying Return Travel to Use Reduced Travel Fares. When, to qualify for reduced transportation fares, a
traveler electsto stay at a TDY station longer than required by the assignment and the AO authorizes/approves the
action, per diem or AEA for the additional time may be paid if the:

1. Transportation savings offsets the additional per diem or AEA cost, yielding an overall savingsto the
GOV'T; and

2. Delay does not extend the TDY time beyond the time when the traveler is required to be at work at the PDS
(B-192364, 15 February 1979; B-169024, 5 May 1970).

C1062 HOTEL AND MOTEL FIRE SAFETY — APPROVED ACCOMMODATIONS

GOV'T policy isto save lives and protect property by promoting the use of fire-safe hotels and other establishments
that provide lodging. Each DOD Component must ensure that not less than 90% of their employees who use
commercial lodgings while on official travel in the U.S. or non-foreign OCONUS areas are booked in fire-safe
approved places of public accommodation. Lodgings that meet GOV’ T requirements are listed on the U.S. Fire
Administration's Internet site at http: //www.usfa.fema.gov/hotel/index.htm. Agencies are in compliance with the
90% requirement after 30 September 2002, if travel arrangements are made through use of an agency-designated
Travel Management System (see APP A), whenever possible (5 USC §57074).

C1065 OFFICIAL DISTANCE DETERMINATION

A. POC (Except Airplane). The Defense Table of Official Distances (DTOD):
1. Isthe only official source for worldwide TDY and PDT distance information.
2. Replacesall other sources used for computing distance (except for airplanes, see par. C1065-B below).
Effective 1 March 2009
3. Useszip code to zip code distance within the CONUS and non-foreign OCONUS areas and city to city

distance elsewhere (e.g., within foreign locations or to and from foreign locations).

NOTE: Each DOD INSTALLATION (CONUS and OCONUS) islisted in the DTOD. Contact DTOD if an
INSTALLATION isnot found at https://dtod.sddc.army.mil.

4. Provides distances which must be rounded to the nearest mile for each leg of ajourney.

5. Does not apply to travel distance determined by odometer readings (i.e., travel in and around the PDS or
TDY sites; or between home/office and transportation terminal).

6. Websiteisfound at https:.//dtod.sddc.army.mil.

B. Privately Owned Airplane

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

2. If adverse weather, mechanical difficulty, or unusual conditions cause necessary detours, the additional air
distance must be explained.
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3. If distance cannot be determined from aeronautical charts, the flight time multiplied by the aircraft's cruising
speed is used to determine distance.

C1070 APPROPRIATE ACTION FOR FAILURE TO FOLLOW THESE REGULATIONS

A command/unit is expected to take appropriate disciplinary action when an employee and/or AO fails to follow the
regulations contained in this Volume. Disciplinary action should be for willful violations and may be in the form of
counseling (oral/written), or other appropriate personnel means. Action must not be through refusal to reimburse.
See par. C2203-A4 for exceptions when reimbursement is not allowed.
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PART C: TRAVEL BY TAXICAB, BUS, STREETCAR, SUBWAY, OR OTHER
PUBLIC OR SPECIAL CONVEYANCE

C2100 GENERAL

This Part prescribes the allowable reimbursements for commonly incurred expenses associated with the use of public
or specia conveyancesincident to TDY or PCStravel. This Part does not apply to reimbursement for transportation
expenses incurred in and around the PDS, see Ch 2, Part H. Each expense reimbursement request must be identified
on the voucher by date, quantity, service, cost and other necessary expense particulars.

C2101 TAXICAB USE

A. Toffrom a Transportation Terminal. Reimbursement is authorized for taxi fares plus tip between the points
shown in the itemization below. Between:

1. Places of residence, lodging, or duty at the PDS or TDY station and transportation terminals;
2. Transportation terminals, if free transfer is not provided; or

3. Transportation terminal and lodging, when needed, due to transportation delays en route which are beyond
the employee’s control.

B. Between Residence and PDS on the Day Travel Is Performed. Reimbursement is authorized for taxi fares plus
transportation-related tips from the employee's residence to the PDS on the day the employee departson TDY
requiring at least 1 night's lodging; and from the PDS to the residence on the day of return from such TDY..

C2102 SPECIAL CONVEYANCE USE (ETR, §301-10, Subpart E)

A. General. An AO may authorize/approve a special conveyance when to the GOV’ T's advantage. A traveler's
personal preference or minor inconvenience must not be the basis for authorizing/approving special conveyance use.
When the AO does not authorize/approve specia conveyance use, reimbursement is limited to the appropriate TDY
POC mileage rate in par. C2500 plus constructed per diem for the official distance NTE the GOV’ T's constructed
cost. See par. C2150, item 8.

B. Selecting a Rental Vehicle

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

a. Itismandatory to obtain rental vehiclesthrough the CTO/TMC, when available. NOTE: Itisnot
mandatory to use a CTO/TMC when renting an airplane or bus.

b. Thelowest cost rental service that meets the mission requirements must be selected when selecting
commercially rented vehicles.
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c. Useof arenta car vendor participating in the DTMO rental car agreement is encouraged, because the
GOV'T rateincludes full liability and vehicle loss and damage insurance coverage for the traveler and the
GOV'T. NOTE: View participating rental car vendors and rates at http://www.defensetravel.dod.mil and
select Car/Truck Programsin the left column. A vehicle participating in the DTMO rental car
agreement islisted on the DTMO website, and should be rented for official GOV'T travel. A vehicle
offered by a participating vendor, but not listed, is not covered under the agreement, does not have the
full liability and vehicle loss and damage insurance coverage, and should not be rented for official
GOV'T travel. Most locations have at least one participating vendor offering a ‘non-standard’ vehicle,
when required for official GOV'T travel | AW par. C2102-C1b.

Example: Rental Car Vendor A lists a SUV asa participating vehicle under the DTMO rental car
agreement. |If this SUV isrented, it hasfull liability and vehicle loss’™damage insurance coverage for the
GOV'T traveler on official GOV'T business. Rental Car Vendor B doesnot list a SUV as a participating
vehicle, but hasa SUV rental available. If thetraveler rentsa SUV from Rental Car Vendor B, the SUV
is not covered with liability and vehicle loss’damage insurance coverage.

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

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

2. Defense Travel Management Office (DTMO) Policy ( http://www.defensetravel .dod.mil)

a. DTMO vehicle rental agreements apply to all DOD Components and activities and non-Defense Agencies.

b. Current domestic and foreign rental car ceiling rates and additional rental vehicle information may be
obtained viathe DTMO website at http://www.defensetravel .dod.mil or from:

Defense Travel Management Office (DTMO)
Commercial Travel Division

Travel Management Branch

4601 N. Fairfax Drive, Suite 800

Arlington, VA 22203-1546

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

C. Specia Conveyance (Includes Aircraft) Reimbursement

1. Reimbursable Expenses

a. Itismandatory to obtain a rental vehicle (except for an aircraft or a bus) through the CTO/TMC per
TRANSCOM policy, when the CTO/TMC is available.

b. The AO may authorize/approve an appropriately sized vehicle IAW mission requirements when a
compact car (the ‘standard’ for TDY travel) isinadequate.
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¢. When the AO authorizes/approves specia conveyance/rental vehicle use for official business, the
following reimbursements are authorized IAW APP G;

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

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

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

*(4) A claim for damage to arental vehicle, while the vehicle is being used for official business, may
be reimbursable to the traveler or the rental car company, when appropriate, as a miscellaneous
reimbursable transportation expenses. The claim must be adjudicated as payable |AW the DOD
Financial Management Regulation (Volume 9, Chapter 4) (found at
http://mww.dtic.mil/comptroller/fmr/) or appropriate Service directives for the non-DOD Services.

*d. When the AO authorizes/approves special conveyance/rental vehicle use for official business, the AO
may also authorize/approve:

*(1) Therental of snow tires and similar necessary non-standard equipment, and any additional
charges when authorized in the travel authorization/order. Reimbursement is limited to the rental
conveyance upgrade costs necessary for the required non-standard equipment. A traveler who
disregards a specia conveyance arrangement made by a CTO/TMC must be prepared to provide
justification for additional special conveyance costs before reimbursement (beyond the cost of using the
CTO/TMC) isalowed. Reimbursement for the purchase of snow tires and/or other non-standard
itemsis not authorized.

*(2) Global Positioning System (GPS) rental, when necessary for the official use.

2. Rented Automobile |nsurance

NOTE: Seepar. C2102-Bic for information on other vehicles that are not covered with liability and vehicle
loss/damage insurance for the traveler or the GOV’ T when rented for official GOV'T travel.

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

(1) Theinsurance isrequired by the rental agency in an OCONUS location to provide full coverage
insurance, but only when renting an automabile, or

(2) Certain classified special operations. See B-204486, 19 January 1982 found at
http://redbook.gao.qov/15/f|0072480.php.

b. Rented Motor Vehicle Damage. A traveler may be reimbursed for personal funds paid to rental car
companies for damage sustained by a rented motor vehicle that is damaged in the performance of official
business, if the claim is adjudicated by the Service concerned as being payable. The GOV’ T may make
direct paymentsto the car rental companies instead of to the traveler, if appropriate. In either case, the
reimbursement is a miscellaneous reimbursable transportation expense. Reimbursement for personal funds
paid for damage sustained by a rented automobile while being used on other than official businessis not
authorized.
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NOTE: TDY endson Friday. The employee delaysreturn to the PDS until Sunday and retains the rental car.
Dueto an accident on Sunday, therental car was damaged. The employee may not be reimbursed for the
cost of repairs since the employee was not on official duty at the time of the accident (GSBCA 16477-TRAV,

13 October 2004).

c. Damage Claims. Requests from an employee, or from arental company, for reimbursement or payment
should be documented and submitted IAW the DOD Financial Management Regulation, Vol. 9, Chapter 4
(http://mwwwv.dtic.mil/comptroller/fmr/). Statements, itemized bills, and an accident report are typical
requirements (47 Comp. Gen. 145 (1967)).

3. Special Conveyance Receipts. See par. C1310.

4. Personal Accident Insurance. Personal accident insuranceis a personal expense and is not reimbursable.

NOTE:

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

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

3. Some vehicles are not covered with liability and vehicle loss and damage insurance for the traveler or the
GOV’ T when rented for official GOV'T travel. View participating rental car vendors and rates at the DTMO
website at http: //mww.defensetravel.dod.mil and select Car/Truck Rental Agreementsin the left column. A
vehicle participating in the DTMO rental car agreement islisted on the DTMO website, and should be rented
for official GOV'T travel. A vehicle offered by a participating vendor, but not listed, is not covered under the
agreement, does not have the full liability and vehicle loss and damage insurance coverage, and should not
be rented for official GOV'T travel. Most locations have at least one participating vendor offering a ‘ non-
standard’ vehicle, when required for official GOV'T travel | AW par. C2102-C1b.

D. UseLimited to Official Purposes. Use of a special conveyance islimited to official purposes including
transportation to and from (65 Comp. Gen. 253 (1986)):

1. Duty sites,

2. Lodgings,

3. Dining facilities,

4. Drugstores,

5. Barber shops,

6. Places of worship,

7. Cleaning establishments, and

8. Similar placesrequired for the traveler's subsistence, health or comfort.

E. To/from Carrier Terminas. Thetraveler:

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

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

F. Between Duty Stations. The official directing the travel may authorize/approve travel by special conveyance to,
from or between TDY stations, under circumstances not permitting travel by the usual transportation mode, or when
the use of a special conveyance is determined to be to the GOV’ T's advantage. Reimbursement is authorized for the
total expenseincurred in the use of such conveyance.

G. Specia Conveyance Usefor PDT. Commercially rented vehicles/special conveyances:

1. May be used for PDT when other transportation modes in par. C2001-A are not to the GOV’ T's advantage,
2. Must be authorized in a PCS travel authorization/order,

3. May not be authorized for traveler preference or inconvenience resulting from common carrier scheduling,
and

4. Are not authorized at the PDS to travel to/from work, or for personal convenience.

Requirements for choosing the appropriate conveyance, obtaining receipts, purchase of extra collision insurance, and
general guidelinesfor PDT are the same asfor TDY in this Part.

NOTE: An employee is not authorized a rental car at the PDS to travel to/from work, or for personal
convenience.

H. Special Conveyance Usein and around Permanent or TDY Station. Reimbursement for special conveyance use
within and around the permanent and TDY duty station should be accomplished IAW Ch 2, Part H.

C2103 BUS, STREETCAR, OR SUBWAY USE

A. Toffrom Carrier Terminals. Reimbursement is authorized for bus, streetcar, or subway fares as follows:

1. Between places of residence, lodging, or duty at the PDS or TDY station, and terminals, stations, airports,
wharves, etc., of the commercial or GOV'T transportation mode used;

2. Between carrier terminals, when needed, due to a change of transportation and a free transfer is not provided;
or

3. From carrier terminals to lodging and return when needed due to transportation delays en route which are
beyond the employee's control.

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

C2104 AIRPORT LIMOUSINE SERVICE USE
Reimbursement is authorized for airport limousine service fares plus transportation-related tips as follows. Between:

1. Places of residence, lodging, or duty at the PDS or TDY duty station, and local transportation terminals
(stations, airports, wharves, etc.) of the commercial or GOV’ T transportation mode used;
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2. Transportation terminals when changing transportation mode and a free transfer is not provided;

3. Transportation terminals and lodging when transportation delays occur en route that are beyond the traveler's
control; or

4. Anairport and airport limousine terminal.
C2105 LODGING-PROVIDED COURTESY TRANSPORTATION USE

Available courtesy transportation services furnished by alodging or similar facility should be used to the maximum
extent possible.
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SECTION 7: REIMBURSEMENT FOR USE OF OTHER THAN THE AUTHORIZED
TRANSPORTATION MODE OR ROUTE

C2215 REIMBURSEMENT FOR USE OF OTHER THAN THE AUTHORIZED TRANSPORTATION
MODE OR ROUTE

*A. General. Par. C2204 applies when reimbursement is limited by costs of travel by the authorized transportation
mode over ausually traveled route (18 Comp. Gen. 447 (1938); 21 id. 116 (1941)). If thereis doubt asto the
applicable transportation mode for constructed cost purposes, an appropriate transportation officer must determine
the applicable mode. Except for POC travel for personal convenience, when atraveler travels by aroute or
transportation mode other than that authorized in atravel authorization/order, reimbursement is subject to the
conditions and restrictions stated in par. C2215.

B. GOV'T/GOV'T-procured Air Transportation Available. When GOV’ T/GOV' T-procured air transportation use
isrequired under pars. C2001-D3 through C2001-D6, but atraveler electsto travel by a different transportation
mode at personal expense, reimbursement for the transportation cost must not exceed the amount that would have
been paid for the available GOV’ T/GOV’ T-procured air transportation. Constructed costs are based on the non-
capacity controlled city-pair airfare, not the capacity-controlled city-pair airfare, if both are available. If acity-pair
airfareis not available between the origin and destination, the constructed cost is limited by the policy-constructed
airfare (see APP A) (with the exception noted in par. C2204-B1f). City-pair airfare transportation is presumed
availableif there is city-pair airfare between the origin and destination points, regardless of whether or not space
would actually have been available had the traveler used air transportation for the official travel.

NOTE: GOV’ T/GOV' T-procured air transportation are not available when:

1. An AO determinesthat GOV'T and/or GOV’ T-procured air transportation use for travel involves a total
delay (including delay in initiation of travel from a PDS or TDY point, en route travel, and additional time at a
TDY station before a traveler can proceed with assigned duties) of more than 48 hours;

2. GOV'T and/or GOV’ T-procured air transportation use would involve circuitous travel or undue
inconvenience; or

3. Travel via aircraft isinadvisable medically.

The lower-priced transportation mode is the reimbursement limit if appropriate GOV’ T and GOV’ T-procured
transportation are both available. 1f only GOV’ T-procured transportation is available, its cost is the reimbursement
limit.

C. GOV'T/GOV'’T-procured Air Transportation Not Available. When GOV’ T/GOV'’ T-procured air transportation
are not available, reimbursement for the transportation used must not exceed the policy-constructed airfare (see APP
A) available for scheduled commercial air service over the usually traveled direct route between the origin and
destination. If travel by aircraft is medically inadvisable, reimbursement is limited to the least expensive first-class
passenger accommodations on a commercial ship.

D. Useof Non-U.S.-certificated Air Carriers or Non-U.S. Registry Ships. Thereisno reimbursement (for any
journey leg) for transportation cost when unauthorized/unapproved non-U.S-certificated/registry carrier (or ship)
serviceisused. If U.S.-certificated/registry carrier or ship serviceisavailable for an entiretrip and the traveler
uses a non-U.S.-certificated/registry carrier or ship for any part, or all, of the trip, the transportation cost on the
non-U.S.-certificated/registry carrier or ship isnot payable (ETR §301-10.143).
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E. Computation. Except as prohibited in pars. C2204-C and C2204-D, reimbursement for travel by a transportation
mode or route other than that authorized is limited to the cost the GOV’ T would have paid for the authorized
transportation mode and route. The traveler is paid whichever (actual or constructed) isless. The authorized
transportation mode means the transportation mode that would have been furnished IAW this Volume. Constructed
reimbursement for taxicab fares, plustip or other appropriate local transportation facility expense, must not exceed
the amount that would have been incurred by the authorized transportation mode. The per diem allowanceislimited
to the amount that would have been payable for travel by the authorized transportation mode. The constructed
transportation cost and the normal scheduled travel time for the carrier must be obtained from the appropriate
transportation officer or other authentic tariff source.

F. Dependent Travel Limited to the GOV’ T-offered Air Transportation Cost. Dependent travel reimbursement is
subject to the limitation on the travel authorization/order, if any, under par. C2001-D1.
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PART L: PER DIEM
C4550 PER DIEM RATE

A. General. Per diem prescribed in this Part is applicable for al TDY periods, except when an AEA, authorized
under Part M, applies, and for all PDT periods. The per diem rateis determined based on thetraveler's TDY
location, not the lodging location. If neither GOV’ T QTRS nor commercial lodging is available at the TDY
location, see par. C4555-A.

NOTE: When the TDY point or new PDSis areservation, station, or other established area (including
established large reservation subdivisions (e.g., McGuire AFB and Ft. Dix) that fallswithin two or more
corporate city limits (e.g., the districts of Honolulu and any other such as Ewa, Hawai'i) or crosses recognized
borders (e.g., Ft. Campbell isin Tennessee and Kentucky)), the per diem rate is the locality rate specifically listed
for the reservation, station or other established area. When the location (reservation, station or other established
area) isnot specifically listed in the per diem tables, the applicable per diem rateis based on the reservation,
station or other established area front gate location. Refer to the U.S. Census Bureau website

http: //quickfacts.census.gov/cgi-bin/gfd/lookup which can help determine in which county a destination is
located. If the specific location (e.g., city or town) is not listed in the per diem list, but the county is, then the
county per diem rate istherate for that entire county — including all encompassed cities and towns. |If neither the
city/town nor the county islisted, that area is a Standard CONUS per diem rate location. For the current
Standard CONUS per diem rate, see par. C4550-F 3.

B. Responsibility for Authorizing/Approving a Per Diem Rate. Each DOD Component head, or adesignee, is
responsible to ensure per diem for atraveler is sufficient to meet the necessary subsistence expenses for the official
travel. Allowancesin excess of need must be avoided. The per diem allowances prescribed in this Part are the
maximums allowable. See par. C4550-C for information about requesting a reduced per diem rate. To avoid an
excessive authorized/approved amount (beyond the amount needed), consideration must be given to the following
factors that tend to reduce an employee’ s necessary expenses:

1. Actua arrangements or established cost experience at a TDY location showing that lodging and/or meals can
be obtained without cost or at reduced cost to an employeg;

2. Special accommodation rates availability for a particular meeting, conference, training or other TDY
assignment;

3. An employee's familiarity with establishments providing lodging and meals at alower cost in certain
localities, particularly to which repetitive travel or extended stays are involved;

4. GOV’ T-furnished lodging availability, such as GOV’ T QTRS, or other lodging procured for the employee
using a purchase order. See par. C4552-H.

C. Authorizing a Lower Per Diem Rate. When it can be determined factually that a per diem rate prescribed in this
Part isin excess of need for a particular duty assignment because of known lodging and/or meal costs reductions
resulting from pre-arrangement, special discounts, or other reasons (see also par. C4550-B), the AO should seek
authority to prescribe a per diem at arate lower than the applicable rate prescribed in this Part. Such authority must
be requested and authorized prior to the travel. The rate must be less than the locality per diem rate for the locality
concerned. The request, including established lodging and meal costs, the traveler's name, travel dates, and TDY
assignment location should be submitted to the appropriate office indicated in par. C4550-E. Include the name and
telephone number for a PoC who may be contacted concerning the request. If the request is approved, the
appropriate office listed in par. C4550-E sends alower per diem rate authorization to the requesting official. The
authorized lower per diem rate must be stated on the travel authorization/order before travel begins (or as part of
an authorization/order amendment/modification covering a prospective period after the original authorization/
order wasissued). Except asindicated in pars. C4554-D and C4558-C, a DOD Component head (see APP A) is
the sole authority for substituting a lower per diem rate for the otherwise applicable per diem rate prescribed in
this Part.
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D. Offices Designated to Authorize Decreased Per Diem Rate. A DOD Component head may authorize (in
advance) zero per diem or per diem ratesin lesser amounts than those in

http: //www.defensetravel .dod.mil/perdiem/pdrates.html when the circumstances of the travel or duty to be
performed so warrant and are peculiar to that particular DOD Component. This authority may be delegated to a
chief of an appropriate bureau or staff agency of the headquarters of the DOD Component concerned and may not be
re-delegated. In the absence of areduced or no per diem authority on the travel authorization/order before travel
begins (or part of an authorization/order amendment covering a prospective period after the authorization/order
modification), atravel authorization/order, modified after the fact prescribing per diem different from thosein

http: //mww.defensetravel.dod.mil/perdiem/pdrates.html are without effect. Reduced per diem rates should
incorporate amounts for laundry/dry-cleaning/pressing of clothesif the travel is OCONUS or for lessthan 4 daysin
CONUS.

NOTE: An increaseto the zero or reduced per diem rate for a travel period that has been completed can only be
approved on an AEA basis based on the reduced per diem rate (e.g., 150% of the reduced per diem rate) under
par. C4600.

E. Offices Designated to Receive Reduced Per Diem Requests. AOs should send requests for zero or reduced per
diem rates to the officeslisted in pars. C4550-E1 through C4550-E4:

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:. Office of Civilian Human Resources, Labor and Employee Relations Division
(012), 614 Sicard Street SE, Suite 100, Washington Navy Y ard, Washington DC 20374-5072;

3. Air Force: HQ USAF/A1PA, 2221 South Clark Street, Crystal Plaza 6, Ste 500, Arlington, VA 22202-3745;

4. OSD/WHS/Defense Agencies: DOD Civilian Personnel Management Service, Field Advisory Service, Attn:
Civilian Advisory Panel Member, 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.

2. The Standard CONUS per diem rateis used for all CONUS locations when PDT isinvolved.

3. Effective 1 October 2007, the Standard CONUS per diem rate is:

LODGING M&IE TOTAL
$70 $39 $109

C4551 PER DIEM RATE REVIEW

A. General. When atraveler, command, or AO thinks that the lodging and/or meal expenses for an area are
inconsistent with the prescribed per diem rate, a letter identifying the location and nature of the problem should be
sent to the appropriate activity listed in par. C4551-B via (1) the appropriate Service/agency channels and (2) the
applicable department/office listed below:

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.
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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 Y ard, 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.

4. Air Force - Air Force Civilian Advisory Panel Member, HQ USAF/A1PA, 2221 South Clark Street, Crystal
Plaza 6, Ste 500, Arlington, VA 22202-3745

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

NOTE: To cover one-time necessary expenses in excess of the prescribed per diem rate, see Ch 4, Part M.

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

CONUS Locations Non-Foreign OCONUS Locations Foreign OCONUS Locations
General Services Administration Per Diem, Travel and Department of State
Office of Governmentwide Policy Transportation Allowance Director of Allowances
ATTN: Travel Mgmt Division (MTT)  Committee (PDTATAC) State Annex 29, Room 262
1800 F Street NW, #G-219 ATTN: E&SBranch Washington, DC 20522-2902
Washington, DC 20405-0001 4601 North Fairfax Drive, Suite 800

Arlington, VA 22203-1546
C4552 GENERAL RULES REGARDING PER DIEM
A. Per Diem Beginning and Ending. For per diem, official travel begins on the day an employee |eaves 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.

B. Redtriction 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, APP 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 asindicated in par. C4552-C2, per diem is not authorized or payable at the old or new PDS for
TDY enroute that is part of PCStravel.

c. Non-payment of per diem applies even if the traveler vacated the permanent dwelling at the old PDS and
lodged in temporary lodgings during the TDY period.
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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 PCSto
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’ stravel statusis 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 ICW atransportation connection as
opposed to going ‘home’ or going to the workplace), and the employee isin transit from one TDY siteto
another (GSBCA 16144-TRAV, 14 November 2003).

D. TDY at Nearby Places outside the PDS. Per diemis not authorized when an employee performs TDY in the
vicinity of, but outside, the PDS, unless overnight lodging is required. If the travel period is more than 12
consecutive hours (par. C4552-F), the AO may authorize per diem if overnight lodging is required.

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

F. Travel of 12 or Fewer Hours (12-Hour Rule). Per diem is not allowed when the official travel period is 12 or
fewer hours. This also appliesto permanent duty travel. For TDY travel, the prohibition appliesif the total timeen
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 ispaid to defray necessary TDY expenses while
traveling. The foreign or non-foreign OCONUS post differential provides additional compensation for an employee
assigned to an OCONUS PDS at which 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 differential payment under pertinent regulation provisions while on the detail or TDY, per
diem payment is authorized concurrent with differential payment.

H. Lodging and/or Meals Obtained under Contract. A contracting officer may contract for rooms and/or meals for
an employee travelingon TDY. Thetotal daily amount paid by the GOV’ T for the employee's lodging, meals, and
I|E may not exceed the applicable per diem rate authorized in Ch 4, Part L. See par. C4525 for atraining course
exception. For AEA information, see Ch 4, Part M. NOTE: Thereis NO reimbursement for any itemsrented for
contract QTRS that are rented with an “ option to buy” (GSBCA 15890-TRAV, 29 July 2003).

|. Personnel Traveling Together. ‘Personnel traveling together’ refersto travel away from the PDS during which
the mission requires the travel ers to remain together as a group while actually traveling. Ordinary travel
reimbursements apply unless the travelers' authorization/order directs limited or no reimbursement, in which case
transportation, food, lodging, and other items ordinarily reimbursed, must be provided without cost to the travelers.
No per diem is payable on days travelerstravel when the authorization/order directslimited or no reimbursement
for personnel traveling together. The restriction applies to per diem payment only on the travel days between duty
locations and does not include allowances for full days at the duty locations. The per diem prohibition begins when
the traveler departs the PDS and ends at 2400 the day the traveler arrives at the TDY location. The prohibition
begins again at 0001 the departure day from the TDY location and continues until arrival at the PDS. A civilian
employee pays the food cost and operating expense and is authorized reimbursement of the amount paid for food.
Directing several personnel to travel together with limited or no reimbursement must never be done simply to
save travel funds.
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J. Meeting and Convention. In the interest of uniform treatment of employees, whenever a meeting or conference is
arranged that involves the attendee’ travel from other DOD Components, and reduced cost lodging accommodations
are prearranged at the meeting or conference site, the component sponsoring the meeting or conference must
recommend a reasonable per diem rate to the other participating agencies or components. See APP R regarding
attendance at a meeting and registration fees.

K. Employee Diesor Isin aMissing Status whilein a Travel Status. Per diem terminates at the end of the calendar
day for on which the employeeis determined to be dead or is otherwise in a missing status under the Missing
Persons Act.

C4553 ‘LODGINGS-PLUS’ PER DIEM METHOD COMPUTATION

NOTE: The 75% rule must be applied to the M& | E rate on the first and last travel days when computing per
diem using ‘Lodgings-Plus Computation.

A. General. Per diemfor al official travel, including PCS, must be computed under the ‘ Lodgings-Plus’ method
except when:

1. A fixed per diem rate is authorized for the TDY or training assignment under par. C4550-C;

2. A perdiemfor aTDY assignment in the vicinity of, but outside, the PDS area is authorized/approved under
par. C4552-D;

3. A per diem rate prescribed in par. C4558 for travel by ship applies;

4. The per diem prescribed in par. C4556 applies because meals and lodgings are furnished without cost to the
employee;

5. Per diemis not payable asindicated in par. C4554- C when TDY is performed in support of a military unit
while on field duty;

6. A per diem prescribed in par. C4562 for a consultant, expert, and private individual (including an ROTC
member) applies; or

7. An AEA has been authorized for the TDY assignment under par. C4600.
Under the ‘Lodgings-Plus’ method, the per diem for each travel day isthe actual amount the traveler pays for
lodgings, plus M&IE; the total may not exceed the applicable maximum per diem rate for the TDY location. Pars.
C4553-B; C4553-C; C4553-D; C4553-E and C4553-F apply in the specific situations described.

B. Maximum Per Diem Rate

1. Rates. The Gerenal Services Administration, Departments of Defense and State are responsible for travel
per diem rates. The Standard CONUS per diem rate applies for any CONUS city/county location not identified
in the CONUS per diem rates. See par. C4550-F3 for the current Standard CONUS per diem rate. Unspecified
OCONUS locations in the OCONUS per diem rates use the * Other’ rate for the applicable country.

2. Per Diemwhenthe TDY Location |s a Reservation, Station, Other Established Area, or Established Large
Reservation Subdivision. Whenthe TDY point or new PDS is areservation, station, or other established area
(including established large reservation subdivisions (e.g., McGuire AFB and Ft. Dix)) that falls within two or
more corporate city limits (e.g., the districts of Honolulu and any other such as Ewa, Hawai'i) or crosses
recognized borders (e.g., Ft. Campbell isin Tennessee and Kentucky), the per diem rate is the locality rate
specified for the reservation, station or other established area. When the location (reservation, station or other
established area) is not specified, the per diem rate is the rate applicable to the front gate location for the
reservation, station or other established area
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C. Per Diem Elements

1. Maximum L odging Expense Allowance. Per diem rates include a maximum amount for lodging expenses.
Reimbursement may not exceed actual lodging costs nor the applicable maximum amount. Receipts for
lodging arerequired. See par. C1310.

NOTE: The maximum amount allowed for lodging in CONUS and non-foreign OCONUS areas does not
include a lodging tax amount. Lodging tax in CONUS and non-foreign OCONUS areasis a separate
miscellaneous reimbursable expense. The maximum amount allowed for lodging in foreign OCONUS areas
includes a lodging tax amount. Lodging tax in foreign OCONUS areasis not a separate miscellaneous
reimbursable expense.

2. M&IE Allowance. Per diem ratesinclude a fixed allowance for M&IE. The M&IE rate, or fraction thereof,
is payable to atraveler without expense itemization or receipts. Neither the PMR nor GMR (par. C4554) can be
applied for the first and last travel days.

NOTE: Thecost for clothing laundry, dry cleaning and pressing is a separately reimbursable expense in
addition to per diem/AEA when travel iswithin CONUS and requires at least 4 consecutive nights TDY/PCS
lodging in CONUS. The cost for laundry/dry cleaning/ pressing clothing is not a separate reimbursable
travel expense for travel OCONUS and isincluded as a reimbursable expense within the AEA
authorized/approved for OCONUS travel.

D. Computation. Per diemis calculated using pars. C4553-D1 and/or C4553-D2.

*1. TDY of Morethan 12 Hours but Not Exceeding 24 Hours. When the entire trip for which per diem has
been authorized is more than 12 hours but less than or equal to 24 hours, M& IE of 75% of the M& | E rate for
the TDY location is paid for each travel day. No meals deduction is made. If more than one TDY point is
involved and lodging is not required, the highest M& | E rate prescribed for any of the TDY locationsis used
(e.g., 15-hour trip covering 2 days with three stops on day 1 and two stops on day 2 — the highest of the three
rates on day 1 for day 1 and the highest for the 2 on day 2 for day 2). See par. C4565, Example 4. Usethe
school location M&IE rate for student dependent travel instead of aTDY location M&IE rate. See par. C5120-
C, Example 1. If lodging is required, therulesin par. C4553-D2 for travel of more than 24 hours apply.

NOTE: Per diem payment authorized by par. C4553-D1a may be taxable (ref. | RS Revenue Rule 68-663 &
26 CFR 8162-2(a); verify possible state and local implications).

2. Travel of More than 24 Hours. The applicable per diem rate for each calendar travel day is determined by
the traveler’stravel statusand TDY location at 2400 (midnight) and whether or not lodging is required at the
location. When lodging is required (and the traveler is still en route), the applicable per diem rate isthe TDY
location per diem rate, or a stopover point per diem rate at which lodging is obtained while en route to, from, or
between TDY locations. See par. C4553-B for maximum per diem rates and par. C4555-A for lodging location.
Only one per diem rate can be applicable to a calendar day. Pars. C4553-D2a through C4553-D2d; C4555-C
(lodging obtained after midnight), and C4558-C (travel by commercial ship) apply in calculating the allowable
per diem for travel of more than 24 hours.

a Day Travel Begins

NOTE: Thisisthe departure day from the PDS, home, or other authorized point.

(1) Lodging Required. When lodging is required on the day travel begins, the per diem is the actual
lodging cost incurred by the traveler, NTE the stopover point or TDY location maximum lodging rate
(as appropriate), plus the applicable M& | E rate prescribed for that location as provided in par. C4553-
D2e. If thetraveler arrivesat a TDY location on the first day, the TDY location per diem rate applies.
NOTE: Lodging reimbursement at the destination (e.g., the school location) is not allowed for a
student dependent and the school location M& | E appliesfor the arrival day.
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(2) Lodging Not Required. When lodging is not required on the day travel begins, the per diem isthe
next destination (TDY /stopover point) M&IE rate. For student dependent travel, the school location
M&IE rate applies.

b. Full Caendar Travel Days

(1) Lodding Required. For each full calendar day atraveler isin atravel statusand lodging is
required (whether en route or at the destination, the per diem is the actual lodging cost incurred by the
traveler, NTE the applicable stopover point or TDY location per diem lodging rate (NOTE: The
destination (e.g., the school location) lodging cost is not allowed for a student dependent.), plus the
applicable M&IE rate.

(2) Lodging Not Required. For each full calendar day atraveler isin atravel statusand lodging is not
required (such as when atraveler is en route overnight to the next destination), the per diem is the next
destination (TDY /stopover point) M&IE rate to which the traveler istraveling or the last TDY location
if en route to the PDS.

c. Returning from Travel

Change 526
8/1/09

(1) Lodging Required. For each full calendar travel day when lodging isrequired at an en route
location while the traveler is returning to the PDS, home, or other authorized point, the per diem isthe
actual lodging cost, NTE the applicable stopover point or TDY location lodging rate (as appropriate),
plus the applicable M&IE rate.

(2) Lodging Not Required. For any full calendar travel day when lodging is not required while the
traveler is en route overnight returning to the PDS, home, or other authorized point, the per diemisthe
M& | E rate applicable to the preceding calendar day (for a student dependent, the rate applicable to the
preceding calendar day isthe M&IE rate for the student dependent’ s school location unless lodging en
route was required).

(3) Day Travel Ends. For the day travel ends (return day to the PDS, home, or other authorized point),
the per diem isthe M& | E rate applicable to the preceding day (last TDY or authorized delay point).
For a student dependent the M& I E rate is the rate applicable to the student dependent’ s school location
unless lodging en route was required. See par. C4553-D2d. Any TDY en route locations, on the day
travel ends, do not affect the M& I E rate for the return day unless overnight lodgings are required.

Example
1 September Depart PDS
1 September Arrive TDY A ($50 M&IE)
10 September Depart TDY A
10 September Arrive TDY B ($60 M&IE)
10 September Depart TDY B
10 September Arrive PDS

Pay 75% of $50 (TDY A M&IE for preceding day) on 10 Sep.

(4) Lodging Required on the Day Travel Ends. When lodging is required on the day travel ends and
the AO authorizes/approves lodging on that day, the lodging allowance is based on the locality rate, or
AEA if appropriate, for the en route stopover (i.e., alocation at which the traveler remained overnight)
site.
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d. Departure Day and Return Day to PDS. The applicable M& I E rate is authorized at aflat 75% of the
TDY location M&IE on the departure day from, and the return day to, the PDSICW TDY. For student
dependent travel, the school location M&IE applies. If travel begins and ends on the same day, and is
longer than 12 hours, per diem is 75% of the appropriate M& | E rate.

E. Computing Per Diem when Crossing the International Dateline (IDL). The IDL isahypothetical line along the
180™ meridian where each calendar day begins. For example, when it is Thursday east of the IDL it is Friday west
of the IDL.

180 Degrees
IDL
W E
Friday Thursday
0900 0900

See par. C4565, Example 3, for per diem computation method.

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

C4554 PER DIEM RULES CONCERNING MEALS

A. M&IE Rate Determination

1. Full Day
a CONUS. The
(1) Applicablelocality per diem rate,
(2) Standard GMR, plus $3 for |E on any day the AO specifies the GMR rate, or
(3) PMR, plus $3 for incidental expenses on any day the AO specifies the PMR rate..
b. OCONUS. The

(1) Applicablelocality per diem rate, (plusthe locality incidental expense rate or $3.50 if the AO
determines $3.50 to be adequate for anticipated expenses (see NOTE below on |E));

(2) Standard GMR for mealsin aGOV'T dining facility/mess plusthe | E rate (see NOTE below) on
any day the AO specifiesthe GMR rate, or;

(3) PMR plusthe |E rate (see NOTE below) on any day the AO specifiesthe PMR rate.
NOTE: The | E rate OCONUS isthe applicable locality per diem rate, or $3.50 when the AO determines

$3.50 to be adequate for anticipated expenses. The $3.50 must be stated on the authorization/order for it
to be paid.
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c. Joint Task Force (JTF) Operations. See Ch 4, Part I.

NOTE: For training and deployments the AO may specify the GMR or PMR based on GOV'T dining facility/
mess availability. The AO may only specify the GMR when all 3 meals on a given day are available. The AO
may only specify the PMR when at least one meal a day isavailable. A GOV'T dining facility/messis available
only if: GOV'T QTRSon a U.S. INSTALLATION are available and the command controlling the dining
facility/mess has made the dining facility/mess available to the traveler. A GOV'T dining facility/messis not
available on an interim travel day.

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

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

B. Deductible Meal

1. The PMR in par. C4554-A applies on any day when one or two deductible mealsis/are provided. See APP
R, Part 11, par. J. The GOV'T should not pay for the same meal twice (e.g., originally by registration fee, etc.,
and then again through per diem). A meal that is provided to the traveler for which the GOV’ T pays nothing
does not affect per diem payment.

2. A deductible meal isameal:

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

b. Included in aregistration fee ultimately paid by the GOV'T,;

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

d. Furnished by the GOV'T at no cost to the traveler;

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

*f. Provided by alodging establishment when the meal(s) is/are included in the lodging cost under an
agreement between the GOV’ T and the lodging establishment (ex., an agency arranges for lodging at a
conference and the cost of one or more mealsisincluded in the lodging cost). NOTE: A negotiated rate
should fall either within the locality lodging rate, or if a conference lodging rate has been declared (see
APP R) within the conference lodging rate. If the negotiated rate exceeds the locality (or conference)
lodging rate, an AEA lodging rate should be provided to cover the higher lodging rate that includes the
meal(s).

*NOTE: A continental breakfast is a deductible meal if it otherwise qualifies above.
3. Thefollowing is not adeductible meal:
a. Box lunch (to include such things as C Rations, K Rations, MRES) -- except when an M RE and/or a box

lunch is the only method of providing adequate subsistence to atraveler. NOTE: See Ch 4, Part I, for a
traveler on TDY within a Combatant Command or Joint Task Force AOR,
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b. In-flight meal,

¢. Rations furnished by the GOV’ T on military aircraft,

d. GOV'T meal paid for by the traveler and consumed in a GOV’ T dining facility/mess,
e. Meal furnished on commercial aircraft,

f. Meal provided by private individuals, or

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

NOTE: If all three meals are deductible and provided/consumed at no cost to the traveler only the | E for that day
($3in CONUS; or thelocality | E or $3.50 OCONUS) are payable.

*4. The AO may authorize/approve the locality meal rate or PMR, as applicable, if the traveler:

*a. isunable to eat an otherwise deductible meal because of medical requirements or religious beliefs (the
AO may require substantiating documentation from the appropriate professional authority), and

*b, attempted to make, but was unable to make, alternative meal arrangements for a substitute meal, and
*¢. must purchase a meal that satisfies the medical requirements or religious beliefs.

*The AO may authorize/approve the locality meal rate or PMR, as applicable, when the traveler is unable to eat
the deductible meal due to mission.

C. TDY Performed in Support of a Military Unit on Field Duty. No per diemis payable to a civilian employee
under acivilian travel authorization/order who, as part of assigned duties, accompanies a military unit on field duty,
or provides noncombatant support to amilitary unit. See APP A for the definition of FIELD DUTY. The per diem
payment prohibition applies when both GOV’ T dining facility/mess, including field rations (even though the
employee is assessed a charge for that meal(s)) and GOV’ T-provided billeting are available (non-transient barracks
or tents). An employee on field duty isrequired to pay the discounted meal rate for any meal(s) consumed in a
GOV'T dining facility/mess (including field rations). Reimbursement is authorized for any charges incurred for
meals or lodging cost necessarily procured during the TDY assignment.

D. Mesls Provided by a Common Carrier or Complimentary Meals Provided at a L odging Establishment. Meals
provided by a common carrier do not affect per diem. Complimentary meals provided at alodging establishment do
not affect per diem aslong as the room charge is the same with or without meals. See pars. C4554-B5 and C4554-
B6 when a charge for mealsis added to the lodging cost.

C4555 RULES CONCERNING LODGING AND LODGING COST

A. Lodging Location Rules

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

1. Lodging at aTDY Location. Ordinarily an employee should lodge at the TDY location. If an employee
obtains lodging outside the area covered by the TDY location per diem rate for personal preference or
convenience, the allowable per diem is limited to the maximum per diem rate prescribed for the TDY location.
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2. Lodging Not Availableat aTDY Location. If lodgings are not available at a TDY location and must be
obtained in an adjacent locality at which the prescribed maximum per diem rate is higher, a DOD Component
may, on an individual case basis, authorize/approve the higher maximum per diemrate. If the higher maximum
rate is not justified and authorized in advance, an employee must furnish a written statement with the travel
voucher satisfactorily explaining the circumstances.

B. Allowable Lodging Expenses. An official traveler isreimbursed for actual lodging costs NTE the maximum
lodging amount for the TDY locality. Expenses are allowed, asindicated, for lodging in the situations described in
pars. C4555-B1, C4551-B2, C4551-B3, and C4555-B4.

1. Conventional Lodging. When an employee uses conventional commercial lodging facilities (hotel, motel,
boarding house, etc.), the allowable lodging expense is based on the single room rate for the lodging used. For
double occupancy, see par. C4555-11. See par. C4555-G for computing the daily lodging expense when lodging
isrented on aweekly or monthly basis.

2. GOV'T QTRS. A feeor service charge paid for GOV'T QTRS use is an allowable lodging expense.

3. Lodging with a Friend or Relative (FTR 8301-11-12 (c)). Lodging cost reimbursement is not ordinarily
authorized when staying with a friend or relative. When an official traveler lodges with afriend or relative -
with or without charge — the official traveler may be reimbursed for additional lodging costs the host incursin
accommodating the traveler if the traveler can substantiate the costs and the AO determines the costs are
reasonable. The Service/Agency cannot direct the official traveler to lodge with a friend or relative. A
traveler, who lodges with afriend or relative, is authorized the TDY location M&IE rate, if otherwise eligible.

The lodging reimbursement examples below apply for official travel including as an attendant/escort,
evacuation, extended TDY/, limited evacuation and other circumstances in which the official traveler hasthe
option to stay with afriend or relative. The official traveler is not reimbursed the cost of comparable
conventional lodging in the area or aflat ‘token’ amount.

Example 1: A civilian employee (extended TDY) and a member (short-term TDY'), each traveling under an
official TDY travel authorization/order to Location A, reside together with family members who live at/
near Location A during the TDY. They commute daily to the TDY location. The DOD civilian
employee’s lodging cost may be reimbursed for substantiated lodging cost (above the cost the host
ordinarily incurs) if the additional costs are substantiated and determined to be reasonable by the AO, but
the member is not authorized lodging reimbursement. See JFTR, par. U4129-E.

Example 2: A DOD civilian employeeis TDY (training) to Location A and staysin commercial lodging.
A family member later joins the employee at personal expense. The traveler isauthorized NTE the single
room rate and room tax if applicable. See par. C4430, if the civilian employee’sTDY duration exceeds 30

days.

The traveler must be counseled on required document substantiation and responsibility to support lodging cost
reimbursement when staying with friend(s) and family.

NOTE 1: If thefriend or relative isin the business of renting on a regular basis the lodgingsinvolved — for
example, if that individual is operating a hotel or apartment house —the “ friends or relatives’ provision does
not apply. See GSBCA 14398-TRAV, 24 Feb 1998.

NOTE 2: Shortly after being transferred to a new PDS, an employee was sent TDY to the old PDS at which
the employee stayed at the former residence which was not yet sold. GSBCA ruled that the employee was not
authorized reimbursement for lodging at the former residence. See GSBCA 15600-TRAV, 7 March 2002.
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NOTE 3: A traveler assigned at Avon Park Air Force Range (AFR), Florida, livesin the Avon Park area
during the week at a location approximately fifteen miles from the PDS and commutes to and from the
family residence near Orlando, Florida, approximately 100 miles from the AFR, on weekends. Thetraveler
had to attend a meeting near Orlando at 8 a.m. on Wednesday, 23 February. The meeting location was
approximately twelve miles from the family residence. The meeting wasto run until Friday, 25 February.
Thetraveler began TDY travel to the Orlando area on the evening of Tuesday, 22 February. GSBCA ruled
that the traveler should be authorized travel expenses both to and from the TDY location and M& I E even
though the traveler lodged at the family residencein the TDY area. GSBCA also indicated that for the first
and last TDY days, 22 and 25 February (unless the traveler was authorized to return on the 26th) the traveler
isauthorized 75% of the applicable M& | E rate for each day. M&IE for the days between the first and last
daysisauthorized at the full rate. Adopted from GSBCA 16652-TRAV, 26 August 2005.

4. Lodging in Non-conventional Facilities. The cost of non-conventional commercia lodging facilitiesis
allowed. These facilitiesinclude college dormitories or similar facilities and rooms generally not offered
commercially that are made available to the public by arearesidentsin their homes. In these cases, atraveler
must provide a written explanation of the circumstances that is acceptable to the DOD Component.

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

D. Allowable Expenses when an Apartment, House, or Recreational Vehicle Is Rented or Used for L odgings.
When an employee on TDY rents a furnished/unfurnished apartment, house or recreational vehicle (includes a
mobile home, camper, camping trailer, or a self-propelled mobile recreational vehicle) for use as lodgings, per diem
is computed IAW par. C4553, and par. C4559 when arecreational vehicleisused for lodging. Allowable lodging
expenses are (50 Comp. Gen. 647 (1971) and 52 id. 730 (1973)):

1. Apartment, house, or recreational vehicle rent (see par. C4559-B);
2. Parking space rental for the recreational vehicle;

3. Appropriate and necessary furniture rent, such as a stove, refrigerator, chairs, tables, beds, sofas, television,
and a vacuum cleaner;

NOTE 1: Some rental agreements (i.e., furniture rental agreements) include options-to-buy clauses that
result in the renter owning therented item (i.e., furniture) at the contract term end. A traveler may be
reimbursed for the cost of such arental agreement (i.e., cost of furniture rental as part of the lodging cost)
while on TDY if the traveler has no other choice but to enter into such an agreement. However, if the
traveler exercises the purchase option, the amount that is being credited toward the purchase must be
returned to the GOV’ T by the traveler if paid to the traveler as part of the travel claim settlement (B-259520
7 December 1995).

NOTE 2: An employee who rents and occupies a residence at the TDY location may not be reimbursed for
the cost of: 1. shipment of furniture from previous residence, or 2. purchase of furniture needed for
unfurnished temporary duty lodgings, even if shipment/purchase was less expensive than rental would have
been. See GSBCA 16699-TRAV, 17 August 2005.

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

5. Dumping fees;

6. Shower fees;
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7. Maid fees and cleaning charges;

8. Monthly telephone use fees (does not include installation charges and unofficial long distance calls.
When a personally-owned cellular phoneisused in lieu of an installed phone, the monthly cell-phone fee
may not be claimed. See APP G for official communications.);

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

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

In determining the daily amount of expense items that do not accrue on a daily basis such as cost for connection/
disconnection of utilities, dumping fees, shower fees, cleaning charges, monthly telephone use feg, etc., these
expenses may be averaged over the number of days the employee is authorized per diem during the entire TDY trip.

E. Allowable Expenses when a Residence Is Purchased and Used for TDY Lodgings. An employee may purchase
and occupy aresidence at aTDY location. Allowable expenses are the monthly:

1. Mortgage interest,
2. Property tax, and

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

prorated based on the number of daysin the month rather than by the actual number of days the employee occupied
the residence (57 Comp. Gen. 147 (1977)). In no case may the total per diem payable exceed the applicable
maximum locality rate for the area unless an AEA (see Ch 4, Part M) is authorized/approved. Par. C4555-G does
not apply when theresidence is purchased.

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

F. Dual Lodging Reimbursement on a Single Day

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

2. Thelodging cost incurred at the other location (Location A) is reimbursable as a miscellaneous reimbursable
expense (see APP G) if approved by the AO (60 Comp. Gen. 630 (1981)).

3. Reimbursement for the actual lodging cost at the first TDY location (Location A) cannot exceed the amount
of per diem or AEA plus appropriate lodging tax that would have been paid had the traveler remained there
(Location A) overnight.

4. Atravel authorization/order that authorizes long-term reimbursement for dual lodging is not permitted.

5. Example: A travel authorization/order is prepared for TDY at Location C for 150 days. The AO knowsthe
traveler isto spend limited time at Location C and is, in fact, to be going to one or more other locations for
lengthy periods during the TDY period. Using the authority in par. C4555-F to authorize multiple long
periods (or a single all-encompassing period) of dual lodging reimbursement for lodging retained at
Location C isnot authorized.
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Example 1

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

Applicable per diem rates as used in this example:

Location A ($130/ $46)
Location B ($119/ $46)

Location A apartment reimbursement for 5 days. $225 ($45/day x 5 days)

TDY assignment per diemin Location B:

First day (departure day from Location A and arrival day in Location B):
$95 (lodging cost) + $46 (M&IE) = $141/day plus lodging tax (see NOTE)

Second thru fifth day:
$95 (lodging cost) + $46 (M&IE) = $141/day x 4 days = $564 pluslodging tax (see NOTE)

Return day to Location A:
$45 (lodging cost) + $46 (M&IE) = $91

Example 2

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

Applicable per diem rates as used in this example:

Location C ($109/ $38)
Location D ($130/ $46)

GOV'T QTRS reimbursement for 3 days: $75 ($25/day x 3 days).

TDY assignment per diemin Location D:

First day (departure day from Location C and arrival day in Location D):
$110 (lodging cost) + $46 (M& IE) = $156/day plus lodging tax (see NOTE)

Second and third day:
$110 (lodging cost) + $46 (M&IE) = $156/day x 2 days = $312 plus lodging tax (see NOTE)

Return day to Location C:
$25 (lodging cost) + $38 (M&IE) = $63

NOTE: Lodging tax is not separately reimbursable in addition to per diem when TDY isin a foreign area.

G. Lodging Obtained on a Weekly, Monthly, or Longer Term Basis. When atraveler obtains lodging on a weekly,
monthly, or longer term basis, the daily TDY lodging cost is computed by dividing the total periodic (e.g., weekly,
monthly) lodging cost by the number of days the traveler is authorized the lodging portion of per diem (62 Comp.

Gen. 63 (1982)).

This computation presumes that the traveler acts prudently in renting by the week or month, and that the GOV’ T
cost does not exceed the cost of renting conventional lodgings at adaily rate. NOTE: This does not apply when a
residenceis purchased. See par. C4555-E.

EXAMPLE

A traveler isTDY at alocation at which the per diem is $109 ($70/ $39).

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

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

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

RIS

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

H. Nonrefundable Room Deposit and/or Prepaid Rent Reimbursement. See APP G for lodging cost reimbursement
when TDY is curtailed, canceled or interrupted for official purposes.

I. Double Occupancy. For double occupancy, each official traveler is allowed one-half of the double occupancy
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charge if aroom is shared with another official traveler. Otherwise, the official traveler is allowed the single room
rate. The official traveler must provide the single room rate.

J. Lodging Tax. Unless exempted by the State or local jurisdiction, an employee, paying for lodging with the
GOV'T reimbursing the employee, is required to pay applicable lodging tax while traveling on GOV’ T business.
Exemptions from tax for a Federal traveler and the form required to claim the exemption vary from location to
location. The GSA Travel Homepage (www.gsa.gov/statetaxforms) lists jurisdictions in which lodging tax-
exemption may be offered.

C4556 LODGING AND MEALS PROVIDED WITHOUT COST

On aday that al meals and lodgings are provided without cost to atraveler incident toa TDY or training
assignment, the per diemiis:

1. $3incident to an assignment in CONUS; and

2. ThelE ratefor the locality concerned unless the AO determines $3.50 to be adequate for anticipated
expenses. The OCONUS incidental expense of $3.50 must be stated in the travel authorization/order.

However, the applicable amount, plus the cost of meals - and lodgings furnished without cost to the traveler - may
not exceed the applicable maximum per diem rate. See par. C4554-C for per diem when TDY is performed in
support of afield training exercise with a military unit.

C4558 PER DIEM FOR TRAVEL BY SHIP

A. General. For ship travel, the per diem for the arrival day on board (embarkation day) and departure day from the
ship (debarkation day) is based on the debarkation/embarkation port rates and computed under the ‘ Lodging-Plus
method in par. C4553. Thereisno per diem paid for the first/last travel day by GOV’ T ship when it departs from
the port that is the employee's PDS/returns to the port that is the PDS.

B. GOV'T Ship

1. General. No per diemis payable when TDY aboard a GOV'T ship when QTRS are provided without charge
and meal s with/without charge. The prohibition on per diem begins at 0001 on the day after the arrival day on
board and ends at 2400 on the day before the departure day from the ship. When atraveler isrequired to pay
for meals, the employee is reimbursed the meal cost. The current (standard) GOV’ T meal rate is paid unless
otherwise indicated in par. C4558. Inthe event atraveler maintains commercial lodgings ashore for use
following the completion of short trip(s) at sea, the employeeis paid the actual daily lodgings cost, NTE the
locality per diem lodging ceiling for the TDY location ashore. Reimbursement for the total cost of QTRS on
the ship and lodging ashore may not exceed the maximum lodging amount for the TDY locality concerned.
When atraveler is authorized to procure meals ashore at personal expense, reimbursement is authorized IAW
pars. C4554-Alaand C4554-Alb, as applicable. The total per diem may not exceed the applicable maximum
per diem rate for the TDY locality concerned.

2. Naval Ship Research and Development Center Underwater Explosion Barge. The per diem rates provided in
par. C4558-B1 are prescribed for TDY performed aboard aNaval Civil Engineering Laboratory warping tug or
the Underwater Explosion Barge (UEB).

3. Corps of Engineers Floating Plant. The employeeis not paid per diemif al meals are furnished at no cost in
adining facility/mess aboard an Army Corps of Engineer floating plant incident to TDY. If the employee must
pay for the furnished meals or only 1 or 2 meals are to be provided at no cost, the AO must authorize an M& IE
rate to cover the meal(s) cost. If the employee is not furnished any meals with or without charge, the Standard
CONUS M&IE rate (see par. C4550-F3 for the current Standard CONUS per diem rate) is paid. The AO
should have stated in the travel authorization/order the circumstances and rate. The actual lodging cost, if any,
NTE the Standard CONUS lodging rate, is reimbursed.
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C. Commercial Ship

1. Employee Not Charged for Meals. An employee is not authorized per diem when traveling aboard a
commercial ship when meals are furnished without charge, (or are part of the accommodations cost), except on
embarkation and debarkation daysif otherwise authorized.

2. Employee Charged for Meals. An employee traveling aboard a commercial ship, other than an oceangoing
ferry, for 24 or more hours as a passenger who is charged for mealsis authorized the meals portion of per diem
equal to the furnished meals cost, except on embarkation and debarkation days if otherwise authorized. The AO
should set the meals portion of per diem equal to the anticipated expenses and state in the travel authorization/
order the circumstances warranting the rate.

D. POC Travel Involving a Car Ferry. When an employee on TDY travels partly by POC and partly by car ferry
(circuitously/indirectly or otherwise), the employee is authorized per diem. See par. C2193 for transportation
allowances.

1. Lodging. Reimbursement for the actual cost of required accommodations (unless included in the
transportation cost) is authorized. See par. C2205-C.

2. M&IE When Travel Includes an Overnight on a Car Ferry Anywhere in the World. M&IE isbased on and
computed for the employee using the highest CONUS M& I E rate for the arrival day (embarkation) on the ferry
through the day before the departure day (debarkation) from the ferry. M&IE for the departure day
(debarkation) from the ferry is based on the rate applicable for the employee’ s location at 2400 on that day. See
par. C4550-F.

3. M&IE When Travel Does Not Include an Overnight on a Car Ferry. |If the ferry passage does not include an
overnight, the applicable M& I E while on the ferry isthat rate applicable to the employee’ s location at 2400 on
the debarkation day. See par. C4553.

NOTE: Seepar. C2204-B3 for required documentation if a U.S. registered ferry is not available.
C4559 RECREATIONAL VEHICLE USE FOR LODGING

The term "recreational vehicle" includes mobile homes, campers, camping trailers, or self-propelled mobile
recreationa vehicles.

A. Privately Owned

1. Lodging Costs. See par. C4555-D for allowable lodging expenses. Depreciation is not an allowable lodging
expense.

2. M&IE. The AO must: (a) determine an appropriate amount for M& | E based on whether or not the
recreational vehicle used by an employee has meal preparation facilities, and (b) request a reduced per diem
IAW par. C4550-C if the expected actual costs can be determined in advance of the travel.

B. Rented Recreational Vehicle. When rented recreational vehicle use is authorized/approved as being to the
GOV'T's advantage, the rental fee and the allowable expensesin par. C4555-D are lodging costs. Advantageous
use might occur when an employee is on an extended TDY assignment in aremote area or at which conventional
lodging facilities are limited or not available. If rented recreational vehicle use is not authorized/approved as
advantageous, only expenses listed in pars. C4555-D2, C4555-D3, C4555-D4, C4555-D5, C4555-D6, C4555-D7,
C4555-D8, and C4555-D9, are lodging costs.
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C4560 LODGING WHEN TDY AT ONE LOCATION FOR MORE THAN 30 DAYS

If atraveler isTDY at one location for more than 30 days, odging reservations should be made on a weekly,
monthly, or other long-term basisif possible. If paid under DTS, the CTO should be used to make these
arrangements unless the CTO does not provide this service. See pars. C4555-D, C4555-E, C4555-G and C45509.

C4562 PER DIEM FOR A CONSULTANT, AN EXPERT, AND/OR A PRIVATE INDIVIDUAL
TRAVELING WORLDWIDE

A. General. Anindividual employed intermittently in the GOV’ T service as a consultant or expert and paid on a
daily when-actually-employed (WAE) basis, and an individual serving without pay or at $1 ayear, do not have a
PDS within the meaning of that term. The individual is authorized per diem as prescribed in par. C4562-B, C4562-
C, C4562-D or C4562-E while traveling on official business for the GOV’ T away from home or the regular place of
business and while at a place of GOV’ T employment or service. Maximum rates prescribed herein are applicable
except as provided in par. C4562-D or unless a higher rate is specifically authorized in an appropriation or other
Statute.

B. Travel Expenses Paid from a Non-federal Source. For regulations concerning travel expenses paid from a non-
federal source please refer to the Joint Ethics Regulation (JER), DOD 5500.7-R.

C. Consultant and/or Expert Employed on an Intermittent Basis. Anindividual serving intermittently in the
GOV'T, with or without compensation, whilein an official travel and duty assignment status as described in par.
C4975, isauthorized a per diem or AEA |AW pars. C4553 and C4600.

D. Private Individual Serving without Compensation. Most individuals performing invitational travel (see APP E),
are authorized per diem/AEA. See pars. C4553 and C4600.

E. Reserve Officers Training Corps (ROTC) Cadet Serving without Compensation. An ROTC cadet who performs
recruiting duty under an ITA while attending the educational institution at which the ROTC unit islocated is
authorized a per diem or AEA under pars. C4553 and C4600 except when recruiting in the cadet’ sresidence area. A
cadet is a person serving without pay. For par. C4562, the area of the place the cadet resides while attending the
educational institution at which the ROTC unit islocated means the metropolitan area, in which the residence is
located, surrounding the residence that is ordinarily serviced by the city’s or town’slocal common carriers, or in the
comparable surrounding area if not located within a recognized metropolitan area.

C4563 EFFECT OF ABSENCE ON PER DIEM PAYMENT

A. Absence dueto Illnessor Injury. See par. C7370 for per diem authority when an employee becomes
incapacitated during travel because of illness or injury.

B. Detained in Quarantine. An employeeis authorized per diem while detained in quarantine on TDY .

C. Leave and Non-workday

1. General. An employee isauthorized per diem for days leave is taken (other than as provided in Ch 7, Part
H) for only part of the workday, but is not authorized per diem when leave is taken for the whole workday.
For purposes of par. C4563-C1, "place of abode" means the place from which the employee commutes daily to
the official station; “workday” means all the prescribed daily working hoursin a day.

2. Non-workdays. Non-workdays are legal Federal GOV’ T holidays and weekends or other scheduled non-
workdays. An employeeis authorized per diem on non-workdays except when the employee returnsto the PDS
or place of abode, or if par. C4563-C2a or C4563-C2b applies.

a. Leave before and after Non-workdays. An employee is not authorized per diem for a non-workday
when leave is taken for the whole workday before and the whole workday following the non-workday.
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b. Leave between Non-workdays. An employeeis authorized per diem for not more than two non-
workdaysif leave is taken for all workdays between the non-workdays.

D. Returnto PDS on Non-workday. An employee who voluntarily returns home on a non-workday from TDY is
reimbursed for the round-trip travel as provided in par. C4677.

E. Travel on Non-workday to Location other than PDS. An employee on TDY who travels for personal reasons on
anon-workday fromaTDY site to alocation other than the home or PDS is authorized per diem or AEA for the
non-workday NTE the amount payable had the employee remained at the TDY site. There isno authority for
transportation cost reimbursement (B-171266, 24 February 1971).

F. Delay in Returning to PDS. When for personal reasons, including taking leave, an employee does not return
immediately to the PDS after TDY, the employee is authorized per diem for the time between when the employee
reasonably could have left the TDY point and arrived at the PDS. Normally, when the return trip is short or travel is
authorized on carriers with sleeping accommaodations, the constructed departure day is the same day that the TDY is
completed. When return travel is by an authorized mode on which seeping accommodations are not available, the
constructed departure date may be the morning of the day following TDY completion. An employeeis not expected
to select a schedule that requires boarding or leaving a carrier between 2400 and 0600. Travel time should be
based on regular published carrier schedules and becomes approved when the voucher is properly approved.

G. Permanent Duty Travel. Anemployee is not authorized per diem while on leave during permanent duty travel.

C4564 EMPLOYEE'S LEAVE CANCELED OR INTERRUPTED

A. Absent from PDS for Personal Reasons. Except as provided in par. C4564-D, an employee who is absent from
the PDS for personal reasons and who is required to return to the PDS for official reasons prior to the originally
contemplated return time is not authorized reimbursement for expenses incurred for such travel.

B. TDY Required at L eave L ocation. An employee, required to perform TDY at a place away from the PDS to
which the employee has traveled for personal reasons, is authorized per diem for the TDY period and to per diem
and transportation expenses for the return trip that exceed those that the employee otherwise would have incurred if
the employee had not been required to perform the TDY (31 Comp. Gen. 509 (1952)).

C. TDY at Various Places, Including Return to PDS. An employee, while in authorized leave status away from the
PDS, who isrequired to interrupt the leave to perform official TDY at various places, including return to the PDS,
and then resume leave status upon TDY assignment completion, is allowed per diem and transportation expenses
from the place at which leave was interrupted to the TDY places (except no per diem while at PDS) and return to the
place at which leave was interrupted (25 Comp. Gen. 347 (1945); 28 id. 237 (1948); 39 id. 611 (1960)).

D. TDY at Various Places Not Involving Return to PDS. In a situation not involving temporary return to a PDS,
but otherwise similar to par. C4564-B, an employee upon TDY completion is allowed per diem and transportation
expenses to return to resume leave at a point more distant fromthe TDY location than the point at which leave was
interrupted, provided the round-trip distance and expense are not greater than the distances and constructed travel
expense between the employee's PDS and the TDY location (27 Comp. Gen. 648 (1948)).
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E. Authorized Leave of 5 or More Days Canceled within 24 Hours, and L eave Temporarily I nterrupted due to
Recall to PDS. When an employee leaves the PDS on authorized leave of absence for 5 or more days and, because
of an urgent unforeseen circumstance, it is necessary to cancel the leave and recall the employee to duty at the PDS
within 24 hours after departure, the return per diem and transportation expenses may be authorized. Also, if an
employee's authorized |eave of absence away from the PDS is temporarily interrupted because the employeeis
recalled to duty at the PDS, or is authorized to perform TDY at another place, and the empl oyee wishes to resume
leave immediately after duty completion at the place at which the leave of absence was interrupted or at another
place, per diem and transportation expenses NTE the per diem and transportation expenses for travel from the place
at which the leave of absence was interrupted to the place at which the duty was performed and return may be
authorized. The one way, or round trip, must not be allowed unless, an appropriate statement in the travel
authorization/order indicates clearly that an administrative determination was made that the personal expense
incurred by the employee in traveling to the leave location made it unreasonable to require the employee to assume
the additional travel expense to comply with the recall or TDY travel authorization/order (39 Comp. Gen. 611

(1960)).

F. Leave Interrupted for TDY, Employee Not Allowed to Resume L eave Status. An employee on authorized leave
away from the PDS, who isrequired to perform TDY at places other than the PDS and upon TDY assignment
completion is not allowed to resume the leave status but is required to return to the PDS, is allowed per diem and
transportation expenses for the TDY performed. However, for return to the PDS from the TDY assignment location
after TDY completion, per diem and transportation expenses are allowed only to the extent they exceed the
constructed per diem and transportation expenses for return direct from the leave location to the PDS (11 Comp.
Gen. 336 (1932); 16 id. 481 (1936); 30 id. 443 (1951)).

G. TDY Directed at L eave Status Termination. An employee on authorized leave away fromthe PDSwho is
directed, at leave termination, to proceed to aTDY location and upon TDY assignment completion to return to the
PDS, is authorized per diem and transportation expenses only to the extent travel relating to the TDY assignment
exceeds the direct route travel constructed cost from the leave location to the PDS (19 Comp. Gen. 977 (1940)). If,
in relation to the place at which the employee ison leave, the TDY location islocated in arouting direction through
and beyond the employee's PDS, the allowable per diem and transportation expenses are limited to that for round-
trip travel between the PDS and the TDY location (24 Comp. Gen. 443 (1944)).

H. TDY Travel Authorization/Order Cancellation after Travel Commencement and while on Authorized L eave.
When an employee ison leave en routeto a TDY station and the TDY travel authorization/order is canceled, the
employee is authorized travel and transportation allowances for travel performed, provided the travel authorization/
order is canceled on/after the date travel was required to begin. In such case, the allowances payable must not
exceed the constructed allowances payable for travel from the PDSto the TDY station and return over a usually
traveled direct route, provided that official travel to the TDY station is authorized prior to departure on annual leave.

NOTE: If the TDY requirement is known before departure on leave, the employee isreimbursed actual travel
expenses NTE the constructed round-trip cost between the PDS and TDY location. City-pair airfares are not
authorized for use to/from the leave location if the TDY requirement is known before leave is begun.

C4565 PER DIEM COMPUTATION EXAMPLES

A. Lodging Tax

1. The maximum amount allowed for lodging in CONUS and non-foreign OCONUS locations does not include
alodging tax amount.

2. Lodging tax in CONUS and non-foreign OCONUS locations are a separately reimbursable travel expense.
3. The maximum amount allowed for lodging in foreign OCONUS locations includes a lodging tax amount.
4. Lodging tax in foreign OCONUS locations is not a separate miscellaneous reimbursabl e expense.

B. TDY Mileage Rates. The TDY mileage rates used in the examples below are for illustrative purposes only and
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may not reflect current rates. Par. C2500 prescribes current TDY mileage rates and par. C2505 prescribes the
current MALT.

C. Per Diem Rates. The per diem rates used in the examples below are for illustrative purposes only and may not
reflect current rates. See par. C4550-F3 for the current Standard CONUS per diem rate.

D. Examples. The following are per diem computation examples for specific circumstances:

1. Example 1-TDY Travel

Example 1
TDY Travel

An employeeis TDY for 9 1/2 days. The employee departed the residence and arrived at the TDY station on Day 1. The
employee departed the TDY station and arrived at the residence on Day 10. Lodgings were obtained for 9 nights, two of which
were spent in GOV’ T QTRS with charge, and one night at afriend's house at no cost. The employee paid $40 for 6 nights of
lodging in a hotel, $4 for 2 nights spent in GOV’ T QTRS, but no cost for the night of lodging obtained in a friend's home at the
TDY location. Per diemis computed as follows:

Day 1 (departure day) $40 (lodging) + 75% x $39 (M&IE) = $ 69.25
Day 2t0 6 ($40 (lodging) + $39 (M&IE))/day x 5 days = 395.00
Day 7to0 8 ($4 (lodging) + $39 (M&IE))/day x 2 days = 86.00
Day 9 $0 (lodging) + $39 (M&IE) = 39.00
Day 10 (return day) 75% x $39 (preceding calendar day M&IE rate) = 29.25
Amount due employee $618.50

Per diem for each day is derived by adding the applicable M&IE rate to the actual daily lodging cost —
reimbursement may not exceed the maximum per diem rate for the locality concerned. The Standard CONUS per diem
rate of $109 ($70/ $39) is used for this example.

Day 1 (departure day) - the applicable per diem rate is the lodging cost ($40) plus 75% of the M& |E rate ($39) ($29.25) for that
day; pay $69.25.

Days 2 - 6 - the applicable per diem islodging cost ($40) plus the M& I E rate ($39) times the number of days 5; pay $395.
Days 7 - 8 - the applicable per diem is the lodging cost ($4) plus the M&IE rate ($39) times the number of days 2; pay $86.
Day 9 - the applicable per diemis the M& | E rate ($39) plus the lodging cost ($0), pay $39.

Day 10 (return day) - the applicable per diem rate is 75% of the preceding calendar day's M& IE rate ($39); pay $29.25.

The per diem authority began with the departure day, and continued through the return day to the PDS, residence, or other
authorized point. The different lodging amounts could have applied to any days without change to the total.

Change 526 C4L-20
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Ch 4: Employee Travel C4550-C4567

Part L: Per Diem Allowances

2. Example 2-TDY Travel

Example 2
TDY Travel
DEPART Residence 1st Day
ARRIVE Goteborg, Sweden 2nd Day
TDY Goteborg, Sweden 3rd - 7th day
DEPART Goteborg, Sweden 8th Day
ARRIVE Residence 8th Day

GOV'T QTRS were occupied (not on aU.S. INSTALLATION) for 6 nights at Goteborg, Sweden at $4 per night. The per diem
rate for Goteborg, Sweden at the time the empl oyee traveled was $256 maximum ($143/ $113). The employee's authorized per
diem is computed as follows:

1% Day Travel day with no lodging expense $113 x 75% (M&IE for Goteborg) = $ 84.75
$4 (GOV'T QTRS charge) + $113 (M&IE for
Goteborg) (two deductible meals were furnished
without charge but adjustment for mealsis not made on

2" Day Arrival day atravel day) = 117.00
$4 (GOV’' T QTRS charge) + $23 (3 deductible meals

TDY at Goteborg $23 furnished each day without charge (see par. C4554-B) =

39.7"Day | (incidental rate for Goteborg) $27/day x 5 days = 135.00
$113 (M&IE for Goteborg) (breakfast was furnished
without charge but adjustment for mealsis not made on

8" Day Travel day with no lodging expense atravel day) x 75% = $ 84.75

Amount due $421.50

3. Example 3-TDY Travel Involving IDL with a‘Lost’ Day

EXAMPLE 3
TDY Travel Involving IDL with a ‘Lost’ Day

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

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

When crossing the IDL in awestward direction, the dates 8/18 -8/19 (Wednesday and Thursday) are treated as one day for per
diem computation purposes because the traveler did not arrive at the TDY location until 8/20. Upon return (west to east) when

traveler crossesthe IDL, the traveler is paid M&I E for two 8/25 dates.

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

ITINERARY
Date Depart Arrive At
18 Aug Wednesday PDS/Residence
20-24 Aug (Friday-Tuesday) TDY Station
25 Aug Wednesday TDY Station
25 Aug Wednesday PDS/Residence
REIMBURSEMENT (Actual and Constructed Cost Comparison)
18 Aug Wednesday $0OX75% = $67.50
20-24 Aug (Friday-Tuesday) $135 (lodging) + $90 (M&IE) = $225/day x 5 days = $1,125.00
25 Aug Wednesday $90 (M&IE) = $90.00
25 Aug Wednesday $90X 75% = $67.50
Total $1,350.00
Change 526 C4L-21
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Ch 4: Employee Travel C4550-C4567
Part L: Per Diem Allowances

4. Example 4-TDY Travel Involving IDL without a‘Lost’ Day

EXAMPLE 4
TDY Travel Involving IDL without a ‘Lost” Day

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

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

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

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

ITINERARY
Date Depart Arrive At
18 Aug Wednesday PDS/Residence
19-24 Aug (Thurs-Tues) TDY Station
25 Aug Wednesday TDY Station
25 Aug Wednesday PDS/Residence
REIMBURSEMENT (Actual and Constructed Cost Comparison)
18 Aug Wednesday $72X75% = $54.00
19-24 Aug (Thurs-Tues) $140 (lodging) + $72 (M&IE) = $212/day x 6 days = $1,272.00
25 Aug Wednesday $72x 5% = $54.00
Total $1,380.00

5. Example 5- AOR Per Diem/TDY Travel Overnight — No Lodging Required

Example 5
AOR Per Diem/TDY Travel Overnight — No Lodging Required

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

Date Travel Plan Transportation Reason Per Diem Rate
Mode/Means For Stop
2 Jan Dep Residence (Departure Day) PA $15 ($0/ $15) TDY Destination
En route(no lodging required) TP AT
3 Jan En route (no lodging required) TP AT $15 ($0/ $15) TDY Destination
4 Jan Arr TDY location (enter AOR) TP D $15 ($0/ $15) TDY Destination
5-30Jan | TDY (AOR) - TD $15 ($0/ $15) TDY Destination
31 Jan Dep TDY (AOR) TP -- $3.50 (AOR to AOR)
En route(AOR to AOR) TP AT
1Feb En route(exit AOR/lodging) TP AD $190 ($126/ $64) Stopover Point
2 Feb Arr Residence PA MC $190 ($126/ $64) Preceding
calendar day’'sM&IE rate

Reimbursement

2 Jan $15/day x 75% = (Departure Day = 75% of TDY destination M&IE, no lodging required) $11.25
3 Jan $15/day x 1 day = (TDY destination M&IE, no lodging required) $15.00
4 Jan $15.00/day (TDY destination M&IE, lodging $0) $15.00
5-30Jan | $3.50/day x 26 days = (AOR M& IE, lodging $0) $91.00
31 Jan $3.50/day (En route AOR to AOR M&IE, lodging $0) $3.50
1 Feb $70 + $64 = $134/day (Exit AOR to AD stopover point, stopover point M& IE, lodging procured at $70) $134.00
2 Feb $64/day x 75% = (75% of preceding calendar day’'s M& | E rate) $48.00
Reimbursement for per diem due employee $317.75
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C4550-C4567

C4566 QUICK REFERENCE TABLES - PER DIEM AUTHORITY

The following tables are for reference purposes only. For applicable rulessee Ch 4, Part L. See Ch 4, Part | for
meal allowances when JTF operations are involved.

*Quick Reference - Per Diem

TDY Travel of More Than 12 Hours

Footnotes: Seetable# 4

(1) Departure Day from PDS
B C D

A E F
Arrived at TDY Arrived at TDY Arrived at TDY Traveled Overnight Arrived at a
location (nota U.S. | location (ona U.S. location (on a overnight — no lodging required | long-term TDY
INSTALLATION) | INSTALLATION) | U.S. lodging at a stopover en | or training
on same day as on same day as INSTALLATIO required. route to TDY. location on
departed the PDS. departed PDS. N-GOV'T same day as
Traveler occupied QTRS available) departed PDS.
GOV'T QTRS. on same day as
departed the
PDS. Traveler
elected not to
occupy available
GOV’'T QTRS.
Per Diem 75% of theM&IE 75% of theM&IE 75% of theM&IE | 75% of M&IE 75% of the 75% of the
for ratefor the TDY ratefor the TDY ratefor the TDY rate for next M&IE rate for M&IE rate for
Departure | locality ¥ plus locality ¥ plus cost locality ¥ pluscost | destination the en route the long-term
Day from lodging cost NTE of GOV'T QTRS of lodgings (TDY/stopover stopover locality | TDY/ training
PDS ¥ maximum lodging NTE maximum occupied NTE point) locality ¥ | pluslodging cost | location plusthe
prescribed for TDY | lodging prescribed maximum lodging | for departure NTE maximum cost of lodging
locality. ## for TDY locality. amount prescribed | day. lodging amount NTE therate
for TDY locality. prescribed for prescribed for
o stopover locality. | that location. A
24 fixed reduced
per diem rate
does not apply
on travel day to
that location.
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f Travel in CONUS

(2) Whole Days o
B

A C D E F
Traveled overnight | Traveled overnight | Each whole day Each whole day | Each whole day Each whole day
& arrived ata & arrived at at CONUS TDY at a CONUS at a CONUS at a CONUS
CONUS TDY CONUS TDY locality (nota TDY locality (a TDY locality (a location at
location (nota U.S. | locality (ona U.S. u.S. u.S. u.S. which the
INSTALLATION) INSTALLATION) | INSTALLATIO INSTALLATIO | INSTALLATIO | employee is
on day after on day after N). N) when N) when authorized a
departing the PDS. | departing PDS. traveler traveler elects fixed reduced

Traveler occupied occupies not to occupy per diem rate.
GOV’'T QTRS. GOV’'T QTRS. available
GOV’T QTRS.
Per Diem M&IE applicableto | M&IE plusthecost | M&IE applicable M&IE plusthe M&IE plusthe Per diem at the
for Whole CONUSTDY of GOV'T QTRS. to CONUS TDY cost of GOV' T cost of occupied authorized fixed
Days of locality unless the (M&IE may be at locality plus the QTRS. (M&IE lodging NTE reduced rate
Travel ¥ AO specifiesthe the rate prescribed cost of lodging may beat (1) rate | maximum rate without
PMR for deductible | for the TDY NTE maximum prescribed for prescribed for itemization or
meals) plus cost of locality, or ®. See rate prescribed for | TDY locality, (2) | TDY locality ”. receipts for
lodging NTE par. C4554-A for the TDY locdity # | Standard GMR (M&IE may beat | meals, lodgings
maximum rate M&IE rate (If one or two plus $3, if the (1) Therate or incidental
prescribed for TDY | determination. deductiblemeals | AO specifiesthe | prescribed for the | expenses. 7"
locality . are provided, GMR based on TDY locality, (2)
M&IEisPMR available GOV'T | Standard GMR
plus $3. See par. dining facility/ plus $3, if inthe
C4554-B. mess during AO specifiesthis
training or rate based on
deployments, (3) | availableGOV'T
PMR plus $3 if dining
the AO specifies | facility/mess
the GMR based during training or
on available deployments, (3)
GOV'T dining PMR plus $3 if
facility/mess the AO specifies
during training or | thisrate based on
deployments, (4) | available GOV'T
PMR plus $3 if dining facility/
oneor two mess during
deductiblemeals | training or
areprovided ¥, or | deployments, (4)
(5) see par. PMR rate plus $3
C4554- C when if one or two
field duty is deductible meals
involved and par. | areprovided®, or
C4554-A3 when (5) see par.
schoolhouse C4554- C when
training is field duty is
involved). See involved and par.
par. C4554-A for | C4554-A3 when
M&IE rate schoolhouse
determination. trainingis
involved). See
par. C4554-A for
M&IE rate
determination.
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Travel - OCONUS

(3) Whole Days of
B

A C D E F
Traveled overnight | Traveled overnight | Each whole day Each whole day | Each whole day | Each whole day
& arrived at an & arrived at at OCONUS at an OCONUS at an OCONUS at an OCONUS
OCONUS TDY OCONUS TDY TDY locality (not | TDY locality (on | TDY locality location at
location (nota U.S. | locality (ona U.S. aU.s. uU.S. (onU.S. which the
INSTALLATION) | INSTALLATION) | INSTALLATIO INSTALLATIO | INSTALLATIO | employee is
on day after on day after N). N). Traveler N) when authorized a
departing the PDS. | departing PDS. occupied traveler elects fixed reduced

Traveler occupied GOV’'T QTRS. not to occupy per diem
GOV'T QTRS. available
GOV’T QTRS.
Per Diem M&IE ¥ applicable | M&IE plus cost of M&IE¥ M&IEpluscost | M&IE pluscost | Per diem at the
for Whole to OCONUS TDY GOV'T QTRS applicable to of GOV'T QTRS | of occupied authorized fixed
Days of locality (unlessthe (M&IE may be at OCONUSTDY (M&IE may beat | lodging NTE reduced rate
Travel ¥ AO specifiesthe the meal rate locality plus cost (2) meal rate maximum rate without
PMR based on prescribed for the of lodging “ NTE prescribed for prescribed for itemization or
deductible meals) TDY locality plus maximum rate TDY locality TDY locality. ™ | receipts for
plus cost of lodging | locality or $3.50 IE, | prescribed for pluslocality or (M&IE may beat | meals, lodgings
4 NTE maximum or PMR plus TDY locality. $3.50 IE, (2) (1) Themeal rate | or incidental
rate prescribed for locality or $3.50 IE Standard GMR prescribed for the | expenses. ¥¥"
TDY locality. ¥ if one or two plus locality or TDY locality
deductible meals are $3.50 IE¥, if the | pluslocality or
provided ¥, See AO specifiesthis | $3.50 IE, (2)
par. C4554-A for rate based on Standard GMR
M&IE rate available GOV'T | pluslocality or
determination. dining facility/ $3.50 IE ¥, if the
mess during AO specifiesthis
training or rate based on
deployments, (3) | available GOV'T
PMR plus Dining fecility/
locality or $3.50 | messduring
IEY, if the AO training or
specifiesthisrate | deployments, (3)
based on PMR plus
available GOV'T | locality or $3.50
dining facility/ IE¥ theAO
mess during specifiesthisrate
training or based on
deployments, (4) | available GOV'T
PMR plus Dining fecility/
locality or $3.50 | messduring
IE ¥ if oneor two | training or
deductible meals | deployments, (4)
areprovided®, or | PMR plus
(5) see par. locality or $3.50
C4554-C when IE ¥ if one or two
field duty is deductible meals
involved and par. | areprovided ?,
C4554-A3 when or (5) seepar.
schoolhouse C4554-C when
training is field duty is
involved. See involved and par.
par. C4554-A for | C4554-A3 when
M&IE rate schoolhouse
determination. trainingis
involved. See
par. C4554-A for
M&IE rate
determination.
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(4) Day(s) of Return to PDS
C

A B D E
Arrived at PDS on | Traveled overnight | On departure On day travel Arrived at PDS on same day as
same day as (no lodging day from TDY ended lodging departed TDY location where fixed
departed TDY required) & overnight lodging | was required en | reduced per diem was authorized.
location. arrived at PDS on was required ata | route to the
day after stopover en route | PDS.
departing the TDY | to the PDS.
location.
Per Diem 75% of theM&IE For departure day For departureday | The cost of 75% of the M&|E rate for the TDY
for Return | ratefor last TDY from TDY location | from TDY: M&IE | lodging based on | locality. The fixed reduced rate does
Day to locality. Y M&IE at therate plus lodging % ¥ the locality rate not apply on return day to the PDS.
PDS ¥ for thelast TDY cost NTE rate for at which lodging
locality. Arrival stopover locality. was obtained if
day at PDS 75% of For arrival day at authorized/
thelast TDY PDS: 75% of approved by the
locality M&IE rate. M&IE ratefor the | AO plus 75% of
u stopover locdity. | theM&IE rate.
v See par. C4553-
D2c(4).
Footnotes

1/ GMR/PMR and the $3.50 IE rate do not apply on departure day from, or return day to the PDS, or any day the employeeistraveling.

2/ Lodging tax is separately reimbursable miscellaneous expense in CONUS because an amount is hot included in the applicable CONUS

maximum lodg

ing amount for tax.

3/ ThelE ratefor the TDY locality. OCONUS, the AO can determine that an |E of $3.50, in lieu of the prescribed TDY locality IE, is adequate
for the anticipated incidental expenses. The $3.50 IE rate may be authorized and must be stated in the travel authorization/order.

4/ Lodging tax is not a separately reimbursable miscellaneous expense in aforeign OCONUS area because an amount isincluded in the
applicable OCONUS maximum lodging amount for tax.

5/ Cogt of laundry/dry-cleaning/pressing of clothing when travel iswithin CONUS is reimbursable under the conditionsin par. C4553-C2. Cost
of laundry/dry-cleaning/pressing of clothing is not separately reimbursable when travel is OCONUS because an amount is provided in the
OCONUS per diem IE for laundry.

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

7/ When a per diem rate based on the cost of available GOV’ T QTRS is authorized in the traveler’ s travel authorization/order, the per diem
authorized in the travel authorization/order applies beginning on the day after arrival at the TDY location and ends on the day before departing
the TDY location.

C4567 PER DIEM FOR AN EMPLOYEE AND/OR DEPENDENTS WHILE AT SAFE HAVEN INCIDENT
TO AN EVACUATION FROM A PDS WITHIN CONUS OR NON-FOREIGN OCONUS LOCATION

A. Purpose. Per diem isprovided to assist an employee in meeting the excess costs involved in temporarily
maintai ning dependents at a safe haven.

Change 526
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Ch 4: Employee Travel C4550-C4567
Part L: Per Diem Allowances

B. ‘Lodgings-Plus’ Per Diem Method Applicability to an Evacuated Employee/Dependent. An evacuated employee
and/or dependent is/are authorized a safe haven allowance computed using the ‘ Lodgings-Plus’ per diem
computation method for each day in an evacuation status. Actual expense allowances described in Ch 4, Part M,
do not apply to an evacuation. The ‘Lodgings-Plus’ per diem computation method consists of alodging ceiling and
an M&IE allowance. For an explanation of the items of expense the per diem isintended to cover, see the APP A
definition of PER DIEM and Ch 4, Part L. The maximum lodging reimbursement for an employee and dependent
family isthe actual total daily lodging cost incurred by the family, NTE the sum of the daily lodging portion of the
locality per diem rate authorized for the employee and/or each dependent concerned. Because an evacuated
employee and/or dependent may stay with friends/relatives while at a safe haven, the rule in par. C4555-B3 applies
tothem. That is, if an evacuated employee or dependent stays with friends/relatives while at a safe haven, no
lodging cost is allowed, whether or not any lodging payment is made to the friend/relative. Thisrestriction does
not apply when the employee/dependent leases a house, apartment (i.e., lodgings) from a friend/relative with a bona
fide, standard written lease, in those instances when the friend or relative concerned does not jointly occupy the
leased house or apartment. Each evacuated empl oyee/dependent is authorized the per diem M&IE portion even if
not authorized the per diem lodging portion for any given day. See computationsin par. C4566-C. GOV’T dining
facility/mess or open mess availability/use has no effect on per diem for an employee/dependents even though such
facilities may be or are used without charge to the employee/dependent. Per diem payable under par. C4566 may be
paid in advance as prescribed in Ch 6, Part D, §550-403(d).

Change 526 C4L-27
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C. Per Diem Computations. The following example illustrates the method used for computing per diem incident to
evacuation:

Example

1. The per diem rates used in the following example are for illustrative purposes only and do not necessarily reflect current allowances.

2. Lodging tax paid while at a safe haven or traveling in CONUS or in a non-foreign OCONUS area is a separate miscellaneous reimbursable
expense in addition to per diem.

3. Lodging tax paid while at a safe haven or traveling in aforeign OCONUS area is not a separate miscellaneous reimbursable expense. Tax is
part of the lodging cost. The cost of avalue added tax (VAT) relief certificate is a separate miscellaneous reimbursable expense if the certificate
is used to avoid paying the lodging tax.

4. CONUS per diem rates do not include an amount for the cost of laundry/dry-cleaning/pressing of clothing.

5. OCONUS per diem rates include an amount for the cost of laundry/dry-cleaning/pressing of clothing.

An employee, the employee’ s spouse, one child age 12 and one child under age 12 were evacuated from a CONUS duty station to a CONUS safe
haven. Thedaily actual lodging cost incurred at the safe haven by the employee and three dependents, who shared one room, was $95 plus
$7.60/day for lodging tax (8%). The maximum per diem applicable at that location was $109 ($70/ $39).

(8 Unlessalower rateis authorized under Ch 6, Part D, 8550-405(b)(3), the maximum daily amount that may be paid to the employee and three
dependents for the first 30 consecutive days is determined as follows (See Ch 6, Part D, 8550.405(b)(1)):

The employee and each dependent age 12 or older is authorized per diem NTE the full rate ($109) ($70/ $39). Each dependent under age 12 is
authorized per diem NTE 50 percent of the rate.

M&IE Max Lodging Total
Employee: $39 $70 $109.00
Employee's spouse $39 $70 $109.00
Child (age 12 or older) $39 $70 $109.00
Child (under age 12) $19.50 ($39x50%) | $35 ($70 x 50%) $ 5450
Max daily amt that may be paid for costsincurred by employee & 3 deps $136.50 $210 $381.50

(b) Determine the actual total daily amount for the first 30 consecutive days, within the maximum amounts shown in (a) ($136.50 for M&IE and
NTE $240 for lodging), as follows:

$136.50 (The M&IE in thisdaily amount is paid to cover cost meals and incidental expenses for the
M&IE: employee and three dependents. No itemization or receipts are required.)

$95 (Thisisthe actual daily amount (not including lodging tax) paid for lodging by the employee and

three dependents and is less than the maximum ($240) that may be reimbursed. A lodging receipt is
Lodging: required for this amount.)

$231.50 (Daily amount that is payable to the employee and dependents (within the maximum $381.50
Daily amount: established in (&) for costsincurred by the employee and three dependents for the first 30 consecutive

days)).
Lodging Tax: $7.60/day

$239.10 (Actual daily amount paid to employee and dependents for costs (including lodging tax) incurred
Total: by the employee and three dependents for first 30 consecutive days).

(c) Beginning on the 31st day per diem is computed at 60 percent (for employee and dependents 12 or older) and 30 percent (for dependents
under 12) of the applicable per diem rate, unless alower rate is authorized under Ch 6, Part D, §550-405(b)(3). The maximum daily amount
starting on the 31* through the 180th consecutive days that may be paid for the employee and three dependents in this example as follows:

M&IE Max Lodging Total
Employee $23.40 ($39 x 60%) $42 ($70x 60%) | $65.40
Employee’ s spouse: $23.40 ($39 x 60%) $42 ($70x 60%) | $65.40
Child (age 12 or older) $23.40 ($39 x 60%) $42 ($70x 60%) | $65.40
Child (under age 12) $11.70 ($39 x 30%) $21 ($70x 30%) | $32.70
Max daily amt that may be paid for costsincurred by the empl & 3 deps $81.90 $147 $228.90

(d) Determinethe actual total daily amount that is paid for 31st to 180th consecutive days, within the maximum amounts shown in (c) ($81.90
for M&IE and NTE $147 for lodging), as follows:

$81.90 (The M&IE in thisdaily amount is paid to cover cost of meals and incidental expenses for the
M&IE: employee and three dependents. No itemization or receipts are required.)

$95 (Thisisthe actual daily amount (not including lodging tax) paid for lodging by the employee and

three dependents and is less than the maximum ($147) that may be reimbursed. A lodging receipt is
Lodging: required for this amount.)

$176.90 (Daily amount that is payable to the employee and dependents within the maximum $228.90
Daily amount: established in (c) for costs incurred by the employee and three dependents for the 31st to 180th

consecutive days).
Lodging Tax: $7.60/day

$184.50 (Actual daily amount paid for costs (including lodging tax) incurred by the employee and three
Total: dependents for the 31t to the 180th consecutive days).
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Ch 4: Employee Travel C4600-C4626
Part M: AEA

PART M: AEA
C4600 GENERAL
An AEA alows atraveler to be reimbursed, in unusual circumstances, for actual and necessary expenses that exceed
the maximum locality per diem rate. When authorized/approved, AEA isin lieu of Part L per diem, or the per diem
rates. An AEA may not be authorized for an expert or consultant appointed under Section 710, Defense
Production Act of 1950.
C4602 JUSTIFICATION

An AEA may be authorized/approved for travel when the per diem rate isinsufficient for part, or al, of atravel
assignment because:

1. Actual and necessary expenses (especially lodgings) exceed the maximum per diem,
2. Of special duties, or
3. Costsfor itemsin par. C4608-A2 have escalated temporarily due to special/unforeseen events.
C4604 AUTHORITY/APPROVAL
The AO may authorize AEA up to 300% of the locality per diem rate (rounded to the next higher dollar). AEA:
1. May be authorized before travel begins, or approved after travel is performed;
2. Should be stated in the travel authorization/order/trip record when authorized in advance of travel;

3. May be authorized/approved for the entire trip (including travel time) or may be authorized/approved for trip
portions (with per diem automatically covering the other trip portions);

4. Should be uniform (if possible) among travelerstraveling at GOV’ T expense when they travel together
and/or to the same place at which an AEA is warranted.

C4606 LIMITATIONS

1. Authority to prescribe an AEA is not blanket authority to authorize/approve automatic AEA for al travel to
an area.

2. AEA isprescribed only on an individual trip basis, and only after consideration of the facts existing in each
case. AEA must not be authorized as part of a ‘blanket’ travel authorization/order.

3. If itisnecessary to exercise this authority repetitively or on a continuing basis in a particular area, the
Service/DOD Component concerned should submit arequest for a per diem rate review |AW par. C4551.

4. The definitions and rules applicable to the traveler's authority for per diem under Ch 4, Part L while TDY
apply to travel on an actual expense basis unless otherwise stated in this Part.

5. A traveler isfinancially responsible for excess costs and additional expensesincurred for personal
preference/convenience.
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C4608 TDY ASSIGNMENT THAT MAY WARRANT AEA AUTHORIZATION/APPROVAL

A. Examples. TDY assignments that may warrant AEA authorization/approval include travel:

1. With adignitary that requires use of the same hotel as the dignitary;

2. To an areawhere the costs have escalated for a short time period during a special function/event such as a:
a Missilelaunch,
b. Sports event,

c. World'sfair,

o

. Convention,

Natural disaster, or

@

—h

Similar event;

3. To alocation at which affordable lodgings are not available within a reasonable commuting distance of the
traveler’ sTDY point, and transportation costs to commute to/from the less expensive lodging facility would
consume most/all savings achieved from occupying less expensive lodging;

4. During which special assignment duties require the traveler to incur unusually high expenses (e.g., the
traveler must procure superior/extraordinary accommodations including a suite or other lodgings for which the
charge is well above what ordinarily would have been paid for accommodations);

5. During which the traveler incurs unusually high expenses because of an assignment to accompany another
traveler in the situation in par. C4608-A4 above; and

6. Insimilar situations.

B. Travel with Certain Dignitaries. Without further unusual/extraordinary requirements demonstration, AEA is

authorized for atraveler who is directed to travel as part of the party of any of the dignitaries listed below.

1. The U.S. President/Vice President, or members of their families;

2. U.S. Congress members;

3. U.S. Cabinet members;

4. Department Secretaries, Deputy Secretaries, Under Secretaries, or Assistant Secretaries;

5. Supreme Court Justices;

6. Chairman/Vice Chairman of the Joint Chiefs of Staff;

7. The Chief of Staff, U.S. Army; the Chief of Staff, U.S. Air Force; the Chief of Naval Operations; the
Commandant, U.S. Marine Corps; the Commandant, U.S. Coast Guard; the Administrator, National Oceanic
and Atmospheric Administration; and the Surgeon General, U.S. Public Health Service;

8. U.S. Ambassadors, Ministers, and Consuls to foreign countries;

9. U.S. Delegatesto international conferences/meetings;
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10. Very Important Persons (V1Ps) as specified by the President/Vice President of the U.S,;

11. Candidates for the office of President and Vice President of the U.S. and their family members, including
the persons elected to those offices; and

12. Other U.S./foreign dignitaries equivalent in rank to any of those mentioned above.
C4610 EXPENSES

A. Expenses Allowed. An AEA includes expenses ordinarily covered by per diem asdefined in APP A.

B. Expenses Not Allowed. The following expenses are not allowed. Meal cost:

1. And/or lodging procured at personal expensein lieu of meals and/or lodging provided for in aregistration
fee paid by the GOV'T;

2. Procured at the traveler's PDS, residence, or at, or en route to/from, anearby carrier terminal at which travel
begingends (B-189622, 24 March 1978); or

3. Purchased after leaving the carrier when meals are included in the carrier ticket price and are provided
during the trip and there is no justifiable reason why the traveler did not eat the meal(s) served during the trip,
or why an extra meal(s) wasrequired. The fact that a meal furnished on the carrier is not the quality and
guantity to which the traveler is accustomed is a personal preference matter and is not a"justifiable reason”.
See B-193504, 9 August 1979 and B-192246, 8 January 1979.

C4620 OVER 300% MAXIMUM AEA
An AEA in excess of 300% cannot be authorized for a traveler covered by these regulations.
C4622 REIMBURSEMENT
A. Limitations
1. The daily reimbursement limit is the lesser of the actual expensesincurred or the AEA maximum amount.
2. Expensesincurred and claimed must be reviewed and allowed only when necessary and reasonable.
3. Reimbursement for M&IE must not exceed the percentage of AEA authorized of the M&IE rate for the TDY
location. For example, if AEA for 200% is authorized, AEA NTE 200% of the M& | E rate for the TDY location
may be paid.
B. IE. The maximum reimbursement for IE is:
1. CONUS. $3in CONUS, and
2. OCONUS

a. Thelocality incidental expense, or

b. $3.50 OCONUSfor al full TDY days (except the days travel begins/ends) when the AO determines the
$3.50 rate is adequate to meet anticipated expenses.

C. M&IE Paid on aPer Diem Basis

1. M&IE may be reimbursed under the ‘ Lodgings-Plus' method AW par. C4553, while the lodging cost is
reimbursed on an actual expense basis.
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2. Theamount allowed for M&IE and the lodging cost is NTE the daily maximum authorized in the AEA for
the locality.

3. Example
a. A traveler isauthorized/approved an AEA NTE 150% for lodging.
b. Thetraveler ispaid M&IE on aper diem basis, and, M& | E itemization is not required.
c. Thelocality per diemrate is $70 (lodging) + $44 (M&IE) = $114 (Total).
d. The AEA must not exceed 150% of thetotal ($114) locality per diem rate.
e. The AEA for the maximum amount allowed for lodging is computed as follows:
(1) $114 (Total Per Diem) x 150% = $171
(2) $171 - $44 (M&IE) = $127 maximum allowed for lodging

NOTE: ‘Unused’ AEA lodging funds cannot be used to increase the AEA for M& | E above 150% or 300%
(depending on which level is authorized/approved).

D. Lodging and/or Meals Obtained under Contract. When a contracting officer contracts for rooms (does not
include rooms covered by par. C1058-4) and/or meals for TDY travelers, and AEA reimbursement is authorized/
approved, the total daily amount paid by the GOV’ T to the vendor(s) and/or reimbursed to the traveler for lodging,
and M&IE is NTE the daily maximum authorized under pars. C4614, C4616, and C4620 (60 Comp. Gen. 181
(1981) and 62 Comp. Gen. 308 (1983)).

E. Itemization. A detailed statement showing itemized expenses for each calendar day, excluding items claimed
separately (such as taxicab fares and registration fees), must be submitted for AEA reimbursement. M&IE
reimbursement on a per diem basis (AEA for lodging only), does not require M& I E itemization.

C4624 AEA COMPUTATION

A. General. Thedaily amount is not prorated for fractions of a day; however, expensesincurred and claimed for a
fraction of aday must be reviewed and approved by the AO. In no case may the amount reimbursed be more than
the amount authorized/approved in an AEA authorization for the area concerned.

B. Meals Available under Special Arrangements. When TDY is a special mission, (e.g., deployment to foreign
military bases, forest fire details, rescue and aircraft recovery missions, or TDY to remote areas) and non-deductible
mesals are available under special arrangements, actual expense reimbursement for such mealsislimited to the
charge for each meal, NTE the arranged charges for three meals per day.

C. Averaging Expenses

1. When an AEA is authorized/approved that includes M&I E, the daily amount of |E items that do not accrue
on adaily basis may be averaged over the days for which AEA at the location is authorized/approved. These
expenses include clothing laundry/dry-cleaning/pressing incurred at OCONUS locations, hotel maid tips, and
similar expenses |AW the | E portion of the PER DIEM definitionin APP A. Averaging | E does not apply if an
AEA isauthorized for lodging only and M&I E is paid on a per diem basis.
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2. Thecost incurred during TDY travel for personal clothing laundry/dry-cleaning/pressing (not before /after
TDY) is:

a. A separate miscellaneous reimbursable expense in addition to per diem/AEA when CONUS travel
requires at least 4 consecutive CONUS TDY lodging nights. For example, atraveler on a10-day TDY to a
CONUS location (receiving AEA while there) incurs a $40 dry-cleaning bill. The $40 cost is averaged
over the 10-day TDY and the traveler may indicate that $4 was paid daily, or

b. Not a separate miscellaneous reimbursable expense for OCONUS travel and is part of the |E allowance
included within the per diem rate/AEA authorized/approved for OCONUS travel. For instance, atraveler
on an 8-day (Saturday-Saturday) TDY to an OCONUS location (receiving AEA while there) incurs a $32
dry-cleaning cost on Friday. The $32 cost is averaged over the 8-day TDY and the traveler may indicate
that $4 was paid daily.

D. Mixed Travel (Per Diem and Actual Expense)

1. General. Mixed travel involves more than one daily maximum reimbursement rate during asingle trip and/
or reimbursement on both a per diem and an actual expense basison asingletrip. The applicable rate and/or
reimbursement method for each calendar day (beginning at 0001) is determined by the traveler's statusand TDY
location at 2400 of that calendar day. Only one rate and reimbursement method is authorized for each day
except when reimbursement is authorized for occasional meals or lodging in par. C4710.

2. Reimbursement for Departure Day. The reimbursement method and daily maximum for the departure day
from the PDS is the same as for the first location where lodging is required.

3. Reimbursement for Return Day. On the return day to the PDS, the same method and daily maximum
applicable to the previous calendar day applies. When return travel to the home/PDS requires 2 or more days,
see par. C4553-D2c for reimbursement method.

C4626 COMPUTATION EXAMPLES

Following are examples of computing allowances when travel is authorized on an AEA basis and on an actual
expense and per diem basis on the same trip:

NOTES:

1. The maximum amount allowed for lodging in CONUS and non-foreign OCONUS areas does not include a
lodging tax amount. Lodging tax isa separate miscellaneous reimbursable expense (see APP G) in CONUS
and non-foreign OCONUS areasin addition to AEA.

2. The maximum amount allowed for [odging in foreign OCONUS areas/countriesincludes a lodging tax
amount. Lodging tax in foreign OCONUS areas/countriesis part of per diem/AEA and is not a separate
miscellaneous reimbursable expense.
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EXAMPLE 1
AEA-ssingle TDY location
AEA authorized for lodging and M& IE paid on a per diem basis.

An AEA increase beyond 300% is not authorized for a DOD civilian employee. See par. C4620. Unused AEA lodging cannot
be used to increase the AEA for M& | E above the authorized/approved level (NTE 300%).

TDY Location Per Diem w/o AEA TDY Location Per Diem w/AEA
Maximum Per Diem - $146.00 AEA authorized NTE $438 ($146 x 300%)
Lodging - $99 Lodging NTE $391 ($438 - $47)M&IE - $47
M&IE - $47.00
ITINERARY
Date Depart Arrive Lodging
10 Aug Residence TDY $330.00
11-12 Aug At TDY Station, Lodging - $330/day x 2 days = $660.00
13 Aug TDY Residence
Date REIMBURSEMENT (. denotes AEA computation) Amount
10Aug $47 x 75% = $35.25 + $330 = $365.25
11-12 Aug | $47 + $330 = $377/day x 2 days = $754.00
13 Aug $47 x 75% = $35.25 $35.25
Total Reimbursement $1,154.50
EXAMPLE 2

AEA to multiple TDY locations A, B, and C
Location A — AEA authorized for lodging, M& | E paid on aper diem basis, $296($248.50 = $249/ $47).
Location B — Lodging and M& I E paid on a per diem basis, $108 ($77/ $31).
Location C — Lodging and M& I E paid on a per diem basis, $116 ($77/ $39).

An AEA increase beyond 300% is not authorized for a DOD civilian employee. See par. C4620. Unused AEA lodging cannot
be used to increase the AEA for M&| E above the authorized/approved level (NTE 300%).

TDY Location ‘A’ Per Diem w/o AEA TDY Location ‘A’ Per Diem Rate wW/AEA
Maximum Per Diem - $197 AEA authorized NTE $295.50 ($197 x 150% = $295.50 = $296)
Lodging - $150, M& |E - $47 Lodging NTE $249 ($296 - $47)
M&IE - $47
ITINERARY
Date Depart Arrive Lodging
7 Sep Residence TDY, Location A $170
8 Sep TDY, Location A $170
9 Sep TDY, Location A TDY, Location B $70
10 Sep TDY, Location B $70
11 Sep TDY, Location B TDY, Location C $75
12 Sep TDY, Location C Residence
Date REIMBURSEMENT ( denotes AEA computation) Amount

7 Sep $47 x 75% = $35.25 + $170 (AEA lodging) TDY Location A = $205.25
8 Sep $47 + $170 (AEA per diem rate) = $217.00
9-10 Sep $31 + $70 = $101/day x 2 days, TDY Location B = $202.00
11 Sep $39 + $75, TDY Location C = $114.00
12 Sep $39 X 75% = $29.25
Total Reimbursement $767.50
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*EXAMPLE 3
AEA Single TDY location
AEA authorized for lodging and M& IE.

When AEA for lodging and M& I E exceeds the maximum AEA locality per diem rate, decrease the AEA M&IE rate to the
descending dollar and add the extra cents to the AEA lodging amount. The adjusted per diem AEA is $219 ($149/ $70). This
applies when the individual AEA amounts exceed the maximum daily AEA rate |AW par. C1007-A2.

An AEA increase beyond 300% is not authorized for a DOD civilian employee. See par. C4620. ‘Unused’ AEA lodging
cannot be used to increase the AEA for M& | E above the authorized/approved level (150% or 300%).

CONUS TDY Location Per Diem w/o AEA CONUS TDY Location Per Diem w/AEA
Maximum Per Diem - $146 AEA authorized NTE $219 ($146/day x 150% = $219/day)
Lodging - $99; M&IE - $47 Lodging NTE $149 ($99/day x 150% = $148.50 = $149, add .50 cents)
M&IE - $70 ($47/day x 150% = $70.50 = $71, reduce to $70)
ITINERARY
Date Depart Arrive M&IE Lodging
10 Aug | Residence | Enroute/TDY Dinner - $25 $130.00
11 Aug At TDY Station Breskfast - $6, Lunch - $10, Dinner - $24, Incidentals - $3 $130.00
12 Aug At TDY Station Breakfast - $15, Lunch - $20, Dinner - $40, Incidentals - $3 $130.00
13Aug | TDY Residence Breakfast - $5, Lunch $12
Date REIMBURSEMENT (using AEA computation) Amount
10Aug | $130+$25= $155.00
11 Aug | $130+$43 = $173.00
12 Aug | $130 + $78 (reduced to $70) = (Total M&IE islimited by maximum daily AEA $70 M&IE) $200.00
13Aug | $17 $17.00
Total Reimbursement $545.00
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PART N: RETURN TO PDS DURING TDY
C4675 TRAVEL AUTHORIZATION/ORDER

A. Authorized Return. The AO must state in the travel authorization/order if atraveler is:

1. Required to return to the PDS on non-workdays at GOV’ T expense, or
2. Authorized to return to the PDS at GOV’ T expense during extended TDY ..

B. Voluntary Return. Specific authority is not required in the travel authorization/order to allow atraveler to
voluntarily return to the PDS on non-workdays or workdays after the close of business subject to a limitation on the
per diem payment.

C4676 REQUIRED RETURN TO PDS DIRECTED DURING NON-WORKDAYS

A. General. Whenthe TDY assignment does not require atraveler to remain at the TDY site on non-workdays
(including holidays), the AO may require an traveler to return to the PDS for non-workdays provided the par.
C4676-B conditions are met.

B. Required Return Conditions. The following conditions must be met for an AO to require atraveler to return to
the PDS for non-workdays:

1. The expense for round-trip transportation and per diem allowance/AEA en route is less than the per diem
allowance/AEA that would have been paid if the traveler remained at the TDY point, and

2. Availability for duty on the last scheduled workday preceding absence and on the first scheduled workday
following absence is not adversely affected, and

3. Thetravel authorization/order states the traveler must return to the PDS.
C4677 VOLUNTARY RETURN TO PDS
A. General

1. ATDY traveler may voluntarily return to the PDS/place from which the traveler commutes daily to the PDS
on non-workdays/workdays after the close of business.

2. The maximum reimbursement allowable for round-trip transportation (by any mode) and per diem/AEA en
route is the per diem/AEA and travel expenses allowed had the traveler remained at the TDY location.

3. Thetraveler must perform voluntary return travel during non-duty hours or authorized leave periods.
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C4675-C4679

B. Examples. The following examples show per diem and AEA computations involving voluntary return to the
PDS:

1. Examplel

Example 1

The per diem/TDY mileage rates used in this example are for illustrative purposes and may not reflect current rates.

See par. C2500 for the current TDY mileage rate; and par. C2505 for the current MALT rate.

‘Lodgings-Plus’ Per Diem Computation

Wed 10/20 Depart PDS
Wed 10/20 Arrive TDY
Fri 10/22 Depart TDY
Fri 10/22 Arrive PDS
Sun 10/24 Depart PDS
Sun 10/24 Arrive TDY
Wed 10/27 Depart TDY
Wed 10/27 Arrive PDS

Thetraveler'sdaily TDY lodging cost was $61, which, when added to the applicable M& IE rate of $39 equals $100 (does not
exceed the TDY location $109 maximum per diem rate).

Actual Cost
Wed 10/20 Per diem for the travel day to the TDY location (75% x $39) + $61 = $ 90.25
Thurs 10/21 $39 + $61 = $100.00
Fri 10/22 Per diem for the return day to the PDS 75% x $39 = $ 29.25
Sat 10/23 At PDS 0
Round-trip Transportation Cost $100.00
Sun 10/24 Per diem for the travel day to the TDY location (75% x $39) + $61 = $ 90.25
Mon 10/25 $39 + $61 = $100.00
Tue 10/26 $39 + $61 = $100.00
Wed 10/27 Per diem for the return day to the PDS 75% x $39 = $ 29.25
Total Actual Cost $639.00
Constructed Cost
Wed 10/20 Per diem for the travel day to the TDY location (75% x $39) + $61 = $ 90.25
Thurs 10/21 $39 + $61 = $100.00
Fri 10/22 $39 + $61 = $100.00
Sat 10/23 $39 + $61 = $100.00
Sun 10/24 $39 + $61 = $100.00
Mon 10/25 $39 + $61 = $100.00
Tue 10/26 $39 + $61 = $100.00
Wed 10/27 Per diem for the return day to the PDS 75% x $39 = $ 20.25
Total Constructed Cost $719.50
In this example the traveler is due $639.00 (actua cost) sinceit is less than the constructed cost ($719.50).
C4N-2
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2. Example 2

Example 2
e The per diem/TDY mileage rates used in this example are for illustrative purposes and may not reflect current rates.
e Seepar. C2500 for the current TDY mileage rate; and par. C2505 for the current MALT rate.
Lodging-Plus Per Diem Computation

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

Thetraveler'sdaily TDY lodging cost was $55, which, when added to the applicable M& I E rate of $39 equals $94 which does
not exceed the TDY location $109 maximum per diem rate.

Constructed Cost:
Applying the $94 per diem rate, which would have been alowable had the traveler remained at the TDY location, the traveler
would be authorized atotal per diem of $282 for Friday, Saturday and Sunday ($94/day x 3 days = $282).

Actual Cost:
Per diem for the return day to the PDS on Friday 75% x $39 = $29.25
Cost of round-trip transportation = $180.00
Per diem for the travel day to the TDY location (75% x $39) + $55 = $ 84.25
Total $293.50

Since the actual cost of per diem and the transportation ($293.50) for round trip travel to the PDS exceeds the constructed cost of
per diem ($282) the traveler would have been authorized if the traveler remained at the TDY location, the traveler is reimbursed
$282.

Using the same example, in asituation in which an officia traveler accompanies another official traveler who is driving a POC,
and assuming the same conditions apply, the official traveler driving the POC may be paid the round-trip mileage and per diem
in the amount of $293.50. This payment is based on the additional per diem that ordinarily could have been claimed by the
accompanying official traveler if the officia traveler remained at the TDY location.

NOTE: TDY mileageis not paid to the passenger. See par. C2198-B5.

If each traveler's per diemis taken into account, the maximum per diem payable would be $564 ($94/day/traveler x 3 days =
$282/traveler x 2 travelers).

If the round-trip transportation cost for the two travelersis $180, the complete travel cost is payable (i.e., per diem and round-trip
mileage for the driver traveler and per diem for the passenger traveler equal to $407).

$29.25 per diem for Friday + $84.25 per diem for Sunday = $113.50
$113.50/person (per diem for Friday and Sunday) x 2 people = $227 per diem
$227 (per diem) + $180 (transportation for 2 travelers) = $407

The driver receives $293.50. The passenger receives $113.50.

Thereisa $157 savingsto the GOV'T ($564 - $407).
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3. Example 3

*Example 3

(TDY Per Diem AND POC TDY Mileage Computation)

e The per diem/TDY mileage rates used in this example are for illustrative purposes and may not reflect current rates.

e Seepar. C2500 for the current TDY mileage rate; and par. C2505 for the current MALT rate.

*A traveler isassigned to a TDY location. The travel authorization/order does not require the traveler’ s daily return to
headquarters. Thetraveler elects to travel by POC (personal convenience) from the residence and return to the TDY location
each workday, incurring no lodging costs at the TDY location. Time spent on the daily TDY is greater than 12 hours.

The maximum TDY per diem rate is $101 ($62/ $39) which is reimbursed for the round-trip between the TDY and PDS
locations. The traveler’slodging cost is $60 per day if the traveler remained at the TDY |ocation.

Thetraveler is due $399.00 (constructed cost) which is less than the actual cost.

ITINERARY
Day Date Depart PDS Return PDS POC Distance

Mon 10/15 0600 1830 75 miles one-way

Tue 10/16 0600 1830 75 miles one-way

Wed 10/17 0600 1830 75 miles one-way

Thu 10/18 0600 1830 75 miles one-way

REIMBURSEMENT
PER DIEM AND TDY MILEAGE FOR ACTUAL TRAVEL PERFORMED
Mon 10/15 75% x $39 (par. C4553-D) = $29.25
Tue 10/16 75% x $39 = $29.25
Wed 10/17 75% x $39 = $29.25
Thurs 10/18 75% x $39 = $29.25
Four round trips of 150 miles each = 600 miles x $0.55/mile = $330.00
Per Diem & POC TDY Mileage for Actual Travel Total = $447.00
GOV’T’S CONSTRUCTED COST

Mon 10/15 $60 + (75% x $39) = $89.25
Tueto Wed 10/16 to 10/17 $60 + $39 = $99/day x 2 days = $198.00
Thurs 10/18 75% X $39 = $29.25
One round trip of 150 miles x $0.55/mile = $82.50
Per Diem & POC TDY Mileage for Constructed Cost Total $399.00
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4. Example 4

Example 4

e The per diem/TDY mileage rates used in this example are for illustrative purposes and may not reflect current rates.
e Seepar. C2500 for the current TDY mileage rate; and par. C2505 for the current MALT rate.

AEA Comparison
Sun 10/07 Arrive TDY location. AEA Authorized NTE $90
Fri 10/12 Depart TDY location (voluntary return to PDS)
Fri 10/12 Arrive PDS
Sun 10/14 Depart PDS
Sun 10/14 Arrive TDY location (same TDY location)
Fri 10/19 Depart TDY location (TDY completed)
Fri 10/19 Arrive PDS

The maximum AEA payable at the traveler's TDY location is $90/day. Thisisused in comparing the actua expenses for the
round-trip travel and what would have been payable if the traveler remained at the TDY location.

If transportation costs plus AEA (both en route to and from the PDS and while at the TDY location on Friday prior to departure
(breakfast, lunch, incidentals) and on Sunday after return (lodging)) exceed the official TDY location rate, reimbursement is
limited to $270, i.e., what the traveler would have been paid for remaining at the TDY location.

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

C4678 RETURN TO PDS DURING EXTENDED TDY

A. General
1. For par. C4678, "extended TDY" means directed continuous travel of 3 or more weeks.
2. A traveler on extended TDY (other than training or deployment) may be authorized to periodicaly returnin
an official travel statusto the PDS, or place of abode from which the traveler commutes daily to the PDS, on

weekends or other non-workdays.

3. Reimbursement for transportation and per diem ison the same basisas TDY travel, but is not limited to
the expenses otherwise payable had the traveler remained at the TDY location.

B. Authorized Return

1. Atraveler, who travelsto a location (other than the PDS or place of abode from which the traveler
commutes daily to the PDS) for personal reasons, (and returnsto the TDY location) is not authorized
transportation expense reimbursement. The traveler is authorized only per diem-related expenses based on the
TDY location per diem rate and any miscellaneous reimbursable expenses that would have been allowable had
the traveler remained at the TDY location (B-200856, 3 August 1981; and B-214886, 3 July 1984). See par.
C4563-E.

2. A statement that return travel is authorized must be included in the travel authorization/order, or on the travel
voucher if approved after the travel has been performed. Thistravel isan exception to the policy of scheduling
travel during regular duty hours. Accordingly, the authorized return should be performed outside the traveler's
regular duty hours or during authorized |eave periods.

3. A traveler, not exempt from the Fair Labor Standards Act overtime provisions, should be given consideration
to schedule required travel to minimize overtime payment, including scheduling travel during regular duty
hours when necessary (55 Comp. Gen. 1291 (1976)).
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4. A traveler who is not authorized/approved to return to the PDS is paid for personal returns |AW par. C4677.

5. Computation Examples

a. Example1

Example 1

A traveler isTDY from Location A to Location B (with a per diem rate of $173 ($122/ $51)) drivesto Location C on
Friday night and returnsto Location B Sunday night.

The traveler checks out of the Location B hotel (which cost $120/night plus a separate reimbursable amount for the
12% tax ($14.40) on Friday and staysin aLocation C hotel Friday and Saturday nights.

The traveler pays $145 plus a 13% tax ($18.85) per night for Location C lodging on Friday and Saturday.

Even though the per diem rate in Location C is $196 ($149/ $47), the traveler islimited to $122/night for lodging (and
lodging taxes on $122 - 12% of $122 ($14.64)) and to $51/day for M& | E on Friday and Saturday.

Thisis because the Location B rate is $173 ($122/ $51) and the traveler is being paid per diem that would have been
paid (max $122/ $51) had the traveler remained in Location B.

Thetraveler' slodging tax in Location C each night is limited to $14.64 per night (12% of $122).

The traveler is reimbursed up to $29.28 for lodging tax whilein Location C.

Thetraveler is not authorized any TDY mileage for driving between Locations B and C.

b. Example 2

Example 2
A traveler TDY from Location X to Base Y (with a per diem rate of $161 ($110/ $51)) at which the traveler is staying
on the Base at a cost of $20/night with no charge for room tax and is paid the $31 PMR based on the use of 1 or 2
GOV'T mealsdaily.
The traveler drivesto Location Z on Friday night and returnsto Base Y Sunday night.
The traveler checks out of the Base Y QTRS on Friday and staysin aLocation Z hotel Friday and Saturday nights.
Thetraveler paid $75 and 12% lodging tax ($9) for Location Z lodging each night on Friday and Saturday.
Even though the Location Z per diem rate is $113 ($70/ $43) the traveler is paid $75/night for lodging and
reimbursement of Location Z lodging taxes ($18 for both nights) and is paid $51/day for M&IE on Friday and
Saturday. Thisis because the traveler isbeing paid per diem (up to $110 for lodging plus $51 for M& I E) that would
have been paid had the traveler remained in Base Y.

Thefact that the traveler wasusing GOV'T QTRS and 1 or 2 GOV' T meals per day has no effect on the traveler’s
M&IE on days when not using those meals.

Thetraveler isnot authorized any TDY mileage for driving between Locations Y and Z.
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c. Example 3

Example 3

A traveler TDY from Location D to Location E (with a per diem rate of $161 ($110/ $51)), at which the traveler is
staying with afriend and incurring no lodging costs.

The traveler drivesto Location F on Friday night and returns to Location E Sunday night.

Thetraveler staysin aLocation F hotel Friday and Saturday nights and pays $75 and 12% lodging tax ($9) for
Location F lodging each night.

Even though the Location F per diem rate is $113 ($70/ $43), the traveler is paid $75/night for lodging, and
reimbursement of Location F lodging taxes ($18 for both nights), and is paid $51/day for M& IE on Friday and
Saturday. Thisis because the traveler isbeing paid per diem (up to $110 for lodging plus $51 for M& I E) that would
have been paid had the traveler remained in Location E.

The fact that the traveler was staying with afriend has no effect on the traveler’s per diem on days when not staying
with the friend.

Thetraveler isnot authorized any TDY mileage for driving between Locations E and F.

C4679 LODGING RETAINED AT TDY LOCATION

A. Lodging Retained at TDY L ocation during Voluntary or Required Return. A traveler, who retains lodging at the
TDY location during a voluntary (per par. C4677) or required (per par. C4676) return, is financially responsible for
the retained room cost while gone.

B. Lodging Retained at TDY Location during Authorized Return — ‘ Lodgings-Plus’

1. When atraveler isauthorized ‘Lodgings-Plus’ per diem, the AO may authorize/approve reimbursement for
the cost of lodging retained at the TDY site as mission essential considering:

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

b. Thetraveler's efforts to obtain lodging on a weekly or monthly basis or other long-term rental
agreement; and

¢. When the retained lodging is charged on adaily basis, such factors asthe TDY duration, the personal
belongings quantity, the establishment’ s ahility to store those belongings, and the traveler’ s ability to
secure aroom upon return.

2. If authorized/approved, the cost of lodging retained at the TDY siteis paid as a reimbursable expense (up to
the maximum lodging rate).

C. Lodging Retained at TDY during Authorized Return - Fixed Reduced (55%) Per Diem

1. When atraveler isbeing paid afixed reduced (e.g., 55%) per diem and is out-of-pocket for lodging retained
during an authorized return, the AO may authorize/approve reimbursement for out-of-pocket expenses.

2. The amount allowed for lodging cost as a reimbursable expense may not be more than the amount the
traveler would have received if the return trip to the PDS was not taken.
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3. Example

1. Thetraveler isonlong term TDY renting an apartment at a cost of $1,000/month.

2. The authorized per diem rate is $55 (i.e., 55% of locality rate of $100).
| 55% x $34 (M&E) = $18.70 | 55% x $66 (Lodging) = $36.30 | Total = $55 or 55% of $100 = $55 |

3. Thetraveler isreimbursed $36.30/day x 30 days = $1,089 per 30-day month for lodging.

4. Thetravel authorization/order allowed the traveler areturn trip home every 3 weeks.

Scenario 1
1. Thetraveler returned to the PDS once during the first month. The traveler is not paid for the 2 nights lodging spent at the
PDS.

2. Thetraveler isauthorized $1,016.40 (28 days x $36.30/day) for lodging for the first month.

3. Sincethetraveler is authorized $16.40 more than actual lodging cost ($1,016.40 vs. $1,000), the traveler is not out-of-pocket
for lodging costs and therefore is not authorized additional reimbursement.

Scenario 2
1. Thetraveler returned to the PDS twice during the third month. One weekend was a holiday (3-day) weekend; the traveler is
not paid lodging for 5 nights spent at the PDS.
2. Thetraveler isauthorized 25 days x $36.30/day = $907.50 for lodging for the third month.
3. Thetraveler is out-of-pocket $92.50 for lodging costs ($1,000 vs. $907.50).

4. Thetraveler would have been reimbursed $181.50 (5 nights x $36.50/night) for those 5 nights had the traveler not returned
to the PDS.

5. The $92.50 out-of-pocket cost is less than the amount the travel er would have been paid had the traveler not returned to the
PDS ($181.50).

6. At the AO's option, the traveler may be authorized $92.50 as a reimbursable expense to cover the out-of-pocket lodging
costs.

Change 526 C4N-8
8/1/09



Ch 5: Permanent Duty Travel C5050-C5090
Part B: Employee Transportation & Subsistence

PART B: EMPLOYEE TRANSPORTATION AND SUBSISTENCE
C5050 MALT (FTR 8302-4.300)
A. POC Travel

1. Except for RAT, the MALT for PDT by POC, when authorized/approved is determined by the official
distance for which MALT may be paid under circumstances (as determined |AW the applicable JTR
provisions).

2. An authorized traveler is any employee/dependent traveling IAW a PDT travel authorization/order, including
an employee traveling as a dependent under par. C5000-B1b. An employee eligible for travel and
transportation allowances as an employee under a PCS travel authorization/order is authorized the MALT rate
per mile except when traveling as a passenger in a POC. If more than one employee travelsin the same POC
and each has a PCS travel authorization/order, only the employee incurring the expenses one is authorized
MALT for the official distance and only one employee receives the reimbursable expenses. See par. C5000-
Bla

a. Example 1. An employee-married-to-employee couple, each on a PCS travel authorization/order and
therefore eligible for travel and transportation allowances as an employee (since one employee elects not to
be treated as the other employee’s dependent (par. C5000-B14)), and their two children travel in one POC.
Only one employee receives MALT and may submit all of the reimbursable expenses.

b. Example 2: Three unrelated employees, each on a PCS authorization/order, travel together in one POC
between two PDS locations. The employee incurring the costs receives MALT for the official distance and
may submit all reimbursable expenses.

c. Example 3. Employee-married-to-member couples, each eligible for travel and transportation
allowances on a PCS travel authorization/order, and their two children travel together in one POC. Only
one employee receives MALT for the official distance and may submit all of the reimbursable expenses.

3. Seepar. C2505 for the MALT rate. Therateisfor the use of up to two POCs per household, unless
reimbursement for athird, fourth, etc., POC has been authorized under par. C2159-C.

4. Reimbursement for al privately owned airplane or motorcycle PDT and RAT by POC, including per diem,
is determined under par. C2159 and must not exceed the common carrier travel cost (including per diem).

B. Mixed Transportation Modes. When POC use is authorized/approved for all PDT travel, and the traveler
modifies transportation using POC and common carrier (see par. C2203), the traveler is authorized:

1. The MALT rate for the distance traveled by POC;
2. The common carrier cost; and
3. Per diem for actual travel time.
The total amount must not exceed the MALT rate plus per diem for the authorized travel.

C. Other Reimbursable Expenses. Except for expenses related to the indirect portions of PCS travel, parking fees,
ferry fares, and bridge, road and tunnel tolls are reimbursable in addition to the MALT rate.

NOTE: Chargesfor repairs, depreciation, replacements, grease, oil, antifreeze, towage and similar speculative
expenses are not reimbursable expenses | CW using a POC on official travel. A traveler may be eligible to submit
aclaim for repairsto a POC used for official travel, using Service procedures, under 31 USC §3721.
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C5055 USE OF MORE THAN TWO AUTOMOBILES

Authority for reimbursement for the use of more than two POCsiis limited to PDT that isto the GOV’ T’ s advantage.
Conditions for reimbursement authorization are in par. C2159-C.

C5060 ALLOWABLE PER DIEM (ETR 8302-4.200)

A. Travel of 12 or fewer hours (12-Hour Rule). A per diem allowance must not be paid when the official travel
period is 12 or fewer hours. See FTR 8§302-11.2.

B. POC Useto the GOV'T’s Advantage. When POC use for PDT is authorized, and travel timeis 12 or fewer
hours, the per diem allowance is the lesser of the:

1. Result of allowing 1 day of travel time for each 350 miles of official distance between the old and new PDSs
or authorized points. If the excessis 51 miles or more after dividing the total number of miles by 350, one
additional day of travel timeis allowed. When thetota official distance is 400 miles or less, 1 day'stravel time
is allowed (see par. C5060-C), or

2. Actual travel timein full days (e.g., 9 days and 3 hoursis 10 days).

C. Exception

1. An exception may be made by the travel-approving/directing official when travel en routeis delayed for
reasons beyond the traveler's control, such as acts of God, restrictions by governmental authorities, or other
reasons acceptable to the employing DOD Component (e.g., a physically handicapped employee).

2. Inthese cases, per diem may be allowed for the full delay period or for a shorter delay period as determined
by the DOD Component.

3. The employee should be prepared to provide a statement on the reimbursement voucher fully explaining the
circumstances that necessitated the en route travel delay if required by finance regulations.

D. POC Use Not to the GOV’ T’'s Advantage. When a POC is used for PDT and it is not to the GOV’ T’ s advantage,
per diem s limited to the per diem payable on a constructed travel time basis using the appropriate common carrier
transportation. This does not apply to travel under par. C2180.

E. Per Diem Rates for PDT

1. The Standard CONUS per diem rate applies for any CONUS city/county location not identified in the
CONUS per diem rates.

2. The Standard CONUS per diem rateisused for all CONUS locations when PDT isinvolved.

a. Travel to afirst duty station for a newly recruited employee or appointee;

b. Travel incident to a PCS;

c. RAT,

d. Separation travel; and

e. While occupying temporary lodging (except when TQSE(F) is authorized under Ch 5, Part H3).

The locality per diem rate applies for the entire trip while performing travel to seek a permanent residence (house-
hunting) within CONUS.
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3. Effective 1 October 2008 the Standard CONUS per diem rate is:

LODGING M&IE TOTAL
$70 $39 $109

4. OCONUS Travel. The maximum per diem rate appliesto OCONUS travel. Unspecified OCONUS
locations in the OCONUS per diem rates use the ' Other’ rate for the applicable country.

a. Travel to afirst duty station for a newly recruited employee or appointee;
b. Travel incident to a PCS;
c. RAT,
d. Separation travel;
e. Travel (for the entire trip) to seek permanent residence (house-hunting); and
f. While occupying temporary lodgings at an OCONUS location.
5. Per Diem for POC Travel Involving a Car Ferry. When a car ferry isused by an empl oyee/dependent

traveling between two PDSs partly by POC and partly by car ferry (circuitoudy/indirectly or otherwise), per
diem isauthorized. See par. C2166 for transportation allowances.

a. Lodging. Reimbursement for the actual cost of required accommodations (unless included in the
transportation cost) is authorized.

b. M&IE When Travel Includes an Overnight on a Car Ferry Anywhere in the World. M&IE isbased on
and computed for the employee/dependent using the highest CONUS M& I E rate for the arrival day
(embarkation) on the ferry through the day before the departure day (debarkation) from the ferry. M&IE
for the departure day (debarkation) from the ferry is the rate applicable for the employee’ sdependent’ s
location at 2400 on that day. See par. C4550-F.

c. M&IE When Travel Does Not Include an Overnight on a Car Ferry. If the ferry passage does not
include an overnight, uninterrupted ‘MALT-Plus' isthe applicable M&IE while on the ferry. See par.
C4553.

d. Dependent Per Diem. The percentages, in par. C5125-A, apply when computing a dependent’s per
diem,

F. Per Diem Allowance Elements

1. Maximum L odging Expense. Per diem rates include a maximum lodging expense reimbursement amount.
Reimbursement may not exceed the lesser of the actual lodging cost or the applicable maximum amount.
Receiptsfor lodging arerequired. See par. C1310.

NOTE: The maximum lodging amount allowed in CONUS and non-foreign OCONUS areas does not include a
lodging tax amount. Lodging tax in CONUS and non-foreign OCONUS areas s a separate miscellaneous
reimbursable expense. See APP G. The maximum lodging amount allowed in foreign OCONUS areas includes
lodging tax. Lodging tax in foreign OCONUS areasis not a separate miscellaneous reimbursable expense.

2. M&IE. Per diem ratesinclude afixed allowance for M&IE. The M&IE rate, or portion thereof, is payable
to atraveler without itemization of expenses or receipts.
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G. ‘Lodgings-Plus Per Diem Computation Method. Compute per diem for all PCStravel using the ‘Lodgings-

Plus method. Each travel day’s per diem is the actual amount the traveler pays for lodgings plus an alowance for
M&IE; the total NTE the Standard CONUS per diem rate (or for OCONUS PCS travel the maximum OCONUS
locality per diem rate(s)).

*1. Per Diem Computations. When PCS travel is more than 12 hours, per diem must be calculated using the

following rules:

NOTE: Thisisthe departure day from the PDS, home, or other authorized point.

H. PDT

a Day Travel Begins

(1) Lodgings Required. When lodging is required on the day travel begins, the per diem isthe
actual lodging cost incurred by the traveler, NTE the Standard CONUS rate or maximum
OCONUS locality rate as appropriate, plus 75% of the Standard CONUS M&IE rate (or
OCONUS M&IE rate as appropriate).

(2) Lodgings Not Required. If lodging is not required, per diem is 75% of the Standard CONUS
M&IE rate (or OCONUS new PDS M&IE rate) for one day.

b. Full Calendar Days

(1) Lodging Required. When lodging is required and the traveler is still en route, the Standard
CONUS per diem rate (or OCONUS locality rate) isthe maximum rate prescribed for a stopover
point at which lodging is obtained, plus the Standard CONUS M&IE rate (or destination
OCONUS M&IE as appropriate).

(2) Lodging Not Required. For each full calendar day atraveler isen route and lodging is not
required, the per diem is the Standard CONUS M&IE rate (or OCONUS M& | E rate as

appropriate.)

c. Day Travel Ends

(1) Lodgings Required. When lodging is required on the day travel ends, the per diemisthe
lesser of the actual lodging cost incurred by the traveler or the Standard CONUS lodging rate (or
maximum OCONUS locality lodging rate as appropriate) plus 75% of the Standard CONUS
M&IE rate (or of the new OCONUS PDS M& I E rate as appropriate).

(2) Lodgings Not Required. If lodging is not required, per diem is 75% of the Standard CONUS
M&IE rate or of the new OCONUS PDS M& | E rate for that day.

NOTE: The per diem rates prescribed for PDT in par. C5060-E apply when computing per diemin pars. C5060-
H1 House-hunting Trip, C5060-H2 En Route Travel to the New PDS, C5060-H3 RAT, and C5060-H4 Separation

Travel.

1. House-hunting Trip. When computing per diem for house-hunting trips, see Ch 5, Part M, except for
determining the applicable rates. See NOTE above.

2. En Route Travel to the New PDS. Except for determining the applicable rate (see NOTE above), par.

C5060-H applies when computing en route travel per diem to anew PDS. The Standard CONUS M& | E rate or
OCONUS M&IE locality rate, as appropriate, appliesto the arrival day at the new PDS. When travel begins

and ends on the same day, pars. C5060-G1b(1) and C5060-G1b(3) apply. See par. C5060-E3 for the current
Standard CONUS per diem rate.
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3. RAT. When computing per diem for RAT, see Ch 5, Part K, except for determining the applicable rate. See
NOTE above.

4. Separation Travel. Except for determining the applicable rate (see NOTE above), pars. C5060-G1b(2)a and
G1b(2)b apply when computing per diem for al en route travel to the actual residence incident to separation.
The Standard CONUS M& | E rate is applicable on the arrival day at that location. When travel begins and ends
on the same day, the rules in pars. C5060-G1b(1) and C5060-G1b(3) apply. See par. C5060-E3 for the current
Standard CONUS per diem rate.

|. Per Diem Computation Examples

1. Example 1

PCS Travel

NOTE: See par. C5060-D3 for the current Standard CONUS per diem rate.

An employee performed PCS travel from Location A, to Location B, in 10 days. The employee elected to travel by POA,
accompanied by spouse and 2-year old child. They departed their residence on Day 1 (departure day) and arrived at the new PDS
on Day 10 (arrival day).

The official distance traveled was 2,826 miles. The employee may be paid per diem for up to 8 days based on 350 miles per day.
See par. C5060. The standard CONUS per diem rate is $109 ($70/ $39).

Lodgings were occupied for 9 nights, two of which were spent at friends' homes at no cost. The employee certified the single
rates applicable to the rooms occupied with the dependents were $58, $57, $59, $58, $57, $56, $59, and 2 nights at no cost. Per
diem is computed as follows:

Per Diem for Actual Travel Under the Lodgings-Plus’ Method

Maximum allowable per diem for 8 days x $109/day (Standard CONUS per diem rate) = | $872.00
Day 1 (departure day) $58 (lodging) + ($39 x 75%) = $87.25
Day 2 $39= $39.00
Day3to8 Lodging $346 ($57, $59, $58, $57, $56, and $59 ) + M&IE $234 ($39/day x 6 $580.00
days) =
Day 9 $0 (lodging) + $39 (M&IE) = $39.00
Day 10 (arrival day) $39 x 75% (M&IE) = $29.25
Employee’s per diem authorization = $774.50
Per diem for accompanying spouse at ¥ of the amount due the employee ($774.50) = $580.87
Per diem for accompanying child (under age 12) at ¥ of the amount due the employee ($774.50) = $387.25
Total amount payable to employee = $1,742.62

Determine the maximum number of days for which per diem is alowed by dividing the official distance by 350 (2,826 miles +
350 miles/day = 8 days with aremaining distance of 26 miles (2,826 —2,800)). No additional time is alowed for the 26 miles
sinceit isless than the minimum 51 miles set in par. C5060.

The maximum allowable per diem for PCS travel within CONUS is the Standard CONUS per diem rate of $109
($70/ $39) , see par. C5060-E3.

Day 1 (departure day), the applicable per diem rate is $58 lodging cost plus 75% of the M& IE rate ($39) for atotal of $87.25.

Day 2, the applicable per diem rateis the lodging cost ($0) plusthe M& I E rate ($39) for atotal of $39.

Day 3 to 8, the applicable per diem rate is the lodging cost ($346) NTE $70 plus the M& I E rate ($39) times 6 days for atotal of
$654.

Day 9, the applicable per diem rate is the lodging cost ($0) plusthe M&IE rate ($39) for atota of $39.

Day 10 (arrival day at new PDS), the applicable per diem rateis 75% of the Standard CONUS M& I E ($39) for atotal of $29.25.

The per diem for actua travel by the employee is $774.50. Since the per diem for actual travel does not exceed the maximum
alowable ($872.00) for 8 days travel time, the employee is authorized the full amount ($774.50) for the actual travel time and
authorization for dependents is ¥ and ¥ respectively of the $774.50 due the employee.
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2. Example 2

PCS Travel

NOTE: See par. C5060-E3 for the current Standard CONUS per diem rate.

An employee performed PCS travel from Location A, to Location B, in 6 days. The employee elected to travel by POA,
accompanied by spouse and 7-year old child. They departed the residence at 0800 on Day 1 and arrived at the new PDS at 2100
on Day 6.

The employee may be paid per diem for up to 4 days based on 350 miles per travel day per the official distance of 1,443 miles.
See par. C5060. The standard CONUS per diem rate is $109 ($70/ $39).

Lodgings were occupied for 5 nights, 3 of which were spent at friends' homes at no cost. The employee certified the single rates
applicable to the rooms occupied with the dependents were $59, $53, and 3 nights at no cost. Per diem is computed as follows:

Per Diem for Actual Travel Under the Lodgings-Plus’ Method

Maximum allowable per diem for 4 days x $109/day (Standard CONUS per diem rate) = $436.00
Day 1 (departure day) $0 (lodging) + $39 x 75% = $29.25
Day 2 $59 (lodging) + $39 = $98.00
Day 3 $0 (lodging) + $39 = $39.00
Day 4 $53 (lodging) + $39 = $92.00
Day 5 $0 (lodging) + $39= $39.00
Day 6 (arrival day) 75% x $39 = $29.25
Employee’s per diem authorization = $326.50
Per diem for accompanying spouse at % of the amount due the employee ($326.50) = $244.87
Per diem for accompanying child (under age 12) at ¥ of the amount due the employee ($326.50) = $163.25
Total amount payable to employee = $734.62

Determine the maximum number of days for which per diem is alowed by dividing the official distance by 350 (1,443 +~ 350 = 4
days with aremaining distance of 43 miles (1,443 — 1,400)). No additional timeis allowed for the 43 miles since it is less than the
minimum 51 miles set in par. C5060.

The maximum allowable per diem for PCS travel within CONUS is the Standard CONUS per diem rate of $109
($70/ $39), par. C5060-E3.

Day 1 (departure day), the applicable per diem rate is 75% of the M& IE rate ($39) for atotal of $29.25.

Day 2 and 4 - the applicable per diem rate is the lodging cost ($59 and $53) NTE $70 for each day plus the M& I E rate ($39) for
each day.

Day 3 and 5 - the applicable per diem rate isthe M& I E rate ($39) for each day for atotal of $78.

Day 6 (arrival day at new PDS) - the applicable per diem rate is 75% ($29.25) of the Standard CONUS M & E rate ($39).

The per diem for actua travel time ($326.50) did not exceed the maximum allowable ($436.00), therefore the employeeis
authorized the lesser amount and the authorization for dependentsis %2 and %2 respectively of the $326.50 due the employee.
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3. Example 3

PCS Travel, Actual Costs Exceed the GOV’T Cost
NOTE: See par. C5060-E3 for the current Standard CONUS per diem rate.

An employee performed PCS travel from Location A, to Location B, in 15 days. The employee elected to travel by POA. They
departed the residence on Day 1 and arrived at the new PDS on Day 15.

The employee may be paid per diem for up to 8 days based the officia distance of 2,615 miles. See par. C5060. The standard
CONUS per diem rate is $109 ($70/ $39).

Lodgings were occupied for 14 nights, 4 of which were spent at friends’ homes at no cost. The employee certified the single rates
applicable to the rooms occupied with the spouse, were 10 nights at $70 a night, and 4 nights at no cost. Per diemis computed as
follows:

Per Diem for Actual Travel Under the Lodgings-Plus’ Method

Maximum allowable per diem for 8 days @ $109/day (Standard CONUS per diem rate) = $872.00
Day 1 $70 (lodging) + ($39 x 75% = $29.25) = $99.25
Day 2to0 10 $70 (lodging) + $39 = $109/day x 9 days = $981.00
Day 11-14 $39/day x 4 days = $156.00
Day 15 $39 x 75% = $29.25
Total $1,265.50
Per diem for accompanying spouse at ¥ of the amount due the employee ($1,265.50) = $949.12
Employee total travel costs ($1,265.50 + $949.12) = $2,214.62
Total amount payable to employee ($872 + dependent per diem $654, 75% of $872) = $1,526.00

Determine the maximum number of days for which per diem is alowed by dividing the official distance by 350 (2,615 + 350 = 7
days with aremaining distance of 165 miles (2,615 — 2,450). One additional day is alowed for the 165 miles since it exceeds the
minimum 51 miles set in par. C5060 for atotal of 8 days.
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4, Example4

PCS Travel OCONUS to OCONUS

NOTE: See par. C5060-E3 for the current Standard CONUS per diem rate.

An employee performed PCS travel from Location G to Location | in 2 days. The employee elected to travel by POA
accompanied by spouse and 12 year old child. They departed the residence at 0700 on day 1 and arrived at the new PDS at 1800
on day 2.

The official distance traveled was 771 miles. The employee may be paid per diem for up to 3 days based on 350 miles per
calendar day. Seepar. C5060. Lodgingswere occupied for 1 night.

The employee certified the single rate applicabl e to the room occupied with dependents, for 1 night was $127. Per diemis
computed as follows:

Per Diem for Actual Travel using the ‘ Lodgings-Plus' Method

Maximum allowable per diem for 3 days @ (OCONUS locality rates) = $500 = $500.00
Day 1 (departure day) $127 (lodging) + $156 x 75% = $244.00
Day 2 $125 (lodging) + $72 = $197.00
Day 3 (arrival day) $68 x 75% = $51.00
Employee's per diem authorization = $492.00
Per diem for accompanying spouse at ¥4 of the amount due the employee = $369.00
Per diem for accompanying child (age 12) at % of the amount due the employee = $369.00
Total amount payable to employee = ($492 + 2 dependents per diem ($738 = 75% of $492 x 2) = $1230.00

Determine the maximum number of days for which per diem is alowed by dividing the official distance by 350 (771 + 350 =2
days. One additional day is alowed for the 71 miles since it exceeds the minimum 51 miles set in par. C5060 for atotal of 3 days.

The maximum allowable per diem rate for PCS travel in OCONUS is the maximum OCONUS locality per diem rate.

Day 1 (departure day), the applicable per diem rate is $127 lodging cost plus 75% of the OCONUS locality M& I E rate ($156) for
atotal of $244.

Day 2, the applicable per diem rate is the lodging cost ($125) plus the OCONUS M& | E rate ($72) for atotal of $197.
Day 3 (arrival day at new PDS), the applicable per diem rate is 75% of the OCONUS locality M& | E ($68) for atotal of $51.00.
The per diem for actua travel by the employeeis $492.00. Since the per diem for actual travel does not exceed the maximum

allowable ($500.00) for 3 days travel time, the employee is authorized the full amount ($492.00) for the actual travel time and
authorization for dependentsis % each of the $492.00 due the employee.

5. Example 5

PCS/Separation Travel

NOTE: See par. C5060-E3 for the current Standard CONUS per diem rate.

1. PCS/separation travel from OCONUS Location Jto CONUS Location K.

2. 9/1: Depart OCONUS residence at 0830. Arrive at CONUS residence at 2000.

3. The employee is authorized per diem since actual travel time exceeds 12 hours. See par. C5060-H

4. Sincetravel begins and ends on the same day, pars. C5060-H1a and C5060-H1a(2) apply. See also par. C5060-14.

5. The maximum per diem rate at the time of travel was $109 ($70/ $39). The destination rate applicable for PCS and separation
travel to CONUS is the Standard CONUS per diem rate.

6. Reimbursement for 9/1 is $29.25 ($39 x 75%).

7. Per diem payable for the spouse is ¥ of the $29.25 due to the employee if, in the above example, the spouse accompanied the
employee on PCStravel.
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6. Example 6
PCS Travel - More than 12 Hours
Depart Old PDS (CONUS) 1 May
Arrive New PDS (OCONUS) 1 May

Actual travel timeis 16 hours. The M&|E rate applicable to the new PDS location = $78.00 at the time of travel.

REIMBURSEMENT

NOTE: PCStravel M&IE isauthorized at a flat 75% of the applicable M&I E rate indicated in par. C5060-E for the new PDS

on the departure day from the old PDS and the arrival day at the new PDS.

$78.00 (M&IE) rate x 75% for new PDS location = $58.50
Total reimbursement = $58.50
Per diem for the accompanying spouse is % of the amount due the empl oyee ($58.50) = $43.88
Per diem for the accompanying child age 12 or older is % of the amount due the employee ($58.50) = $43.88
Per diem for the accompanying child under age 12 is %2 of the amount due the employee ($58.50) = $29.25

C5065 COMPUTING POC TRAVEL REIMBURSEMENT

A. General

1. The examplesin par. C5065 illustrate computing MALT and per diem incident to PDT by automobile.

2. The per diem/MALT rates used in the example(s) are for illustrative purposes and may not reflect current

rates. Par. C2500 prescribes current TDY mileage rates and par. C2505 prescribes current MALT rates.

3. See par. C4550-F3 for the current Standard CONUS per diem rate.

4. The per diemisas computed in pars. C5125 and C5060-B, and examplesin par. C4565.

B. Reimbursement Computation Example for One Automobile

Reimbursement Computation for Employee, Spouse, and 1 Child in One Automobile

An employee performs PCS travel from Location A, to Location B, in 9 days, by automobile, accompanied by the spouse and 2-
year old child. The official distance from Location A to Location B = 2,826 miles. Based on an average of 350 miles/day the
employee may be paid per diem for up to 8 days (2,826 miles + 350 miles/day = 8 days). See par. C5060. After consideration of

the lodging expenses, the employee is authorized $650 in per diem.

1. Automobiletravel reimbursement is based on 2,826 miles x $.24/mile. See par. C2505-B. 2,826 miles x $678.24
$.24/mile = $678.24

2. Allowable per diem for an employee based on ‘Lodgings-Plus for 8 days maximum is the actual amount the

traveler pays for lodgings plus M&IE; NTE the Standard CONUS per diem rate is 8 days @ $109/day (Standard

CONUS per diem rate). $109/day x 8 days = $872

3. Per diemfor travel time based on actual lodging costs from Location A to Location B, is $650. Since the total

amount spent for lodging and meals ($650) does not exceed the maximum allowable per diem ($872) for actual

travel under ‘Lodging-Plus' method the employee is reimbursed the full amount spent ($650). $650.00
4. Per diem for the accompanying spouse is 75% of the amount due the employee. $650 x 75% = $487.50
5. Per diem for the accompanying child under age 12 is 50% the amount due the employee.

$650 x 50% = $325.00
6. Amount spent on tolls + 10.00
7. TOTAL REIMBURSEMENT TO EMPLOYEE $2,150.74
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Reimbursement Computation for Two Employees (married to each other) and 1 Child in One Automobile

Two employees married to each other perform PCS travel from Location A, to Location B, in 9 days, by automobile, accompanied
by a 2-year old child. The official distance from Location A to Location B = 2,826 miles. Based on an average of 350 miles/day
an employee may be paid per diem for up to 8 days (2,826 miles + 350 miles/day = 8 days). See par. C5060. After considering
lodging costs, one employee is reimbursed $650 while the other is reimbursed $720.

1. Automobile travel reimbursement for one employee is based on 2,826 miles @ $.24/mile. See par. C2505-B.
2,826 miles x $.24/mile = $678.24 $678.24

2. Allowable per diem for an employee based on ‘Lodgings-Plus for 8 days maximum is the actual amount the
traveler pays for lodgings plus M&IE; NTE the Standard CONUS per diem rateis 8 days @ $109 (Standard
CONUS per diem rate). $109/day x 8 days = $872

3. The employees occupy two rooms. Per diem for travel time based on actual lodging costs from Location A to
Location B, is $650 for employee 1 and $720 for employee 2. The total amount spent for lodging and meals does
not exceed the maximum allowable per diem ($872/traveler). Each employee is reimbursed the actual amount

spent $650 + $720 = $1,370.00
4. Per diem for the accompanying child under age 12 is 50% the amount due Employee 2. $720 x 50% = $360.00
5. Amount spent on tolls +  $10.00
6. TOTAL REIMBURSEMENT $2,418.24

Total reimbursement to employee 1is $678.24 + $650 + $10 = $1,338.24

Total reimbursement to employee 2 is $720 + $360.00 = $1,080.00

C. Reimbursement Computation Example for Two Automobiles

Reimbursement Computation for Two Automobiles

An employee performs PCS travel from Location A to Location B using two automobiles. The official distance from Location A
to Location B = 2,826 miles. Based on an average of 350 miles/day the employee may be paid per diem for up to 8 days (2,826 +
350 = 8). See par. C5060.

1. Automobiletravel reimbursement for the first automobile, driven by the employee only, is based on 2,826 $678.24
miles x $.24/mile. See par. C2505-B. 2,826 miles x $.24/mile =
2. Automobile travel reimbursement for the second automobile, driven by spouseis based on 2,826 miles x $678.24

$.24/mile. See par. C2505-B. 2,826 milesx $.24/mile =

3. Allowable per diem for employee based on ‘Lodgings-Plus’ for 8 day maximum is the actual amount the
traveler pays for lodgings plus M&IE; NTE the Standard CONUS per diem rateis 8 days x $109 (Standard
CONUS per diem rate). $109/day x 8 days = $872

4. Per diem for travel time based on actual lodging costs from Location A to Location B, is $650. Since thetotal
amount spent for lodging and meal's ($650) does not exceed the maximum allowable per diem ($872) for actual

travel under ‘Lodging-Plus' method the employee is reimbursed the full amount spent ($650). $650.00
5. Per diem for the accompanying spouse is 75% of the amount due the employee. $650 x 75% = $487.50
6. Per diem for the accompanying child under age 12 is 50% the amount due the employee.

$650 x 50% = $325.00
7. Amount spent on tolls + $10.00
8. TOTAL REIMBURSEMENT TO EMPLOYEE $2,828.98
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D. MALT Computation Example for Two Separate Trips. Per diem for a dependent is computed in pars. C5125
and C5060.

MALT Computation for Two Separate Trips

An employee performs PCS travel from Location A, to Location B by automobile.

The spouse and two children did not accompany the employee as housing had not been arranged at Location B.

Two weeks after arrival, the employee finds housing, returnsto Location A by automobile over aweekend, and drives the spouse
and two children to Location B.

866 miles x $.24/mile (employee only) = $207.84
866 miles x $.24/mile (spouse and 2 children) = + $207.84
Total MALT payable for POC travel $415.68

In addition to the MALT, the employee receives per diem for the number of days required to complete the first trip from Location
A to Location B on the basis of an average distance of 350 miles per caendar days (e.g., 3 days).

No per diem is payable on the employee’ s behalf for the employee's second trip.

The employee is authorized reimbursement for tolls for the first and second trips from Location A to Location B.

The employee is not authorized reimbursement for the trip from Location B to Location A to pick up dependents.

Per diem for dependentsis computed in pars. C5125 and C5060.

C5070 TRAVEL AND TRANSPORTATION REIMBURSEMENT

A. Authorized PCS Allowances. An employee who relocates and meets the eligibility conditionsin par. C5005 is
authorized the following if the hiring process includes PCS allowances:

1. Employee and dependents’ transportation, including MALT for POC travel, (see par. C5050-A),
2. Per diem for the employee and dependents (see par. C5125-F for travel by ship),
3. HHG shipment, including SIT,

4. HHG NTSNOTE: NTSisnot authorized for CONUS to CONUS transfersunlessit isto a designated
isolated CONUS PDS,,

5. Miscellaneous expenses, and
6. Expensesincurred in the selling and/or buying of aresidence, or lease termination. See Ch 5, Part P.
B. Allowance Redtrictions. The PCS allowances in par. C5070-A are not subject to negotiation between the

employing activity and the employee. The employing activity does not have the discretion to reduce/change the
allowances (55 Comp. Gen. 613 (1976)).

C. Discretionary PCS Allowances. The employing activity may, at its discretion, also authorize:

1. A HHT and/or TQSE (see Ch 5, Part H), and/or
2. POV shipment (see Ch 5, Part E).

C5075 PCS MOVEMENTS (FTR §302-3)

A. General. This covers world-wide PCS movements.

B. Travel and Transportation Allowances. Under par. C5005, travel and transportation allowances are authorized
incident to PCS movementsin par. C5075.

C. Agreements/Service Reguirements/Violation Agreements. See Ch 5, Part L.

D. Alternate Origin and/or Destination Limitation. Travel and transportation allowances are limited to those
between the old and new PDSs.

Change 526 C5B-11
8/1/09



http://archive.gao.gov/lglpdf31/099263.pdf�
http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeId=17113&channelId=-24569&specialContentType=FTR&file=FTR/Chapter302p003.html#wp1119779�

Ch 5: Permanent Duty Travel C5050-C5090
Part B: Employee Transportation & Subsistence

C5080 TRAVEL AND TRANSPORTATION UNDER SPECIAL CIRCUMSTANCES

A. First Duty Station Travel Eligibility (FTR 8302-3 and §302-3.501(b))

1. General

a. Travel and transportation expenses may be allowed to first duty station only for the following persons:
(1) A new appointee to any position;
(2) A student trainee assigned to any position upon completion of college work; or
(3) Presidential Transition Team personnel newly appointed to GOV’ T service who have performed
transition activities under section 3 of the Presidential Transition Act of 1963 (3 USC 8102, note) and
are appointed to GOV'T service in the same fiscal year as the Presidential inauguration that
immediately follows their transition activities.

b. The provisions of this Part apply to relocation to the first PDS from the actual residence at the time:
(1) Of appointment, for new appointees, as defined in par. C5080-B2, or,

(2) Following the most recent Presidential election, but before sel ection/appointment, in the case of
individuals described above in par. C5080-Ala(3).

c. Therestrictionsin par. C5080-F (Short Distance Transfers (PCS within Same City or Area)) do not
apply to first duty station travel. When first duty station travel isinvolved, the hiring DOD Component
may or may not, at its discretion, authorize/approve payment of applicable first duty station travel and
transportation allowances in par. C5080-B5 without regard to the distance between the employee's actual
residence and the first PDS.

2. Requirements and Allowances for a New Employee Assigned to an OCONUS PDS

a. Agreement Requirements. See Chap. 5, Part L.

b. Service Requirements. See par. C5570.

c. Travel and Transportation Allowances. Travel and transportation allowances:
(1) Are measured from the actual residence, at the time of appointment, to the OCONUS PDS.
(2) For Presidential Transition Team appointees are limited to expenses incurred from the actual
residence, from which the employee was rel ocated to perform Presidential transition activities, to the
assigned PDS.

d. Foreign OCONUS Area PDS Assignment Allowances

(1) Foreign Transfer Allowance (FTA). See par. C1004. When assignment is from a CONUS/non-
foreign OCONUS areato aforeign OCONUS area PDS, the following are authorized:

(8) Miscellaneous Expense Portion. See DSSR, Section 241.2 at
http://aoprals.state.gov/content.asp?content_id=247& menu_id=81 and par. C1004,

(b) Lease Penalty Expense Portion. See DSSR, Section 242.4 at
http://aoprals.state.gov/content.asp?content_id=247& menu_id=81 and par. C1004, and
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(c) Pre-departure Subsistence Expense. Thisisaso provided for a new appointee in a CONUS/
non-foreign OCONUS area whose first assignment is aforeign OCONUS area PDS. See DSSR,
Section 242.3 at http://aoprals.state.gov/content.asp?content_id=247& menu_id=81 and par.
C1004.

(2) Temporary Quarters Subsistence Allowance (TQSA) (DSSR, Section 120
(http://aoprals.state.gov/content.asp?content_id=239& menu_id=81). Provided for temporary
lodgings occupied upon arrival at aforeign OCONUS area PDS if eligible for a Living Quarters
Allowance (LQA) under the DOD Civilian Personnel Management System Directive 1400.25-M,
Subchapter 1250-E at http://mww.dtic.mil/whs/directives/corres/html/140025m.htm and DSSR
Section 031.1 at http://aoprals.state.gov/content.asp?content_id=145& menu_id=81.

B. New Appointee and Student Trainee Appointments and Assignments to the First PDS (FTR 8§302-3, Subpart A)

1. Generd.
a. Travel and transportation allowances may be authorized for appointees/student trainees assigned to a
first PDS. Once reimbursement is authorized for travel and transportation allowances, al mandatory
allowances must be reimbursed.
b. The appointee/student assigned to afirst PDS may be reimbursed allowable travel and transportation
expenses once the individual has signed a service agreement to remain in GOV'T service for a 12-month
minimum (beginning the date the appointee/student trainee reports for duty at the first/new PDS), unless
separated for reasons beyond the employee's control that are acceptable to the agency concerned.
c. If the written service agreement is violated, including failure to report for duty at the first/new PDS, any
GOV'T funds spent for travel, transportation, moving and/or HHG storage, and all other allowances
authorized under this Part become that individual's financial responsibility to repay to the GOV'T.
d. See par. C5550-E regarding service agreement requirements for appointments to an OCONUS position.

e. See par. C5570-C and APP Q, Parts 11l and IV for information concerning OCONUS PDS location
tours.

2. Coverage. A new appointee:

a. May be authorized payment of only expenses listed in par. C5080-B5 when relocating to the first PDS.

b. Includes:
(1) Anindividual who is employed with the Federal GOV'T for the first time,
(2) Presidential Transition Team personnel (see par. C5080-Al1a(3)), and
(3 Anemployeereturning to the GOV’ T after abreak in service (except an employee separated as a
result of reduction in force/transfer-of-function and is re-employed within one year after such action
(par. C5080-C)); or

(4) A student trainee assigned to the GOV’ T upon completion of college.

c. Isnot an employee separated as a result of a RIF/transfer-of-function. Such an employeeistreated asa
transferee under pars. C1052-B2 and C5080-C.

3. DOD Component Responsibility. Each DOD Component must ensure that a new appointee isinformed of
benefits availability and limitations.
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4. Procedural Requirements

a. Agreement. Payment for otherwise allowable expenses/advance of funds cannot be made unless the
appointee/student trainee has signed the appropriate service agreement.

b. Travel before Appointment

(1) Authorized expenses may be paid even though the individual concerned has not been appointed at
the time travel to the first PDSis performed.

(2) Travel and transportation for Presidential Transition Team personnel (see par. C5080-A1a(3)),
may take place at any time following the most recent Presidential election, but expense reimbursement
cannot occur until the individual's actual appointment.

(3) Par. C5080 does not limit the Ch 7, Part D provisions allowing the payment of pre-employment
interview travel.

c. Prior Payment. A student trainee may not receive payments at the time of assignment if travel and
transportation expenses were paid when the trainee was appointed as a student trainee.

5. Allowable Expenses. The following expenses are payable when travel to the first PDS at GOV’ T expenseis
authorized/approved by the hiring DOD Component. Not all of the listed items are applicable in each situation
covered by this Part.

a. Travel and transportation, including per diem, for the appointee/student trainee. See par. C5060-E2.
NOTE: AEA in Ch 4, Part M, may not be authorized/approved for first duty station travel.

b. Transportation for the appointee's/student trainee's dependent. See Ch 5, Part C.

c. MALT if aPOC isused. See par. C5050.

d. HHG transportation and SIT. See Ch 5, Part D.

e. NTS (extended storage) of HHG if appointed to an isolated location or assigned to an OCONUS PDS.
See Ch 5, Part D.

f. Mobile home transportation. See Ch 5, Part F.

g. POV shipment when authorized by the DOD Component. See Ch 5, Part E.

6. Expenses Not Allowable. The following expenses are not allowable to appointees and student trainees.

a. Per diem for dependents;

b. A HHT;

c. TQSE (Ch 5, Part H);

d. MEA (Ch5, Part G); NOTE: Ch 5, Part G does not authorize MEA for first duty station travel. The
authority in DSSR, section 241.2 at http://aoprals.state.gov/content.asp?content_id=247& menu_id=81
may be used to authorize MEA for an employee on first duty station travel to a foreign OCONUS area
duty station.

e. Residence sale and purchase expense (Ch 5, Part P);
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f. Lease-breaking expense (except asin par. C1004-C4); and
0. Relocation service (Ch 5, Part Q).

7. Alternate Origin and/or Destination

a. Thetravel and transportation expense limit is the cost of allowable travel and transportation directly
between the individual's actual residence at the time of selection/assignment and the PDS to which
appointed/assigned.

b. For Presidential Transition Team personnel (see par. C5080-A1a(3)), the actual residence, at the time of
first duty station travel following the most recent Presidential election, is used.

c. Travel may be from and/or to other locations, but the new appointee/student traineeis financially
responsible for any excess cost involved.

8. Funds Advance. An advance for allowable expenses may be made to appointees/student trainees under Ch
1, Part C.

C. Movement of an Employee or Reemployed Former Employee Affected by Reduction in Force (RIF)/Transfer of
Function (FTR 8302—3.206)

1. General. Aninvoluntary transfer due to a RIF/transfer of function isinthe GOV’ T'sinterest (FTR 8302-
3.205). PCS allowances are authorized.

2. Placement before Separation. When an employee is assigned to any new duty station due to a RIF/transfer
of function before separation, travel and transportation allowances are from the old PDS to the new PDS.

3. Placement after Separation. If aformer employee was separated due to a RIF/transfer of function, and is
reemployed:

a Inthe Federal GOV'T,

b. Within 1 year of the separation date,

¢. Under a non-temporary appointment, and

d. At adifferent duty station from the one at which the original separation occurred,

the travel and transportation allowances are from the old PDS at which separated to the new PDS provided the
new PDS meets the distance requirements in par. C5080-F for a short distance transfer.

4. Agreement Requirement. PCS allowances may be allowed when an employee, who istransferred due to a
RIF/transfer of function, agreesin writing to remain in GOV’ T service for 12months (beginning the date the
employee reports for duty at the new PDS) IAW par. C5080. |If the employee violates the written agreement,
including failure to report for duty at the new PDS, any GOV’ T funds spent for allowances authorized under par.
C5080 become the individual’s personal financial responsibility. See par. C5550-E for agreement requirements
when atransfer isto an OCONUS position.

5. Employee Transferring to the U.S. Postal Service. PCS allowances |AW par. C5080 may also be authorized
for aDOD employee (5 USC 8§5735) who:

a. Isscheduled for separation from DOD, other than for cause;

b. Isselected for appointment to a continuing position with the U.S. Postal Service; and
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c. Accepts the appointment.

6. Travel Authorization/Order Issuance. Travel authorization/order issuanceis covered in APPI.

7. Funding. For funding of allowances authorized under par. C5080, see par. C1052.

8. Example: An Employee Separated due to Function Transfer. An employee in California declined to relocate
with a function transfer and was separated. The employee sold the residence within 2 months, stored HHG and
departed with the spouse for Washington, D.C., in a POA, towing a house trailer. Upon reemployment in a
permanent position in Washington 4 months later, the employee signed a service agreement and was issued a
PCStravel authorization/order that authorized the same PCS allowances that would have been authorized had
the employee transferred without a break in service. The employee was reimbursed for the residence sale, HHG
storage and shipment, MALT and per diem for travel to Washington with the spouse prior to reemployment,
including TQSE and the MEA. Reimbursement for towing the house trailer was not allowed since
reimbursement is allowed for shipping HHG or moving a house trailer, but not both (51 Comp. Gen 27 (1971)
and B-172824, 28 May 1971).

D. Return from Military Duty

1. Mandatory Restoration. A civilian employee:

a. Authorized mandatory restoration under FPM 353,
b. Returning from military duty, and

c¢. Finding that an appropriate vacancy does not exist at the PDS at which the employee resigned to enter
the Armed Forces,

isrestored to the PDS at which the employee resigned to enter the Armed Forces.
2. Travel and Transportation Allowances. Travel and transportation allowance payment isin the GOV'T’s

interest from the restoration place to a place where a suitable DOD vacancy is available (B-170987, 14
December 1970 and 25 Comp. Gen. 293 (1945)).

3. Red Estate Expense

a. Chb5, Part P, alows reimbursement for real estate expenses required to be paid by the employee ICW
residence:

(1) Sale (or unexpired lease settlement) at the former civilian PDS; and

(2) Purchase at the new PDS (the criteriain par. C5080-F concerning change of station within the
same city or area applies).

b. Reimbursement is prohibited for any:
(1) Sae,
(2) Settlement of an unexpired lease, or
(3) Purchasetransaction

that occurs prior to the employee being officially notified that the employee would be assigned to a
different PDS than the one at which the employee resigned to enter the Armed Forces.
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4. Travel and Transportation Allowances

a. An employee returning from the location at which released from duty in the Armed Forces directly to
the new civilian PDS (other than the one from which the employee resigned or entered LWOP-US to enter
the Armed Forces) has separate and distinct travel and transportation allowances.

b. Based on the employee's status the employee is authorized the below travel and transportation
allowances:

(1) Service Member Being Discharged. The employee is authorized travel and transportation
allowances under the JFTR from the place released from the Armed Forces to the HOR, or PLEAD.

(2) Civilian Employee. The employeeis authorized travel and transportation allowances for self,
dependents, and HHG from the civilian PDS at which the employee resigned to enter the Armed
Forces to the new civilian PDS.

¢. The employee is authorized:

(1) The MEA (see Ch 5, Part G),

(2) Reimbursement of expenses incurred ICW the sale/purchase of aresidence or an unexpired lease
(seeCh5, Part P),

(3) A HHT, but only if authorized in the travel authorization/order, under Ch 5, Part M, and

(4) TQSE, but only if authorized in the travel authorization/order under Ch 5, Part H.

d. Alternate PDS (GSBCA 15754-RELO, 17 May 2002)

(1) Theemployee's home, used as a residence while serving on active military duty, may be the
employee’s PDS instead of the former civilian PDS.

(2) Real estate expenses are allowed for the sale of the home occupied as a residence while serving on
active military duty instead of a home at the former civilian PDS.

(3) PCS allowances are authorized from the location of the employee’s home used as a residence
while serving on active military duty to the employee’s new PDS.

5. Moving Costs. If the entire cost for moving the employee, dependents and HHG from the place of release
from the Armed Forces to the new civilian PDS is provided under the employee's travel and transportation
allowances as an Armed Forces member being discharged, no additional payment is allowed.

6. Travel and Transportation Costs. If the entire cost for travel and transportation is not covered by the

authorization in par. C5080-D4b(1), the travel and transportation allowances in par. C5080-D4b(2) are paid for
the allowable expenses not covered (B-173758, 8 October 1971).

7. Caled/Ordered to Active Duty. See JFTR, Ch 7, Part G, for travel and transportation allowances when an

RC member (including adual status technician) or retired member is called/ordered to active duty.

E. Successive PCS Assignments and Delayed Movement of Dependents and/or HHG to the Last PDS

1. Limitation
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a. When an employee makes successive PCS moves and dependent and/or HHG movement is delayed until
transfer to the last PDS, movement is allowed by the direct route between the first and last PDSs, provided
the 2-year time limitation under the authority for the first transfer has not expired.

b. If the 2-year time limitation has expired with regard to the transfer from the first PDS, travel and
transportation allowances are limited to that from a subseguent PDS, where the 2-year time limitation has
not expired, to the last PDS.

2. Funding Responsibility. See par. C1052-B.

F. Short Distance Transfers (PCS within Same City/Area) (FTR §302-2.6)

NOTE: Therestrictionsin par. C5080-F do not apply to first duty station travel. When first duty station travel is
involved, the hiring DOD Component may or may not, at its discretion, authorize/approve payment of applicable
first duty station travel and transportation allowancesin par. C5080-B5 without regard to the distance between
the employee’ s actual residence and thefirst PDS.

1. Authorization/Approval. Travel and transportation allowances may be authorized/approved incident to a
PCS when the PCSiis:

a. Inthe GOV’ T’sinterest (responding to a vacancy annhouncement is not ‘at the employee’s request’),
b. Toanew PDSthat isat least 50 miles from the old PDS, and

c. Resultsin aresidencerelocation. In determining that the residence relocation isincident to the PCS, the
AO must consider commuting time and distance between the:

(1) Residence at the time of PCS notification and the old and new PDSs, and
(2) The proposed new residence and the new PDS.
Ordinarily, aresidence relocation is not incident to a PCS unless the employee's proposed new residence is

closer to the new PDS than the employee's old residence (i.e., the residence from which the employee
commuted daily to the old PDS). For exceptions see par. C5080-F2.

2. Exceptions. On a case-by-case basis the AO may authorize PCS expense reimbursement for PCS moves of
less than 50 miles when the move isin the GOV’ T’ sinterest, and without the move:

a. The one-way commuting distance between the residence being occupied while serving at the old PDS,
and the new PDS, increases by at least 10 miles (e.g., existing residence to old PDS = 20 miles and existing
residence to new PDS = 31 miles); or

b. Thereisacommuting time increase to the new PDS; or

c. Increased commuting costs impose afinancial hardship.

3. PCS Claims Must Satisfy Conditions

a. PCS claims for allowances authorized in atravel authorization/order must satisfy the conditionsin par.
C5080-F1 or C5080-F2 before reimbursement is allowed.

b. If the employee changes the proposed new residence location, the AO must review the change for
compliance with the criteriain pars C5080-F1 and C5080-F2 as applicable.

c¢. Non-compliance of the new residence location is grounds for denial of the various allowances.
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d. SeeCh5, Part N for reimbursement of additional tax incurred by an employee on PCS allowance
reimbursement.

G. Waiver of Limitations for an Employee Relocating to/from a Remote or |solated Location (FTR §302-2.106)

1. General. PCS allowance limitations (Travel and Transportation Expenses, New Appointees, Student
Trainees, and Transferred Employee) authorized in 5 USC Chapter 57, Subchapter Il and in these regulations
may be waived by the Secretarial Process for any employee rel ocating to/from a remote or isolated location
when the following conditions are met:

a. The employee would suffer a hardship if the limitation was not waived; and

b. The official waiving PCS limitations certifies, in writing, both the waiver and the reason(s) for the
walver.

2. Remote/lsolated Locations. The following locations have been designated as remote or isolated Locations:

Location Effective Date Biennial Re-certification Date
1. None Yet Designated
2.

3.

3. Designating a PDS as a Remote/lsolated L ocation. A request to designate a PDS as a remote/isolated
location should be submitted, with justification, to the PDTATAC through the appropriate Army, Navy, Marine
Corps, Air Force or OSD address listed under “Feedback Reporting” in the Introduction. Justification for
continuing a PDS designation as an isolated/remote location must reach the PDTATAC by the biennial re-
certification date in the table in par. C5080-G2 or the designation may be deleted.

4. Criteriafor Designating a PDS as a Remote/l solated L ocation

a. Criteria. Inthe circumstances described in par. C5080-G4b or C5080-G4c, any PDS is aremote/
isolated location (for the purpose of par. C5080) if listed in par. C5080-G2. For NTS of HHG at an isolated
PDS, see par. C5195.

b. Daily Commuting Impractical. Daily commuting isimpractical because the PDS location and available
transportation are such that DOD Component management requires the employee to remain at the PDS for
the workweek as a normal and continuing part of the employment conditions.

c. Extraordinary Conditions. Boat, aircraft, or unusual conveyance is the only transportation meansto the
PDS, and then only under extraordinary conditions, and the distance, time, and commuting conditions
result in expense, inconvenience, and/or hardship significantly greater than that encountered in
metropolitan area commuting.

C5085 SEPARATION TRAVEL FROM OCONUS DUTY (FTR 8302-3, subpart D)

A. Eligible Employee. An employee isauthorized travel and transportation allowances to the actual residence upon
separation from Federal serviceif the employee has:

1. A service agreement providing for return travel and transportation allowances; and

2. Served the period required in the current service agreement or that service period requirement has been
waived because separation is for reasons beyond the employee's control that are acceptable to the employee’s
activity; and

3. Resigned or been separated involuntarily. A resignation must be executed before the employee leaves the
OCONUS activity.
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NOTE: See par. C5090 for specific regulations concerning a separating SES employee.

B. Separation Travel and Transportation Allowances. An employeeis:

1. Authorized travel and transportation allowances for travel from the OCONUS PDS to the actual residence
established at the time of appointment/transfer to the OCONUS PDS.

2. Authorized travel and transportation allowances for travel to an alternate destination NTE the constructed
cost for travel from the OCONUS PDS to the actual residence.

3. Personaly financially responsible for any excess costs (63 Comp. Gen. 281 (1984)).

4. Not authorized travel and transportation allowances if separated from a PDS in the same locality as the
actual residence/alternate location.

5. Not authorized per diem for dependents, TQSE, MEA, residence sale and/or purchase expenses, lease-
breaking expenses, NTS of HHG, RIT allowance, and rel ocation services upon separation as are authorized for
reimbursement for atransferred employee. (GSBCA 16107-RELO, 26 September 2003)

C. Separation Travel and Transportation Allowances Loss

1. Election to Separate OCONUS for Personal Reasons. An employee's OCONUS separation election must be
in writing and include a statement that the employee understands the travel and transportation allowances | oss.

2. Refusal to Accept/Use Return Travel and Transportation Allowances within a Reasonable Time after
Release from Duty (FTR 8302-3.500(c) and GSBCA 16235-REL O, 16 October 2003)

a. A separating employee loses return travel and transportation allowances when the employee refuses to
accept/use them after release from work status in the OCONUS position.

b. An OCONUS activity commanding officer may authorize a delay for a reasonable period upon receipt
of an employee's written request. Ordinarily, adelay of 90 or less calendar daysis reasonable. Under
unusual extenuating circumstances that, in the OCONUS activity commanding officer’s opinion, warrant a
longer delay, return travel may be delayed up to 2 years from the separation date.

c. Requests for delays from an employee separating OCONUS to accept private OCONUS
employment/retire locally to establish an OCONUS retirement residence must not be approved.

d. If arequest for delay is not received by the OCONUS activity commanding officer, or if the employee
refuses to accept/use travel and transportation allowances at the expiration of the authorized/approved
delay period, the employee loses the allowances.

D. Limited Separation Travel and Transportation Allowances

1. If an employee loses/does not use personal travel and transportation allowances, the employee is authorized
travel and transportation allowances for dependents and HHG, provided the travel and transportation allowances
are used within areasonable time. See Ch 5, Parts C and D.

2. The circumstances of anticipated partial/delayed travel and transportation allowances use should be a matter
of written record.

E. Employee Not Eligible. The following employees are not authorized separation travel and transportation
allowances:

1. A localy-hired OCONUS employee who is not eligible to sign an agreement, and
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2. An employee who violates the agreement prior to completion of the minimum period of service required
under the current agreement unless there are unused previously-earned travel and transportation allowances.

F. Employment in Another DOD Component without a Break in Service after Separation from the Losing Activity

1. General. Thelosing OCONUS activity pays an employee's travel and transportation allowances to the
authorized separation destination, NTE those payable to the actual residence (see par. C1052-E3), even though
the employee is employed, without a break in service, by a different DOD Component after arrival at the
authorized separation destination.

2. New PDS at other than the Authorized Separation Destination

a. Genera. If the new PDSis other than at the authorized separation destination thereby necessitating
additional travel, travel and transportation allowances are paid by the gaining DOD Component, when PCS
allowances are authorized by the gaining DOD Component. These payments must not exceed the
constructed allowances for travel by direct route from the old OCONUS PDS to the new PDS, less the cost
of separation travel and transportation allowances paid by the losing OCONUS activity.

b. PCS Allowances Related to the New PDS
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(1) Par. C5070 lists the mandatory and discretionary allowances that are the acquiring DOD
Component’s responsibility when that component authorizes PCS allowances and the employee meets
eligibility conditions for the allowances concerned.

(2) The employee's actual residence being the separation destination and the new place of
employment (without a break in service) does not preclude eligibility for certain PCS allowances
(TQSE and MEA).

(3) Applicable PCS allowances are not authorized until the employee signs a new service agreement.
See par. C5550-B.

(4) Thefollowing examples indicate the extent of eligibility in various situations involving an
employee whose actual residence is Chicago, IL, and whose OCONUS PDS from which returned for
separationisin London, U.K.

(a) Example 1. The employeeisreturned for separation at Washington, DC, and is employed
without a break in service by a different DOD Component with assignment to a new PDS at
Dayton, OH. The gaining DOD Component, at its expense, may authorize:

-1- The additional travel and transportation allowances from Washington to Dayton, limited
to the constructed travel cost between the old OCONUS PDS in London and the new PDSin
Dayton by direct route, less the separation travel and transportation costsincurred by the
losing DOD Component;

-2- Per diem en route for dependents for travel between Washington and Dayton, limited to
the constructed direct travel time from London to Dayton, less the time en route from London
to Washington; and

-3- TQSE at Dayton, an MEA and, if thereis eligibility, real estate allowances.

(b) Example 2. The employeeis returned for separation at Chicago, IL, and is employed without
abreak in service by adifferent DOD Component with assignment to a new PDS at Washington,
DC. Thereisno dligibility for additional travel and transportation allowances between Chicago
and Washington. However, the gaining DOD Component, at its expense, may authorize TQSE at
Washington, an MEA and, if there is eligibility, real estate allowances.
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(c) Example 3. The employee isreturned for separation at Chicago, IL, and is employed without
abreak in service by adifferent DOD Component with assignment to anew PDS at Denver, CO.
The gaining DOD Component, at its expense, may authorize:

-1- The additional travel and transportation allowances from Chicago to Denver limited to the
constructed cost between the old OCONUS PDS in London to the new PDS in Denver by
direct route, less the separation travel and transportation costs incurred by the losing DOD
Component;

-2- Per diem en route for dependents for travel between Chicago and Denver, limited to the
constructed time for direct travel from London to Denver, less the time en route from London
to Chicago; and

-3- TQSE at Denver, an MEA and, if eligible, real estate allowances.

(d) Example4. The employeeis returned for separation in Chicago, IL, and is employed without
abreak in service by adifferent DOD Component with assignment to anew PDS at Chicago.
Thereisno eligibility for additional travel and transportation allowances for the employee or
dependents. However, the gaining DOD Component, at its expense, may authorize TQSE at
Chicago and an MEA.

c. Prohibition. If abreak in service occurs between the separation date and the employment date, no travel
and transportation allowances are payable for travel from the actual residence or authorized alternate
separation destination to the new CONUS PDS unless first duty station travel is authorized by the gaining
activity under par. C5080-B. If thereis no break in service and the movement to the new PDSis not in the
GOV'T’sinterest, there is no authority for other than separation travel and transportation allowances.

C5090 LAST MOVE HOME FOR A SENIOR EXECUTIVE SERVICE (SES) CAREER APPOINTEE
UPON SEPARATION FROM FEDERAL SERVICE FOR RETIREMENT

A. Applicability

1. Individuals Covered. This partisapplicable to:

a. SESpositions; and

b. Non-SES appointeesif the appointee:.
(1) Hasarate of basic pay at Level V or higher of the Executive Schedule;
(2) Was previoudly an SES career appointee; and

(3) Elected, under 5 USC 83392(c), to retain SES retirement travel and transportation allowances.

2. Exclusions. This Part does not apply to an SES employeewho isa

a. Limited Term Appointee. Anindividual appointed under a nonrenewable appointment for aterm of 3 or
fewer yearsto an SES position, the duties of which expire at the end of that term;

b. Limited Emergency Appointee. Anindividual appointed under a nonrenewable appointment, NTE 18
months, to an SES position established to meet a bona fide, unanticipated, urgent need; or

¢. Non-career Appointee. An individual in an SES position who is not a career appointee, alimited term
appointee, or alimited emergency appointee.
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3. Dependents of a Deceased Covered Individual. The last move home provisions of this Part also apply to the
dependents of an eligible employee, as defined in par. C5090-A1, provided the employee:

a. Satisfied the eigibility criteriain par. C5090-B; and
b. Diesin GOV'T service;

c. Died after separating from GOV’ T service but before travel and/or transportation to home were
compl eted.

B. Eligibility Criteria. An SES career appointee (or a deceased covered employee's dependents), as defined in par.

C5090-A, is€ligible, upon separation from Federal Service, for the travel and transportation allowances in par.
C5090-D, but only after the employee has actually separated from Federal service. Any expensesincurred prior to
actual separation are not reimbursable. See GSBCA 16328-REL O, 12 April 2004. Employee requirements:;

1. Was geographically transferred/reassigned in the GOV’ T’ sinterest and at GOV’ T expense from one PDS to
another as an SES career appointee, including atransfer/reassignment from:

a. One SES career appointment to another; or

b. An SES career appointment to an appointment outside the SES at a pay rate equal to/higher than
Executive Schedule Level V, and the employee elects to retain SES retirement travel and transportation
allowances under 5 USC 8§3392; or

c. Other than an SES career appointment, including an appointment in a civil service position outside the
SES, to an SES career appointment.

2. At transfer/reassignment time was:

a. Eligibleto receive an annuity for optional retirement under 5 USC §8336(a), (b), (c), (d), (e), (f), or (j),
Chapter 83, Subchapter |11 (Civil Service Retirement System (CSRS)); or under 5 USC §8412, Chapter 84,
Subchapter |1 (Federal Employees Retirement System (FERS)); or

b. Within 5 years of eligibility to receive an annuity for optional retirement under one of the authoritiesin
par. C5090-B2&; or

c. Eligible to receive an annuity based on discontinued service retirement, or early voluntary retirement
under an OPM authorization, under 5 USC §8336(d), Chapter 83, Subchapter 111; or 5 USC §8414(b); or 5
USC Chapter 84, Subchapter II;

3. Isdligible to receive an annuity upon separation (or, in the case of death in GOV'T service, met the
requirements for being eligible to receive an annuity as of the date of death) under 5 USC Chapter 83,
Subchapter I11 (CSRS), or 5 USC Chapter 84 (FERS), including an annuity based on optional retirement,
discontinued service retirement, early voluntary retirement under OPM authorization, or disability retirement;

and

4. Hasnot previously received "last move home" travel and transportation allowances upon separation from
Federal service for retirement.

C. Authorization/Approval

1. Covered Individuals. Anindividual who iseligible for relocation expenses may submit arequest to the
official designated by the concerned DOD for expense authorization/approval. This request ordinarily should
be submitted, in writing, at least 90 days before the anticipated retirement date and must include the following
information:

Change 526 C5B-23

8/1/09


http://www.gsbca.gsa.gov/topical/r1632812.txt�

Ch 5: Permanent Duty Travel C5050-C5090
Part B: Employee Transportation & Subsistence

2.

a. Name, grade, and SSN;

b. Name of spouse;

¢. Name(s) and age(s) of dependent children;
d. Move origin and destination;

e. Anticipated move dates.

Dependents of a Deceased Covered Employee. The family of a deceased employee should submit a request

as prescribed in par. C5090-C1 as soon as practicabl e after the employee's death.

D. Allowable Expenses. When authorized/approved by the DOD Component head, travel and transportation
expenses are paid for an eligible employee. See par. C5090-A. Allowable expenses and provisions of these
regulations that apply are as follows:

1.

2.

3.

4,

Travel and transportation expenses, including per diem, under par. C5000 for the employes;
Transportation expenses under par. C5100, but not per diem, for the employee’ s dependent;
MALT under par. C5050 if travel is performed by POC; and

HHG transportation and SIT (see Ch 5, Part D) NTE 18,000 pounds net weight of HHG.

E. Expenses Not Allowable. The following expenses are not authorized for the last move home by an SES

employee:

1.

2.

7.

8.

Per diem for the employee’ s family,
TQSE,

MEA,

Residence sale and purchase expenses,
L ease-breaking expenses,

NTS of HHG,

RIT alowance, and

Relocation services.

F. Origin and Destination

1.

General. The expenses listed in par. C5090-D may be reimbursed from the employee's PDS at separation to

the place the individual electsto residein a CONUS/non-foreign OCONUS location. |f the employee dies
before separating, or after separating but before the move is completed, expenses may be reimbursed to the
place within these areas at which the dependents elect to reside even if different than the employee’s elected
place.

2.

Alternate (or more than One) Origin. Travel and transportation expenses may be paid from an alternate

origin or from more than one origin provided the cost does not exceed what the GOV’ T would have paid if all
travel and transportation had originated at the PDS from which the individual was separated to the place where
the individual, or the dependents, are to reside.
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3. Same General or Metropolitan Area. These provisions contemplate a move to a different geographical area.
If the place at which the individual has elected to reside is within the same general local or metropolitan areain
which the PDS or residence was located at the time of the individual's separation, the expenses authorized by
this Part may not be paid unless the distance criteriain par. C5080-F are met for a short distance transfer.

G. TimeLimitsfor Beginning Travel and Transportation. All travel and transportation must be accomplished
within 6 months following the separation date (or date of death if the employee died before separating). If
authorized/approved by the Secretarial Process under unusual extenuating circumstances that warrant alonger
period, the travel and transportation may be delayed for alonger period. In no case may the Secretarial Process
permit a period longer than 2 years from the effective date of the individual’ s separation from service (or date of
death if the employee died before separating). (GSBCA 16328-REL O, 12 April 2004)

H. Funds Use. Travel advances must not be issued to cover any of the expenses authorized by this Part. Travel
and transportation arrangements should be made through GOV’ T-procured travel and transportation means to the
maximum extent possible to minimize travel and transportation costs and the need for individual s to use personal
funds. In rare instances when individuals have been authorized/approved to make their own arrangements (see par.
C2203), they may be reimbursed for their actual transportation expenses.

NOTE: Reimbursement must not exceed the policy-constructed airfare (see APP A) for transportation of the
individual and dependents, or, for moving and storage of HHG, the applicable allowances under the commuted
rate schedule (or the GOV’ T-arranged move cost if that isthe directed transportation method).
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SECTION C1: GENERAL
C5100 ELIGIBILITY

A. Genera

1. Appropriate dependent travel and transportation allowances may be authorized/approved |CW PCSs world-
wide.

*2. Dependent travel and transportation allowances are based on the employee's travel authorization and are
subject to the conditions and restrictionsin Ch 5, Part C. Separate eligible dependent(s) PDT to the new PDSis
authorized and effective when the employee’ s travel authorization/order is signed IAW Agency/Service
regulations (par. C5608).

3. Except asin Ch 6, these allowances are limited to those allowable for uninterrupted travel by the authorized
transportation mode over a usually traveled route between the old and new PDS.

4. Thereisno authority for any additional travel and transportation allowances for a dependent who
accompanies an employee on TDY assignment, except for transportation authorized under pars. C4500-B and
C4500-C.

B. Child's Age and Travel Eligibility. A dependent child's eligibility (see APP A for DEPENDENT) for travel
allowances depends on the child’ s age on the date the employee reports for duty at the new PDS (B-160928, 28
March 1969 and B-166208, 1 April 1969). Example: A child 20 years and 11 months old when the employee
reportsto anew PDSiseligible for travel to that new PDS, even if travel is delayed until the child is age 22 years
and 11 months.
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SECTION C3: DEPENDENT STUDENT TRAVEL
C5120 DEPENDENT STUDENT TRAVEL TO ATTEND SCHOOL
NOTE: Par. C5120 parallels State Department regulations and NOT the JFTR.

A. Authority and Eligibility

1. Authority and dligibility requirements for dependent student travel and educational alowancesin foreign
areas are in DOD 1400.25-M, Subchapter 1250 “Overseas Allowances and Differentials’ at
http: //mww.cpms.osd.mil/ASSETS/742CB62C9D4343D 1A551E8969796D41F/m1401250.PDF .

2. DOD 1400.25-M, SC 1250.5.1 authorizes educational travel, prescribed in DSSR Section 280, for a
dependent student of a DOD civilian employee assigned in aforeign area for travel to and from a school
offering a full-time course of secondary (in lieu of an education allowance), or post-secondary education.

3. Travel may beto and from aschool. See
http://aoprals.state.gov/content.asp?content_id=250& menu_id=81.

4. Dependent student travel administration is AW DOD regulations and Service implementing regulations.

B. DODEA Student Activity Travel

1. The DODEA statutory charter (20 USC 88921-932), authorizestravel for a DODEA student to academic
competitions and co-curricular activities.

2. The Director, DODEA, or designee determines appropriate activities.

3. Theresponsible DODEA activity determines the most appropriate method and DODEA appropriations to
authorize transportation for a student in support of co-curricular activities.

4. Payment of per diem, reimbursement for meals and/or lodging for a student, or incidental expenses
associated with TDY must not be authorized.
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*C. _Per Diem Computation Example. The following example illustrates the method used for computing per diem
allowances incident to Dependent Student Travel:

Example
Per Diem Computation for Dependent Student Authorized Travel IAW DSSR Section 280.
See pars. C4553-D, C5120 and C5125-D.

NOTE: Dependent student travel M&I E is authorized at a flat 75% of the applicable M& | E rate indicated in par.
C4553-D1a and C4553-D1b.

1. Dependent student travels from OCONUS to a CONUS school and return to OCONUS.

2. ltinerary: 8/14 Depart OCONUS residence at 0730
8/14 Arrive at CONUS lodging at 2130
8/15-5/15 Per diemis not authorized.

5/16 Depart CONUS lodging at 1300
5/17 Arrive OCONUS residence at 0915

3. The dependent student is authorized per diem while traveling to/from school since actual travel timein each
direction exceeds 12 hours. See par. C4552-F.

4. Thelocality per diem rate for the CONUS destination at the time of travel was $158 ($107/ $51).

*5. Reimbursement: 8/14 75% x $51 (M&IE) = $38.25
8/15-5/15 no per diem $ 0.00
5/16 75% X $51 (M&IE) = $38.25
5/17 75% X $51 (M&IE) = $38.25
Total Reimbursement $114.75

*6. Par. C4553-D1la applies for the OCONUS departure day and the destination M& IE rate ($51) is used to
compute per diem for that day. The trip from OCONUS to CONUS was for longer than 12 hours.

7. Dependent student travel per diem is computed with the same rates that are used for an employee’s TDY travel.

C5123 TRANSPORTATION OF A STUDENT WITH A DISABILITY FOR DIAGNOSTIC AND
EVALUATION PURPOSES

A. Student Travel. Transportation and per diem/AEA, as prescribed for travel by aTDY employee, are authorized
for atuition-free DODEA student who has a disability, or may be considered as having a disability, under DODI
1342.12, when competent medical/educational authority requests a diagnosis/eval uation under the provisionsin
DODI 1342.12, and travel is necessary to obtain the diagnosis/eval uation.

B. Parent/Guardian Travel. If the medical/educational authority requests that one or both of the student's parent(s)/
guardian(s) be present, either to participate in the diagnosig/evaluation or to escort the student, transportation and per
diem/AEA are similarly authorized for the parent(s)/guardian(s).
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SECTION 2: HHG TRANSPORTATION
C5158 RE-TRANSPORTATION OF THE SAME HHG

HHG returned to CONUS/the actual residence and then reshipped back to the OCONUS PDS during a continuous
OCONUS employment period must be;

1. For reasons beyond the employee's control, and
2. Authorized/approved by the Headquarters of the DOD Agency concerned.
If HHG are shipped back to the OCONUS PDS, anew service agreement is not required.

C5160 TRANSPORTATION METHODS (FTR 8302-7.100-201)

A. HHG. The official designated by the Service/Defense Agency must authorize/approve the HHG transportation
method. A cost comparison must be completed ICW each PCS travel authorization/order prior to authorizing a
transportation method on that PCS travel authorization/order. The servicing Personal Property Shipping Office
must provide the rate comparison by computing the cost difference between the actual expense and commuted
rate methods of HHG transportation.

B. UB
1. General
a. UB weight is part of the total authorized HHG weight allowance.
b. UB isdefinedin APP A.

c. Express and freight shipments made by the GOV’ T must be made under GOV’ T transportation policy
and procedures.

2. Weight Allowance. Except asin par. C5160-B4, the UB weight allowance is 350 pounds net weight for each
adult and dependent age 12 or older, and 175 pounds net weight for each child under age 12 (see par. C5170).

3. Transportation. Except asin par. C5160-B4, UB must be transported under GOV’ T transportation policy
and procedures. The employee or employee’ s agent should contact the servicing transportation officer as soon
as possible before travel begins to make arrangements for UB transportation.

4. Air Transportation (Expedited Mode) to/from/between OCONUS PDSs

a Generd
(1) The UB total transported by air (or any expedited mode) must not exceed 1,000 pounds net weight.

(2) Air transportation is not authorized when an employee performs RAT, except when the additional
tour of duty is served at a PDS in another OCONUS area.

(3) UB may be transported by air from the old PDS to the appropriate POE to arrive before the
employee’s or dependent’ s transportation departure time.

b. Conditions. UB may be transported by air when:
(1) Transportation by the lowest overall cost mode cannot provide the required service,

(2) Theemployee certifiesthe UB is necessary to carry out the assigned duties, or
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(3) The AO determines that expedited transportation is necessary to prevent undue hardship to the
employee and/or dependents.

C. Actual Expense (FTR 8§302-7.200)

*1. GOV'T-procured. The GOV'T contracts, negotiates, audits and pays the Transportation Service Provider
(TSP)/carrier/DPM vendor directly for transportation. A PCS travel authorization/order must state:

a. The HHG transportation authority, and
b. That the HHG are to be transported by a GOV’ T-arranged move, and
c. That unauthorized charges are the employee’ s financial responsibility.
2. Personally Procured. The employee must make the necessary arrangements for the HHG move, and pay for

the move. Reimbursement is limited to actual expensesincurred by the employee, NTE the cost of a GOV’ T-
arranged move for the same HHG weight. See par C1101 for allowable travel advances.

3. GOV'T-arranged Move Cost. The GOV’ T-arranged transportation cost in CONUS is determined by using
the lowest applicable tariff rate plus the applicable packing allowance rate times the actual HHG weight

transported (NTE the maximum weight (18,000 Ibs). The OCONUS cost is constructed using the single factor
rate. Rates can be obtained from the SDDC website at: http: //www.sddc.army.mil/public/Personal+Property/.

D. Commuted Rate (FTR §302-7.13)

1. Applicability. The commuted rate system may be used only for interstate HHG shipments between CONUS
PDSs. The commuted rate system is not authorized for intrastate moves.

2. Arrangements. When authorized/approved by the official designated by the authorizing/order-issuing
command, the employee makes arrangements for HHG transportation (other than by shipping the HHG within a
mobile home).

3. Reimbursement Services. The employeeis authorized reimbursement under the GSA Commuted Rate
Schedule (FTR 8302-7.101) (Internet address http: //www.gsa.gov/travel policy) for carrier services provided,
including:

a. Transportation,
b. Packing,

¢. Unpacking,

d. Crating,

e. Drayage, and
f. SIT.

NOTE 1: The Commuted Rate Schedule used must be in effect on the date the common carrier picks up the
HHG, or if other than a common carrier isused, the date HHG begin movement.

NOTE 2: If athird party (e.g., a new employer) pays for the HHG transportation, no reimbursement is
authorized.
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4. Where to Get the Commuted Rate Schedule and Rate Tables. Go to the GSA Internet website
(http: //www.gsa.gov/travel policy) and click on Commuted Rate (under Travel Management). For a copy of the
schedule, click on commuted rate schedule at the bottom of page.

NOTE: The servicing Personal Property Shipping Office must provide the rate comparison by computing the
cost difference between the actual expense and commuted rate HHG transportation methods.

E. Split Transportation (FTR 8302-7.3). If actual expense HHG transportation is authorized, an employee may ship
HHG by GOV’ T-procured and/or personally moved/procured transportation as long as the combined HHG
shipments do not exceed the:

1. Authorized HHG weight allowance, and
2. Cost of GOV’ T-procured HHG transportation in one lot between authorized places.

F. Employee Responsibility (FTR §302-7.15). An employee who chooses to personaly arrange for HHG
transportation (i.e., move the HHG themselves, or contract directly for the HHG to be moved) is entirely responsible
for all issuesrelated to the Status of Forces Agreement (SOFA), use of U.S. carriers, import/export processes, tariffs,
customs, etc. If Service regulations require, preference also must be given to VISA (Voluntary Inter-modal Sealift
Agreement) ship carriers when available.

G. Limitations
1. All HHG transportation for which the GOV’ T pays must:
a. Beonly for HHG within the employee’ s authorized HHG weight allowance;

b. Not exceed the GOV’ T-arranged move transportation cost of transporting the HHG combined weight in
one lot between authorized places, when GOV’ T-arranged move is available; and

c. Bemade on U.S. flag carriers, when reasonably available.
2. HHG may not be moved at GOV’ T expense when:

a. Thereisno official employee movement (except when the advance return of dependents from an
OCONUS PDS is authorized),

b. The employee violates the agreement under which the HHG originally were transported,

¢. The employee has no transportation at GOV’ T expense authorized by this VVolume, or

d. Authorized transportation does not begin within the prescribed time limits.
3. Payment, on acommuted rate basis, is not authorized when the employee fails to furnish the actual or
constructed (cubic foot measurement) HHG transportation weight. When the actual or constructed weight is not

provided, reimbursement is limited to the amount actually paid by the employee, or the commuted rate amount,
whichever isless. The employee must furnish an acceptable estimated weight statement (28 Comp. Gen. 95

(1948)).

H. Cost Comparison

1. A cost comparison must be made between the actual expense and commuted rate methods of HHG
transportation for each CONUS to-CONUS PCS travel authorization/order. The servicing Personal Property
Shipping Office must provide the rate comparison by computing the cost difference between the actual
expense and commuted rate methods of HHG transportation.
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2. If the estimated costs are more than $100 different, the more economical method must be authorized on the
PCS travel authorization/order.

3. An employee's request for a particular method is the determining factor if the costs are within $100 of each

other.

4. A proper cost comparison must consider line haul transportation charges, administrative costs, and expected
accessorial and packing charges.

5. If the cost comparison is not made, and/or if the PCS travel authorization/order does not explicitly say that
the actual expense method is authorized, the commuted rate method applies (GSBCA 15489-REL O, 20
December 2001).

6. The chart below details considerations when determining a transportation method to authorize on a PCS
travel authorization/order.

CONSIDERATIONS

(FTR §302-7.14)

Method

Advantages

Disadvantages

Commuted Rate

1. The GOV'T isrelieved of the
administrative expense and responsibility of
selecting and dealing with carriers and
making other arrangements for transporting
HHG.

2. The employee pays the authorized packing
and accessorial charges from the amount
allowed for those charges.

1. The GOV'T cannot take advantage of
special discounts offered.

2. An accurate cost estimate depends on
weight estimate accuracy.

3. Commuted rate method does not apply to
intrastate moves; and

4. Commuted rate method may not fully
reimburse employee’ s out-of-pocket expenses.

Actual Expense

1. The GOV'T may take advantage of special
discounts offered.

1. The GOV'T isresponsible for selecting and
dealing with carriers, preparing bills of lading,
auditing and paying transportation vouchers,
supervising HHG packing, handling employee
loss and damage claims (in most cases), and
other incidental expenses.

2. The GOV'T’s cost depends on the weight
involved, accessorial services required,
packing quality, and the number of individual
cartons, boxes, barrels, and wardrobes used by
the carrier.

I. Multiple Transfers. When agencies have alarge volume of HHG to move between the same origin and
destination, at the same time (but not a mass move), multiple transfers (actual expense method) should be
considered. See Defense Travel Regulation (DTR), DOD 4500.9-R, Part 1V.

C5165 FACTORS AFFECTING HHG TRANSPORTATION

A. Combining Weight Allowances when Husband and Wife Are Both Employees. See par. C5000-B.

B. NOT USED
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C. NOT USED

D. Improper Transportation. HHG that are improperly transported or otherwise unavoidably misdirected, through
no fault of the employee, must be transported to the proper destination at GOV’ T expense.

E. Items of Extraordinary Value. Items of extraordinary or substantial value may be transported by an expedited
mode that provides satisfactory service at the best value to the GOV'T, and may not be counted as UB. Examples of
items of extraordinary value are: articles of gold and other precious metals; jewels; valuable art; rare and costly
collections; and items of substantial value ordinarily worn or carried (cameras and accessories, binoculars, jewelry,
including costume jewelry) which are prone to being stolen. Itemsthat areirreplaceable or have extreme financial
and/or sentimental value are not given special security even though extra-value insurance may be purchased.
The net weight of such shipmentsis charged against the employee’ s weight allowance.

F. Mobile Home Allowances. See par. Ch 5, Part F.

G. HHG Transportation before a PCS Travel Authorization/Order IsIssued. HHG transportation may be authorized
for a PCS before the PCS travel authorization/order isissued, but the PCS travel authorization/order subsequently
must contain HHG transportation authority or the costs become the employee’ s financial responsibility.

H. Time Limitation. Thetime limitation for HHG shipment to the CONUS/OCONUS PDS and from when
successive PCS assignments are involved, may be extended beyond theinitial 2 years from the employee’ s report
date at the new PDS under par. C1057, C5080-E, or C5750-C authority IAW Agency/Service regulations. See
CBCA 524-REL O dated 21 March 2007 (http://www.cbca.gsa.gov/2007Rel 0/s524-REL O.pdf).

NOTE: An employee’ sreport date is the date the employee actually reports for work.

1. CONUSto CONUSPDSs. The CONUSto CONUS HHG transportation time limitation is 2 years from the
employee’ s report date at the new PDS. For HHG movement delay incident to successive PCS assignments, see
par. C5080-E.

2. To and between OCONUS PDSs

a. HHG transportation time limitation is 2 years from the employee's report date at the new PDS.

b. If HHG transportation to OCONUS is delayed, subsequent HHG transportation must not be authorized
unless at least 1 year remains under the employee’s current service period agreement or the employee
agreesto serve at least 1 year after the HHG arrive OCONUS. NOTE: Both 1-year requirementsare
reduced to 6-months for Adak and Kodiak, Alaska.

c¢. For aHHG transportation that is delayed incident to successive PCS assignments, see par. C5080-E.

3. From an OCONUS PDS

a Generd

(1) HHG transportation from the OCONUS area must begin as soon as practicable after the
employee’s PCS or return for separation effective date.

(2) If practicable, HHG transportation is concurrent with the employee’s departure or as soon
afterward as appropriate transportation is available.

(3) For HHG movement delayed because of successive PCS assignments, see par. C5080-E.

b. New PDS Reassignment. Under no circumstances can HHG transportation begin later than 2 years (not
counting any time that administrative embargoes or shipping restrictions make the transportation
impossible) after the new PDS reassignment effective date.
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c¢. Return for Separation. When an employee returns from an OCONUS assignment for separation the
following conditions apply:

(1) The HHG transportation authority (including PBP& E transportation in par. C5154-C3) is forfeited
if not used within areasonable time (NTE 2 years) after separation.

(2) Upon awritten request from the employee or surviving dependents, the OCONUS activity
commanding officer may authorize delayed HHG transportation from the OCONUS area, under par.
C5085-C2.

(3) Upon arrival inthe U.S., HHG transportation from storage is authorized provided the movement to
the final destination begins within 2 years from the employee’ s separation effective date.

(4) SIT of HHG isauthorized for aperiod NTE 90 days. Upon an employee’s written request, the
initial 90-day period may be extended for an additional period NTE 90 days under conditions stated in
par. C5190-B2 if approved by the employee’ s commanding officer or designated representative. SIT
in excess of 180 days at GOV’ T expense cannot be authorized/approved except as noted in par.
C5191.

I. Alcoholic Beverage Shipment. Shipment of alcoholic beverages as HHG must conform to 27 USC 8122 that
states:

Sec. 122. - Shipmentsinto States for possession or salein violation of State law. The shipment or
transportation, in any manner or by any means whatsoever, of any spirituous, vinous, malted, fermented, or
other intoxicating liquor of any kind from one State, Territory, or District of the U.S,, or place
noncontiguous to but subject to the jurisdiction thereof, into any other State, Territory, or District of the
U.S., or place noncontiguous to but subject to the jurisdiction thereof, or from any foreign country into any
State, Territory, or District of the U.S., or place noncontiguous to but subject to the jurisdiction thereof,
which said spirituous, vinous, malted, fermented, or other intoxicating liquor isintended, by any person
interested therein, to be received, possessed, sold, or in any manner used, either in the original package or
otherwise, in violation of any law of such State, Territory, or District of the U.S., or place noncontiguousto
but subject to the jurisdiction thereof, is prohibited.

C5167 TRANSPORTATION UNDER A PCS TRAVEL AUTHORIZATION/ORDER

A. HHG Shipment between CONUS PDSs

1. CONUS HHG shipments may originate at the employee’'s old PDS/some other point selected by the
employee, or partialy at both.

2. The destination may be the new PDS, some other point selected by the employee, or both.

3. The GOV'T’s cost obligation cannot exceed the costs over a usually traveled route between the old and new
PDSs.

4. Whenthetravel isto afirst PDS, the GOV’ T’s cost is NTE the transportation cost from the actual residence
at the time of appointment to the PDS by a usually traveled route.

B. HHG Transportation to and between OCONUS PDSs

1. General. OCONUS HHG transportation may be authorized between the same points as dependent
movement in par. C5110.
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2. Multiple Shipments. When the authorized maximum HHG weight allowance is not shipped to the OCONUS
PDS during the initial tour of duty, the employee may be authorized transportation of the HHG balance through
renewal agreement for an additional tour of duty at the same or different OCONUS PDS. The employeeis
financially responsible for transportation costs of any HHG that exceed the authorized weight limit.

Example. An employee with dependents ships 4,000 pounds net weight of HHG from initial PDS residence
and putsthe remainder in NTS at GOV’ T expense. The employee completes the required tour and entersinto a
renewal agreement for atour of duty at a different OCONUS PDS where additional HHG are needed. The
employee is authorized a HHG transportation of 4,000 pounds net weight from the old OCONUS PDSto the
new OCONUS PDS. The maximum weight allowable for transportation of additional HHG from the actual
residence and/or NTS to the new PDS is limited to 14,000 pounds net weight.

C. HHG Transportation from OCONUS to CONUS PDSs

1. General. HHG transportation to the employee’s actual residence, wherever located at the time of the
OCONUS assignment, may be authorized when an employee stationed OCONUS is authorized travel and
transportation allowances at GOV’ T expense incident to a PCS, separation, or dependent early return. See pars.
C5115 and C5450.

2. Advance Return Transportation of HHG

a. Authorized Return. The following conditions apply to authorized advance return of HHG:

(1) Theadvance return transportation of all or any part of an employee’ sHHG (at GOV’ T expense),
while the employee remains assigned at an OCONUS PDS, is authorized only ICW, and under the
same conditions asin, par. C5450 for the dependent’s early return.

(2) Thealowable costs of advanced HHG transportation may be reimbursed by the GOV'T even if
there was no advance return of dependents when the employee has earned return travel and
transportation allowances, and an official PCS travel authorization/order has been issued directing the
employee’s PCS or separation travel (B-188345, 13 April 1977).

(3) Reimbursement of the employee’s transportation costs may not exceed the GOV’ T's cost to
transport the HHG at the time of the employee’s actual return travel.

(4) Paid receiptsfor expenses of $75 or more.

b. Unauthorized Return

(1) Advance HHG transportation at GOV’ T expense is not authorized unless the employee has earned
eligibility for return transportation by completing an agreed service period, or advance return travel has
been authorized for the employee’ s dependents under par. C5450-A3b, as being in the GOV'T's
interest.

(2) If the employee has not completed an agreed period of service, the employee is financially
responsible for the advance HHG transportation.

(3) GOV'T transportation facilities may not be used | CW the advance HHG transportation.

c. Employee Returning for Separation

(1) HHG of an employee returning for separation may be transported at GOV’ T expense from the
OCONUS PDS and/or place of NTSto the actual residence at the time of appointment.
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(2) HHG transportation may be to an aternate destination anywhere in the world, but reimbursement
for transporting an employee’ s HHG from the OCONUS PDS to an aternate destination must not
exceed the constructed cost of transporting the HHG in one lot from the OCONUS PDS to the actual
residence indicated in the employee’s service agreement. Similarly, reimbursement for transporting an
employee’ sHHG from NTSto the alternate destination may not exceed the constructed cost of
transporting the HHG in NTS to the actual residence indicated in the employee’s service agreement.
When an employee retires at the OCONUS PDS, reimbursement for moving HHG in NTSisalso
limited to the constructed cost of transporting the HHG to the actual residence in the employee’s
service agreement (CBCA 1162-RELO, 1 July 2008).

(3) Theemployeeisfinancially responsible for any excess cost (63 Comp. Gen. 281 (1984)).

(4) PBP&E transported as an administrative expense to an OCONUS location may be returned as an
administrative expense to an employee’s actual residence for an employee separating from GOV' T
service (FTR 88302-7.17 & 302-7.303). See also par. C5154-C. The PBP&E may also be returned to
an aternate destination as an administrative expense anywhere in the world but transportation
reimbursement may not exceed the constructed cost of transporting the PBP& E in one lot from the
OCONUS PDS to the actual residence indicated in the employee’ s service agreement.

d. Evacuation. When the conditionsin Ch 6 exist, HHG may be moved at GOV’ T expense to the same
location designated for dependent evacuation (5 USC 85725). If it is necessary and practical, HHG may be
transported later at GOV’ T expense from a safe haven location to the evacuated employee’'s assigned PDS.
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PART M: HHT (ETR 8302-5)
C5600 GENERAL (FTR 8302-5.1-2)
A HHT:
1. Isdiscretionary. The AO, not the employee, determinesif aHHT is necessary.

2. May only be authorized on a case-by-case basis, when an employee has accepted a permanent transfer, and
the circumstances indicate the need.

3. May not be authorized to assist an employee in deciding whether or not to accept a transfer.

*4. May be authorized only for an employee and/or spouse. Employee/spouse may perform separate HHTs to
the new PDS at GOV’ T expense NTE the cost that would have been incurred on one round trip when the
employee’ stravel authorization/order isissued IAW Agency/Service regulations. See par. C5606.

5. May be authorized for an attendant or escort within this Part when Ch 6, Part L or APP E, Part |, par. A2l
apply (59 Comp. Gen. 461 (1980)).

If the HHT isallowed, it should lower the GOV’ T’ s relocation costs by reducing the time in temporary lodging.
C5602 ELIGIBLE EMPLOYEE (FTR 8302-5.3)
An employee may be authorized a HHT when:

1. A PCSisauthorized;

2. Both the old and new PDSs are located within CONUS and/or a non-foreign OCONUS area (e.g., one PDS
could be in Nebraska and the other in Guam);

3. GOV’ T/other prearranged housing is not going to be assigned at the new PDS; and,

4. Theold and new PDSs are 75 or more miles apart (as measured by map distance) viaa usually traveled
surface route.

C5604 INDIVIDUALS NOT ELIGIBLE FOR A HHT (ETR 8302-5.4)
A HHT may not be provided for a/an:
1. New appointee or the new appointee’ s spouse if par. C5080-B applies; or

2. Employee authorized dependent and/or HHG transportation to/from atraining location to which
transportation is authorized under par. C4500 instead of per diem/AEA while at the training location; or

3. Employee’s children, GSBCA 16907-REL O, 14 August 2006, http://mwww.gsbca.gsa.gov/rel 0o/s1690714.pdf

C5606 SEPARATE TRIPS BY EMPLOYEE AND SPOUSE (FTR §302-5.9)

*A. Separate HHT round trips by the employee and spouse are allowed; however, the GOV’ T'soverall cost is
limited to the cost of oneround trip for the employee and spouse traveling together. The GOV’ T’ s overall cost
for comparison and computation purposesincludes per diem, transportation costs, and miscellaneous
reimbursable expenses. The HHT trip duration including travel timeislimited to 10 days. Separate spouse HHT
does not increase the 10-day limitation regardless of the circumstances (par. C5618). AEA isnot authorized for
HHT (par. C5624-B).
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*1. For example, if the GOV’ T'soverall round trip cost of one HHT for the employee and spouse between the
old/new PDSsis $800; and the employee/spouse each performed a separate round trip HHT for a combined
total of $1,200 —the GOV’ T overall reimbursement for both HHT tripsis limited to $800. The excess HHT trip
cost of $400 is borne by the employee.
*2. HHT(F) cost comparison, computations or lodging receipts are not required for separately performed HHT
trips by the employee and spouse (par. C5624-B). HHT(F) isirrevocable once the employee signed the service
agreement.

C5608 WHEN A HHT MAY BEGIN (FTR §302-5.10)

When authorized, aHHT may begin after the:
1. Employee signs a service agreement; and

2. DOD component establishes, and informs the employee of, the reporting date to the new PDS.

NOTE: The maximum time for beginning allowable travel and transportation is ordinarily 2 years from the date
the employee reports for duty at the new PDS. See par. C1057 for extensions.

C5610 WHEN A HHT MUST BE COMPLETED (FTR 8302-5.12)
Round-trip house-hunting travel must be completed by the:
1. Employee on the day before the day the employee reports to the new PDS, and
2. Spouse:
a. On the day before the family begins relocation to the new PDS, or
b. The expiration of the maximum time for beginning allowable travel and transportation.
C5612 HHT AUTHORIZATION (ETR 8302-5.5)

After considering par. C5614-A, an AO/AQ designee may authorizeaHHT. The AO/AQ’s designee must
determine:

1. If aHHT isnecessary;

2. Whether subsistence reimbursement is per diem under the Lodgings-plus method (par. C5624-B1) or afixed
amount (par. C5624-B2);

3. The appropriate HHT duration (NTE the maximum AW C5618);
4. The authorized transportation mode(s) for:
a TheHHT to/from the new PDS location; and
b. Local travel while house-hunting at the new PDS location.
C5614 CONSIDERATIONS

A. General. The HHT must be minimized/avoided when other satisfactory and more economical alternatives are
available. An AO/AQ designee must consider pars. C5614-B through C5614-F before authorizing a HHT.
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B. Arranging a Permanent Residence before aMove. |If the employee has alarge family and must promptly vacate
the residence at the old PDS, it might be less costly to the GOV’ T, as well as more convenient to the employee, to
complete arrangements for a new residence before the move actually takes place.

C. Arranging a Permanent Residence while in Temporary Quarters. |f the employee has no family or a small
family, it might be less costly to allow the employee (and family) to remain in temporary quarters at the new PDS
for a somewhat longer period than might otherwise be required, subject to limitations until the employee finds a
permanent residence.

D. Avoiding an Advance Trip. If TQSE isauthorized, aHHT possibly may be avoided. It might be more
advantageous to the GOV’ T and the employee for the employee's dependents to remain at the former residence
while the employee occupies temporary lodging at the new PDS. During that time the employee can select a
permanent residence after becoming familiar with the new PDS area.

E. TDY at the New PDS. When an employeeis TDY at what is already known to become a new PDS - before the
permanent transfer is effective - aHHT should not be necessary.

F. Housing Information Assistance. It might be possible for the DOD Component to avoid/shorten the HHT
duration by providing assistance and information to an employee concerning housing conditions and markets at the
new PDS location.

C5616 PROHIBITIONS

A HHT is not authorized when the:
1. Employee will be assigned to a GOV’ T/other prearranged permanent residence at the new PDS location.
2. Employee has not formally agreed to transfer to the new PDS.
3. Old and/or new PDS, are located in aforeign OCONUS area. See APP A.

4. Distance between the old and new PDSsis lessthan 75 miles (as measured by map distance) viaa usually
traveled surface route.

C5618 TRIP DURATION (FTR §302-5.11-12)

A HHT, when authorized, should be for a reasonable time period considering the distance between the old and new
PDSs, transportation mode, and the housing situation at the new PDS. A funded HHT, including travel time, must
not exceed 10 calendar days.

C5620 TRANSPORTATION TO AND/OR FROM A NEW PDS LOCALITY (FTR §302-5.14)

1. When authorizing/approving a particular transportation mode, the objective isto minimize the time en route
and maximize the time at the new PDS.

2. If POC useisauthorized (thereby making POC transportation ‘in the GOV’ T'sinterest’), the MALT ratein
par. C2505 applies.

3. If the employee travels by other than the authorized transportation mode, reimbursement is for the lesser of
the actual transportation expenses or the authorized transportation cost.

4. The employee is authorized transportation expenses (including transportation between carrier terminals).
C5622 LOCAL TRANSPORTATION

A. General Expenses. Reasonable expenses for local transportation at the new PDS are allowed.
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B. Local Transportation

1. Loca transportation by common carrier, local transportation systems, DTMO-negotiated car rental
agreement (see par. C2102-B regarding mandatory CTO use), commercially rented automobile, or a POC at the
applicable MALT rate in par. C2505 may be authorized.

2. Thelocal transportation mode must be consistent with the transportation mode authorized for travel to/from
the PDS (e.g., arental car should not be authorized if POC transportation to the new PDS is authorized).

C. Specia Conveyance (Taxi/Cab) Use. Special conveyance reimbursement is limited to transportation between

carrier terminals and the places of lodging.

C5624 SUBSISTENCE

A. General

1. HHT subsistence expenses are ordinarily reimbursed under the Lodgings-plus method as in par. C5624-B1.

2. A DOD component may, however, offer to pay afixed amount for subsistence expenses. See par. C5624-
B2. Thefollowing are factorsin determining whether or not to offer fixed amount reimbursement:

a. Administration Ease. Per diem payment under par. C5624-B1 (‘Lodgings-Plus’ method) requires
submission of atravel claim for lodging expense amount validity review, accuracy, and reasonableness. A
fixed amount paid under par. C5624-B2 is easier to administer because an expense review is not required.

b. Cost Considerations. The cost of each subsistence reimbursement option must be considered on a case-
by-case basis. A single‘generic’ decision for all PCS movesis not authorized.

c. Employee Treatment. Employee morale and productivity should be considered as well as direct costs.

B. Methods. Anemployee's subsistence allowance may be calculated under par. C5624-B1 or C5624-B2.

1. ‘Lodgings-Plus’ Computation Method. The applicable per diem is authorized, as prescribed in pars. C4553
and C5125, for one round trip of the employee and/or spouse for up to 10 calendar days between the old and
new PDS.

NOTE: AEA in Ch 4, Part M, may not be authorized/approved for a HHT.
2. Fixed Amount. The amount calculated using par. C5624-B2a or C5624-B2b, as applicable:

a. The employee and spouse both travel (together or separately), multiply the applicable locality per diem
rate by 6.25, or

b. If only one person (the employee or the spouse) travels, multiply the applicable locality per diem rate by
5.

3. Fixed Amount Payment

a. The fixed amount determined in par. C5624-B2a or C5624-B2b applies for the entire trip without regard
to the number of days authorized for the HHT.

b. Any balance from the determined fixed amount not used by the employee for expenses:

(1) Belongsto the employee,
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(2) Isnot subject to being collected back, and
(3) May betaxable (FTR 8302-5.18).

C. Subsistence Calculation Examples

1. General. An employee and spouse are authorized a 10-day HHT to Arlington, VA. For the examples below
the following information is applicable:

a. Per diem for Arlington, VA, at the time of travel is $201 ($150/ $51).
b. The single occupancy lodging cost is $130.

c. The DOD component offersa HHT and the option of either the fixed amount option (par. C5624-B2) or
the ‘Lodgings-Plus’ option (par. C5624-B1).

d. When the employee elects per diem under the ‘ Lodgings-Plus’ computation method for aHHT, and the
spouse accompanies the employee, the employee’ s computation for the lodging rate is computed at the
single room rate.

2. Example 1. Thetraveler isauthorized a 10-day HHT with per diem computed under the ‘' Lodgings-Plus
computation method. See par. C5624-B1. The traveler and spouse travel together. The traveler must provide
lodging receipts.

Employee’s Per Diem

Travel day to Arlington: 75% x $51 = $38.25 + $130 (single lodging cost) = $ 168.25
8 daysin the Arlington Area: $130 (Lodging) + $51 (M&IE) = $181/day x 8 days = $1,448.00
Travel day back to the PDS: 75% x $51 = +$ 3825
Total Per Diem for Employee $1,654.50

Spouse’s Per Diem
Using par. C5125-C, the maximum amount allowable is 75% of the per diem rate to which the employee is
authorized under par. C4553.

Total Per Diem for Spouse | 75% x $1,654.50 (employee’s per diem) = | $1,240.88
Total Per Diem Payment

Employee’ s per diem $1,654.50

Spouse’s per diem + $1,240.88

Total Per Diem for Employee and Spouse $2,895.38

3. Example 2. The employee is authorized afixed amount HHT. See par. C5624-B2a. No lodging receipts
arerequired.

Total Fixed Subsistence for the Employee | $201 (locality rate) x 6.25 (fixed rate for
and Spouse employee and spouse) = $1,256.25
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4. Example 3. The employee reports to the new PDS without performing aHHT. The spouse performsa HHT

aone.

Situation A:

The employee elects the 10-day HHT with per diem computed under the ‘ Lodgings-Plus’ computation method
(par. C5624-B1). Using par. C5125-C, the employee is authorized per diem for the spouse up to the
maximum rate. The employee must provide lodging receipts. NOTE: If the spouse lodges with the employee
at the new PDS location, thereis no lodging reimbursement unlessthere is an additional charge for the

spouse.
Travel day to Arlington: $130 (lodging) + $38.25 (75% x $51) = $ 168.25
8 daysin the Arlington area $130 + $51 = $181/day x 8 days = $1,448.00
Travel day back to the PDS: 75% X $51= +$ 3825
Total Per Diem for Spouse $1,654.50
Situation B:

The employee elects the fixed-amount HHT (par. C5624-B2b) for the spouse. No lodging receipts are
required.

Total Fixed Subsistence for the Spouse | $201 x 5 (fixed rate for one person)= $1,005.00

5. Example 4. The employee is authorized a 10-day HHT with per diem computed under the ‘ Lodgings-Plus’
computation method. See par. C5624-B1. The employee and the spouse perform separate HHTs. The
employee must provide lodging receipts.

Employee’s Per Diem

Travel day to Arlington: $130 (single lodging cost) + 75% x $51 = $38.25 = $ 168.25
5 daysin the Arlington Area: $130 (lodging) + $51 (M&IE) = $181/day x 5 days = $ 905.00
Travel day back to the PDS: 75% x $51 = +$ 3825
Total Per Diem for Employee $1,111.50

authorized under par. C4553.

Spouse’s Per Diem

Using par. C5125-C, the maximum amount allowable is 100% of the per diem rate to which the employeeis

Travel day to Arlington: $130 (single lodging cost) + 75% x $51 = $38.25 = $ 168.25
4 daysinthe Arlington Area: | $130 (lodging) + $51 (M&IE) = $181/day x 4 days = $ 724.00
Travel day back to the PDS: 75% X $51 = +$ 3825
Total Per Diem for Employee $ 930.50
Total Per Diem Payment
Employee's per diem $1,111.50
Spouse's per diem + $ 930.50
Total Per Diem for Employee and Spouse $2.042.00

C5626 EXPENSE DOCUMENTATION

A. Transportation. To receive reimbursement for HHT transportation expenses, an employee must itemize the
transportation expenses and have appropriate receipts. See par. C1310.

B. Subsistence Expenses

1. Lodgings-plus method. An employee paid per diem under par. C5624-B1, using the Lodgings-plus method
must itemize lodging expenses and have lodging receipts. See par. C1310.

2. Fixed Amount. An employee paid for aHHT using the fixed amount computation under par. C5624-B2,
does not require itemization or receipts for payment.
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C5628 STATUS WHILE ON HHT

Anemployeeisin atravel status (see APP A) while performing house-hunting travel during the authorized absence
period.

C5630 NO RETURN TO OLD PDS

A HHT consists of travel to the new PDS vicinity to locate permanent housing and return to the old PDS before
performing en route PCStravel to the new PDS. If aHHT is authorized under the ‘ Lodging-Plus' method
(HHT(AE)) and the employee reports for duty at the new PDS instead of returning to the old PDS, TQSE, if
authorized, are payable in lieu of house-hunting subsistence for the days spent seeking permanent housing up to the
day before reporting for duty at the new PDS, NTE the number of days authorized for the HHT. The one-way
transportation is PCS travel (GSBCA 16339-REL O, 18 February 2004). Under the circumstancesin par. C5630 an
employee is not in aduty status while house-hunting. See DOD 1400.25-M, SC630.7.4.3 about granting an excused
absence for PCS purposes.

C5632 HHT ADVANCE (FTR 8§302-5.16)
1. A HHT expenses advance may be paid if aHHT under the ‘Lodgings-Plus’ method is offered and elected.

2. The advance may not exceed the sum of the anticipated transportation costs and the maximum per diem
allowable under the ‘ Lodgings-Plus’ method in par. C5624-B1 for the HHT location and duration.

3. If aHHT using the fixed amount under par. C5624-B2 is offered and elected, ‘ subsistence-related’ expenses
payment does not constitute an advance, whereas the transportation-rel ated expenses may be paid in advance
just asfor the HHT under the ‘Lodgings-Plus’ method.
4. Seedso par. C1101-G for house-hunting travel and transportation advances.
C5634 HHT ICW TQSE
A. TQSE(AE). If an employeeis paid/reimbursed for HHT days and TQSE(AE) is subsequently authorized, and
claimed for more than 30 days, the actual number of HHT days (NTE 10) paid/reimbursed (on either a‘Lodgings-
Plus' or fixed amount basis) are deducted from the first authorized 30-day TQSE(AE) period. See par. C5372. For
an authorized:
1. 5-day HHT, deduct 5 days from the first authorized TQSE(AE) 30 or fewer day period,
2. 6-day HHT, deduct 6 days from the first authorized TQSE(AE) 30 or fewer day period, or

3. 10-day HHT, deduct 10 days (or the actual number of days used, whichever isless) from the first authorized
TQSE(AE) 30 or fewer day period.

B. TQSE(F). The number of days paid/reimbursed for aHHT are not deducted from TQSE(F). See par. C5392.
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Ch 6: Evacuations and Adverse Conditions C6300
Part D: Pmts During Ordered/Auth US Departure

PART D: PAYMENTS DURING AN ORDERED/AUTHORIZED DEPARTURE
IN THE UNITED STATES

C6300 OPM REGULATIONS

DOD Implementation of OPM regulationsin 5 CFR 8550-401 through §550-409 regarding payments during an
evacuation (including evacuation during a pandemic health crisis).

Questions regarding evacuations may be referred to: pay@cpms.osd.mil

DOD web site with evacuation information: http://www.cpms.osd.mil/hurricaneinfo/pages/info_hrprct/pay.htm

For additional guidance see OPM’S “handbook (and addendum) on pay and leave benefits for federal employees
affected by severe weather emergencies or other emergency situations’ available at:
http: //mww.opm.gov/oca/compmemo/2005/2005-18hb. pdf
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Sec. 550.401 Purpose, Applicability, Authority, and Administration

(a) Purpose. This Part provides regulations to administer Title 5 CFR, Section 550-401 through 550.409 within
DOD. Those sections implement Subchapter I11 (except Sections 5524a and 5525) of Chapter 55 of Title 5, USC,
and provide for Government-wide uniformity in making payments during an evacuation to an employee or the
employee's dependents, or both, who are evacuated in the CONUS and non-foreign OCONUS areas because of
natural disasters or for military or other reasons that create imminent danger to their lives. These regulations
generally adopt the section numbering scheme of the corresponding CFR provisions that contain similar subject
matter.

(b) Who May Order an Evacuation from a Location in the U.S. or in a Non-foreign OCONUS Area

(See the definition of “United States’ below.)
The following officials may order an evacuation from any location in the U.S. and certain non-foreign areas:

1. The SECDEF, or the Secretary's designated representative (USD (P&R) DSN (312) 224-2798, COML (703)
614-2798), for employees and dependents of DOD components;

2. The Secretary of the Army, Navy, or Air Force, or the Secretary's designated representative, for civilian
employees and dependents of their respective Services;

3. The head of aDOD Component (see definitionin APP A) or designated representative;
4. The commander of aU.S. INSTALLATION (see definition in APP A) or designated representative; and
5. The commander, director, head, chief or supervisor of an organization or office.

Allowances may be paid as soon as one of the above officials orders an evacuation. The officialsin item 5 were

delegated the authority to order evacuations by USD (Personnel and Readiness) Memo Subject: Evacuation of
Civilian Employees dated 29 July 1994,

(c) Applicability. This part appliesto—
(1) The DOD and DOD Components;
(2) An employee of aDOD Component who isa U.S. citizen/national;

(3) An employee of a DOD Component who isnot a U.S. citizen/national, but who was recruited with a
service agreement that provides return transportation to the area from which recruited; and

(4) Analien employee of a DOD Component hired within the U.S.

(d) Authority. An advance payment, evacuation payment and payment of a special alowance as provided by this
Part may be made by the responsible official designated by the Secretarial Process (See definition of “ Secretarial
Process’ in APP A).

(e) Administration. The responsible official designated by the Secretarial Process for the DOD Component
concerned having employees subject to this Part is responsible for the proper administration of this Part. An advance
payment and evacuation payment and any required adjustments must be made |AW the DOD component’s
procedures.

Sec. 550.402 Definitions

(a) Agency means an Executive agency, as defined in Section 105 of Title 5, USC.
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(b) Day means a calendar day.

(c) Dependent means arelative (with no age limitation) of the employee residing with the employee and dependent
on the employee for support. (OPM Evac — No age limit on dependent (11 Oct 2005 email)).

(d) Designated representative means a person age 16 years or older who is named by an employee for the purpose
of caring for a dependent.

(e) Evacuated employee means an employee of a DOD Component who has received an order to evacuate.

(f) Order to evacuate means an oral or written order to evacuate an employee and/or that employee's dependents
from an assigned area.

(9) Safe haven means alocation to which an employee and/or dependent will be or has been evacuated.

(h) United States (U.S.) means the 50 States, the District of Columbia, the Commonwealths of Puerto Rico and the
Northern Marianna lslands, and any territory or possession of the U.S. This definition is equivalent to the definition
of the U.S. and Non-foreign OCONUS areain JTR, APP A. See JTR, APP A for listing of territories and
possessions of the U.S.

Sec. 550.403 Advance Payments; Evacuation Payments; Special Allowances

(a) An advance payment of pay, allowances, and differentials may be made to an employee who has received an
order to evacuate, if, in the opinion of the responsible official designated under the Secretarial Process, advance
payment is required to help the employee defray immediate expenses incidental to the evacuation.

(b) Evacuation payments of pay, allowances, and differentials may be made to an employee during an
evacuation and must be paid on the employee's regular pay days, when feasible.

(c) Special allowances, including travel expenses and per diem, may be paid to evacuated employees to offset
any direct added personal expenses or dependents’ expenses that are incurred as aresult of the evacuation.

(d) An advance payment or an evacuation payment may be paid to the employee, a dependent age 16 years or
older, or a designated representative. When payment is made to someone other than the employee, the employee’s
prior written authorization must have been provided to the authorizing official designated by the Secretarial Process.

(e) Any DOD Component may make paymentsin an evacuation situation to an employee of another Federal agency/
DOD Component (or the employee’ s dependent(s) or personal representative) who has received an order to evacuate.
When a payment is made under this Part by a DOD Component other than the employee's agency/DOD Component,
the DOD component making the payment must immediately report the amount and date of the payment to the
employee's agency/DOD Component so that prompt financial actions may be taken.

Sec. 550.404 Computation of advance payments and evacuation payments; time periods

(a) Payments must be based on the rate of pay (including allowances, differentials, or other authorized payments) to
which the employee was entitled immediately before the issuance of the evacuation order. All deductions authorized
by law, such asretirement or social security deductions, authorized allotments, Federal withholding tax, and others,
when applicable, must be made before an advance payment or evacuation payment is made.

(b) (1) The amount of advance payments must cover atime period NTE 30 days or alesser number of days,
as determined by the authorizing official designated by the Secretarial Process.
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(2) Evacuation payments must cover the time period during which the evacuation order remains in effect,
unless terminated earlier, but cannot exceed 180 days. When feasible, evacuation payments should be paid
on the employee's regular paydays.

(c) When an advance payment has been made to or for the account of an employee, the amount of the advance
payment must not diminish the amount of the evacuation payments that would otherwise be due the employee.

(d) (1) For afull-time and part-time employee, the amount of an advance payment or an evacuation payment
is computed on the basis of the number of regularly scheduled workdays for the time period covered.

(2) For an intermittent employee, the amount of an advance payment or evacuation payment is computed
on the basis of the number of days on which the employee would be expected to work during the time
period covered. The number of days must be determined, whenever possible, by approximating the number
of days per week ordinarily worked by the employee during an average 6-week period, as determined by the
DOD component.

Sec. 550.405 Determination of Special Allowances

NOTE: An agency may provide special allowances for subsistence expenses under 5 CFR 550.405(b) for an
employee who returns to the PDS and who does not occupy the uninhabitable home (e.g., single family home,
apartment, etc.) used before the evacuation. See Examples at http://www.opm.gov/oca/compmemo/2005/2005-
18hb.pdf. An agency may also use the same authority to provide special allowances for dependents who return to
the PDS with the employee and who do not occupy the uninhabitable home. Additional guidanceisavailablein
OPM’s“Handbook On Pay and L eave Benefits For Federal Employees Affected By Severe Weather
Emergencies or Other Emergency Situations’ at http://mwwwv.opm.gov/oca/compmemo/2005/2005-18hb.pdf (OPM
email - Employee & Dependents Return to PDS But their Residence Uninhabitable (11-17-05).)

In determining the direct added expenses that may be payable as special allowances, the following must be
considered:

(a) Thetravel expenses and per diem for an evacuated employee and the travel expenses for the dependents are as
prescribed for TDY travel in the JTR, whether or not the employee or dependents would actually be covered or
subject to the JTR. In addition, per diem is authorized for dependents of an evacuated employee at arate equa to
the rate payable to the employee, as determined AW the JTR (except that the rate for dependents under age 12 is
one half of thisrate), whether or not the employee or dependents actually would be covered or subject to the JTR.
Per diem for an employee and dependents is payable from the departure date from the evacuated area through the
arrival date at the safe haven, including any en route delay period that is beyond an evacuee's control or that may
result from evacuation travel arrangements.

(b) Subsistence expenses for an evacuated employee and/or dependents are determined at applicable per diem rates
for the safe haven or for a station other than the safe haven that has been authorized/approved by the responsible
official designated by the Secretarial Process. Such subsistence expenses begin to be paid on the date following
arrival and may continue until terminated. The subsistence expenses are computed on adaily rate basis, as follows:

(1) The applicable maximum per diem rate is computed as shown in the examplein JTR, par. C4567-C for
the employee and each dependent who is age 12 or older. For each dependent under age 12, the per diem
rateis one-half of the applicable maximum per diem rate for the employee and dependents who are age 12
or older. These maximum rates may be paid for a period not to exceed the first 30 days of evacuation.

(2) If after expiration of the 30 day period, the evacuation has not been terminated, the per diem rateis
computed at 60 percent of the rates prescribed in paragraph (b)(1) of this section until a determination is
made by the responsible official designated by the Secretarial Process that subsi stence expenses are no
longer authorized. Thisrate may be paid for a period not to exceed 180 days after the effective date of the
order to evacuate.
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(3) Thedaily rate of the subsistence expense allowance actually paid an employee is either arate
determined |AW paragraphs (b) (1) and (2) of this section or alower rate determined by the responsible
official designated by the Secretarial Process to be appropriate for necessary living expenses.

(c) Payment of subsistence expensesis decreased by the applicable per-person amount for any period during which
the employee is authorized regular travel per diem IAW the JTR.

Sec. 550.406 Work Assignments during Evacuation; Return to Duty

(a) Anevacuated employee at a safe haven may be assigned to perform any work considered necessary or required
to be performed during the evacuation period without regard to the employee’ s grade or title. Failure or refusal to
perform assigned work may be a basis for terminating further evacuation payments.

(b) When a part-time employee is given assigned work at the safe haven, arecord of the number of hours worked
must be maintained so that payment may be made for any hours of work that are greater than the number of hours on
which evacuation payments are computed.

(c) Not later than 180 days after the effective date of the evacuation order (or when the emergency or evacuation
situation is terminated, whichever is earlier), an employee must be returned to the regular duty station, or appropriate
action must be taken to reassign the employee to another duty station.

Sec. 550.407 Termination of Payments during Evacuation

Advance payments or evacuation payments terminate when the responsible official designated by the Secretarial
Process determines that:

(a) Theemployeeis assigned to another duty station outside the evacuation area;
(b) The employee abandons or is otherwise separated from the assigned position;

(c) The employee's employment isterminated by transfer to retirement rolls or other type of annuity based on
cessation of civilian employment;

(d) The employee has resumed duties at the duty station from which evacuated; NOTE: TDY allowances are not
payable for an employee working at the PDS. However, if incident to an evacuation, an employee’s homeis not
habitable but the employee is required to work at the PDS, the special allowance authority in 5 CFR §550.405
may be used to pay lodging and M& | E expenses for the employee while on duty at the PDS and per diem for
dependents at the safe haven (OPM email 26 September 2005).

(e) Payments are no longer warranted; or

(f) The employeeis covered by the Missing Persons Act (50 USC App. 81001 et seq.), unless payment is earlier
terminated under these regulations.

Sec. 550.408 Review of Accounts; Service Credit

(a) The payroll office having jurisdiction must review each employee's account for the purpose of making
adjustments at the earliest possible date after the evacuation is terminated (or earlier if the circumstances justify),
after the employee returns to the assigned duty station, or when the employee is reassigned officialy.

(b) The employee's pay must be adjusted on the basis of the rates of pay, allowances, or differentias, if any, to
which he or she would otherwise have been entitled under all applicable statutes other than 5 USC 8§5527. Any
adjustments in the employee's account must also reflect advance payments made to the employee under §550.403(a)
of this Part.
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(© (1) After an employee's account is reviewed as required by paragraph (a) of this section, if it is found that
the employee isindebted for any part of an advance payment, recovery of the indebtedness must be effected
by the payrall office having jurisdiction over the employee's account, unless awaiver of recovery has been
approved. Repayment of the indebtedness may be made either in full or in partial payments, as determined
by the responsible official designated by the Secretarial Process.

(2) Recovery of indebtedness for advance payment is not required when it is determined by the responsible
official designated by the Secretarial Process that the recovery would be against equity or good conscience
or against the public interest. Findings that formed the basis for waiver of recovery must be filed in the
employee's personnel folder on the permanent side.

(d) For the period or periods covered by any payments made under this part, the employee is performing active
Federal service in the assigned position without a break in service.

Sec. 550.409 Evacuation Payments during a Pandemic Health Crisis

(a) Anagency may order one or more employees to evacuate from their worksite and perform work from home (or
an aternative location mutually agreeable to the agency and the employee) during a pandemic health crisis without
regard to whether the agency and the employee have atelework agreement in place at the time the order to evacuate
isissued. Under these circumstances, an agency may designate the employee’ s home (or an alternative location
mutually agreeable to the agency and the employee) as a safe haven and provide evacuation payments to the
employee. An agency must compute the evacuation payments and determine the time period during which such
payments will be made IAW § 550.404. An evacuated employee at a safe haven may be assigned to perform any
work considered necessary or required to be performed during the period of evacuation without regard to grade,
level, or title. The employee must have the necessary knowledge and skills to perform the assigned work. Failure or
refusal to perform assigned work may be a basis for terminating evacuation payments, as well as disciplinary action.

(b) The head of an agency, in that person’s sole and exclusive discretion, may grant special allowance payments,
based upon a case-by-case analysis, to offset the direct added expenses incidental to performing work from home (or
an aternative location mutually agreeable to the agency and the employee) during a pandemic health crisis.

(c) Anagency may terminate evacuation payments under the conditions listed in § 550.407. An agency must make
any necessary adjustmentsin pay consistent with 8 550.408 after the evacuation is terminated.
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PART M: EMERGENCY VISITATION TRAVEL (EVT)
C7600 RELATED INFORMATION

A. Allowable Expenses due to the Death of an Employee/Dependent. See Ch 5, Part R.

B. Emergency Travel and Transportation of an Employee due to IlIness, Injury, or a Personal Emergency Situation
whileon TDY. See Ch 7, Part H.

C. Medica Travel and Transportation Allowances for an Employee Assigned to a Foreign OCONUS PDS. See Ch
7, Part K.

D. Family Visitation Travel (FVT) when the Immediate Family is Evacuated from the Employe€’s Foreign PDS.
SeeCh 7, Partl.

C7602 GENERAL

A. Purpose. EVT allows an eligible employee assigned at/family member (of an employee) accompanying the
employee at aforeign PDSto travel at GOV’ T expense to the CONUS, non-foreign OCONUS area, or another
location in certain family emergency situations.

B. Allowance Discretion. EVT isnot adiscretionary allowance, except that the AO must confirm the need for EVT
and has discretion with regard to authorizing/approving an additional trip and transportation for an additional family
member(s).

*C. Restrictions
1. EVT isnot permitted for travel wholly within the foreign area assignment.
*2. An employee away from the foreign OCONUS PDS:
a. Onleavein a CONUS/non-foreign OCONUS location, or
b. TDY ina CONUS/non-foreign OCONUS location
isnot eligible for EVT.

D. Limitations. EVT allowances for an employee on leave in aforeign area, or an eligible family member in a
foreign area away from the employee’s PDS, are limited to the cost of EV T allowances from the PDS.

E. Authority. EVT isauthorized in the following circumstances:

1. Medical. A member of the employee’s or the employee’s spouse’ simmediate family is serioudly ill or
injured and faces imminent death. See pars. C7610-C and C7628.;

2. Death. A member of the employee’s or the employee’s spouse’ simmediate family has died or the eligible
family member must accompany the remains of the employee or of an eligible family member resident at the
employee’sPDS in aforeign areawho diesin aforeign area (see APP A) to the place of interment anywhere in
theworld. See pars. C7610-C and C7630.;

3. Incapacitated Parent. A parent of the employee or the employee’s spouse becomes incapacitated and travel
is necessary to arrange for the parent’s medical treatment or otherwise help assess the parent’s need for a new
living situation or other form of care. See par. C7632.; and
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4. Unusual Personal Hardship. An employee or employee’ s spouse requires emergency family visitation in
certain exceptional circumstances involving unusual personal hardship other than those provided in pars.
C7602-E1 through E3. See par. C7634.

C7604 LEGAL AUTHORITY

10 USC 81599b; 22 USC 84081 and allowances must be similar to EVT alowancesin 3 FAM 3740
(http: //imwww.state.gov/im/a/dir/regs/fam/c22159.htm) of the State Department regulations.

C7606 FUNDING
EVT expenses are the responsibility of the employee’ s command.
C7608 LIMIT ON NUMBER OF TRAVELERS

A. General. Ordinarily, only one family member is authorized travel at GOV’ T expense. In exceptional
circumstances, the AO may authorize/approve the travel of additional family members.

B. Exceptions. Additional family members must travel due to:
1. A critical injury to adependent child attending school away from the PDS, or

2. The death of the employee or an immediate family member at the PDS and the remains are being returned
for interment in CONUS or in a non-foreign OCONUS area.

In such cases, the limitations in these regulations apply to each traveler.
C7610 DEFINITIONS

A. Eligible Employee. An“eligible employee” isan employee who isaU.S. citizen assigned at aPDSin aforeign
area, who has a service agreement that provides for return travel to the employee’s actual residence.

B. Eligible Family Member. Any of the following individuals may be an “eligible family member” if part of the
employee’s household at the OCONUS PDS and are eligible for EVT:

1. Children who are unmarried and under age 21 years or who, regardless of age, are physically/mentally
incapable of self-support. Theterm includes, in addition to natural offspring, stepchildren and adopted
children and those under legal guardianship of the employee or the spouse when such children are expected
to be under such legal guardianship at least until they reach age 21 and when dependent upon and normally
residing with the guardian;

2. Parents (including stepparents and legally adoptive parents) of the employee/spouse, when such parents
are at least 51 percent dependent on the employee for support (See APP A for definition of “DEPENDENT/
IMMEDIATE FAMILY");

3. Sigters and brothers (including stepsisters/stepbrothers, or adoptive sisters/brothers) of the employee/
spouse, when such sisters and brothers are at least 51 percent dependent on the employee for support,
unmarried and under age 21, or regardless of age, are incapable of self-support; and

4. Spouse.

C. Immediate Family member. For this Part “an immediate family member” means the following relative of the
employee:

1. Spousg;
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2. Children, including stepchildren, adopted children and those who are or were under legal guardianship and
spouses thereof;

3. Parents of the employee/spouse; and
4. Siblings (including stepbrothers and stepsisters) of the employee/employee’s spouse for cases of death..

D. Incapacitation. “Incapacitation” is a physical/mental health condition that may impair an individual’s ability to
continue living independently.

E. Parent. A ‘parent” isthe mother/father of the employee/spouse, including stepparents, adoptive parents, or
individuals who have stood in place of a parent. See the definition of “Dependent/immediate family” in APP A. In
no circumstance may an individual be deemed to have more than two parents.

F. AO. The“AQ" isthe official delegated the authority at the PDS to authorized/approve EVT.

G. Serious llIness/Injury. “Seriousillness/injury” isa circumstance in which a medical official determines that
death isimminent or likely to occur.

C7612 TRANSPORTATION EXPENSES

A. Expenses Allowed. Allowable transportation expenses are paid directly to the provider or reimbursed to the
eligibleindividual, for:

1. The transportation cost from the airport serving the employee’s PDS (or applicable originating point) to the
airport serving the destination authorized for EVT and return;

2. Airport taxes; and

3. Air transportation, and ground transportation between interim airports. Example: Between Narita and
Haneda airports in Tokyo since they are interim airports and the cost is part of the overall transportation cost.

See par. C7614 for transportation cost limitations.

B. Expenses Not Allowed

1. Reimbursement for ground transportation between PDS/home/destination and the airport is not authorized.
2. Per diem, and excess baggage/unaccompanied baggage charges are not payable or reimbursable.
C7614 TRAVEL LIMITATIONS
A. Routing. Travel from the employee’s PDS (place of temporary abode where the employee/spouse is located
because of an official authorization) to the CONUS/non-foreign OCONUS location of the serioudly ill, injured, or
deceased immediate family member or incapacitated parent must be by the most direct, usualy traveled and

inexpensive (based on the least expensive unrestricted economy/coach airfare) route.

B. Indirect Route. Indirect routing is permissible only when official duties must be performed en route or when it is
to the GOV’ T's advantage to purchase aticket in foreign currency at an intermediate point.
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C. Transportation Costs. In the event the seriously ill, injured, or deceased immediate family member or
incapacitated parent is outside the CONUS/non-foreign OCONUS location or the remains of an immediate family
member who died in aforeign area are to be accompanied to a foreign area, the employee/spouse’ s transportation
cost may not exceed the transportation expenses that would have been incurred for travel between the employee’'s
PDS and the employee’s actual residence, unless the presence in the foreign area of the person to be visited is
incident to the employee’ s assignment at the foreign PDS.

D. Reimbursement. Reimbursement may not exceed allowable transportation expenses actually incurred.

E. Accommodations. Accommodations must be in coach (unless premium class accommodations are authorized/
approved for medical reasons by the appropriate official designated in par. C2204-B2) or, when air service is not
available, minimum first-class ship, rail, or bus service.

F. Special Fares. Special fares such as excursion fares and round-trip fares must be used to the maximum extent
prudently possible.

G. Authorized Transportation Mode. Air isthe only authorized transportation mode (except when ground
transportation is required between interim airports (e.g., between Narita and Haneda airportsin Tokyo since they
areinterim airports and the cost is part of the overall transportation cost).

H. U.S.-certificated Air Carriers. U.S.-certificated air carriers must be used except asin par. C2204-C.

C7616 TRAVEL AUTHORIZATION/ORDER

The DD Form 1610 (Request and Authorization for TDY Travel of DOD Personnel) is used to authorize EVT
transportation for the employee traveling alone or with dependent(s). AnITA isused to authorize EVT
transportation for a dependent traveling without the employee. TDY regulations for transportation accommodations
for TDY travel apply to EVT. Seepar. C2204 regarding use of commercial aircraft and par. C2203 regarding
arranging official travel.

C7618 REFUND

An employee must repay GOV’ T-paid/reimbursed EVT expenses when EVT is used as a substitute for travel for
which EVT useis not authorized. Example: Return to the CONUS or non-foreign OCONUS area and resignation.

C7620 CHARGE TO LEAVE

See the DOD Civilian Personnel Manual (DOD 1400.25-M) Subchapter 630 Leave, and Subchapter 1260, Home
Leave.

C7622 LEAVE UNDER THE FAMILY MEDICAL LEAVE ACT OF 1993
Following are links to websites with information about leave under the Family Medical Leave Act Program.
A. Form WH-380 “Certification of Health Care Provider” (Used as a supporting documentation for arequest for

Family and Medical Leave - attach to an SF 71 — Request for Leave or Approved Absence.)
http://www.dol.gov/esal/regs/compliance/whd/fmla/wh380.pdf.

B. Federal Employee Entitlements under the Family and Medical Leave Act of 1993
http://mww.opm.gov/compconf/Postconf00/L eave/her zbrgl.pdf.

C. OPM Final Regulations on Family and Medical Leave http://www.opm.gov/oca/fmla/index.htm.

D. OPM Family and Medical Leave Entitlement/Job Benefits & Protection/Advance Notice and Medical
Certification http://www.opm.gov/oca/leave/HTML /fmlafac?.asp.
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Ch 7: Travel Under Special Circumstances C7600-C7636
Part M: Emergency Visitation Travel (EVT)

C7624 EFFECT OF EVT ON RAT

Time spent in a CONUS/non-foreign OCONUS area delays the date of RAT eligibility only if the employee has not
accumulated 18 months of continuous service at the foreign PDS. See Ch 5, Part K for RAT.

C7626 EVT FOLLOWED BY FVT
A. Waiting Time. If an employeeiséeligible for FVT, there must be a minimum three-month waiting period
following the employee’ s return to the PDS from EVT before the employee may depart on FVT to the same

location.

B. Exception to Waiting Time Requirement. An exception to the waiting requirements may be made for valid
reasons by the AO at the PDS.

C7628 EVT FOR MEDICAL REASONS

A. Limit on Number of Trips. The employee/spouseislimited to one round trip for each seriousillness or injury of
each immediate family member. If the traveler returnsto the employee’s PDS from an EVT visit and the ill/injured
immediate family member subsequently dies, the AO may authorize/approve a second trip under par. C7602-E2.

B. Authorization Procedure. An employee’srequest for EVT authorization/approval for a medical reason must
include necessary information required to assess the medical condition of the immediate family member to be
visited so that the AO (with the assistance of medical officialsif available) can make a determination whether the
medical condition of the family member meets the requirements of par. C7610-G. The necessary information
includes:

1. The name and address of the immediate family member, and the family member’s relationship to the
employee or the employee’ s spouse;

2. Thetelephone number of the attending physician or hospital; and

3. The name, address, and telephone number of a person at the family member’ s location who may be
contacted |CW the emergency, and the relationship of this person to the immediate family member.

C. Immediate Family Member Located in a Foreign Area. If theimmediate family member islocated in aforeign
area, the AO must request assistance from the nearest PDS, if any, that could aid in gathering information regarding
the medical status of the family member for whom EVT is requested.

D. Confirming the Need for EVT Travel. After confirming that the family member’s medical status meets the
requirements of par. C7610-G, the AO may authorize/approve the EVT request. The AO must not authorize/
approve any request that does not meet the requirementsin par. C7610-G. The employee may request
reconsideration by providing information that enables the AO to evaluate the immediate family member’s condition
at the time of travel.

E. Recording EVT Travel. Any EVT for medical reasons, authorized/approved by the AO, to visit a parent must be
recorded in the employee’ s personnel record.

F. Limiting EVT Travel to Already Identified Parents. EVT is not authorized when the employee/spouse has
already identified two individuals as parents for EVT and subsequent requests for EVT elects a third parental
individual to visit.
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G. Travel in Advance of Authorization

1. Employee/Spouse Electsto Travel before Authorization. The employee/spouse may elect to travel in
advance of authorized EVT. Travel expenses may be paid by either of the following methods. Asa:

a. Personal expense of the employee subject to reimbursement in the event of subsequent authorization; or

b. GOV'T expense subject to collection as an overpayment if it is determined upon further inquiry that the
circumstances for which EVT was authorized/approved do not meet EVT authorization standards.

2. Repayment Acknowledgement. An employee traveling in advance of authorization of transportation at
GOV'T expense must execute the following repayment acknowledgement prior to commencing travel:

REPAYMENT ACKNOWLEDGEMENT

“I, certify that | have read and understand the EVT

regulationsin JTR, Ch 7, Part M, and that all expenditures made by my Command ICW my

EVT (or EVT for my eligible spouse) are subject to collection

as an overpayment in the event that approval of such travel is determined to be unwarranted under the provisions of
JTR, Ch 7, Part M. If | do not repay these funds immediately upon demand, | understand that the Government
may pursue collection of these funds through deductions from salary, alowances, lump sum payments, or any other

remedy.”

Signature Date Typed Name
After execution of the Repayment Acknowledgement, the A/O may authorize transportation.

3. After Return to the PDS. In each casein which EVT istaken in advance of authorization, the employee
must submit a statement to the AO not more than 30 calendar days after completion of travel, describing the
circumstances for which travel was performed. The statement must include the name, address, and relationship
of the ailing immediate family member and a report from the attending physician or hospital describing the
nature of the illness at the time of travel. The AO determines whether or not the family member’s medical
status at the commencement of EVT met the requirements of par. C7610-G. If the AO determines that the
family member’s status did not satisfy the requirements, all EVT expenses become the employee’s financial
responsibility.

C7630 EVT IN THE EVENT OF AN IMMEDIATE FAMILY MEMBER’S DEATH

A. Limitations. Only one round trip may be taken by either the employee/spouse in the death of any immediate
family member.

B. Beginning Travel. Travel must begin as soon as practical upon notice that the immediate family member has
died.

C. Death of Employee/Eligible Family Member. In the death of an employee/eligible family member stationed in a
foreign area (whether death occurs at the PDS or elsewhere in a foreign area), one round trip to the place of
interment is allowable for eligible family members resident at the PDS. See par. C7602-E2.
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Ch 7: Travel Under Special Circumstances C7600-C7636
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D. Travel Statement. The employee must provide a statement to the AO within 30 calendar days after travel
completion with the name and relationship (to the employee or employee’s spouse) of the deceased.

C7631 EVT FOR PERSONAL EXPENSE TRAVEL TO VISIT SIBLING WHO SUBSEQUENTLY DIES
A. General. When the employee or employee’ s spouse travels at personal expense to visit anill or injured sibling,

and the visited sibling dies within 45 calendar days of the traveler’ s departure from the OCONUS PDS to make that
vigit, then the eligible traveler may elect, either (but not both) of the following:

1. Reimbursement for the round trip visitation travel already taken at personal expense, or

2. Subsequent EVT round trip travel for the interment of that sibling.
B. Limitation. Reimbursement for allowable EVT travel and transportation expenses under par. C7631-Alis
limited to par. C7612-A requirements, and must conform to par. C7614. See par. C7612-B for unauthorized EVT
expenses.
C7632 INCAPACITATED PARENT
A. Travel Purpose. Travel must beto:

1. Arrange medical care,

2. Home care services, or

3. Evaluate afacility placement

for a parent who has become incapacitated and may not be able to continue living independently.

B. Allowable Circumstances. Examples of circumstancesin which this EVT may be approved include:

1. Eyesight of a parent/stepparent (or one who has acted in this capacity) has deteriorated so the person may
no longer be able to continue living independently;

2. A parent/stepparent (or one who has acted in this capacity) must leave an assisted living facility because
the person requires medical or other care that is not available at that facility;

3. A parent/stepparent (or one who has acted in this capacity) is showing increasing signs of dementia and
may require placement in a skilled nursing facility.

4. Similar circumstances.
C. Limit on the Number of Trips. EVT for the care of incapacitated parents may not exceed two round trips for the

employee over the lifetime of the eligible employee and two round trips for an employee’ s spouse over the lifetime
of the employee’s eligible spouse.

D. Both Trips May Be Used for the Needs of One Parent. The employee/spouse may choose to use both EVT trips
in this category ICW the needs of one parent.
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E. Authorization Procedure

1. The employee:
a. Must submit a statement, or certification, to the AO to serve as evidence of eligibility for the EVT
allowance. The submitted documentation must include a statement by the employee indicating the number
of EVT trips aready taken by the employee/spouse during their lifetimes under the authority in pars.
C7602-E3 and C7632 (Incapacitated Parent).

b. Should provide as much detail as available at the time of the request for travel at GOV’ T expense that
demonstrates that the request is consistent with the requirementsin par. C7602-E3.

¢. May supplement the statement with additional detail as more information becomes available. A sample
certification follows below.

2. At aminimum the certification must include:

a. The number of EVT trips dready taken by employee/spouse under the authority in pars. C7602-E3 and
C6678 during their lifetime.

b. The name and address of the parent and that of the care facility if the parent is under temporary care
away from the normal place of residence;

c. A detailed description of the circumstances pursuant to which the EVT allowance is being claimed;
and

d. If the parent is other than a biological, step, or adoptive parent, a detailed description of the nature of
the relationship which supports a claim that the individua “stood in the place of” a parent to the
employee or the employee’ s spouse.

SAMPLE CERTIFICATION

I, certify that it is necessary for me (or for my spouse)

to travel to the location of my (or eligible spouse’s) parent,

who resides at:

to assist in getting appropriate care or making new living arrangements due to recently discovered
incapacity. | have the following indications that my (or eligible spouse’s) parent may not be able to continue

living independently:

| hereby declare that, if approved, this will be my CDEmploye (Spouselfirst/CIsecondeldercare trip at
Government expense during my lifetime. See JTR, par. C7632-C for limit on number of trips.

Signature Date Typed Name

F. Submission Request. The request must be submitted to the AO, who must notify the requester whether or not
GOV’ T-funded travel is authorized or disapproved.
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G. Travel without Prior Authorization. GOV’ T-funded travel without prior authorization is permitted, but the
employee/spouse must provide the required certification statement of the parent’s health status and travel purpose
described above not more than 30 calendar days after travel completion. The employeeis financially liable for any
expenditure not approved by the AO, and all such costs are subject to collection as an overpayment.

H. Travel in Advance of Authorization. In the event the employee or the employee’s spouse elects to travel in
advance of authorization, the following statement must be included in the employee certification:

“1 have read and understand JTR, par. C7628-G, that all expenditures made by the Government ICW my EVT
(or EVT of my eligible spouse) (Name) are subject to collection asan overpayment in the event that approval of
such travel is determined to be unwarranted under the provisionsin par. C6675. If | do not repay these funds
immediately upon demand, | understand that the Government may pursue collection of these funds through
deductions from salary, allowances, lump payments, or any other remedy.”

C7634 UNUSUAL PERSONAL HARDSHIP

A. Personal Hardship. Theindividual delegated authority for that purpose under criteria established by the DOD
Component concerned may authorize/approve EVT in exceptional circumstances on a case-by-case basisin
situationsinvolving unusual personal hardship other than those provided for in pars. C7628 (Medical Reasons),
C7630 (Death of Immediate Family Member), and C7632 (Incapacitated Parent). Requests for authorization/
approval of GOV’ T-funded travel in this category must detail the exceptional circumstances under which such a
request is made and must include a statement by the employee certifying the nature of the circumstances and any
available documentation relating to the circumstances of the request.

B. Travel In Advance of Authorization. GOV’ T-funded travel without prior authorization is permitted, but the
employee/spouse must provide a certification detailing the exceptional circumstances for which the request for EVT
travel is made and any available documentation related to the circumstances of the request not more than 30
calendar days after travel completion. The procedure in par. C7628-G, regarding travel in advance of authorization,
also applies ICW EVT travel under par. C7634 for Unusual Personal Hardship. Thetraveler isresponsible for al
expenditures not authorized/approved.
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C7600-C7636

C7636 EVT TABLE

EMERGENCY VISITATION TRAVEL

Travel Visitation Action Required Limitation Of
Authorized Who May Travel Objective Authorization By Employee EVT Visit
Medical Employee, or Tovisitimmediate Authorized by Ch 7, |, Provide required Employees and
(Serious IlIness or Eligible Spouse family member Part M medical contact their spouses are
injury) serioudly ill or information. limited to one
See pars. C7602-E1 injured, near death . Submission of round trip for each
& C7628 repayment seriousillness or
acknowledgement, if injury of each
traveling in advance of | immediate family
authorization. member.
Immediate Family Employee or Attend interment of Authorized by Ch 7, |, Identify deceased Oneround trip
Member Death Eligible Spouse immediate family Part M family member not may be taken in
See pars. C7602-E2 member (includes more than 30 calendar | case of death of
& C7630) siblings). days after travel any immediate
completion. family member.

. Submission of Travel must begin
repayment as soon as possible
acknowledgement. following death

notification.
Employee/Family Employee; Attend interment of AO must authorize/ |, Request AO approval Oneround trip to
Member Death and employee or digible approve number of . Submission of the place of
Employee/family Eligible family family member who travelers repayment interment is
member dies outside | member(s) dies outside CONUS acknowledgement. alowable for
CONUS/non-foreign or non-foreign digible family
OCONUS area. See OCONUS area. members resident
pars. C7602-E2 & at the employee's
C7630. PDS.
Incapacitated Employee or Assist parent Authorized by Ch 7, | Submission of self- NTE two round
Parent . Eligible Spouse suffering recent Part M certification acceptable | tripsover the
See pars. C7602-E3 health breakdown that to the AO™. lifetime of each
& C7632 threatens continued . Submission of digibleindividual
independent living. repayment (the employee and
acknowledgement, if the employee’s
appropriate. SPOUSE).
Unusual Personal Employee or Exceptional Authorized by the . Submission of any Decided on a case-
Hardship . Eligible Spouse circumstances individual delegated | available by-case basis.
See pars. C7602-E4 warrant travel authority for that documentation related
& C7634. otherwise precluded purpose under to reguest.
by EVT limitations. criteria established . Submission of
by the DOD repayment
component acknowledgement.
concerned.

Footnote:

1 Self-certification must include the employee’ s statement indicating the number of EVT trips aready taken by the
employee/spouse during their lifetime under the authority in pars. C7602-E3 & C7632 (Incapacitated Parent) and
must be accompanied by information provided by the doctor, nursing home or social worker involved in the case.
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APP G: Misc Expenses Table (JFTR/JTR)

Appendix G

APPENDIX G: MISCELLANEOUS REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL

A. General. This Appendix addresses the more commonly incurred miscellaneous reimbursable expenses. Incidental Expenses
(defined as part of per diem in APP A) are different than these expenses. Finance regulations should be consulted regarding any

required expense description/documentation on the travel voucher.

B. Transportation Expenses Incurred in or around a PDS or TDY L ocation. Reimbursement of these expensesis covered in JFTR, Ch

3, Part F, and JTR, Ch 2, Part H.

C. Voucher Submission. DODFMR, Val. 9, Travel Palicy and Procedures at http: //www.dtic.mil/comptroller/fmr/ prescribes the

voucher submission requirements, with supporting authority. Funds must be obligated |AW finance policy (ordinarily prior to/at the

time the expense isincurred).

D. Miscellaneous Reimbursable Expenses Table. Travelers are authorized certain necessary travel and transportation-related
miscellaneous reimbursable expenses incurred on official business. Some miscellaneous reimbursabl e expenses are authorized for

reimbursement by this APP; other miscellaneous reimbursable expenses require AO authorization/approval. Miscellaneous

reimbursable expenses include the following (listed in alphabetical order):

JETR JTR APP O
MISCELLANEOUS REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL
PCS | TDY | PCS | TDY | Mil Civ
ATM Use (Civilian Employee). X X X
1. Reimbursable. Administrative feesfor ATM use to obtain money with the GTCC up to the amount
authorized/approved by the AO for an ATM travel advance.
2. Not Reimbursable. Administrative feesfor an ATM use of apersonal charge card.
3. See OSD Comptroller memo dated 19 July 2002, and the DOD Financial Management Regulations
(DODFMR), Volume 9, Chapter 3available at: http://www.dtic.mil/comptroller/fmr/09/09_03.pdf, for
information on personnel exempt from the requirement to use the GTCC.
ATM Use (Uniformed Member) X X X
1. Reimbursement is authorized for administrative fees for ATM use to obtain money with:
a TheGTCC, or
b. An ATM or personal charge card used by personnel exempt (and the traveler must provide the exemption
authority) from GTCC usefor officia travel,
up to the amount authorized/approved by the AO for an ATM travel advance.
2. Reimbursement for ATM administrative fees related to use of an ATM or personal charge card is at therate
applicable to that card if an advanceis not otherwise provided by cash or check.
3. See OSD Comptroller memo of 19 July 2002 and the "DOD Financial Management Regulations’, VVolume
9, Chapter 3available at: http://www.dtic.mil/comptroller/fmr/09/09_03.pdf, for information on personnel
exempt from the requirement to use the GTCC.
Baggage, Excess Accompanied (Transportation Cost). Excess accompanied baggage transportation costs may: X X
1. Beauthorized in advance/approved after the fact by the Secretarial Process (ordinarily a major personnel
command (e.g., Bureau of Naval Personnel (BUPERS) (Navy), Human Resources Command (HRC) (Army))
after any PCS or civilian employee TCS travel.
2. Beauthorized in advance of any PCS or civilian employee TCS travel for DOD travelers IAW the
Service/Agency regulations.
3. Beauthorized/approved for the non-DOD travelers.
4. Not be paid for with a Miscellaneous Charge Order (M CO), a coupon used as a general -purpose voucher for
services (such as excess accompanied baggage) ICW PCS travel unless authorized by the Secretarial Processin
advance of travel.
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APP G: Misc Expenses Table (JFTR/JTR) Appendix G
JFTR JTR APP O
MISCELLANEOUS REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL
PCS | TDY | PCS | TDY | Mil Civ
See JFTR, par. U3015 and JTR, par. C2302
Baggage Expenses. Reimbursement is authorized for necessary travel and transportation-related miscellaneous X X X X X X
reimbursable expenses incurred on official business. These expenses include:
1. ExcessBaggage. See Baggage, Excess Accompanied.
2. Baggage Transfer. NTE the customary local rates, and necessity for the transfer must be explained.
3. Baggage Storage (with explanation).
4. Baggage Checking. NTE the customary local rates.
5. Curbside Baggage Check-in Fee
a. Uniformed Member. Reimbursement of a fee charged for the use of optional curbside baggage
check-in serviceisnot authorized. A tip, separate from the feeitself, is reimbursable.
b. Civilian Employee. Reimbursable only when authorized under JTR, par. C7460-4, for atraveler with a
disability/special need.
Baggage Handling Tips X X X X X X
1. Uniformed Member
a. Transportation Terminal. Reimbursement is authorized for customary tips for handling any baggage
(personal and/or GOV'T) at atransportation terminal.
b. Lodging Establishment. Reimbursement is authorized only for trangportation-related tips for handling
GOV'T property at lodging establishments.
2. Civilian Employee. Baggage handling tips at transportation terminals or lodging establishments are
covered by the |[E portion of per diem and are not items for separate reimbursement except for the following:
a. A traveler with a disability/special need (see JTR, par. C7460-4),
b. Handling of GOV'T property,
¢. Handling of adependent’s personal baggage when the dependent is not authorized per diem while
traveling at GOV’ T expense when unaccompanied by the sponsor, and
d. Handling of a dependent’s personal baggage that the sponsor cannot handle when the dependent is
traveling with the sponsor.
Birth Certificates. The cost of birth certificates or other acceptable evidence of birth for OCONUS travel. X X X X X X
Carrier Terminal Fees. Airport transit, service charge/tax, landing, port tax, embarkation/debarkation or similar X X X X X X
mandatory charge assessed against atraveler on arrival/departure from a carrier terminal is authorized when not
included in the ticket cost (52 Comp. Gen. 73 (1972)).
Cell Phone Use. When acell phoneis used for official communication, each call must be documented showing X X X X
the additional cost incurred outside of the normal usage covered in the cell phone contract. Prepaid
communication services (i.e., prepaid phone cards, cell phones) are not reimbursable unlessthe AO can
determine they were used for official business.
Check Cashing. X X X X X X
1. Reimbursable. Feesfor cashing U.S. GOV’ T checks/drafts issued for travel expense reimbursement in a
foreign country.
2. Not Reimbursable. Feesfor cashing salary checks/drafts are not authorized.
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JFTR JTR APP O

MISCELLANEOUS REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL
PCS | TDY | PCS | TDY | Mil Civ

Check Costs. The cost of traveler's checks, money orders, or certified checks for up to the amount of estimated X X X X X X
per diem, and/or AEA, and/or travel expenses for the authorized travel.

Clerical Assistance. Reimbursable when authorized/approved by the AO. X X X X

*Communication Services. GOV’ T-owned/leased services should be used for official communications, but X X X X
when GOV'T services are not available commercial communications services may be used. Prepaid
communication (i.e., prepaid phone cards, cell phones) or in-flight communication services are not
reimbursable unless the AO can determine they were used for official business.

*Computer Connections. Connections (e.g., Internet connection) used for computers to perform official GOV’ T X X X X
business is reimbursable when authorized/approved by the AO. In-flight computer connections are not
reimbursable unless the AO can determine they were used for official business.

Conveyance Costs. Public or special conveyance coststo and from the transportation terminal. See JFTR, Ch 3, X X X X X X
Part E and JTR, Ch 2, Part C.

Currency Conversion Fees X X X X X X

1. Reimbursable. The 1% “international transaction fee” for official qualifying transactions charged by the
GTCC vendor. Thischargeislisted as a separate line item on the credit card billing statement.

2. Not Reimbursable. Losses resulting from currency conversions (63 Comp. Gen. 554 (1984)). NOTE: A
traveler is not liable for gains resulting from currency conversion.

3. Travel Claim Submission. A traveler who pays with a credit card for OCONUS expenses should check with
the credit card vendor to determine the final bill in U.S. currency prior to travel claim submission. The currency
exchange rate at which the credit card bill was settled may be used to determine OCONUS expenses charged to
the card.

4. Supplemental Vouchers. A traveler may have to submit atravel voucher prior to having access to the actual
amount billed on the credit card. When the actual amount in U.S. currency is not known until after the required
travel claim submission date, atraveler should be personally aware of any financial regulations that require
submission of a supplemental voucher if the amount(s) submitted as expenses differ(s) from the actual amount
billed on theinitial travel claim.

Driver (Vehicle) Services. Reimbursable when authorized/approved by the AO. X X X X
Energy Surcharge Fees X X X X X X
*Global Positioning System (GPS) for a Rental Car. The optional Global Positioning System (GPS) for a X X X X

rental car isnot reimbursable unlessthe AO can determine it was necessary for official business.

Green Card. See Passport, Visa, Green Card, Photographs, Physical Examinations, and Legal Services.

GTCC X X X X

1. Late Payment Delinquent Fees. Reimbursable when authorized/approved by the AO only for atraveler in a
mission critical travel category or who, through no personal fault, is unable to file atravel voucher and pay the
GTCC hill because of circumstances specific to thetravel. See DODFMR, Volume 9, Chapter 3, found in
USD(C) memorandum dated 7 May 2002 for definition of mission critical personnel and processing
requirements.

2. Expedited Delivery. Reimbursable when authorized/approved by the AO.

Guide Services. Reimbursable when authorized/approved by the AO. X X X X
Inoculations. Charges for inoculations that are not available through a Federal dispensary for OCONUS travel
(this does not include travel expenses incurred for obtaining the required inoculations) when authorized/or X X X X X X
approved.
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Appendix G

MISCELLANEOUS REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL

JFTR

JTR

APP O

PCS

TDY

PCS

TDY

Mil

Civ

Insurance, Driving-Related. Driving-related insurance is reimbursable when a Service-designated official
determines that legal requirements/procedures of the foreign country involved make it necessary to carry driving-
related insurance (55 Comp. Gen. 1343 (1976)) to cover potential liability for damage, personal injury, or death to
third parties when travel is authorized by GOV'T conveyance/POC/rental car.

Interpreter Services. Reimbursable when authorized/approved by the AO.

Laundry/Dry-Cleaning Expenses (Civilian Employee Only)

1. Reimbursable for CONUS Travel. Costs for personal laundry, dry-cleaning and/or pressing of clothing
incurred during TDY or PCS travel (not after returning to/arriving at PDS) are a separately reimbursable travel
expense when travel within CONUS requires at least 4 consecutive nights lodging.

2. Not Reimbursable for OCONUS Travel. Laundry/dry-cleaning and/or pressing of clothingisnot a
separately reimbursable travel expense for OCONUS travel. It is part of the IE allowance included within the
per diem rates/ AEA authorized/ approved for OCONUS travel.

Laundry/Dry-Cleaning Expenses (Uniformed Member Only)

1. Reimbursable for CONUS Travel. Costs for personal laundry, dry-cleaning and/or pressing of clothing
incurred during TDY travel (not after returning to/arriving at PDS) are a separately reimbursable travel expense
up to an average of $2 per day, in addition to per diem/AEA, when travel within CONUS requires at least 7
consecutive nights of TDY lodging in CONUS (e.g., 6 nights, no laundry, 7 nights, NTE $14, 8 nights, NTE
$16).

2. Not Reimbursable for OCONUS Travel. Laundry/dry-cleaning and/or pressing of clothing isnot a
separately reimbursable travel expense for OCONUS travel. It is part of the IE allowance included within the
per diem rates’AEA authorized/ approved for OCONUS travel.

Legal Service Fees. See Passport, Visa, Green Card, Photographs, Physical Examinations, and Legal Services.

License/Permit, International Driver’s

1. Reimbursable when traveling TDY to a country that requires an international driver’s license/permit.
2. Thecost of license/permit photos is reimbursable.

3. Seehttp://travel .state.gov/travel/tips/safety/safety 1179.html for information on driving abroad.

4. Thisreimbursement applies only to members/employees but not their dependents.

Lodging, Dual. Reimbursable when authorized/approved by the AO. Reimbursement must not exceed the
amount of per diem/AEA plus appropriate lodging tax (when separately reimbursable) that would have been paid
had the traveler remained overnight. See JFTR, par. U4135 and JTR, par. C4555-F.

Lodging Fees/Daytime Lodging Charges. Reimbursable when authorized/approved by the AO. Theseinclude
room occupancy lodging charges for late departure, early arrival, or airport daytime lodging facilities due to travel
arrangements that are not for the traveler’s convenience.

Lodging Reimbursement while on Leave (Uniformed Member Only). Reimbursement is authorized for the
actual cost of lodging retained at the TDY location during leave, NTE the per diem rate lodging portion for the
TDY location, for each day during contingency operations (JFTR, par. U7225), or authorized/ordered evacuations
(JFTR, par. U7226-C).

Lodging Tax (except when ‘MALT-Plus' for POC travel is paid) in the CONUS and non-foreign OCONUS areas
(see APPA).

1. Reimbursable. Lodging tax reimbursement (CONUS and non-foreign OCONUS only) is limited to the tax
on reimbursable lodging costs. Example: if the authorized maximum lodging rate is $60/night, and lodging
that costs $110/night is chosen, tax on $60 may be reimbursed, which is the maximum authorized lodging
amount.

2. Not Reimbursable. Lodging tax in foreign OCONUS areas is part of per diem/AEA and is not separately

Change 272/526
8/1/09



http://redbook.gao.gov/17/fl0082063.php�
http://travel.state.gov/travel/tips/safety/safety_1179.html�

APP G: Misc Expenses Table (JFTR/JTR)

Appendix G

MISCELLANEOUS REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL

JFTR

JTR

APP O

PCS | TDY

PCS | TDY

Mil Civ

reimbursable.

Medical Fees. See Passport, Visa, Green Card, Photographs, Physical Examinations, and Legal Services.

Mission-Related Expenses. Mission-related expenses are not reimbursable astravel expenses. These include
(but are not limited to) ) equipment and materials (e.g., batteries, tools, film, paper, books, medical supplies), gifts
for child care, pet care, hotel concierge, workout room/gym fees, and similar items.

Nonrefundable Room Deposits, Forfeited Rental Deposits or Prepaid Rent, and Early Checkout Penalties
when TDY is Curtailed/Canceled/Interrupted.

1. When advance lodging arrangements (including deposits for rental units) are made and TDY is
curtailed/cancel ed/interrupted, lodging cost reimbursement may be authorized/ approved by the AO.

2. Reimbursement must not exceed the remaining amount of per diem/AEA plus appropriate lodging tax that
would have been paid had the TDY not been curtailed/ cancel ed/interrupted.

3. See 59 Comp. Gen. 609 (1980), 59id. 612 (1980), 60 id. 630 (1981), and cases cited therein.

4. The AO should consider if the:
a. Traveler acted reasonably and prudently in incurring lodging expenses;
b. Traveler had a reasonable expectation of completing the TDY as authorized,;

¢. Assignment was changed for official purposes or for an acceptable reason beyond the traveler’s control;
and

d. Traveler took reasonable stepsto obtain arefund once the TDY was officially canceled/curtailed.

Packer Services. Reimbursable when authorized/approved by the AO.

Paper Tickets. Any additional paper tickets cost is authorized when authorized/approved by the AO as necessary
to meet GOV’ T requirements (e.g., potential work stoppage by the airline or specia circumstancesinvolving
international travel to foreign countries). Paper tickets bought for personal convenience arethetraveler’s
financial responsibility.

Parking Fees at a Terminal. Transportation terminal parking fees (while TDY), NTE the cost of taxi fares
(including associated tips) for one round-trip to the terminal are authorized. See JFTR, par. U3320 and JTR, par.
C2192.

*Passport, Visa, Green Card, Photographs, Physical Exams, and Legal Services.

1. Reimbursement Eligibility

*a. General. Reimbursement is authorized for a:
(1) Member,
(2) Employee, and
(3) Dependent (member’s and/or employee’s).
*b. Uniformed Member. Reimbursement authority isfor amember whoiis:
(1) Assignedto aforeign OCONUS area,

(2) Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas asaresult
of acontinued assignment in aforeign OCONUS area, or

(3) Emergency Technical Support Personnel. Seeitem 5 below.
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*c. Civilian Employee. Reimbursement authority isfor an employee whois:

(1) AU.S.citizen (NOTE: An eligible dependent(s) does not have to be a US citizen.)
(2) Hired locally or transported to aforeign OCONUS areaat GOV’ T expense,
(3) Serving under a service or renewal agreement, and

(4) Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas as a result
of continued employment in aforeign OCONUS ares, or

(5) Emergency Technical Support Personnel. Seeitem 5 below.

*d. Dependent (Member's or Employee’'s). Reimbursement authority is for a dependent who is:

(1) Authorized travel and transportation allowances to/from aforeign OCONUS area, or

(2) Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas as a result
of the sponsor’s continued assignment/employment in aforeign OCONUS area.

2. Acquired Dependent (Uniformed Member Only). A member serving an unaccompanied OCONUS tour
who acquires a dependent OCONUS is not authorized reimbursement of passport and visa expenses for the
acquired dependent except when JFTR, par. U9000-A2 or U9000-A3 applies, and/or the dependent qualifies
for travel and transportation from the OCONUS PDS IAW JFTR, par. U5222-G.

3. Biometric Fees. Biometric fees which are mandatory for passport and/or visaissuance to the traveler is
reimbursable. Biometric data collects the traveler’ s measurable physical or behavioral characteristic, that can
be used to verify theindividual’s identity or compare the identity against other entries when stored in a
database. Examples of biometric data are face recognition, fingerprints, and iris scans.

4. Dependent Fee. Dependent fee is reimbursable except ICW personal travel. Example: The United
Kingdom Entry Clearance Feeis areimbursable fee.

5. Emergency Technical Support Personnel. A command/activity may be required to have emergency
technical support personnel available for officia travel on short notice. These personnel, if directed in writing
by the AO to maintain current passports, mandatory biometric visa requirements and/or visas and/or green
cards, may be reimbursed for the preparation expenses/fees paid for a passport, mandatory biometric visa
requirements, visa, green card, photographs for OCONUS travel and physical examinations required to obtain a
visaif examinations could not be obtained at a GOV’ T medical facility (as of 11/1/01 obtainable only in

Y okosuka, Japan)).

6. Feefor Visa, Green card, and Photographs for OCONUS Travel. These fees are reimbursable ICW official
travel.

7. Legal Service Fees. Expensesfor legal servicesthat include lawyer fees/charges (except retainer fees) for
obtaining and/or processing applications for a passport, mandatory biometric visa requirements, visa, green
card, or changes in status are reimbursable if local laws and/or customs require the use of lawyersin processing
such applications.

8. Medical Expenses. Medical expenses associated with obtaining passports, mandatory biometric visa
requirements, and/or visaand/or green card, are not reimbursable, except for inoculations as permitted in this
APP.

9. Passport Fees. An official traveler ordinarily travels on a no-fee passport. The three types of U.S. passports
are: book, card, and e-passport. A passport book is aregular passport; an e-passport is aregular passport book
with electronic biometric data; both passports can be use for any international travel. A passport card is limited
to departure/entry to/from the U.S. through land and seaport entry between the U.S. and Mexico, Canada, the
Caribbean, and Bermuda, and is not authorized otherwise for international travel. Passport fees are
reimbursable when travel on an official travel authorization/order isto and/or from a high threat area or high
risk airport by commercia air and the traveler is authorized to obtain and use a regular fee passport. See
http:/mww.state.gov/travelandbusiness/. Those traveling solely by MILAIR or AMC charter flight are not
reimbursed for regular fee passports unless GOV’ T transportation became available on short notice (that is,
after commercial travel arrangements had been made and a passport purchased) or the travel priority is
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sufficiently high to require backup travel arrangements (which cannot include city-pair reservations).

10. Physical Examination Fees. These fees are reimbursable when required to obtain a visa and the
examination could not be obtained at a GOV’ T medical facility (as of 11/1/01 obtainable only in Y okosuka,
Japan) (adapted from GSBCA 15435-RELO, 9 April 2001). A dependent’sfeeis reimbursable except ICW
personal travel. Example: The United Kingdom Entry Clearance Feeis areimbursable fee.

11. Trave Authorization/Order for Visas and Physical Examinations. A travel authorization/order should be
issued to authorize/approve (see JFTR, par. U2115 and JTR, APP 12) travel and transportation at GOV' T
expense to:

a. A visaissuing office located outside the traveler’ s PDS local areaif the traveler’s presence at that office
is'was mandatory.

b. Undergo a physical examination required to obtain avisaif travel is'was required to alocation outside
thetraveler's PDS local area.

12. Travel Not Required. Actual travel to obtain required documentsis not required for reimbursement (e.g.,
the expenses may be related to mail).

Personal Expenses. Personal expenses are not reimbursable. These include batteries,
tools, film, gifts, pet care, hotel concierge, rental car GPS, workout room/gym fees, and similar items.

Pet Quarantine. See JFTR and JTR, Ch 5, Part | for rules regarding pet quarantine ICW PDT.

Phone Calls (Official)

1. The AO:

a. May determine certain communications to atraveler’s home/family are official (i.e., to advise of the
traveler's safe arrival, inform/inquire about medical conditions, and advise regarding changes in itinerary),

b. Should limit communications to a dollar amount in advance of the TDY, and

¢. May approve charges after the TDY completion, when appropriate (adopted from GSBCA 14554-TRAV,
18 August 1998).

2. Prepaid communication services (i.e., prepaid phone cards, cell phones) are not reimbursable unless the AO
can determine they were used for official business.

Physical Examination Fees. See Passport, Visa, Green Card, Photographs, Physical Examinations, and Legal
Services.

Prepaid Phone Cards/Cell Phones. See Communication Services.

Preparatory Travel Expense Reimbursement when the Travel Authorization/Order is Amended, Modified,
Canceled or Revoked. Preparatory travel expenses, such as fees for traveler’s checks, passport, mandatory
biometric visa requirements, visa, green card, and communications services, incurred prior to the
authorization/order being changed are reimbursable provided the action taken is beyond the traveler’s control, in
the GOV’ T'sinterest, and arefund is unobtainable.

Registered Traveler Membership Fee. Individual traveler membership in aregistered and/or trusted traveler
program is not a reimbursable expense per JFTR, par. U1060 and JTR, par. C1010. Use of GOV'T fundsto
obtain membership in such aprogram is statutorily prohibited by 5 USC 85946 per GSA Bulletin FTR 08-05 of 25
June 2008.

Registration Fee. Registration fee reimbursement is authorized/approved when the fee is a condition for
attendance. When the registration fee includes the cost of meals, per diem is computed under JFTR, par. U4165-
2bor JTR, par. C4554-B2b.

Rental Car Administrative Fees. Any per-day administrative fee called for in the DTMO rental car agreements
(including GARS) is authorized.
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Reports/Correspondence Preparation Services (incl. associated necessary equipment). Services of typists, X X X X
typists, data processors, or stenographers and use of computers, printers, faxing machines and scanners are
reimbursable when authorized/approved by the AO (B-145883, 1 September 1970 and 15 Comp. Gen. 257
(1935)). Thisdoes not cover any materials. See mission-related expenses.
Resort Fees. Resort fees, that are mandatory, are authorized. X X X X X X
Room Rental. Reimbursable when authorized/approved by the AO only when used for official business at a X X X X
lodging/other place.
Service and Processing Fees. X X X X X X
1. Service and processing fees (transaction fees) for arranging official transportation, rental car and lodging
accommodations are authorized:
a. ThroughaCTO, and
b. When aCTO/TMC isnot available.
2. Reimbursement is authorized only when every reasonable attempt has been made by the traveler to engage
CTO/TMC in the process and the CTO/TMC is not available, prior to official travel commencement.
Storage of Property Used on Official Business. Reimbursable when authorized/approved by the AO. X X X X
Technology Equipment. Use of computers, printers, faxing machines, scanners, telegrams, cablegrams, or X X X X
radiograms is authorized.
Tips Aboard Commercial Ships (Uniformed Member Only). Tipsto stewards and other attendants paid by or X
on behalf of the dependents aboard commercial ships are authorized.
Tips for Handling GOV’T Property. Transportation-related tips for handling GOV’ T property at terminals and X X X X
lodgings are authorized.
Tips, Transportation-Related. Transportation-related tips for taxis, limousines, and courtesy transportation are X X X X X X
authorized.
Transportation to/from Terminal. POC transportation costs (ICW TDY travel) to and from the transportation X X X X
terminal are authorized. See JFTR, par. U3320 and JTR, par. C2192.
Travel and Transportation Related Expenses. Travel and transportation related expenses similar to any in this X X X X X X
table may be authorized.
Value Added Tax (VAT) Certificate. The cost of aValue Added Tax (VAT) certificate used to avoid paying X X X X
TDY lodging taxesis reimbursable.
VISA and Photograph Fees for OCONUS Travel. See Passport, Visa, Green Card, Photographs, Physical
Examinations, and Legal Services.
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PART Ill: TRAVEL AUTHORIZATION/ORDER CONTENT

A. Form of Request. Use the travel authorization/order forms prescribed in APP |, Part 4, par. A (TDY) and APP,
Part 4, par. B (PCS).

B. Information Required (FTR §301-71.103)

1. General Information. The following information must be included on each travel authorization/order.
NOTE: Seepar. C2000-A2 if premium-class accommodations are authorized.

a. Employee’ s name;

b. AO’ssignature (digital in DTS);

c. Travel purpose (see APP H);

d. Travel authorization conditions or limitations;

e. Cost (for an open authorization/order, include atravel cost estimate over the period covered) estimate;
f. A statement that the employee is authorized to travel;

g. Thefollowing statement: “The Travel and Transportation Reform Act (TTRA) of 1998 stipulates that
the GTCC must be used by all U.S. GOV'T personnel (civilian and military) to pay for costsincident to
official businesstravel unless specifically exempted by authority of the Administrator of General Services

or the head of the agency.”(DODFMR, Val. 9, paragraph 030301.B.1,
http: //mwww.dtic.mil/comptroller/fmr/);

h. A statement indicating whether the traveler islisnot a GTCC IBA holder (DODFMR, Voal. 9, paragraph
030301.B.2, http://www.dtic.mil/comptroller/fmr/);

i. If thetravelerisa GTCC IBA holder, a statement indicating whether or not the traveler is exempt from
the TTRA mandatory use provision. This statement also authorizes alternative payment methods.
(DODFMR, Vol. 9, paragraph 030301.B.3, http://www.dtic.mil/comptroller/fmr/);

j. A statement indicating that a GT CC holder should obtain necessary cash (and the amount), as
authorized, through ATMs rather than obtaining cash advances from a DOD disbursing officer (DODFMR,
Vol. 9, paragraph 030301.B.4, http://mww.dtic.mil/comptroller/fmr/);

k. A statement indicating that CTO/TMC use to arrange official travel is mandatory, or a detailed
statement of why a CTO/TMC is not available/not being used. NOTE: Virtually all DOD components
have contractual arrangementswith CTOSTMCsrequiring that all official transportation (common
carrier, special conveyance, etc.) be arranged through the CTO/TMC, if they can provide the required
official transportation arrangements,;

[. A statement indicating that available GSA contract city-pair airfare should be used for officia travel
unless one of the 5 exceptionsin APP P, Part 1, par. A6 applies. The travel authorization/order must
include a detailed explanation on why the contract city-pair airfare was not used. For example, “ Space on a
scheduled contract flight is not available in time to accomplish the travel purpose, or contract service use
would require the traveler to incur unnecessary overnight lodging costs that would increase the total trip
cost.”; and

m. A statement indicating whether transportation tickets are purchased using a GTCC CBA or IBA. This

statement alerts the voucher examiner and avoids duplicate payments.
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2. Specific Authorization or Approval. (FTR 8301-71.105) The following travel arrangements require specific
prior authorization:

a. Use of premium-class service on common carrier transportation (par. C2204-B);

b. Useof aforeign air carrier (par. C2204-C);

¢. Useof extra-fare train service (par. C2208);

d. Travel cost estimate (blanket travel authorizations should include an estimate for the period covered);
e. A statement that the employee(s) is (are) authorized to travel; and

f. If permitted, a statement that return travel to the PDS during extended TDY is authorized at GOV’ T
expense, must be included on the travel authorization/order, or travel voucher or travel authorization/order
amendment, if approved after the travel has been performed. Thistravel isan exception to the policy of
scheduling travel during regular hours of duty. Accordingly, the authorized return should be performed

outside the employee's regular duty hours or during authorized leave periods.

3. Advance Arrangements. The following travel arrangements require awritten or electronic advance
authorization/order:

a. Reimbursement limitations for travel by an unauthorized transportation mode or route must be stated on
the travel authorization/order under which a dependent travels;

b. Reduced per diem rate payment (par. C4550);

c. Acceptance of payment from a non-Federal source for travel expenses (Joint Ethics Regulation (JER),
DOD 5500.7-R, http:/Amww.defenselink.mil/dodgc/defense_ethicg/ethics regulation/index.html); and

d. Travel expensesrelated to conference attendance (APP R).
C. Blanket TDY Travel. A blanket TDY travel authorization/order must include the same basic information asin

the REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL (DD Form 1610), plus
statements:

1. That thetravel typeis“blanket TDY travel”;

2. That the employee must proceed at such times, to such places, and at such frequency as may be necessary;
3. Of the general geographic area limitations;

4. Of aspecific period of time within afiscal year;

5. Of the reason(s) for this type of travel;

6. Designating the traveler as an acting transportation officer, if applicable;

7. Authorizing specia conveyance use with reimbursement allowed when approved on claim vouchers as being
to the GOV’ T's advantage, if appropriate;

8. Authorizing excess accompanied baggage, if necessary; and
9. Of other conditions, limitations, and instructions, as appropriate.

NOTE 1: A blanket travel authorization/order isnot used in DTS.
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NOTE 2: A blanket travel authorization/order must never authorize premium-classtravel. If travel in premium-
class accommodations becomes necessary for specific trips, an amendment to the authorization/order for each
such trip must be issued.

D. Consultant and Expert TDY Travel. AnITA isused for authorizing travel and transportation allowances for a
consultant or expert intermittently employed (for 130 or fewer daysin any continuous 365 day period) by the
GOV'T (under 5 USC 85703) and paid on adaily-WAE basis or serving without pay or at $1 ayear (see par. C4975
and APPE, Parts| and I1). A consultant or expert employed for more than 130 daysis atemporary employee. The
rules and forms prescribed in this regulation for regular employees apply to temporary employees. NOTE: Thisuse
of ITAsdoes not apply to contractors.

E. PCSTravel
1. General. A travel authorization/order must state specific allowances and procedures the employee is
authorized to follow (FTR 8§302-2.104). A PCStravel authorization/order must contain the same basic
information prescribed in APP |, Part 4, par. B, plus a statement:
a Inal cases:
(1) Naming the old and new PDSs and their locations;
(2) Thereporting date at the new PDS; and
b. If applicable:

(1) The name and relationship of each eligible dependent (and children’s birth dates) who is
authorized to travel;

(2) That dependents are accompanying the employee or traveling separately, and if traveling
separately when, and by what transportation mode, if known, and dependents’ travel origin(s) and/or
destination point(s) (when different from the employee's);
*(3) That excess accompanied baggage transportation costs may be authorized/approved for PCS
travel IAW Service/Agency regulations. See par. C2302. The statement should advise travelers that
they should be financially prepared to pay for excess accompanied baggage charges. See APP G,;
(4) The maximum HHG weight the employee may transport including:

(& SIT authority;

(b) HHG shipment origin and/or destination points (when different from the employee's);

*(c) The transportation method (commuted rate or actual expense (GOV' T-arranged or employee
arranged NTE the GOV’ T-arranged cost)); and

(d) (For GOV’ T-arranged moves) How the employee intends to fulfill the personal financial
responsibility for charges not allowed at GOV’ T expense (e.g., borne by, or collected from, the
employee);

(5) That mobile home transportation isin lieu of HHG transportation, and of the authorized basis for
reimbursement and the origin and destination points;

(6) Transfer from another agency without a break in service following return for separation after
satisfactorily completing an overseas tour of duty.
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(7) Agencies have the discretion to authorize Relocation Services due to hardship situations only if
supported by agency policy and documented on the initial PCS travel authorization/order. |If
Relocation Services is contingent, the block must be checked on the travel authorization/order with
reference to the remarks section. In the remarks section the source and limitations should be stated.
For example: “lAW (Command) (date) memo, Payment of PCS and Relocation Costs, employee
authorized relocation services |F the employee is unable to sell the home within 180 days and proves
to the AO that the employee aggressively marketed the house.”

Conditions and instructions that obviously are applicable only for TDY travel, including security clearance, should
be omitted.

2. CONUSPCS Travel. A travel authorization/order for a CONUS-to-CONUS PCS must contain the same
information asin par. E1, plus a statement:

a. That thetravel typeis“PCStravel,” and
b. If applicable:
(1) That a service agreement has been signed. See par. C5550;

(2) Authorizing the employee and/or spouse one round trip to seek a permanent residence, the
transportation mode, type of reimbursement and the maximum time allowed for the trip;

(3) If applicable, authorizing TQSE for the employee and/or dependent incident to temporary QTRS
occupancy, TQSE type (actual expense or fixed) and the number of days authorized (subject to the
maximums) NOTE: Order preparers must not reduce the number of TQSE(AE) days on an
authorization/order to accommodate the anticipated 10-day HHT. The number of TQSE(AE) days
arereduced by the number of HHT days used/authorized when the voucher is computed (e.g., if 60
days TQSE(AE) and 10 daysHHT are authorized and used, 10 days of HHT but only 50 days TQSE
isreimbursed);

(4) Authorizing HHG NTSincident to atransfer or appointment to an isolated CONUS PDS;

(5) Authorizing real estate and unexpired |ease expenses,

(6) Authorizing specia conveyance use for PCS travel;

(7) That transportation of POV (s) within CONUS is authorized (only after the mandatory cost
gg\rﬁa?]?r;gs;n showing afinancial savingsto the GOV'T has been completed) as being to the GOV’ T's

(8) Authorizing Relocation Services and which ones (e.g., home sale, home marketing assistance,
home finding assistance);

(9) That ahome marketing incentive payment is authorized if earned |AW Ch 5, Part Q, Section 3;
(10) That areductionin force or function transfer is due to base closure if such isthe case; and

(11) The conditionsin par. C2159-C1 for using more than 2 POCs are authorized/approved by atravel
authorization/order amendment after the fact.

3. First Duty Station for an Appointee. A travel authorization/order to the first PDS for an appointee must
contain the same basic information prescribed in par. E1, plus a statement:

a. That thetravel typeis"travel to first duty station (5 USC §5723)";
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b. Of the date the required service agreement is signed;

c. Of the actua residence;

d. Of the position title and grade to which appointed;

e. If trangportation of POV (s) within CONUS is authorized (only after the mandatory cost comparison
showing afinancial savingsto the GOV’ T has been completed) as being to the GOV’ T’ s financia
advantage; and

f. That the conditionsin par. C2159-C1 for using more than 2 POCs are authorized, or approved by atravel
authorization/order amendment after the fact.

4. OCONUS Permanent Duty Travel

a Genera. A travel authorization/order for OCONUS PDT must contain the same basic information
prescribed in par. E1, plus a statement:

(1) That thetravel typeis"PDT" and the purpose (as appropriate) is reassignment between two PDSs,
initial appointment to an OCONUS PDS, round trip RAT, separation, or advance return travel. See
par. C5000.;

(2) Of the actual residence, as appropriate;

(3) Of the date the required service agreement is signed ICW assignment at an OCONUS PDS;

(4) Of theduration in daysif delay or leave en route is authorized (delay or leave en route may be
restricted ICW the initial OCONUS assignment or separation travel);

(5) Of transportation modes (see APP 14, par. B) (circuitous route travel for personal reasons may not
be authorized at GOV’ T expense, see pars. C2000 and C2204);

(6) For POC travel, that POC travel isto the GOV’ T’ s advantage, or of the reimbursement limitation
IAW par. C2159;

(7) Prohibiting the use of commercial transportation modes when travel reservations are made by
GOV'T transportation facilities. See par. C2204.;

(8) Of the maximum HHG weight the employee may transport and/or store; and
(@ Any weight limitation imposed by the OCONUS command;
(b) Theweight allowance for consumables, if authorized (par. C5154-D and APP F);

(c) The employeeisfinancially responsible for, and subject to collection of, any charges not
allowed if the shipment isa GOV’ T-arranged move; and

(d) If assignment isto an OCONUS PDS, whether concurrent, delayed, or partial shipment is
authorized;

(9) That concurrent movement of dependents and/or HHG to an OCONUS PDS is prohibited by
command authority, if appropriate;
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(10) Of an alternate travel origin or destination point allowable within the JTR, if applicable, including
the actual residence or PDS location, as appropriate, and that the GOV’ T’ s travel and transportation
cost is limited to the cost by authorized modes(s) and usual route between duty stations or actual
residence and the OCONUS PDS, as appropriate;

(11) Whether or not a POV shipment is authorized;

(12) If ocean-going car ferries are authorized. See par. C2166.;

(13) If applicable, authorizing TQSE for the employee and/or dependents incident to temporary
QTRS occupancy, TQSE type (actual expense or fixed), and number of days authorized (subject to the
maximums); NOTE: Authorization/Order preparers must not reduce the number of TQSE(AE) days
on an authorization/order to accommodate the anticipated 10-day HHT. The number of TQSE(AE)
days are reduced by the number of HHT days used/authorized when the voucher is computed (e.g.,
if 60 days TQSE(AE) and 10 daysHHT are authorized and used, 10 days of HHT but only 50 days
TQSE isreimbursed);

(14) If property management services are authorized; and
(15) If TQSA and/or FTASE arefis authorized.
b. RAT Conditions. For OCONUS RAT, the travel authorization/order also must include a statement:

(1) Authorizing travel from the OCONUS PDS to the actual residence (or specified aternate location)
and return to the OCONUS PDS;

(2) Of the number of leave days granted;

(3) That "This employee has completed the minimum period of service for this command and has
signed a new €ligibility renewal agreement on (date)”;

(4) Of the appropriate citations and information for cost application purposesif return isto a different
OCONUS PDS in the same Department that requires different accounting classification citations;

(5) Of the reporting date for duty at the OCONUS PDS following authorized absence;
(6) Of accompanied baggage weight limits;
(7) Authorizing up to 90 days HHG temporary storage if allowed in par. C5190;

(8) Of specific instructions about where, when, and how to submit passports and requests for re-
validation, renewal, or visas; and

(9) Of ingtructions about arranging for port notification for return travel purposes and when and where
the traveler must be available for receiving a port call.

F. TCSTrave

1. Events Requiring a Travel Authorization/Order. A separate travel authorization/order is required to:

a. Assign the employee from the PDSto a TCS location;

b. Return the employee from the TCS location to the PDS; or if the TCS location becomes the employee’s
new PDS:

c. Assign the TCSlocation as the new PDS; and
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d. Authorize the employee to return to the former PDS (par. C5720-B1).

2. Travel Authorization/Order Content. Each travel authorization/order must reference any prior TCS travel
authorizationg/ordersto which it isrelated. A travel authorization/order must state specific allowances and
procedures the employee is authorized to follow (FTR 8302-2.104). A TCStravel authorization/order must
contain the same basic information prescribed in APP |, Part 4, par. B, plus a statement:

a. That thetravel typeis"Temporary Change of Station (TCS) travel" and the purpose (as applicable) is
assignment to the TCS location, return from the TCS location, changing the TCS location to a new PDS, or
return to the former PDS when the TCS location becomes a PDS;

b. Of the PDS(s) and TCS involved and locations;

c. Of the TCS/PDS reporting date; and if applicable;

d. Of the name and relationship of each eligible dependent (and children’s birth dates) who is authorized
travel;

e. That dependents are accompanying the employee or are traveling separately, and if so when, and by
what transportation mode, if known and of dependents’ travel origin(s) and/or destination point(s) (when
different from the employee's);
*f. That excess accompanied baggage transportation costs may be authorized/approved for TCS travel
IAW Service/ Agency regulations, see par. C2302. A statement should be added to advise the traveler to be
financially prepared to pay for excess accompanied baggage charges (see APP. G);
g. Of the maximum HHG weight the employee may transport;

(1) Of SIT storage authority;

(2) Of HHG origin and/or destination points (when different from the employee's);

(3) Of the transportation method (commuted rate, or GOV’ T-arranged (or actual expense NTE the
GOV’ T-arranged cost)); and

(4) How the employee intends to fulfill financial responsibility for charges not allowed on aGOV'T
arranged move (e.g., borne by, or collected from, the employee);

h. Authorizing the employee and/or spouse one round trip to seek a permanent residence, the transportation
mode, reimbursement type (actual expense or fixed), and the maximum time allowed for the trip;

i. If TQSE isauthorized for the employee and/or dependents incident to temporary QTRS occupancy,
TQSE type (actual expense or fixed), and the number of days authorized subject to the maximums); and

For OCONUS travel only:

j. Of the duration in daysif delay or leave en route is authorized (delay or leave en route may be restricted
ICW theinitial OCONUS assignment or separation travel);

k. Of transportation modes (APP |, Part 4, par. B);

|. Prohibiting commercial transportation use when GOV’ T transportation facilities (C2204) make the travel
reservations;
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m. Of any HHG limitation imposed by the OCONUS PDS and whether concurrent, delayed, or partial
shipment is authorized;

n. That concurrent movement of dependents and/or HHG to an OCONUS PDS is prohibited by command
authority, if appropriate;

0. Whether or not POV shipment is authorized; and
p. If property management services are authorized.

Conditions and instructions that obviously are applicable only for TDY travel, including security clearance,
should be omitted.

G. Invitational Travel. AnITA must contain a statement of the:

1. Datethat travel is requested or approved;

2. Typeof Travel -- Indicate as appropriate e.g., “Invitational Travel”; “EVT, JTR, Ch 7, Part M”;
3. Traveler's name and position title and employer, if applicable;
4. Traveler's home address;

5. Traveler'sbusiness address (if applicable);

6. Datetravel begins;

7. Number of assignment days;

8. Assignment purpose;

9. Placetravel begins;

10. Assignment place or itinerary;

11. Placetravel ends;

12. Transportation modes,

13. Allowances;

14. Conditions, instructions, limitations (see APP I, Part 4, par. A2, item 16 for pertinent statements required to
be included); and

15. Travel approving/directing official’s name and accounting citation.

Thereisasample ITA format in APPE, Part II. NOTE: An ITA, DD Form 1610, or DD Form 1614 may not
be used to authorize travel and transportation for a contractor or a contractor’s employee to travel in the
performance of a contract. Neither a contractor nor a contractor’s employee is an employee for the purpose
of the JTR.

H. Travel at No Expenseto the GOV'T. See par. C7200.
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APPENDIX O

TEMPORARY DUTY (TDY) TRAVEL ALLOWANCES

This APP contains a summary of travel and transportation allowances for business, training and deployment
TDY. This APP does not contain all of the information required. Please consult JFTR/JTR, Chs 1-4 for further
details.

T4000 INTRODUCTION

A. Application. Except where differences are identified, the allowances and responsibilitiesin this APP apply
equally to a uniformed member and a DOD civilian employee and any other non-DOD GOV'T employee working
for DOD and paid travel allowances funded by DOD. In this APP, "authorizing officia” or "AQO" means the
individual who controls the mission, authorizes the trip, and controls funds for TDY travel. Definitionsarein APP
A.

B. Common TDY Travel Types. ThisAPP isasummary of the travel and transportation allowances and
responsibilities of atraveler who performs the most common TDY travel types as authorized by law for a uniformed
member, DOD civilian employee and any non-DOD GOV’ T employee working for DOD and paid travel allowances
funded by DOD. This APP coversindividual travel for business, travel for schoolhouse training, and deployment or
personnel traveling together via no/limited reimbursement. This APP isto be used ICW the JFTR and JTR where
more detailed allowances are prescribed.

C. Specia Circumstances and Categories Travel. JFTR/JTR, Ch 7, not this APP, contains provisions for travel of:

1. Senior ROTC;

2. RC member travel for medical and dental care;

3. Retirees caled to active duty;

4. A Ready RC member authorized muster duty allowance;

5. A Midshipman and cadet;

6. Patientsfor health care, and escorts and attendants,

7. Pre-employment travel;

8. When accompanying a member of Congress and/or Congressional Staff;

9. An employee with a disability when additional travel and transportation expenses are incurred;
10. UN Peacekeeping;

11. Prisoners and their guards or for disciplinary action;

12. For rulesthat apply when emergency situations occur while TDY is being performed,;

13. Ruleson per diem for a uniformed member who are inpatientsin a hospital (JFTR, par. U7125-D);
14. Travel of acivilian consultant or expert (JTR, par. C4975).

D. PCSMove Travel. TDY performed as part of a PCS move continues to be paid as prescribed for TDY travel in
JFTR/JTR Ch 4.
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E._lnvitational Travel Authorizations. See JFTR/JTR, APP E.

F. Evacuations. See JFTR/JTR, Ch 6.
T4005 APPROPRIATE ACTION FOR FAILURE TO FOLLOW JFTR/JTR REGULATIONS

Commands/units are expected to take appropriate disciplinary action when atraveler and/or an AO failsto follow
the regulations contained in this Volume. Disciplinary action should be for willful violations and may be in the
form of counseling (oral/written), or non-judicial action (uniformed member), or other personnel means (civilian
employee). Action must not be through refusal to reimburse. See par. T4025-A4 for exceptions when
reimbursement is not allowed.

T4010 REIMBURSEMENT RATE

Rates for private vehicle mileage reimbursement rates are found in JFTR, par. U2600, and JTR, par. C2500.
GOV'T dining facility/mess food and operating expense rates are found in JFTR, pars. U4149 and U4151 and JTR,
par. C2510. Per diem rates (http://www.defensetravel.dod.mil/perdiem/pdrates.html) by location showing the
lodging, meals and incidental expense components are provided under separate issuance by the PDTATAC. These
rates also are available from the CTO/TMC.

T4020 TDY TRAVEL POLICY

A. Criteriafor TDY Travel. TDY travel ismission support. TDY travel is performed when there is no other means
to successfully complete the mission. When the mission can be achieved by another means, such as written
correspondence or teleconferencing, the AO must choose that method.

B. Traveler Rights and Responsibilities

1. A traveler must follow the policies and procedures in this regulation, and use good judgment in incurring
official travel-related expenses, asif traveling using personal funds. See JFTR, par. U2010/JTR, par. C1058.

2. A traveler isprovided transportation, lodging, and food, or must be reimbursed promptly for reasonable and
necessary authorized expenses if the traveler purchasesthem. An AO must authorize/approve reimbursement
for other travel-related expenses appropriate to the mission.

3. Itismandatory that the traveler arranges commercial transportation, rental cars (if authorized/approved),
through an available CTO/TMC or in-house travel arranger IAW TRANSCOM policy. The CTO/TMC
estimates the total cost for the trip (a*“should-cost” estimate) forming the reimbursement basis.

4. Itismandatory that the traveler makes the official travel and transportation arrangements through the
CTO/TMC. Only in extremely unusual circumstances in which the traveler cannot communicate with the
CTO/TMC should the CTO/TMC not be used. A traveler:

a. Who does not use a CTO/TMC or the GTCC to purchase transportation must submit the ticket receipt (if
$75 or more) for reimbursement,

b. Must use coach-class for all official travel, unless premium-class accommodations are
authorized/approved prior to travel by the appropriate level listed in JFTR, par. U3125-B2a or U3125-B2b.

(1) SeeJFTR, par. U2000-A2¢/JTR, par. C2000-A2c for medical reasons, or
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(2) TDY mission timing requires premium-class. When premium-class TDY transportation is
authorized/approved because the mission timing is “so urgent it cannot be postponed,” premium-class
travel should only be authorized to the TDY site. Coach-class accommodations use should be
annotated on the trip record and used for the return flight if the return flight is not critical and the
traveler can rest before reporting back to work. See JFTR, pars. U3125-B2a and U3125-B2b/JTR,
pars. C2204-B2a and C2204-B2b.

c. Must not use foreign flag transportation even if U.S.-certificated air flag carrier fares are higher,

d. Who uses premium-class or aforeign flag transportation presumably at GOV’ T expense must provide to
the AO adequate acceptable justification that meets the JFTR/JTR requirements for reimbursement, and

e. Should promptly update the Trip Record, and confirm/modify arrangements when communication with
the CTO/TMC was not possible.

5. Each traveler is advised, in advance, of the allowances, arrangements, probable expenses, and an estimate of
what should be reimbursed.

6. A traveler should useaGTCC. The policies and procedures for the GTCC program (including central
billing and unit cards) are found in the DOD Financial Management Regulation (DOD 7000.14-R), Volume 9,
"Travel Policy and Procedures." The DOD Comptroller Finance Management Regulation websiteisfound at
http: //mwww.dtic.mil/comptroller/fmr/.

7. When usingthe DTS for TDY over 45 days, atraveler should include arequest for scheduled partial
payments with the authorization/order so the traveler is paid every 30 days. This helpsto ensure the traveler is
paid for expenses prior to GTCC hill receipt.

8. A traveler must comply with Federal and Departmental ethics rules when accepting travel benefits (i.e.,
goods, services or payment) from non-Federal sources. For DOD, see Joint Ethics Regulation, DOD 5500.7-R,
Ch 4. For Coast Guard, see COMDTINST M5370.8 (series). For NOAA Corps, see Department of Commerce
Administrative Order 202-735. For Public Health Service, see Commissioned Corps Personnel Manual
CC26.1, Inst 1. A traveler may keep items of nominal value (as defined in applicable ethics regulations). A
traveler also may keep benefits received for voluntarily vacating a seat on an overbooked flight, but are not to
vacate the seat if the GOV’ T would incur additional costs or if it would affect the mission.

9. Retaining Promotional Items

a. A traveler on official businesstraveling at GOV’ T expense on the funds of an agency (See definitionin
APP A) may keep promotional material (including frequent traveler benefits, such as points or miles,
upgrades, or accessto carrier clubs or facilities) for personal use. This appliesto promotional items
received before, on, or after 31 December 2001.

b. The promotional material must be obtained under the same terms as those offered to the general public
and must be at no additional GOV'T cost.

c. Promotional itemsreceived for travel using funds other than those of an agency are not covered by this
rule. Thetraveler should seek guidance from the funding authorities.

10. Each traveler must be treated as honest, responsible customers, and must follow the rulesin this regulation.
The DOD Financial Management Regulation (DODFMR), Volume 9, JFTR, par. U2505/JTR, par. C1305,
apply when a fraudulent claim submission is suspected.
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T4025 ARRANGING OFFICIAL TRAVEL
A. CTO/TMCUse

1. Mandatory Policy. ItisDOD mandatory policy that each traveler uses an available CTO/TMC to arrange
official travel, including transportation and rental cars.

2. Service Regulations. See DOD Component/Service regulations for CTO/TMC use information.

3. Failureto Follow Regulations

a. Commands/units are expected to take appropriate disciplinary action when atraveler and/or an AO fails
to follow the regulations concerning CTO/TMC use. See par. T4005.

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

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

B. Requirements
1. When making travel arrangements, the traveler should use the following:
a. Servicesavailableunder aTMS (see APP A), or
b. In-housetravel offices.
2. All travel arrangements must be made IAW:

a. DODD 4500.9 (Transportation and Traffic Management) at
http://biotech.law.Isu.edu/blaw/dodd/cor res/pdf 2/d45009p.pdf;

b. DODI 4500.42 (DOD Passenger Transportation Reservation and Ticketing Services) at
http: //www.dtic.mil/whs/directives/corres/pdf/450042p.pdf; and

c. Service regulations.

C. Foreign Ship or Aircraft Transportation. Transportation on foreign ships or aircraft of foreign registry must not
be authorized/approved unless the conditionsin par. T4060-B3 are met (see also JFTR, par. U3125-C/JTR, par.
C2204-C).

D. Transportation Reimbursement

1. CTO/TMC Available. When aCTO/TMC isavailable but not used by the traveler, reimbursement for the
transportation cost is limited to the amount the GOV’ T would have paid if the arrangements had been made
directly through a CTO/TMC.

2. CTO/TMC Not Available. When the AO certifiesthat a CTO/TMC wag/is not available to arrange the
required official transportation, reimbursement is for the authorized/approved transportation actual cost NTE
the policy-constructed airfare (see APP A) that meets mission requirements. NOTE: CTO/TMC service not
being available should be an extremely rare occurrence. Each event of non-availability should lead to
correction(s) that make CTO/TMC service available should the same situation arise again.
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NOTE: The cost paid by the GOV’ T for GOV’ T/GOV’ T-procured transportation, in house or CTO/TMC
transportation, frequently includes a transaction fee for arranging the transportation. A CTO/TMC transaction
feeincurred by a member/employee is reimbursable under APP G. When an available CTO/TMC is not used and
no transaction feeisincluded in the GOV’ T/GOV’ T-procured transportation, the transaction fee for personally
procured transportation from other than a CTO/TMC may be reimbursed NTE the GOV’ T/GOV’ T procured
transportation cost.

T4030 GETTING THERE AND BACK (TRANSPORTATION ALLOWANCES)
A. Transportation Mode. The AO may direct travel by any mode (e.g., GOV'T or commercial air, bus, train) except

the AO cannot require the traveler to use a personal or rental vehicle for official travel. 1f a certain modeisdirected
and another mode is used, transportation reimbursement is NTE the directed transportation mode cost.

B. Commercia Transportation. The Services must require that the CTO/TMC arrange commercial transportation
IAW law, GOV'T policies, agreements and contracted rates using U.S.-certificated carriers and coach/economy-
class accommodations, whenever possible. The AO may, under certain conditions, authorize the CTO/TMC to
arrange other than contract city-pair flights, or to arrange non-U.S.-certificated carriers, or business- (but not first)
class accommodations (see JFTR, par. U4326, NOTE 1/JTR, par. C1060, NOTE 1) when needed to fulfill a
documented mission requirement as specified in par. T4060-B1. Only the officialslisted in JFTR, pars. U3125-B2,
and U3135-C (trains only)/JTR, pars. C2204-B2, and C2208-C (trains only), may authorize/approve business- or
first-class accommodations use.

C. Specia Conveyances (Includes Aircraft) Reimbursement. The AO may authorize an appropriately sized vehicle
AW mission needs when a compact rental car (the "standard” for TDY travel), does not meet requirements. Itis
mandatory to obtain rental vehicles (except for aircraft or bus) through the CTO/ TMC per TRANSCOM policy,
when the CTO/TMC isavailable. When the AO authorizes special conveyance/rental vehicle use for official
business, the following reimbursements are authorized per APP G.

1. Rental costs, tax and local assessments on rental vehicle users, necessary gas and oil, landing and tie-down
fees, and transportation to/from the rental facility.

2. Parking; ferry fares; bridge, road and tunnel tolls; traveler access fee (when charged); GARS; garage (POC
parking is a separate reimbursable expense), hangar or boathouse rental; operator’s subsistence; and optional
extra collision hull insurance for rental aircraft.

3. Snow tires and similar non-standard egquipment necessary for travel when authorized/approved in the travel
authorization/order. Reimbursement NTE the rental conveyance upgrade costs necessary for required non-
standard equipment. Disregard of a special conveyance arranged by a CTO/TMC, requires justification for
additional special conveyance costs before reimbursement (beyond the cost using the CTO/TMC).
Reimbursement for purchase of snow tire and other non-standard itemsis not authorized.

4. Mandatory rental car insurance coverage required in foreign countries.

5. Claim for damageto arental vehicle, while the vehicle is being used for official business, isreimbursable to
the traveler or the rental car vendor as a miscellaneous transportation expense. The claim must be adjudicated
as payable per the DOD Financial Management Regulation (Volume 9, Ch 4) (found at

http: //mww.dtic.mil/comptroller/fmr/) (or appropriate Service directives for the non-DOD Services).

When the AO has not authorized/approved special conveyance use, reimbursement is limited to the POC mileage
rate in JFTR, par. U2600/JTR, par. C2500 plus constructed per diem for the official distance NTE the GOV'T's
constructed cost. See JFTR, par. U3310-A1/JTR, par. C2150, item 8.

NOTE:

1. Travelersare not reimbursed for rental car insurance coverage purchased in the U.S. or in a non-foreign
OCONUS location regardless of from whom the rental car is rented.
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2. Reimbursement for personal funds paid for damage sustained by a rented automobile while being used on
other than official businessis not authorized.

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

D. GOV'T Transportation

1. The TO arranges international GOV’ T airlift under AMC contract/control, when it is available and satisfies
mission requirements.

2. TheTO provides GOV'T ground transportation. (Within the Navy, GOV'T vehicles are obtained directly
from the providers, ordinarily Public Works.) Use GOV'T transportation only for official businessto commute
to/fromthetraveler’'s. TDY location, lodgings, dining facilities, and other locations for comfort and health
reasons. If itisused for any other purpose, and the traveler has an accident, the traveler may be financially
responsible. Use GOV'T servicing for the vehicle whenever possible. When GOV’ T servicing is not available,
the AO may authorize/approve reimbursement of actual vehicle operating expenses. These expensesinclude:
gas and oil; parking fees; repairs; ferry fares; bridge, road or tunnel tolls; trip insurance for travel in foreign
countries; guards; and storage fees.

E. POC. When the AO authorizes/approves a POC as the appropriate transportation mode, reimbursement is
authorized at the standard rate per mile for the POC type and the distance between duty locations or between home
and TDY location(s). Reimbursement of parking fees, ferry fares, and road, bridge, and tunnel tolls for travel over a
direct route is authorized. If the AO does not authorize/approve using a POC and one is used anyway,
reimbursement is authorized at the standard rate per mile plus reimbursable expenses (parking fees, etc.) NTE the
should-cost estimate of AO-authorized transportation (e.g., commercial plane). In either case, reimbursement is
only authorized for the traveler paying the POC operating expenses. When two or more official travelerstravel in
the same POC to the TDY location, the official traveler responsible for paying the POC operating expensesis
authorized reimbursement for any additional distance involved if the official traveler passenger(s) is/are picked up/
dropped off at their homes. The extra distance is based on odometer readings (or other acceptable evidence) of the
actual necessary extra distance traveled. If reimbursement at the published rate does not cover expenses, or if there
is no established rate for the POC type being used, the AO may authorize/ approve reimbursement of necessary
transportation costs incurred for uniformed personnel. For distance determination (DTOD requirements), see JFTR,
par. U2020/JTR, par. C1065.

F. Rest Stops. Normally, atraveler is not required to travel during unreasonable night hours. If the traveler is
required to travel during normal sleeping hours, or the scheduled flight time including stopovers and plane changes
exceeds 14 hours and the traveler is not authorized first/busi ness-class accommodations, the AO may
authorize/approve arest stop en route or arest period at the TDY location before reporting for duty. Scheduled
flight time is the time between the scheduled aircraft departure from the airport serving the PDS/TDY point and
the scheduled aircraft arrival at the airport serving the TDY point/PDS. Rest stops must not exceed 24 hours.
NOTE: A traveler isdisgualified from using business-class accommodations at GOV’ T expenseif (a) a 'stopover
en route isan overnight stay, (b) a rest stop en route is authorized/approved, or (c) an overnight rest period
occursat the TDY location before beginning work.

G. Insurance Coverage in Foreign Areas. The AO may authorize/approve reimbursement for mandatory insurance
coverage required in foreign areas for arental, GOV'T, or private vehicle used for official travel.
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H. Allowable Travel Days. The number of allowed travel daysis determined by the transportation mode. For
commercial air travel, one day is allowed in CONUS and within OCONUS areas. For travel between CONUS and
OCONUS viacommercial air, the actual elapsed time is used based on the scheduled departure and arrival times.
For travel by commercial ground transportation, the scheduled departure and arrival dates are used. The actual time
is used for travel by GOV’ T/GOV’ T-procured air transportation based on scheduled departure and arrival dates.
When the AO authorizes/approvestravel by private, rental or GOV'T vehicle (other than GOV’ T/GOV' T-procured
air), one travel day is allowed for each 400 miles or increment thereof. If travel by POC is used but not authorized/
approved by the AO as advantageous, travel timeislimited to one day for each leg (for example, from PDSto TDY
stop) requiring an overnight stay.

I. Authorized Trips Home during Extended Business or Training TDY. The AO may permit round-trip
transportation and per diem en route for atraveler, who routinely travels on business or training TDY for periods of
more than three weeks, to return periodically to the PDS or home for non-workdays.

J. Voluntary Return Home during I ntervening Weekend/Holidays. If the AO does not authorize travel home
periodically on weekends or non-workdays, it may till be performed for personal convenience. If so,
reimbursement for the round-trip transportation and en route per diem is authorized but limited to the amount of per
diem the GOV’ T would have paid had the traveler remained at the TDY location.

K. Constructed Cost. Constructed transportation costs are based on the non-capacity controlled city-pair airfare, not
the capacity-controlled city-pair airfare, if both are available. If acity-pair airfareis not available between origin
and destination, the constructed transportation cost is limited by the policy-constructed airfare (see APP A) (except
aslimited by JFTR, par. U3125-B1f/JTR, par. C2204-B1f). City-pair airfare transportation is presumed available if
thereis a city-pair airfare between the origin and destination points, regardless of whether or not space would
actually have been available had the traveler used air transportation for the official travel.

L. Travel to/from Transportation Terminals. For transportation to and from transportation terminals see JFTR, pars.
U3320, U3410, U3415-D, U3420, and U3430 and JTR, pars. C2101, C2102-F, C2103, C2104, C2105, and C2192.

T4040 LIVING EXPENSES (PER DIEM)

The “Lodgings-Plus’ computation method is used to reimburse TDY living expenses. A traveler ispaid the actual
lodging cost up to alimit, plus a set amount for M&IE. Per diem rates for lodging and M&IE vary by location, but
should be sufficient for a comfortable, safetrip. A traveler also can be reimbursed for other necessary allowable
travel-related miscellaneous reimbursable expenses (see APP G) if the AO authorizes/approves them as appropriate
to the mission.

A. Lodging Overnight Required - Business Travel Standards

1. Sleeping

a. The CTO/TMC makes lodging reservations and reflects the cost estimate (including tax) on the Trip
Record.

b. Uniformed Member — A member ordered to aU.S. INSTALLATION (as opposed to a geographic
location like atown or city) is required to check the GOV’ T QTRS availability (e.g., through the
CTOS/TMCs) at the U.S. INSTALLATION to which assigned TDY. The AO may direct adequate (based
on DOD and Service standards) available GOV’ T QTRS use for a uniformed member on aU.S.
INSTALLATION only if the uniformed member is TDY to that U.S. INSTALLATION. Availability/non-
availability must be documented asindicated in par. U1045-C. A member should use adequate available
GOV'T QTRS on the U.S. INSTALLATION at which assigned TDY; however, when adequate GOV’ T
QTRS are available on the U.S. INSTALLATION to which a member isassigned TDY and the member
uses other lodgings as a personal choice, lodging reimbursement isNTE the GOV' T QTRS cost on the
U.SINSTALLATION to which assigned TDY (44 Comp. Gen. 626 (1965)). Per diem cannot be limited
based on the presence of ‘nearby’ GOV'T QTRS (i.e., not on the U.S. INSTALLATION to which the
member isassigned TDY but on another ‘nearby’ U.S. INSTALLATION or other uniformed facility).
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The documentation of non-availability indicated in par. U1045-C isrequired only for GOV’ T lodging
‘AT’ the U.S. INSTALLATION at which the member isassigned TDY.

NOTE: The member isnot required to seek (or check for) GOV'T QTRSwhen TDY toa U.S.
INSTALLATION after non-availability documentation has been initially provided. Checking QTRS
availability isa one-time requirement at a TDY U.S. INSTALLATION. (Ex: A member whoisrequired
to check QTRS availability on arrival at a U.S. INSTALLATION, does so, and isissued non-availability
documentation cannot be required to re-check later for QTRS availability at that U.S. INSTALLATION
during that TDY period there). See par. U1045-C.

c. Civilian Employee

(1) A civilian employee may not be ordered/required to use GOV' T QTRS, nor may the lodging
reimbursement simply be limited to the GOV’ T QTRS cost. In compliance with the requirement to
exercise prudence when incurring expenses, an employee should check for GOV'T QTRS availability
(e.g., through their CTOS/TMCs), and is encouraged to use those QTRS when TDY toaU.S.
INSTALLATION. However, if GOV'T QTRS are available on that I nstallation for an employee
TDY toa U.S. INSTALLATION, the proper authority under par. C4550-C may prescribe a reduced
per diem rate based on the GOV’ T QTRS cost. Reduced per diem rates can only be established
before travel begins.

(2) The head of aDOD Component (see APP A) concerned may authorize zero per diem or aper diem
rate (http://www.defensetravel .dod.mil/perdiem/pdrates.html) in alesser amount if the circumstances
of the travel or duty to be performed so warrant and are peculiar to that particular DOD Component.
This authority may be delegated to a chief of an appropriate bureau or staff agency of the appropriate
DOD Component’s headquarters, and may not be re-delegated. 1n the absence of a reduced or no per
diem authorization on the travel authorization/order before travel begins (or as part of an
authorization/order amendment/modification covering a prospective period after the
authorization/order was issued), a travel authorization/order, modified after the fact, prescribing a
different per diem rate is without effect and the locality per diem rates are used. Reduced per diem
rates should incorporate amounts for laundry/dry-cleaning/pressing of clothesif the travel is OCONUS
or for less than 4 daysin CONUS for an employee or lessthan 7 daysin CONUS for a member. See
NOTE 1 (applicable to acivilian employee) following par. T4040-A3 for an explanation concerning
separate reimbursement for laundry/dry-cleaning/pressing of clothing.

d. Commercial lodging reimbursement is based on the single occupant rate, up to the TDY site or stopover
location maximum. If the CTO/TMC can find only lodgings that cost more than the published maximum
rate, the AO may authorize/approve the higher amount such that the actual lodging cost and the per diem
M&IE does not exceed 300% of the published rate (lodging plus M&IE). For example, amember isTDY
to alocation with a maximum per diem of $110 ($76 for lodging and $34 M&IE). The AO could authorize
up to $296 for lodging (300% x $110 = $330 - $34 = $296) if AEA for mealsis not authorized. These rates
must be placed on the Trip Record. Under special or unusual circumstances a uniformed member may
require more than 300% for lodging OCONUS. Ratesin excess of 300% may be authorized only in
advance by PDTATAC or the Secretary Concerned and for only a uniformed member (see JFTR, par.
U4250). Thetraveler isfinancially responsible for charges beyond the basic room fee and tax. The
traveler must retain al lodging receipts.

NOTE 1: The maximum amount allowed for lodaing

(http:/imww.defensetravel .dod.mil/perdiem/pdrates.html) in CONUS and non-foreign OCONUS areas
does not include a lodging tax amount. Lodging tax in the U.S. and non-foreign OCONUS areasisa
separate miscellaneous reimbursable expense (See APP G) except when ‘MALT-Plus' per diem for POC
travel ispaid to a uniformed member.

NOTE 2: The maximum amount allowed for lodging
(http://Mmww.defensetravel .dod.mil/perdiem/pdrates.html) in foreign countriesincludes a lodging tax
amount. Lodging tax in foreign countriesis not a separate miscellaneous reimbursable expense.
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NOTE 3: The TDY locality per diem rate is used for computation. However, if neither GOV'T QTRS
nor commercial lodgings are available at the TDY location and lodging must be obtained in an adjacent
locality at which the locality rate is higher, the AO may authorize/approve the higher locality per diem
rate for thelodging location.

e. Lodging with aFriend or Relative
(1) Applicableto aUniformed Service Member. Reimbursement of lodging cost is not authorized

when staying with a friend or relative. A member, who lodges with afriend or relative, is authorized
the TDY location M&IE rate, if otherwise eligible.

(2) Applicableto a Civilian Employee. When atraveler lodges with afriend or relative - with or
without charge - the traveler may be reimbursed for additional lodging costs the host incursin
accommodating the traveler, if the traveler can substantiate the costs, and the AO determines the costs
arereasonable. The traveler may not be reimbursed the cost of comparable conventional lodging in
the area or aflat “token” amount. See GSBCA 16836-RELO, 5 June 2006. A traveler, who lodges
with afriend or relative, is authorized the TDY location M& I E rate, if otherwise eligible.

NOTE 1: If thefriend or relative isin the business of renting on a regular basis the lodgings
involved —for example, if that individual is operating a hotel or apartment house —the “ friends or
relatives’ provision does not apply. See GSBCA 14398-TRAV, 24 Feb 1998.

NOTE 2: Shortly after being transferred to a new PDS, an employee was sent TDY to the old PDS
where the employee stayed at the former residence which was not yet sold. GSBCA ruled that the
employee was not authorized reimbursement for lodging at the former residence. See GSBCA
15600-TRAV, 7 March 2002.

NOTE 3: Atraveler assigned at Avon Park Air Force Range (AFR), Florida livesin the Avon Park
area during the week at a location approximately fifteen miles from the PDS and commutes to and
from the family residence near Orlando, Florida, approximately 100 miles from the AFR, on
weekends. Thetraveler had to attend a meeting near Orlando at 8 a.m. on Wednesday, 23 February.
The meeting location was approximately twelve miles from the family residence. The meeting lasted
until Friday, 25 February. Thetraveler began TDY travel to the Orlando area on the evening of
Tuesday, 22 February. GSBCA ruled that the traveler should be authorized travel expenses both to
and from the TDY location and M& | E even though the traveler lodged at the family residencein the
TDY area. GSBCA also indicated that for the first and last days of the TDY, 22 and 25 February
(unlessthe traveler was authorized to return on the 26th) the traveler is authorized 75% of the
applicable M& | E rate for each day. M&IE for the days between the first and last daysis authorized
at the full rate. Adopted from GSBCA 16652-TRAV, 26 August 2005.

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

(1) If arecreational vehicle (RV) isused for lodging, additional feesthat are part of the lodging cost
are the charge for the RV parking space, dumping and shower fees, specia user fees (for example,
cable TV charges) if normally included in the price of hotel roomsin the area, and plug-in fees.
Expenses that do not accrue on adaily basis (such as dumping fees) may be averaged over the number
of daysthe traveler is authorized per diem.
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(2) A traveler may purchase and occupy aresidenceat aTDY location. Allowable expenses are the
monthly:

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

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

prorated based on the number of daysin the month rather than by the actual number of daysthe
traveler occupied the residence. (57 Comp. Gen. 147 (1977)). In no case may the total per diem
payable exceed the applicable maximum locality rate for the area unlessan AEA (see JFTR, Ch 4,
Part C/ JTR, Ch 4, Part M) is authorized/approved. The provisionsof JFTR, par. U4141/JTR, par.
C4555-G do not apply when the residence is purchased.

NOTE: A traveler who purchases or rents and occupies a residence at the TDY location may not be reimbursed
for the cost of: 1. shipment of furniture from previous residence, or 2. purchase of furniture needed for
unfurnished temporary duty lodgings, even if shipment/purchase was less expensive than rental would have been.
See GSBCA 16699-TRAV, 17 August 2005.

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

2. Eating

a. The M&IE for the departure day is 75% of the M&IE rate for the traveler's stopover point or TDY
location, as appropriate, that night. If the traveler istraveling and lodging is not used, the M& IE rateis
based on the next stopover point or TDY location. The M&IE for the return day to the PDS is 75% of the
M&IE rate for the preceding day (last TDY location or stopover point), as appropriate. Any TDY en route
locations, on the day travel ends, do not affect the M&IE rate for that return day unless overnight lodgings
arerequired.

Example

1Sep Depart PDS

1 Sep Arrive TDY A ($50 M&IE)

10 Sep Depart TDY A

10 Sep Arrive TDY B ($60 M&IE)

10 Sep Depart TDY B

10 Sep Arrive PDS

Pay 75% of $50 (TDY A M&IE for preceding day) on 10 Sep

b. On other days, the meals and incidentals allowance isthe full M&IE for the TDY location or stopover
point where lodgings are required unless for Uniformed Service members, the AO specifies one of two
other meal rates based on GOV'T dining facility/mess availability. The two rates are either the GMR when
all mealson agiven day are available or the PMR when at |east one meal aday isavailable. (Incidental
expenses are added to the GMR or PMR.) A GOV'T dining facility/messis available only if: GOV'T
QTRSonaU.S. INSTALLATION are available and the command controlling the dining facility/mess has
made the dining facility/mess available to the traveler. A GOV'T dining facility/messis not available on
interim travel days. When actual dining facility/mess availability differs from the pre-trip information, the
AO may authorize/approve a higher rate (e.g., from PMR plus incidental expensesto locality M& IE rate).
The meal rate established cannot be reduced after-the-fact except for a free meal as described in par.
T4040-A2c below.
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NOTE: In circumstancesin which adequate GOV'T QTRS are available but a member is directed to procure
private sector lodgings off the U.S. INSTALLATION, the member istreated as though the QTRS are not
available and authorized the locality meal rate instead of the GMR/PMR and $3 (in CONUS) or the locality
incidental expense rate OCONUS (unless the $3.50 incidental expense rate is authorized for incidental
expenses under par. T4040-A3). Just because the QTRS are available, a command cannot send a member
into private sector lodgings off the U.S. INSTALLATION and use the technical QTRS ‘availability’ to reduce
thelocality meal rate to GMR/PMR.

¢. Whenthe GOV'T purchases at least one, but not all three, meals on a calendar day through some means
such as aregistration fee, the PMR plus incidental expenses applies for that day. This does not apply on
travel daysto and from the PDS. The GOV'’T should not pay for the same meal twice (originally by
registration fee, etc., and then again through per diem). A meal that is provided to the traveler for which
the GOV’ T pays nothing does not affect per diem payment. A meal served on acommon carrier is not
"purchased by the GOV’ T." The traveler must indicate on the Trip Record how many meals were free
(purchased by the GOV’ T) and for which dates.

NOTE 1: If all three meals are provided, only the incidental expenses for that day are payable.
*NOTE 2: A continental breakfast is a deductible meal if it otherwise qualifies above.

d. A meal provided by afriend/relative or acommon carrier do not affect per diem. A complimentary
meal provided by alodging establishment does not affect per diem as long as the room charge is the same
with/without meals. See JFTR, par. U4165, items 2e and 2f (uniformed member)/JTR, pars. C4554-B5 and
C4554-B6 (civilian employee) when a charge for mealsis added to the lodging cost. Also see JFTR, pars.
U4165 and U4167/JTR, par. C4554-B.

e. Invery rare instances, the M&IE rate may not be sufficient and the AO may authorize AEA for M& IE
up to 300% of the locality M& IE rate. The reimbursement limit isthe lesser of the actual expenses
incurred or the AEA maximum amount. The maximum reimbursement for |1E is $3.00 in CONUS and
either the locality |E rate or $3.50 OCONUSfor al full TDY days when the AO determines $3.50 IE is
adequate. If AEA isauthorized/approved it appliesto the entire time at that location and all travel daysif
no other TDY location isinvolved.

3. Incidental Expenses (IE). Thetraveler ispaid an |E allowance, such astips and laundry (in some instances),
incurred while traveling. Thisisthe IE part of the M&IE. Thedaily IEin CONUSis $3.00. The OCONUS
daily |E istherate for the applicable locality per diem, or $3.50 when the AO determines $3.50 to be adequate
for anticipated IE.

NOTE 1: Applicable to a civilian employee:

a. The cost incurred during TDY/PCS travel (not after arriving at or returning to the PDS) for personal
laundry, dry-cleaning, and pressing of clothing is a separately reimbursable travel expense in addition to
per diem/AEA when travel iswithin CONUS and requires at least 4 consecutive nights TDY/PCS lodging
in CONUS.

b. The cost for laundry, dry-cleaning, and/or pressing of clothing isnot a separately reimbursable travel
expense for travel OCONUS and isincluded as an incidental expense within the per diem authorized for
OCONUS travel.

NOTE 2: Applicable to a uniformed member:

a. The cost incurred during TDY travel (not after returning to the PDS) for personal laundry/dry-
cleaning and pressing of clothing, up to an average of $2 per day, is a separately reimbursable travel
expensein addition to per diem/AEA when travel within CONUS requires at least 7 consecutive nights
TDY lodging in CONUS.
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b. The cost incurred during TDY travel for personal laundry/dry-cleaning and pressing of clothing is
not a separately reimbursable expense for OCONUS travel and is part of the incidental expense
allowance included within the per diem rates authorized for OCONUS travel.

B. Lodging Overnight Required - Schoolhouse Training Standards

1. Schoolhouse training standards are the same as for businesstravel. However, for training, the training
location commander, not the AO, decidesif GOV'T QTRS use by a uniformed member is directed and if one of
the two M& | E rates based on GOV’ T dining facility/mess availability is appropriate. GOV'T QTRS use and/or
GOV'T dining facility/mess may not be directed for a civilian employee. See par. T4040-Alc.

2. In some situations, the Secretary Concerned may authorize EUM for studentsin particular courses when
readiness requires GOV’ T dining facility/mess use. When EUM applies, a member receives the incidental
expenses amount, a civilian employee receives the incidental expenses amount and reimbursement for the
amount paid for food. The prohibition on the meal portion of per diem begins at 0001 on the first full EUM day
and ends at 2400 on the last full EUM day. The AO may authorize/approve the actual amount paid NTE the
PMR for commercial mealsthe traveler isrequired to purchase.

3. The Trip Record must indicate dining facility/mess availability. If that information is not available prior to
the trip, the information must be provided to the traveler upon arrival at the school and the trip report changed.
When actual dining facility/mess availability differs from the pre-trip information, the AO may approve on a
daily basisthe PMR (1 or 2 meals) plus | E or the locality M&IE rate (all 3 meals) depending on how many
meals were available. The traveler must note on the Trip Record how many meals by date were not available.

C. Lodging Overnight Required - Standards for Deployment, Personnel Traveling Together with No/Limited
Reimbursement, and TDY aboard Ships. Other reimbursable expenses (par. T4040-F and App. G) are authorized in
the same manner asfor businesstravel. The AO may authorize/approve the actual amount paid up to the PMR (but
no |E) for meals and/or payment for lodging when the traveler is not authorized per diem but is required to purchase
these items. See par. T4040-Alc if the lodging cost exceeds the published maximum rate.

1. The phrase ‘Personndl traveling together’ refersto travel away from the PDS during which the mission
requires control of the group of travelers. Ordinary business travel reimbursements apply unless the travelers
authorization/order directs no/limited reimbursement, in which case al transportation, food, lodging, and other
items ordinarily reimbursed, should be provided to the travelers. No per diem is payable when no/limited
reimbursement is directed in the authorization/order for personnel traveling together. The restriction on
paying per diem only includes travel days between duty locations and does not involve allowances for full days
at duty locations. The per diem prohibition begins when the member departs the PDS and ends at 2400 of the
day the member arrives at the TDY location. The prohibition begins again at 0001 of the departure day from
the TDY location until arrival at the PDS. Thetypical member pays the food cost without operating expense,
and a civilian employee pays the food cost and operating expense. A civilian employee is authorized
reimbursement of the amount paid for food. Directing several personnel to travel together with no/limited
reimbursement must never be done simply to save travel funds.

2. Training exercises, maneuvers, war games, and similar types of operations may be classified as field duty
when everything ordinarily associated with per diem is furnished without charge. Per diem isnot payable
during field duty. The prohibition on per diem begins at 0001 on the first full day of field duty and ends at
2400 on the last full day of field duty. Lodging is provided and the typical member pays some amount for food,;
acivilian employee also pays for food. A civilian employee is authorized reimbursement of the amount paid for
food. When the Secretary Concerned, or Combatant Commander or JTF commander for ajoint deployment,
determines that GOV’ T dining facility/mess use is essential to accomplish training and readiness, EUM applies.
The meals portion of the M&I E is not payable to amember. A civilian employee is authorized reimbursement
of the amount paid for food. Each EUM traveler is authorized the incidental expense. See par. T4020-B2.
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3. Joint deployments involve the temporary assignment of travelers of more than one uniformed serviceto a
provisional force formed for a specific task or operation. TDY options include regular business travel, EUM, or
field duty. The Combatant or JTF Commander determines the appropriate option and may specify different
options for different locations. For example, field duty might be appropriate for the deployed force main body,
but business travel might be appropriate for an interim staging base. 1n choosing the option to use, the
Combatant or JTF Commander should consider, in the following priority: business travel, EUM, field duty.
Under normal circumstances, the Combatant Commander should choose business travel unless operational
circumstances dictate otherwise. In general, business travel is appropriate for peacekeeping, humanitarian, and
relief missions. The Combatant or JTF Commander may authorize EUM when it enhances operational
readiness, the conduct of military operations, or is necessary to conduct training. It appliesto units only, not to
an individual traveler. Table 1 shows the effect of each option on per diem. Exception: A traveler receiving
the GMR rate while TDY to a JTF Commander’ s area of responsibility (AOR), who travels within that AOR,
isnot traveling for M& I E purposesfor par. T4040-A2b (e.g., If a TDY traveler travels from one location in
the AOR to another location in the AOR, and the GMR rate applies to both locations, then the GMR applies
for that day unless GOV’ T meals are not available). The Combatant or JTF Commander must
communicate the TDY option decision (including the appropriate meal rate) to the appropriate Services
for inclusion in travel authorizations/orders.

4, TDY aboard Ships

a. No per diemis payable when TDY aboard a U.S. ship since GOV’ T QTRS and dining facility/mess are
provided. A civilian employeeisreimbursed for the amount paid for food. The prohibition on per diem
begins at 0001 on the day after the arrival day on board and ends at 2400 on the day before the departure
day from the ship. Thereisno per diem paid for the first and/or last travel day by GOV’ T ship when it
departs from the port at the traveler’s PDS and/or returnsto the port at the PDS.

b. The AO may authorize payment of a per diem when the traveler isTDY aboard aforeign or commercial
ship and incurs an expense for other than GOV’ T meals. The AO may establish a per diem allowance
equal to the daily expenses.

c. Civilian Employee Only. In the event an employee maintains commercial lodgings ashore for use
following the completion of short trips at sea, the employeeis paid the actual daily lodgings cost, NTE the
locality per diem lodging ceiling for the TDY location ashore. Reimbursement for the total cost of QTRS
on the ship and lodgings ashore may not exceed the maximum lodging amount prescribed in the per
diem rates at http://www.defensetravel .dod.mil/perdiem/pdrates.html for the TDY locality concerned.
When an employee is authorized to procure meals ashore at personal expense, reimbursement is authorized
as prescribed in pars. T4040-A2. In any event, the total per diem allowance may not exceed the applicable
maximum rate prescribed in the per diem rates at http: //www.defensetravel .dod.mil/perdiem/pdrates.html
for the TDY locality concerned.

5. Contingency Operation Flat Rate Per Diem (uniformed member only). See par. U4105-1.

Change 272/526 0-13
8/1/09


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

APP O: TDY Travel Allowances (JFTR/JTR)

T4000-T4075

6.
JOINT TASK FORCE OPERATIONS TDY OPTIONS
TABLE 1
DEPLOYMENT - JOINT OPERATIONS TDY OPTIONS
Subsist Ashore
TDY OPTION SUBSISTENCE PER DIEM REMARKS
Business Travel | Commercial Lodging and Commercial Lodgingand | Member/Civilian Employee
Meals M&IE Pays for Lodging and Meals
GOV'T Lodging and GOV'T Dining Lodgingand | Member/Civilian Employee
Facility/Mess — Permanent U.S. M&IE Pays for Lodging and Full
INSTALLATION Meal Rate 1/ for GOV'T
Meals
GOV'T Lodging and GOV'T Meals— Lodgingand | Member/Civilian Employee
Temporary U.S. INSTALLATION or M&IE Pays for Lodging and for
Temporary Dining Facilities Established for GOV'T Meadls at Discount
JTF Operation Meal Rate 2/
GOV'T Lodging and Commercial Meals Lodgingand | Member/Civilian Employee
M&IE Pays for Lodging and Meals
Commercial Lodging and GOV'T Dining Lodgingand | Member/Civilian Employee
Facility/Mess (In AOR only) M&IE Pays for Lodging and Full
Meal Ratefor GOV'T Meds
EUM GOV'T Lodging and Use of GOV'T Dining IE Civilian Employee Pays for
Facility/Messis Essential for Training and GOV'T Medlsat Full Meal
Readiness Purposes Rate
Field Duty GOV'T Lodging, Dining Facility/Mess and None Civilian Employee pays for
Incidentals Provided GOV'T Medsat Full Meal
Rate
Subsist Aboard U.S. GOV’T Ship 3/
TDY GOV'T Lodging and GOV'T Medls None Civilian Employee Pays for

Meals

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

2/ Discount Meal Rate = Food costs only.

3/ A member/civilian employee deployed who is ordered to subsist ashore — see “ Subsist Ashore” (above table) for
authorization/order type and payment guidelines.

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

D. Lodging Overnight Not Required

1. Transportation

a. Itismandatory that atraveler arrange transportation through an available CTO/TMC, even though
overnight lodging is not required.

b. If travel isinthelocal area (see JFTR, par. U3500/JTR, par. C2400-B) around the PDS, aGOV'T
vehicle, public transportation paid for by the command, or a POC may be used.

c. See. JFTR, par. U3320/JTR, par. C2192 for travel to/from atransportation terminal.

d. If aPOC isused to/from home, the traveler is authorized the standard mileage rate for the distance
driven, minus the normal distance driven to and from work. This most often affects the PDS.
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e. If thetraveler does not travel by POC to work every day, the traveler is reimbursed the standard mileage
rate for the distance driven, less the traveler’s normal transportation cost to get to work.

f. The AO determines reimbursement based on the difference between the cost of using the POC and the
traveler’s normal cost to get to work.

g. Commercia transportation expense reimbursement is authorized/approved only if the expenses incurred
for travel to the alternate work site exceed the expenses ordinarily incurred by the traveler to commute to
the PDS workplace.

h. A traveler is authorized reimbursement for other expenses such as tolls and parking when using a POC.
i. For distance determination see JFTR, par. U2020/JTR, par. C1065 (DTOD requirements).

2. Meals. With two limited exceptions (see par. T4060-B14), atraveler may not be paid for meals within the
traveler's PDS boundaries. For travel outside the PDS limits, when the TDY is more than 12 hours,
reimbursement is 75% of the M&IE rate for the TDY location (using the highest rate if there is more than one
TDY location) for each travel day. No per diem isauthorized when TDY isfor 12 or fewer hours. However,
the AO may authorize/approve reimbursement of the actual amount paid, NTE the PMR (not including IE) for
the TDY location, when a uniformed member spends more than the cost of normal meal arrangements during
travel outside the PDS limits. See JFTR, par. U4510 for occasional meals authority.

NOTE: Mission-related or personal expenses are not reimbursable. Theseinclude batteries, tools, film, giftsfor
childcare, house care, pet care, hotel concierge, or workout room/gym fees, and similar expenses.

E. Miscellaneous Reimbursable Expenses. See APP G.

F. Reimbursement for Travel Expenses at the TDY Location

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

2. GOV'T vehicle/special conveyance useis limited to official purposes such as transportation to and from (65
Comp. Gen. 253 (1986)):

a. Duty sites,

b. Lodgings,

c. Dining facilities,

d. Drugstores,

e. Barber shops,

f. Places of worship,

g. Cleaning establishments, and

h. Similar placesrequired for the traveler's subsistence, health or comfort.

3. If aGOV'T vehicle/special conveyance is not authorized, the traveler is authorized reimbursement for
necessary public transportation costs.

4. If POC use is authorized/approved, reimbursement is the automobile TDY mileage rate times the miles
driven for the necessary travel around the TDY location.
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5. Thetraveler must note the required miles driven.

T4045 TRAVEL ALLOWANCES FOR AN RC MEMBER (48 Comp. Gen. 301 (1968))

A. General. Par. T4045 appliesto an RC member on active/inactive duty under an authorization/order that provides
for return home. See par. U7150 for travel of a cadet and midshipman travel, an applicant and Senior Reserve
Officers' Training Corps (SROTC) member, RC member travel for medical and dental care, a Ready RC member on
muster duty, aretiree called to active duty, active-duty-for-training tours of 140 or more days at one location (except
as noted in par. U2146), and active-duty-for-other-than-training for more than 180 days at one location (except as
noted in par. T4045-E4).

B. Inactive Duty Training. An RC member commits to an obligation to participate in a finite number of scheduled
training periods (inactive duty training (IDT) unit drills) annually. Each Service has a different term for these
training periods, such as unit training assemblies, or weekend drills. Inherent in this obligation is the travel between
the member’ s home and the location at which the member normally performs “drill” (the armory, reserve center,
assembly location, etc.). The member receives no reimbursement for that travel except as provided in par. T4045-G.
For par. T4045-B, the Assigned Unit isan RC member’s designated post of duty and the TDY Station is an alternate
site outside the local commuting area (see par. U3500) of the member’ s assigned unit or home.

1. Travel from Home to Assigned Unit or Alternate Sitein Local Commuting Area. There is no authorization
for travel and transportation allowances. In some cases of a Ready Reserve Select Reserve member, travel
expense reimbursement may be authorized/approved under par. T4045-G. The member may be authorized/
approved reimbursement under par. T4040-F for transportation expenses in and around the unit/site. When the
member travels between home and an alternate site, the member is paid mileage for the distance that exceeds
the distance from home to the assigned unit.

2. Travel from Home/Assigned Unit or Other Locationto TDY Station. The member is authorized allowances
in pars. T4030 and T4040, limited to travel cost from the assigned unit.

3. Travel from a Location Other than Home/Assigned Unit to an Alternate Site within the L ocal Commuting
Area. Thereisno authorization for travel and transportation allowances; however, the member ispaid TDY
mileage for the distance traveled limited to the distance from the assigned unit to the alternate site less the
distance from home to assigned unit.

C. Travel for AT. For AT travel, a member is authorized payment for 1 round trip between home and the AT site
under par. T4030. If the AT is performed in two or more separate tours, the AO may authorize round-trip
transportation for each tour. Per diem is payable under par. T4040-A for travel daysto and fromthe AT location,
unless the member commutes daily or the AO determines the member can commute.

D. Per Diem Not Payable. No per diemis payable to:

1. AnRC member at an AT site when both GOV’ T QTRS and meals are available; however, the member is
authorized reimbursement for the GOV'T QTRS cost. If GOV'T QTRS and/or dining facility/mess are not
available, per diem is payable under par. T4040-A;

2. An RC member on active duty without pay;

3. A newly enlisted member undergoing training when both GOV’ T QTRS and dining facility/mess are
available;

4. A Public Health Service officer called to active duty for Commissioned Officer Student Extern Program
(COSTEP);
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5. An RC member who commutes daily, or the AO determines can commute, except for authority under par.
T4040-C if required to remain at the place of duty overnight outside the home's city limits;

6. An RC member on inactive duty training except when duty is performed at alocation other than the assigned
unit (designated post of duty includes training duty station, drill site and city where located) or local area (see
par. U3500) of the assigned unit or home. If required to occupy transient GOV’ T housing, reimbursement for
actual lodging cost is authorized;

7. A Standby RC member voluntarily performing without pay.
E. Per Diem. When an RC member is ordered to:
1. Schoolhouse training, par. T4030 applies for transportation and par. T4040-B for per diem,;

2. Deploy, to be one of personnel traveling together under an authorization/order directing no/limited
reimbursement, on unit travel, field duty, or at seatraining, par. T4030 applies for transportation, and par.
T4040-C applies for per diem for periods under 20 weeks. ;

3. Active-duty-for-training (other than schoolhouse) for fewer than 140 days or active-duty-for-other-than-
training for 180 or fewer days, transportation is determined under par. T4030, and per diem under business
travel rulesin par. T4040-A;

4. Active-duty-for-other-than-training for more than 180 days because of unusual or emergency circumstances
or exigencies of the Service and the Secretarial Process authorizes per diem, transportation is determined under
par. T4030, and per diem under the business travel rulesin par. T4040-A (or deployment rulesin par. T4040-
C).

F. Funeral Honors Duty. An RC member who performs funeral honorsin afuneral honors duty status (under 10
USC 812503 or 32 USC §115) at alocation 50 or more miles from the member’s residence is authorized travel and
transportation allowances as for business travel under pars. T4030 and T4040-A and T4040-D.

Effective for travel that occurs 20 March 2008 through and including 31 December 2010

G. Inactive Duty Training Outside Normal Commuting Distance. The Secretary Concerned may authorize
reimbursement to an eligible Ready Reserve Select Reserve member for travel and transportation related expenses
for travel to an inactive duty training location (assigned unit — designated post of duty) to perform inactive duty
training when the member is required to commute outside the local commuting distance. For par. T4045-G, ‘outside
thelocal commuting distance” is defined as the local travel area as prescribed under par. U3500, but not less than
150 miles one-way by DTOD.

1. Eligible Member. A Ready Reserve Select Reserve member (and not just any RC member) must be:
a. Qualified in askill designated as critically short by the Service Secretary;

b. Assigned to a Selected Reserve unit with a critical staffing shortage or in a pay grade in the member’s
RC with acritical staffing shortage; or

¢. Assigned to a unit or position that is disestablished or relocated as aresult of Defense BRAC or another
force structure reallocation.

2. Reimbursement. The following travel and transportation expenses for travel to and from an inactive duty
training location to perform inactive duty training may be reimbursed, NTE a total of $300 for each round trip.

Change 272/526 0-17
8/1/09



APP O: TDY Travel Allowances (JFTR/JTR)

T4000-T4075

a. Transportation. When commercial transportation is used, reimbursement is authorized for the actual cost
of the transportation used to include transportation between home and the transportation terminal and
between the transportation terminal and the training location. When POC is used, reimbursement is
authorized for the actual expense incurred (gas; oil; highway, bridge, and tunnel tolls; parking fees; and
other necessary expenses incurred incident to such travel). NOTE: Payment may not be on a commuted
basis, such as a mileage allowance for transportation costs.

b. Lodging and Meals. The actual cost of the member’slodging (including tax (see NOTE), tips, and
service charges) and actual cost of meals (including tax and tips, but not including alcoholic beverages)
may be reimbursed NTE the per diem rate (http: //www.defensetravel.dod.mil/perdiem/pdrates.html) for the

area concerned.

NOTE:

1. The maximum allowed for CONUS or non-foreign OCONUS area |odging
(http://mwww.defensetr avel .dod.mil/perdiem/pdrates.html) does not include a lodging tax amount.

Lodging tax in CONUS or a non-foreign OCONUS area is a separate miscellaneous reimbursable

expense except when ‘MALT

-Plus for POC travel is paid.

2. The maximum allowed for foreign OCONUS area |lodding
(http://mww.defensetravel .dod.mil/perdiem/pdrates.html) includes a lodging tax amount. Lodging tax in

aforeign OCONUS area is not a separate miscellaneous reimbursable expense.

H. Summary of Allowances for An RC Member

1. Table1 - Active Duty with Pay

ACTIVE DUTY WITH PAY 1/

TABLE 1

Situation 2/

Transportation 3/4/

Per Diem

Annual training duty 5/

Par. T4030 applies.

Not authorized if GOV'T QTRS &
dining facility/mess available;
otherwise par. T4040 applies. 6/7/

PHS officers called to active duty
for Commissioned Officer Student
and Extern Program (COSTEP).

Par. T4030 applies.

Not authorized. 6/7/

Pipeline Student--newly enlisted
member undergoing training.

Normally performed as personnel
traveling together with no/limited
reimbursement (par. T4040-C). If
not, may be authorized
reimbursement under par. T4030.

Not authorized if GOV'T QTRS &
dining facility/mess available.

Member commutes or AO
determines member can commute.

Par. T4030-E applies for one-round
trip only provided the place of active
duty is outside home's town/city
limits.

Not authorized - payment may be
authorized under par. T4040-C if
required to remain overnight at place
of duty outside home's town/city
limits.

Active duty for training for fewer
than 140 days or active duty for
other than training for 180 or fewer
days at one location.

Par. T4030 applies.

Par. T4040 applies.

Active duty for other than training,
required by unusual or emergency
circumstances or Service exigencies,
for more than 180 days.

Par. T4030 appliesif the Secretarial
Process authorizes per diem;
otherwise Ch 5 applies.

Par. T4040 appliesif the Secretarial
Process authorizes per diem;
otherwise Ch 5 applies.
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2. Table 2 - Active Duty without Pay

ACTIVE DUTY WITHOUT PAY

TABLE 2
Situation 2/ Transportation 3/4/ Per Diem
Others performing duty without pay. | Service discretion to reimburse Not authorized except occasional
under par. T4040-C (asfor meals and/or QTRS may be
personnel traveling together with authorized/approved (see par.

no/limited reimbursement) and/or T4040-C) for travel daysonly 8/.
par. T4030-E (reimbursement on
mileage basis) none for an RC
Standby Reserve member.

FOOTNOTES FOR TABLES 1 AND 2

1/ Appliesto an RC member called/ordered to active duty with pay under an authorization/order that provides for
return to home or place from which called/ordered to active duty. Includes aretired member called to active duty
with or without pay (except for periodic physicals for a member on the TDRL, see JFTR, par. U7250).

2/ Except as noted in JFTR, par. U2146.

3/ No travel and transportation allowances are authorized if place of duty and home are in the corporate limits of the
same city or town.

4/ An RC member may not be paid for commuting from home to duty - only one round-trip may be paid per active
duty period.

5/ Since atraining location isthe PDS, no per diem is payable when GOV’ T QTRS and dining facility/mess are
available. Per diemispayable when TDY away from the training location or for traveling to and from the AT
location if not in acommuting status.

6/ Temporary lodging facilities are not GOV'T QTRS for purposes of thistable.

7/ An RC member on active duty for training not otherwise authorized per diem who occupiestransient GOV'T
housing may be reimbursed the actual cost incurred for service charges/lodging.

8/ An RC member on active duty for training not otherwise authorized per diem who occupiestransient GOV'T
QTRS may be reimbursed the actual cost incurred for service charges/lodging.
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3. Table 3 - Inactive Duty with or without Pay

INACTIVE DUTY TRAINING WITH OR WITHOUT PAY 1/2/3/

TABLE 3

This Tableisfor informational purposesonly. Allowances are prescribed in par. T4045.

Situation Transportation Per Diem

Travel from home to Assigned Unit 1. May be authorized reimbursement | Not authorized.
or aternate siteinlocal commuting | under par. T4040-F.

area of the member’sassigned unit [ 2. When the member travels

or home. 4/ between home and an alternate site,
the member is paid mileage for the
distance that exceeds the distance
from home to the assigned unit.

Travel from home/assigned unit to
TDY Station.

Par. T4030 applies limited to travel
cost from the assigned unit.

Par. T4040 applies.

Travel from alocation other than

home/assigned unit to TDY Station.

Par. T4030 applies limited to travel
cost from the assigned unit.

Par. T4040 applies.

Travel from alocation other than
home/assigned unit to alternate site
within the local commuting area.

The member is paid mileage for the
distance limited to the distance from
the assigned unit to the alternate site

Not authorized.

less the distance from home to
assigned unit.

RC Standby Reserve member Not authorized. Not authorized.

voluntarily performing without pay.

FOOTNOTES FOR TABLE 3

1/ For travel and transportation allowance purposes, the assigned unit is the designated post of duty.

2/ TDY stetion is alternate site outside the local commuting area (see par. U3500) of the member's assigned unit or
home for par. T4045.

3/ An RC member on inactive duty for training who is not otherwise authorized per diem and who occupies transient
GOV'T housing may be reimbursed the actual cost incurred for service charges/lodging.

4/ See par. T4045-G for limited authority for a Ready Reserve Select Reserve member to be reimbursed travel and
transportation expenses when the assigned unit is outside the member’s normal commuting distance.

T4050 TAKING A TYPICAL BUSINESS TRIP

A. Beforethe Trip

1. Cogt Estimate. A traveler should obtain an estimate from the CTO/TMC, or DTS Reservation Module, for
thetrip. Itisthe key to severa travel and trip funding decisions. It informsthe traveler and the AO in advance
of the standard and actual arrangements, associated costs, and the allowance maximums. It includes costing for
transportation to and from the TDY location, lodging (including tax), and rental car (if authorized) . The
estimate also reflects the per diem rate broken out by M&IE and lodging and should al so include any known
planned miscellaneous expenses. A traveler may ask the CTO/TMC to estimate the amount for using a private
vehicle or other commercial transportation.

2. Tailoring the Trip. The AO decides if the traveler should use non-standard arrangements for mission
reasons. The AO may authorize/approve certain changes for the traveler’ s convenience (for example, using a
car instead of flying). However, the standard arrangement's estimate (as the AO approves for mission reasons)
is the reimbursement baseline.
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3. Authority for Travel. The AO authorizesthe TDY, the arrangements, determines the fund cite, and obligates
fundsto pay for the trip, to include the payment of atravel advance or scheduled partial payment, if included.
The resulting document is the Trip Record.

4. Travel Packet. The CTO/TMC updates the Trip Record with the confirmed reservations and commercial
tickets. The TO provides the documents needed for GOV'T transportation if the CTO/TMC does not provide
this service.

5. Paying for Arranged Services and Obtaining Cash to Pay for Expenses while Traveling. The CTO/TMC
typically charges reservations to an IBA or unit GTCC. Airlineor rail tickets may also be charged to a CBA.
While on the trip, the traveler should charge expenses incident to official travel onthe IBA or unit GTCC,
whenever possible. For official travel-related expenses that cannot be charged, the traveler can avoid using
personal funds by using the IBA to obtain cash advances or travelers checks. An advanceis not an option on a
unit travel card.

B. During the Trip

1. Changing Plans. If travel plans change from theitinerary, the traveler should call the CTO/TMC toll-free
number, if possible, to modify the itinerary. The CTO/TMC must update the traveler’s Trip Record. Although
the AO may approve the changes after the trip is complete, it is best if the traveler obtains the AO’s authority in
advance, and updates the Trip Record. The traveler isreimbursed only for changes the AO approves on the
Trip Record.

2. Receipts. Thetraveler must be able to produce receipts for lodging and individual official travel expenses of
$75 or more.

C. After the Traveler Returns

1. Completing the Expense Report. A traveler should complete and submit the Trip Report expense report
within 5 working days after returning from the trip. The receipts (lodging and individual expenses of $75 or
more) must be attached to the expense report. EFT isthe preferred reimbursement method, permitting the
traveler to select:

(a) Direct electronic transfer to the GTCC vendor of the authorized expenses charged to the IBA with the
remainder going to the traveler’s personal bank account, or

(b) An electronic transfer of the full amount to the traveler’ s personal bank account. Option (@), does not
require the traveler to write a check to the GTCC vendor for official expenses charged.

2. AO Approval. The AO must approve the expenses on the Trip Record before the traveler is reimbursed.
Thisincludes reviewing the required receipts.

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

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

5. Lost/Stolen/Unused Paper Tickets. See JFTR, par. U2515-A/JTR, par. C1320-A. Thetraveler:

a. Must safeguard issued paper tickets, carefully at all times;
b. Must immediately report alost/stolen paper ticket to the issuing CTO/TMC;

c. Isfinancialy responsible to purchase a replacement ticket, when paper ticket islost/stolen;
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d. Must not be reimbursed for the purchase of areplacement ticket until the GOV'T has received a refund
for the lost/stolen paper ticket;

e. Isauthorized reimbursement initially only for the first ticket purchased (if the traveler paid for both
tickets). If the first lost/stolen ticket is recovered, turned in for arefund, and the GOV' T is repaid,
reimbursement may then be made for the second ticket, NTE the cost of the first ticket; and

f. Must return unused paper ticketsto the CTO/TMC. Unused electronic tickets must immediately be
reported to the CTO/TMC for arefund. NOTE: SF-1170, Redemption of Unused Tickets, found at
http: //www.gsa.gov, is usable, if authorized in Serviceregulations, |CW turning in unused tickets.

T4060 AO RESPONSIBILITIES

A. General. The AO has broad authority to determine when TDY travel is necessary to accomplish the unit’s
mission, authorize travel, obligate unit travel funds, approve trip arrangements, and authorize travel expenses
incurred ICW that mission and IAW this Regulation. For acivilian traveler, the AO must determine the travel
purpose (see JTR/JFTR, APP H) for notation on the Trip Record. The information provided by the DTS
Reservation Module or directly from the CTO/TMC is central in helping to execute those responsibilities.

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

2. Obtain information on policies relating to transportation and travel arrangements from the CTO/TMC and
TO, command channels or Service headquartersto assist in future travel decisions.

3. Assurethe traveler has accessto a GTCC (the unit’s or aCBA) if the traveler does not have an IBA GTCC.
Refer inquiries about card usage to the local GTCC program coordinator or the TO.

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

B. What's Allowable and Not Allowable

1. Transportation

a. What an AO may direct. Other than a private or rental vehicle, an AO may direct the traveler to use a
particular transportation mode, when it is essential to mission success.

b. Options on city-pair flight use. See APP P. NOTE: Regulations applicable to the Contract city-pair
Program are found in DOD 4500.9-R, Part |, Ch 103, pars. A2 and B2 available at:
http: //Amww.transcom.mil/j5/pt/dtr.html.

2. Authorizing Business-class Transportation Accommodations. Only the officialslisted in JFTR, pars. U3125-
B2b and U3135-C (trains only)/JTR, pars. C2204-B2b and C2208-C (trains only) may authorize/approve
business-class accommodations use (two-star level or civilian equivalent). Examples of reasons for use of
business-class accommodations are found in JFTR, par. U3125-B4/JTR, par. C2004-B4, and must be recorded
on the Trip Record.

NOTE:

1. If business-class seating is provided at GOV'T expense, thetraveler isnot eligible for a rest period upon
arrival at the duty site or arest stop en route—at GOV’ T expense.
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2. Scheduled flight timeis the time between the scheduled aircraft departure from the airport serving the
PDS/TDY point and the scheduled aircraft arrival at the airport serving the TDY point/PDS.

3. The 14-hour ruleonly (JFTR par. U3125-B4i/JTR, par. C2204-B4i) applies en route to the TDY site.
On areturn trip to the PDS, a business-class transportation authorization should not be provided.

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

5. When scheduling flights of 14 or more hours, thefirst choice is always to use economy/coach class and
arrive the day beforethe TDY beginsto allow for appropriate rest. Second choice alwaysisto use
economy/coach class and arrange an en route rest stop (preferably at a no-cost point allowed by the
airline) with arrival on theday TDY starts. The last option, and the most expensive option that should be
avoided whenever possible, is to use business accommodations arriving on the day the TDY starts. The AO
isnot required to authorize/approve a rest stop or an upgrade.

NOTE: Title 49 USC 840118(d) permits the Secretary of State and the Administrator of AID to
authorize their employeesto travel by foreign air carriers between two placesin foreign areas even if
U.S.-certificated air carriersare available. Thisauthority does not apply to a Uniformed Service
member (The Army, Nawvy, Air Force, Marine Corps, Coast Guard, NOAA, PHS), a DOD civilian
employee, or their dependents. A Uniformed Service member, a DOD civilian employee, and their
dependents arerequired to use available U.S.-certificated carriersfor all commercial foreign air
transportation asindicated in par. T4060.

3. Using U.S.-certificated Carriers. Available U.S.-certificated air carriers must be used for all commercial
foreign air transportation of persons/property when the GOV'T funds the air travel (49 USC §40118 and B-
138942, 31 March 1981). See JFTR, par. U3125-C/JTR, par. C2204-B. U.S.-certificated carriersare not
“available’ if:

a Useof aU.S.-certificated air carrier would extend the travel by at least 24 hours when traveling between
aU.S. gateway airport and aforeign gateway airport that is the origin or destination;

b. Use of aU.S.-certificated air carrier would require the traveler to wait four hours or more at aforeign
gateway interchange point or extend the travel time by at least six hours more when traveling between two
points outside the U.S;;

c. Useof anon-U.S.-certificated air carrier would eliminate two or more aircraft changes en route on atrip
between pointsin foreign areas (i.e., the travel is not through the U.S. or a non-foreign OCONUS location);

d. The elapsed travel time by anon-U.S.-certificated air carrier isthree hours or less and travel by aU.S.-
certificated air carrier would be at least twice the time;

e. Thetravel can only be financed with excess foreign currency and available U.S.-certificated air carriers
do not accept the currency;

f. Only first class accommodations are available on a U.S.-certificated air carrier while less-than-first-class
accommodations are available on anon-U.S.-certificated air carrier; or

g. Air transportation on a non-U.S.-certificated air carrier is paid in full directly, or later reimbursed, by a
foreign government (e.g., under Foreign Military Sales (FMS) case funded with foreign customer cash or
repayable foreign military financing credits), an international agency, or other organization. (B-138942, 31
March 1981 and 57 Comp. Gen. 546 (1978)); NOTE: See the Security Assistance Management Manual,
Ch 4, par. C4.5.12 of DOD 5105.38-M, when travel is on Security Assistance Business.
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NOTE 1: The‘Fly America Act’ does not require travel across the CONUS when traveling between two
OCONUS locations (e.g., Travel from Europe may be routed in an easterly direction to Asia instead of
west via CONUS. When it is determined that a U.S.-certificated air carrier isor was not reasonably
available for the most direct route between two OCONUS locations, use of a non-U.S.-certificated air
carrier may be authorized/approved (GSBCA 16632-REL O, 15 July 2005)).

NOTE 2: When using code share flightsinvolving U.S.-certificated air carriers and non-U.S.-
certificated air carriers, the ticket must be issued through the U.S.-certificated air carrier. If theticket is
issued through the non-U.S.-certificated air carrier is used on the ticket, the ticket is considered to be a
non-U.S.-certificated air carrier and a non-availability of U.S.-certificated air carrier document is
needed.

4. Travel Involving Leave or Personal Convenience Travel. The AO may permit atraveler to combine official
travel with leave or personal travel. Contract faretravel must never be used for personal travel. See
JFTRIJTR, APP P, Part |1, par. E. Theofficia portion must be arranged through the CTO/TMC.
Transportation reimbursement is authorized for the cost of official travel between duty stationsonly. The
traveler may arrange other travel plans and pay the excess above the official cost; no excess costs for travel or
M&IE are borne by the GOV'T. For acivilian traveler, JTR, par. C4563-C applies. A member is not
authorized per diem on any day leaveis charged. Do not permit a TDY trip that is an excuse for personal travel.

5. Lodging Selection

a. CTO/TMC Lodging Arrangements. The AO should approve lodging arrangements arranged by the
CTO/TMC to minimize the use of rental cars and maximize the use of mass transportation whenit is
consistent with mission requirements and cost effective.

b. Lodging Required on the Day Travel Ends. When lodging is required on the day travel ends and the AO
authorizes/approves the travel er to obtain lodging, the lodging reimbursement must be based on the locality
rate, or AEA if appropriate, for theenroute TDY site.

6. Rental Car. The AO may authorize the CTO/TMC to arrange arental car when it is the most cost-effective
or efficient way to complete the overall mission. The compact car size should be authorized unless alarger
vehicleisjustified IAW JFTR, par. 3415-C1/JTR, par. C2102-C1.

7. Authorized Trips Home during Extended Business TDY. The AO may authorize return trips to the PDS or
home only when travel funds are available to support the travel expenses. The AO must determine that
savings outweigh the periodic return travel costs. The TDY assignment length and purpose, return travel
distance, increased member or employee efficiency and productivity, and reduced recruitment and retention
costs must be considered. An analysis must be conducted at least every other year. The travel should be
performed outside the traveler's regularly scheduled duty hours or during leave. For a civilian employee,
scheduling the authorized travel to minimize payment of overtime should be considered. This authority applies
only to business or training TDY .

8. Phone Callsto Home or Family during TDY. The AO may determine certain communications to atraveler's
home/family are official. These communications must be only to advise of the traveler’s safe arrival, to inform
or inquire about medical conditions, and to advise regarding changesinitinerary. The AO should limit these
communications to a dollar amount in advance of the TDY so the traveler is aware of the limit. The AO may
approve charges after the TDY, when appropriate (GSBCA 14554-TRAV, 18 August 1998).

9. Travel Expense Report. The Trip Record contains the expense report. The AO must review the amounts
claimed on the traveler's expense report as soon after receiving it as possible. The AO's signature on the
expense report certifies that the travel was taken, the charges are reasonable, the phone call s authorized for
reimbursement are in the GOV’ T's best interest, and approves the reimbursement of the authorized expenses.
Expense reports are subject to random selection for examination based on financial management directives.
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10. TDY from Leave. An AO may direct someone on leaveto perform TDY if the need for the TDY is
unknown prior to the leave. If directed, the traveler must be authorized payment of normal TDY costs from the
leave location to the TDY location and back to the leave location, or back to the PDS.

11. Shipment or Storage of HHG. An AO may authorize/approve shipment of unaccompanied baggage for an
employee (JTR, par. C2309), or a small amount of HHG for a member (JFTR, par. U4705) to the TDY point.
Also, the AO may authorize/approve storage of HHG for a member when appropriate. For example, storage
may be authorized during a deployment. See the rules for shipping and storage HHG while on TDY in JFTR,
Ch 4, Part H.

12. Lower or No Per Diem Rates. There may be situations in which the combination of published per diem
rates with lodging and dining facility/mess availability may result inillogical payments. For example, aremote
TDY location with no GOV’ T dining facility/mess may have a club at which the meal cost is only a fraction of
the full M&IE. Inthese cases, an AO may recommend payment of lower or no per diem to the Service PoC
listed in the JFTR/JTR Introductions under the heading Feedback Reporting. Lower per diem rates can only be
established before travel begins. See par. T4040-A1c(2) for more on reduced per diem for a civilian employee.

13. Allowable Travel Days. The CTO/TMC computes the number of days alowed for travel based on the
transportation modes the AO specifies. See par. T4030-H. However, when the traveler uses more than the
allowed days, the AO may approve the extratime as official. Generally, an AO should only approve extratime
when the reasons for the additional time were beyond the traveler’ s control (for example, strikes, weather).

14. TDY within the PDS Limits. Per diem may not be paid for expenses within the PDS limits, except:

a. Under emergency circumstances that threaten injury to human life or damage to GOV’ T property when
authorizing per diem is the only method to handle the situation; and,

b. To auniformed member escorting arms control inspection team members engaged in activities related to
implementing an arms control treaty or agreement.

Reimbursement is for actual meal costs up to the PMR (not including incidental expense) and/or the actual
lodging cost up to the maximum rate for the PDS. Justifying reasons must be noted on the Trip Record.

15. TDY aboard Ships. Normally, aTDY traveler aboard a ship is fed without charge making the traveler
ineligible for per diem. However, aTDY traveler aboard a non-U.S. government ship may be charged for
meals. Inthissituation, an AO can determine a per diem rate to cover the food cost. This should not be
confused with an officer paying for mealsin the same manner as a ship's company officer.

16. Additional Allowable Travel Expenses for an Employee with a Disability. An AO may authorize/approve
certain additional travel expenses for an employee with a disability, such as the transportation and subsistence
expenses of an attendant accompanying the employee, and the cost of renting and/or transporting a wheelchair.
See JTR, Ch 7, Part J, for specifics.

17. TDY Canceled or Modified. When it is necessary to cancel or modify a TDY trip after the traveler has
incurred nonrefundable expenses in preparation for the trip, such as nonrefundabl e advance room deposits, an
AO may authorize/approve reimbursement of those expenses.

18. TDY and RC Active Duty Time Limits for Per Diem Purposes

a. Except for TDY with units deployed afloat, TDY islimited to 180 consecutive days at any one location,
unless a Service or Agency Headquarters, or the Commander/Deputy Commander of a Combatant
Command, authorizes an extension. See JFTR/JTR, Introductions for the Service points of contact. A
civilian employee should see I nternal Revenue Service (IRS), state, and local rulesfor income tax
implicationsfor TDY beyond oneyear. A school of at least 140 days duration isa PCS for a uniformed
member (except as noted in JFTR, pars. U1036 or U2146).
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b. For an RC member, if active duty for training is fewer than 140 days, or fewer than 180 days for other
than training duty at any one location, travel and transportation allowances are payable asfor TDY. When
an RC member is called to active-duty-for-training for 140 or more days, or more than 180 days for active-
duty-for-other-than-training at one location, travel and transportation allowances are payable under JFTR,
Ch 5, asfor PCS for an RC member unless the call to active-duty-for-other-than-training is because of
unusua or emergency circumstances or exigencies of the Service Concerned and the Secretarial Process
authorized per diem.

19. Movement of an Employee’s Dependents and HHG to Training Location. If the estimated per diem the
employee would receive at the training location, based on AO approved arrangements, is more than the
estimated cost of transporting the dependents and HHG to and from the training location, the AO may authorize
round trip transportation of the dependents and HHG between the PDS and the training location in lieu of the
estimated per diem payment. Transportation of dependents and HHG are IAW JTR, Chs 7 and 8. Private
vehicle mileage is reimbursed under JTR, par. C5050.

20. Temporary Change of Station (TCS). Instead of authorizing extended TDY (between 6 and 30 months) for
an employee, an AO may authorize a TCS. The employee (but not a member) is authorized limited PCS
allowances rather than TDY allowances. See JTR, Ch 5, Part O.

21. Termination of Per Diem when Traveler Dieswhile on TDY. When atraveler dieswhileon TDY, per
diem continues through the actual (or determined) date the traveler died.

22. Per Diemwhen TDY or PDS Location |s a Reservation, Station, Other Established Area or Established
Large Reservation Subdivision. Whenthe TDY point or new PDS is areservation, station, or other established
area (including established large reservation subdivisions (e.g., McGuire AFB and Ft. Dix) that falls within two
or more corporate city limits (e.g., the districts of Honolulu and any other such as Ewa, Hawai'i) or crosses
recognized borders (e.g., Ft. Campbell isin Tennessee and Kentucky), the per diem rate isthe locality rate
specifically listed for the reservation, station or other established area. When the location (reservation, station
or other established area) is not specifically listed in the per diem tables, the per diem rate is the rate applicable
to the front gate location for the reservation, station or other established area.

23. Lodging Not Availableat TDY Location. The TDY locality per diem rate for the location at which lodging
is obtained is used for computation only when atraveler isTDY at alocation where neither GOV’ T QTRS nor
commercial lodging isavailable. This appliesonly when the locality per diem rate for the lodging location is
higher than the locality per diem rate for the TDY location. The higher per diem rate must be
authorized/approved by the AO.

T4070 TDY GLOSSARY
Authorize. Thegiving of permission before an act.
Approve. Theratification or confirmation of an act already done.

Group movement. A movement of 2 or more official travelers traveling as a group, under the same authorization/
order (either PCS or TDY), for which transportation is GOV’ T-owned/procured from the same origin to the same
destination. Movement could include locations en route as specified on the authorization/order. NOTE: Personnel
traveling together under an authorization/order directing no/limited reimbursement may travel between any
points en route, provided that the authorization/order specifically indicates the points between which the status
applies.
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Must, Shall, Should, May, Can, Will. The following definitions from DOD 5025.1-M apply:

HELPING VERB DEGREE OF RESTRICTION

Must, shall Action is mandatory

Should Action isrequired, unless justifiable reason exists for not taking action

May, can Action is optional

Will I's not restrictive; applies only to a statement of future condition or an expression of time

Temporary Duty (TDY) Travel. Officia travel of atemporary duration away from the traveler’ s PDS. There are
three types of TDY travel with different allowances:

Business Travel. Conducting business at a location other than the PDS. It incorporates any type of travel not
included in schoolhouse training or deployment or unit travel. It also includes certain local travel, but not leave
or evacuation.

Schoolhouse Training Travel. Travel ICW TDY attendance at formal course(s) of instruction by acivilian
employee or a uniformed member (other than a uniformed member who has not yet reached the first PDS).

Deployment, Personnel Traveling Together Under An Authorization/Order Directing No/Limited
Reimbursement, and Unit Travel. Includes a unit traveling in support of a combat mission, peacekeeping, and
disaster relief. It aso includes field or maneuver training and sea duty when troops involved are not
permanently assigned to aship. The GOV'T provides al transportation, lodging, and eating facilities when
personnel traveling together are under an authorization/order directing no/limited reimbursement.

Trip Record. Thisdocument, in either electronic or paper form, provides the vehicle on which are recorded all
official travel authorizations, initial options, modifications, and payment decisions. Prepared by the CTO/TMC, it is
the single trip document that includes the travel authorization/order and fund cite, the should-cost estimate, the
itinerary, updates to the itinerary made during the trip, and serves as the expense report when the traveler returns.
Thisisaso called an authorization/order.
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Appendix Q3

PART I11: CIVILIAN EMPLOYEE STANDARD TOURS OF DUTY

See JTR, Ch 5, Part A for applicable regulations.

A. Standard Tours of Duty. Standard tours of duty are:

1. 36 months under an initial service agreement, and
2. 24 months under arenewal agreement

and apply to an employee assigned OCONUS unless an exception is prescribed in this APP. See JTR, par. C5570-
C.

B. Tour Length Exceptions. The 24, 18, and 12-month tours apply to the entire location listed for an accompanied
or unaccompanied employee unless a statement appears limiting applicability to:

1. A specific areawithin that location,

2. Certain employees, and/or

3. An employee on arenewal agreement tour.
C. Accompanied vs. Unaccompanied Tours of Duty. For alocation at which one tour length is prescribed for an
employee authorized and accompanied by dependents and a shorter tour is prescribed for an employee not

authorized to have dependents present, the shorter tour length appliesif the employee is authorized, but is not
accompanied by, dependents.

D. Special Circumstance Tours of Duty. For special circumstance tour of duty locations, see APP Q, Part IV, par.
A.

E. Tour Lengths

NOTE: Unless otherwise noted, the tour lengths listed below apply to initial and renewal tours.

Location

24-Month

18-Month

15-Month

12-Month

Tour

Tour

Tour

Tour

Afghanistan

X

Alaska

Adak

Aleutian Islands

I solated Mainland Bases

Kodiak Idand

Ascension Island

XX [X[X[X

Australia

Northwest Cape

Azores (See Portugal)

Bahamas

Andros Island

Bahrain

Bosnia-Herzegovina

Banja Luka

British Indian Ocean Territory

Diego Garcialsland

*Bulgaria

X2
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24-Month 18-Month 15-Month 12-Month
Location Tour Tour Tour Tour
Burma (See Myanmar)
Canada
Newfoundland & Labrador
Gander X
Argentia X! X? X
Northwest Territories X
St. Anthony X
Christmas Island X
Croatia X
Cuba

Guantanamo Bay X! X

Diego Garcia (See British Indian Ocean Terr.)

Dominican Republic X

Egypt X! X?
El Salvador X2

Eniwetok (See Marshall Idands)

Ethiopia X
Finland (all locations outside Helsinki) X

Greece X

Greenland X

Guam X

Haiti X1 X
Honduras X2

Hong Kong X

Hungary (eff 11-25-08)

Papa X! X ?

Iceland X3 X %3
Indonesia X2
Iran (except as indicated below) X
Isfahan X
Tehran X
Israel X! X2
Italy
Sardinia (La Maddalena) X3 X*°
Sicily (Comiso and Ragusa) X3 X*®
Japan

Iwo Jima X

Kure X! X2

Ryukyu Islands X!

Wakkanai X! X
Johnston Atoll X3 X?2°
Jordan X
Korea X! X2
Kuwait X! X2
Kwajalein (See Marshall Islands)

Laos X

Liberia X8

Libya X

Mabhe Island X
Marshall Islands

Eniwetok X
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24-Month 18-Month 15-Month 12-Month
Location Tour Tour Tour Tour
Kwajalein X
Mexico
Coatzacoal cos X! X %3
VeraCruz X! X %3
Midway Islands X
Montenegro X
Morocco X
Myanmar X
Nigeria X! X?
N. Mariana Islands
Saipan X
Oman X! X2
Pakistan (except asindicated below) X
|slamabad X?
Karachi X2
Lahore X2
Peshawar X2
Panama X
Philippines X
Portugal
Azores X
Puerto Rico X
*Romania X2
Qatar X! X ?
Russia
M oscow X
Saudi Arabia X 18 X2
Serbia X
Somali Republic X
Taiwan X
Thailand X1 X
Turkey (except as indicated below) X
Cakmakli X
Corlu X2
Diyarbakir X?
Izmir X2
Murs X2
Ortakoy X?
Sinop X
Venezuela X
West Indies
Eleutheralsland X
Grand Bahama Island X
Grand Turk Island X
Mayaguana Island X
San Salvador Island X
St. Lucialdand X
Yemen Arab Republic
Sanaa X 38 X 25
Zaire X
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1/ For an employee authorized, and accompanied by, a dependent.

2/ For an employee not authorized to have a dependent present.

3/ For an employee on an initial service agreement authorized, and accompanied by, a dependent.
4/ For an employee on an initial service agreement not authorized to have a dependent present.

5/ For an employee serving on arenewal agreement.

6/ PDUSD (P& R) memo of 17 July 2008 approves the return of adult non-school age dependents only to Eskan
Village, Riyadh, Saudi Arabia. An employee executing an accompanied tour (24 months) to this areawill be
provided an opportunity, once in Saudi Arabia, to assess within a reasonable amount of time (90 or fewer days from
the employer’ s arrival date), whether or not the employee believes that the security conditions under which the
family will reside are consistent with the family’ s expectations and personal level of comfort and wellbeing. An
employee may elect to return dependents to CONUS |AW JTR, par. C5450-A3, and serve the unaccompanied tour
(12 months).

7/ PDUSD (P&R) memo of 28 October 2008 approves the return of adult dependents only to Bahrain. The decision
to return school-age and below school-age children will be considered at alater time. An employee executing an
accompanied tour (24 months) to this areawill be provided an opportunity, once in Bahrain, to assess within a
reasonable amount of time (90 or fewer days from the employee’'s arrival date), whether or not the employee
believes that the security conditions under which the family will reside are consistent with the family’ s expectations
and personal level of comfort and wellbeing. An employee may elect to return dependentsto CONUS IAW JTR,
par. C5450-A3, and serve the unaccompanied tour (18 months).

8/ May be accompanied by adult dependents age 18 years or older.
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PART I: CONFERENCE PLANNING POLICY (ETR 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 appliesto all Executive Departments, agencies and the Uniformed Services
that sponsor conferences or pay for travel to conferences. In addition to conference travel by Service members and
DOD civilian employees, this guidance applies to conference travel paid for personsinvited to travel in support of
GOV'T programs.

D. Definitions
1. Conference: A meeting, retreat, seminar, Symposium or event that involves attendee travel. Also appliesto
training activities that are conferences under 5 CFR 410.404. NOTE: Thisdoes not include regularly
scheduled courses of instruction conducted at a GOV' T or commercial training facility.

2. Conference costs: All costs paid by the GOV'T for a conference, whether paid directly or reimbursed by a
Uniformed Service or DOD Agency. Seepar. F. Examplesinclude:

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

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

c. Meeting room and audiovisual costs,

d. Registration fees (with or without furnished meals other than refreshment/snacks),
e. Speaker fees,

f. Conference-related administrative fees, and

g. Similar costs.

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

4. Site: Refersto both the geographical location and the specific facility selected.
E. Actions Required. When planning a conference, the Uniformed Service or DOD Agency (FTR 8301-74.3) must:
1. Determine which conference expenditures provide the greatest GOV’ T advantage by
a. Ensuring appropriate management oversight of the conference planning process,
b. Performing cost comparisons of the size, scope, and location,
c. Determining if aGOV'T facility isavailable at alesser rate,
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d. Considering conference aternatives, e.g., teleconferencing,
e. Maintaining written documentation of the alternatives considered and the selection rationale used, and
f. Minimizing cost by exercising strict fiscal responsibility in determining the best site.

2. Minimize the conference administrative costs,

3. Minimize the attendees’ travel costs,

4. Minimize the attendees’ time costs,

5. Use GOV’ T-owned/GOV’ T provided facilities as much as possible,

6. ldentify waysto save costsin selecting a particular conference site (e.g., lower off-season rates), and

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

NOTE: Individuals must have the requisite contracting authority to obligate the GOV’ T | CW conference
arrangements.

F. Cost Considerations. When planning a conference, the Uniformed Service or DOD Agency should consider all
GOV’ T-paid direct and indirect conference costs. Conference coststo be considered include:

1. Travel and per diem expenses,

2. Rent of rooms for official business,

3. Usage of audiovisual and other equipment,

4. Computer and telephone access fees,

5. Light refreshments for morning, afternoon, or evening breaks exclude alcoholic beverages and include:
coffee, tea, milk, juice, soft drinks, donuts, bagels, fruit, pretzels, cookies, chips, muffins, and similar items.
For DOD policy regarding the use of appropriated funds to purchase food; see DOD, Office Of General
Counsel (Fiscal) memorandum, 1 Sep 05, subject: Use of Appropriated Funds to Purchase Food at Conferences,
Meetings, and Events. Questions about the DOD policy should be referred to OSD General Counsel (Fiscal).
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 GOV’ T's greatest benefit. Cost comparisonsinclude:

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

4. Meeting space availability,
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5. Equipment availability, e.g., audiovisua, fax,
6. Commuting or travel distance of most attendees, and
7. Other conference expenses.

H. Conference Site Selection (FTR 8301-74.5)

1. Documentation. (FTR 8301-74.19) The Uniformed Service or DOD Agency concerned must maintain a
record of the cost of each alternative conference site considered for each conference sponsored or funded, in
whole or in part, for 30 or more attendees. A minimum of three sites must be considered for the conference and
the documentation must be available for inspection by the Inspector General‘ s Office or other interested parties.

2. Locadlity Per Diem Rate. (FTR 8301-74.6; 74.7) Initial selection of alocation must be based on the
established per diem rate; however, to provide flexibility in appropriate lodging facility selection at the most
advantageous location, the established per diem rate lodging portion may be exceeded by up to 25%, if
necessary. For example, if the established geographical per diem rate lodging portion is $100, then facilities
with lodging rates up to $125 may be considered when selecting the conference location.

3. Conferences Conducted in the District of Columbia. (FTR 8301-74.17) Prior to scheduling, contact should
be made with the GSA Public Buildings Service (PBS) of the National Capital Region to inquire about the
availability of short-term conference and mesting facilitiesin the District of Columbia.

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

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

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

3. FEMA-approved accommodations must be used when sponsoring or funding a conference, in whole or in
part, at a place of public accommodation in the U.S. where applicable. The official designated by the
Secretarial Process for authorizing the sponsoring and/or funding of a conference can make a written
determination on an individual case basis that waiver of the requirement to use FEM A-approved
accommodationsis 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 FEM A-approved place of public accommodation unless a waiver has been issued as
indicated in Part |, item |3, and

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

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

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.
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L. Conference Administrative Costs. Conference administrative costs may not be included in an attendee's per
diem allowance payment for attendance at a conference. Per diemisintended only to reimburse the attendee's
subsistence expenses. Administrative costs must be paid separately.

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

1. Isnot an actual expense allowance,

2. May not be used if the lodging rate exceeds the established lodging allowance by more than 25% (e.g.,
locality lodging rate $100; maximum conference lodging rate can be $125), and

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

N. Conference Lodging Allowance Approva Authority (FTR, 8301-74.24)

1. GOV'T Sponsored Conference. Only a sponsoring agency designated senior official may determine that a
conference lodging allowance is necessary, and authorize the conference lodging allowance rate. All agencies
must use that rate in reimbursing their attendees’ lodging expenses (FTR, §301-74.8).

2. Non-GOV'T Sponsored Conference. The AO may authorize reimbursement for lodging expenses incurred
NTE the conference lodging allowance rate (FTR, 8301-74.9).

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

O. Conference M& |E Rate

1. Light Refreshments. When the GOV'T furnishes light refreshments at nominal or no cost to the attendee, no
deduction of the attendee's M& | E allowance is permitted.

*2. MealsIncluded in Registration Fee. When the GOV’ T furnishes one or two meals at nominal or no cost, or
includes them in the registration fee, the proportional meal rate applies to Uniformed Service members and
DOD civilian employees for each day mealsare furnished. See APP R, Part I1, item | for PMR computation
examples. Since the AO may authorize the PMR or locality meal rate when the traveler is unable to eat the
deductible meal due to medical requirements or religious beliefs (JFTR, par. U4165-D and JTR, par. C4554-B4)
every effort should be made to accommodate the traveler’ s requirements.

P. Guidance for Conference Planning. Refer to FTR, Chapter 301, Appendix E for conference planning guidance
procedures. This reference may be necessary to plan a successful conference. Website addressis:
http://mww.gsa.gov/Portal/gsa/ep/channel View.do?pageTypel d=17113& channell d=-

24568& special ContentType=F TR& file=F TR/Chapter 301pAppE.html#wp1185528.
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PART Il: CONFERENCE ATTENDANCE

A. General. A DOD civilian employee and/or a Uniformed Service member may attend and participate in
conferences/meetings of recognized professional organizations to maintain and improve professional competency at
GOV'T expense (including TDY expenses), subject to the availability of funds and the employee’ smember’ s work
responsibilities.

B. Authority. Title5 USC 84110 and 37 USC 8412 authorizes conference attendance expenditures for meetings
concerned with the functions and activities of the Uniformed ServicessDOD Agency which contribute to improved
conduct, supervision, or management of the component’ s functions and activities are authorized as a necessary
expense. Thisauthority appliesto attendance at technical, scientific, professional, or similar private membership
non-Federal societies and organizations (38 Comp. Gen. 800 (1959) and 55 Id. 1332 (1976)). Thisauthority is
independent of the training authority included in JTR, par. C4500 and JFTR, par. U1050 unlessit is administratively
determined that training is the primary purpose of attendance at a meeting.

C. Government Sponsored Conference. Attendance at GOV’ T expense may be authorized for the following:

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

2. Conferences of state/municipals GOV'T organizations, or of international agenciesin which the Federal
Government is officially participating, and the member’s'lDOD civilian employee’s attendance is related to
official duties or for the purpose of transacting GOV’ T business;

3. Conferences of agroup 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’ 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 conditionsin APP R, Part I.

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: //mww.defenselink.mil/dodgc/defense_ethicg/ethics regulation/index.html).

3. Purpose. A Uniformed member and/or a DOD civilian employee may attend conferences at GOV’ T expense
to:

a. Further Service or DOD Agency programs;

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

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.

A member/DOD civilian employee who attends such meetings must be briefed about security implications,
when necessary, prior to attendance.
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E. Registration Fees and Miscellaneous Rei mbursable Expenses

*1. When Travel IsInvolved. Registration fees authorized in the travel authorization/order or approved on a
travel claim voucher are reimbursable. The PMR applies on any day that the cost for one or two mealsis
included in the registration fee (JTR, par C4554-B and JFTR, par. U4165). Information should be included on
the travel authorization/order as to whether or not the registration fee includes charges for meals, and if so, the
number of meals and the dates on which furnished. When the registration fee includes lodgings without charge,
only the appropriate applicable PMR or TDY locality M& | E rateis paid

2. When No Travel IsInvolved. Theregistration fee may be reimbursed when attendance is authorized for a
conference in the local areathat:

a. Does not involve travel,
b. Does not involve per diem, and
c. For which atravel authorization/order 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 aregistration fee or contracted
for separately, at a Uniformed Service or DOD Agency sponsored conference/meeting must be identified. The
total amount paid by the GOV’ T for meals cannot exceed the locality meal rate prescribed for the TDY
assignment location (if travel isinvolved) or the meeting location (when travel is not involved), unless AEA
reimbursement for the meal(s) involved has been authorized/approved in accordance with JFTR, Ch 4, Part C
and/or JTR, Ch 4, Part M. When travel isinvolved, the maximum contracted amount for 1 or 2 meals cannot
exceed the difference between the locality meal rate and the PMR.

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

5. Conferences/Training at the PDS: Payment of registration fees, meals, lodging, travel, and/or other expenses
required for conferences/training at the PDS cannot be paid astravel allowances per 37 USC 8404. 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.
Thisregulation is not the authority for this payment nor isit a travel and transportation allowance.

Charges/fees for light refreshments/snacks are reimbursable ONLY when included as part of the conference
registration fee.

F. Membership Fees and Dues. The Secretary Concerned or DOD Agency Head may pay membership fees or dues
from appropriated funds when the membership isin the GOV’ T's interest and the membership isin the Uniformed
Service'sor DOD Agency’s name (e.g., Per Diem, Travel and Transportation Allowance Committee). (31 Comp.
Gen. 398 (1952); 33id. 126 (1953)).

G. Entertainment Expenses. Entertainment expenses for social events and other personal expenses not directly
required by official duties are not reimbursable.
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H. Advance Payment of Discounted Conference or Training Registration Fee (adapted from FTR §301-74.25)

1. General. Itisagenera practice for conference plannersto offer discounted “early bird” registration fees,
which are available in the months prior to the beginning of the conference. If aGTCC IBA isto be used to pay
this fee, to take advantage of such specials, atraveler should be given oral or written authorization/order to
register early, charge the registration fee to the GTCC IBA, and claim reimbursement for the discounted
registration fee as soon as a written authorization/order to attend the conference has been generated. When the
authorization to register early is oral, the written authorization/order must reference the oral authorization for
the early registration. This does not prevent other payment methods for advance registration fees (e.g., GOV'T
purchase card (not a GTCC)).

2. Traveler isUnable to Attend an Event for which Reimbursement Was Made (adopted from FTR 8301—
74.26). Inall casesin which atraveler is unable to attend an event for which a discounted registration fee was
paid and reimbursed in advance of the event, the traveler must seek aregistration fee refund and repay the
advance with any refund received. If no refund is made, the Service concerned must absorb the advanced
payment as a preparatory travel expenseif 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’ sfailure to attend the
scheduled event is due to reasons deemed un-excusable by the Service concerned, the traveler must repay the
amount advanced.

I. Comptroller General of the United States Guidance 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.

Decision

Matter of: National Institutes of Health - Food at GOV’ T-Sponsored Conferences
File: B-300826

Date: March 3, 2005

DIGEST

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

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

The NIH conference here satisfies these three criteria. Without statutory authority to charge afee and retain the
proceeds, NIH may not charge aregistration or other fee to defray the costs of providing meals or light refreshments.
An appropriation establishes a maximum authorized program level, and an agency, without specific statutory
authority, may not augment its appropriations from sources outside the GOV’ T.
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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 I nspectors General, to apply
these criteria. To the extent that agency officials are uncertain as to the applicability of the criteriain particular
circumstances, they may request a decision from this office, pursuant to 31 USC 83529, before proceeding.

J. PMR Computation Examples. The following example shows how to compute the PMR and a PMR voucher.
PMR is an amount based on the locality meal rate and the GMR. Please check JFTR or JTR, APP A, for the current
GMR.

1. The PMR example uses the Standard CONUS M& | E rate of $39.00 and the Standard GMR of $10.80 to
compute the PMR amount. The $39.00 consists of $36.00 for meals and $3.00 for incidental expenses.
Disclaimer: The numbersin thisexample are for illustrative purposes only.

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

Step 1 Add the locality Meal rate and Standard GMR $36.00 + $10.80 = $46.80
Step 2 Divide step 1 total in half (rounded to the next highest $46.80 + 2 = $23.40

dollar) (Rounded to $24.00)
Step 3 Add step 2 total to the CONUS incidental expense rate $24.00 + $3.00 = $27.00
Step 4 Proportional Meal and Incidental Expense Rate $27.00

2. PMR Voucher Computation Example: A traveler isTDY for 3 daysto a conference at a CONUS location
(Standard CONUS rate applies). Lodging is $55/night and GMR is $10.80. GOV'’T furnished meals are not
available for the first and last day; however, two GOV’ T meals are available for the second day. The AO
authorizes a PMR of $27.00 for the second day. NOTE: GOV’ T dining facility/ mess deductions are not taken
for the arrival and departure travel days (JFTR, par. U4147/JTR, par. C4553-C2).

ITINERARY:
Day 1 Depart Residence/Arrive TDY
Day 2 TDY
Day 3 Depart TDY/Arrive Residence

REIMBURSEMENT:

Day Computation Total
Day 1 $55 + ($39 (M&IE) x 75 %) = $29.25 = $ 84.25
Day 2 $55 + $27 (PMR) = 82.00
Day 3 $39 x 75% = 29.25
TOTAL $ 195.50
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APPENDIX S

AUTHORIZED FEML LOCATIONS/DESTINATIONS

A. Authorized Personnel. The FEML locations in the table below are authorized for a:

1. Member and each command-sponsored dependent; and
2. DOD civilian employee and each dependent (effective 2 Nov 2002),
on permanent duty at the location.

B. Unauthorized Personnel. JFTR/JTR contents do not apply to contractors or their employees at FEML
locations.

C. Authorization Period. A location shown is ‘authorized’ until removed from the list (regardless of the re-
certification date shown next to the destination). See JFTR, par. U7207-D2 (uniformed member) and JTR, par.
C7700-D2 (DOD civilian employee).

D. Immediate Changes. Changes made to thelist, but not in print, may be found at
http: //mww.defensetravel .dod.mil/regchgs.htm.

E. Authorized FEML L ocations/Destinations

Authorized FEML Location Command Authorized Re-certification
Region Destination Due Date

Albania, Tirana European Frankfurt 28 Feb 2010
Algeria, Algiers European Frankfurt 28 Feb 2009
Angola, Luanda European Frankfurt 28 Feb 2010
Argentina, Buenos Aires Southern Miami 30 Apr 2009
Armenia, Yerevan European Frankfurt 28 Feb 2010
Austraia

*Alice Springs Pacific Honolulu *31 Dec 2010

Learmouth (incl. Exmouth) Pacific Perth *31 Dec 2010
Azerbaijan, Baku European Washington, DC 28 Feb 2010
Bahrain, Manama Central Baltimore 31 Jul 2010
*Bangladesh, Dhaka Pacific Honolulu *31 Dec 2010
Barbados, Bridgetown Southern Miami 30 Apr 2009
Belarus, Minsk European Frankfurt 31 Jul 2009
Belize, Belmopan Southern Miami 30 Apr 2009
Bolivia, LaPaz Southern Miami 30 Apr 2009
Bosnia, Sargjevo European Frankfurt 31 Jul 2009
Botswana, Gaborone European Frankfurt 31 Jul 2009
Brazil

Brasilia Southern Miami 30 Apr 2009

Rio de Janeiro Southern Miami 30 Apr 2009

Sao Paulo Southern Miami 30 Apr 2009
Bulgaria, Sofia European Frankfurt 28 Feb 2010
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*Burma (See Myanmar)
Burundi, Bujumbura European Frankfurt 30 Nov 2008
*Cambodia, Phnom Penh Pacific Honolulu *31 Dec 2010
Cameroon, Y aounde European Frankfurt 31 Jul 2009
Chad, N’ djamena European Frankfurt 31 Jul 2009
Chile, Santiago Southern Miami 30 Apr 2009
*China, Beljing Pacific Honolulu *31 Dec 2010
Colombia, Bogota Southern Miami 30 Apr 2009
Costa Rica, San Jose Southern Miami 30 Apr 2009
Cote D’lvoire, (formerly lvory Coast), Abidjan European Washington, DC 28 Feb 2010
Croatia, Zagreb European Frankfurt 28 Feb 2010
Cuba

Guantanamo Bay Southern Jacksonville 30 Apr 2009

Havana USCG Miami 31 Jan 2010

(for USCG uniformed members only)
Cyprus, Nicosia European Frankfurt 28 Feb 2010
Democratic Republic of Congo, Kinshasa European Frankfurt 31 Jul 2009
Djibouti Central Baltimore 31 Jul 2010
Dominican Republic, Santo Domingo Southern Miami 30 Apr 2009
Ecuador, Quito Southern Miami 30 Apr 2009
Egypt, Cairo Central Baltimore 31 Jul 2010
El Salvador, San Salvador Southern Miami 30 Apr 2009
Estonia, Talinn European Frankfurt 31 Jul 2009
Ethiopia, Addis Ababa Central Baltimore 31 Jul 2010
*Fiji, Suva Pacific Honolulu *31 Dec 2010
Gabon, Libreville European Paris 31 Jul 2009
Georgia, Thilisi European Frankfurt 28 Feb 2010
Ghana, Accra European Frankfurt 28 Feb 2010
Greece

Athens European Frankfurt 31 Jul 2009

Larissa European Frankfurt 28 Feb 2010
Greenland, Thule 1/ European Baltimore 31 Oct 2008
Guatemala, Guatemala City Southern Miami 30 Apr 2009
Guinea, Conakry European Paris/Frankfurt 31 Jul 2009
Guyana, Georgetown Southern Miami 30 Apr 2009
Haiti, Port au Prince Southern Miami 30 Apr 2009
Honduras, Tegucigalpa Southern Miami 30 Apr 2009
*Hong Kong Pacific Los Angeles *31 Dec 2010
Iceland European Frankfurt 30 Sep 2007
*India, New Delhi Pacific Honolulu *31 Dec 2010
*Indonesia, Jakarta Pacific Honolulu *31 Dec 2010
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Israel, Tel Aviv European Frankfurt 28 Feb 2010
Ivory Coast (See Cote D’Ivoire)
Jamaica, Kingston Southern Miami 30 Apr 2009
Jordan, Amman Central Baltimore 31 Jul 2010
Kazakhstan, Astana Central Baltimore 31 Jul 2010
Kenya, Nairobi Central Baltimore 31 Jul 2010
Kuwait Central Baltimore 31 Jul 2010
Kyrgyzstan, Bishkek Central Baltimore 31 Jul 2010
Laos, Vientiane Joint POW/MIA Honolulu 31 Oct 2006
Latvia, Riga European Frankfurt 31 Jul 2009
Lebanon, Beirut Central Baltimore 31 Jul 2010
Libya, Tripoli European Frankfurt 31 Mar 2009
Lithuania, Vilnius European Frankfurt 31 Jul 2009
Macedonia, The Former Y ugosavia Republic of, European Frankfurt 31 Jul 2009
Skopje
*Madagascar, Antananarivo Pacific Frankfurt *31 Dec 2010
*Malaysia, Kuala Lumpur Pacific Sydney *31 Dec 2010
Mali, Bamako European Frankfurt 31 Jul 2009
Mauritania, Nouakchott (eff 28 Apr 2005) European Frankfurt 31 Mar 2009
Mexico, Mexico City Northern San Antonio 31 Aug 2008
Moldova, Chisnau European Frankfurt 31 Jul 2009
*Mongolia, Ulaanbaatar Pacific San Francisco *31 Dec 2010
Montenegro, Podgorica European Frankfurt 28 Feb 2010
Morocco, Rabat European Frankfurt 31 Jul 2009
M ozambique, Maputo European Frankfurt 28 Feb 2010
*Myanmar, Rangoon Pacific Honolulu *31 Dec 2010
Namibia, Windhoek European Frankfurt 28 Feb 2010
*Nepal, Katmandu Pacific Honolulu *31 Dec 2010
Nicaragua, Managua Southern Miami 30 Apr 2009
Niger, Niamey European Frankfurt 31 Jul 2009
Nigeria

Abuja European Frankfurt 28 Feb 2010

Lagos European Frankfurt 28 Feb 2010
Oman, Muscat Central Baltimore 31 Jul 2010
Pakistan, |slamabad Central Baltimore 31 Jul 2010
Panama, Panama City Southern Miami 30 Apr 2009
Paraguay, Asuncion Southern Miami 30 Apr 2009
Peru, Lima Southern Miami 30 Apr 2009
*Philippines, Manila Pacific Honolulu *31 Dec 2010
Poland, Warsaw European Washington, DC 28 Feb 2010
Qatar, Doha Central Baltimore 31 Jul 2010
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Romania, Bucharest European Frankfurt 31 Jul 2009
Russia, Moscow European Frankfurt 31 Jul 2009
Rwanda, Kigali European Frankfurt 31 Jul 2009
Saudi Arabia
Dhahran Central Baltimore 31 Jul 2010
Jeddah Central Baltimore 31 Jul 2010
Jubail Centra Baltimore 31 Jul 2010
Khamis Centra Baltimore 31 Jul 2010
King Khalid Military City Central Baltimore 31 Jul 2010
Riyadh Central Baltimore 31 Jul 2010
Tabuk Central Baltimore 31 Jul 2010
Taif Central Baltimore 31 Jul 2010
Senegal, Dakar European Frankfurt 31 Jul 2009
Serbia, Belgrade European Frankfurt 28 Feb 2010
*Singapore Pacific Honolulu *31 Dec 2010
South Africa, Pretoria European Frankfurt 31 Jul 2009
*Sri Lanka, Colombo Pacific Frankfurt *31 Dec 2010
Suriname, Paramaribo Southern Miami 30 Apr 2009
Syria, Damascus Central Baltimore 31 Jul 2010
*Taiwan, Taipei Pacific Sydney *31 Dec 2010
*Tagjikistan, Dushanbe Central Baltimore 31 Jul 2010
Tanzania, Dar Es Salaam European Baltimore 28 Feb 2010
*Thailand, JUSMAGTHAI (eff. 21 Jan 09)
Bangkok Pacific Honolulu *21 Jan 2011
Chiang Mai Pacific Honolulu *21 Jan 2011
Trinidad and Tobago, Port of Spain Southern Miami 30 Apr 2009
Tunisia, Tunis European Frankfurt 31 Jul 2009
Turkey, Ankara European Frankfurt 31 Jul 2009
Turkmenistan, Ashgabat Central Baltimore 31 Jul 2010
Uganda, Kampala European Frankfurt 31 Jul 2009
Ukraine, Kiev European Frankfurt 31 Jul 2009
United Arab Emirates, Abu Dhabi Centra Baltimore 31 Jul 2010
Uruguay, Montevideo Southern Miami 30 Apr 2009
Uzbekistan, Tashkent Centra Baltimore 31 Jul 2010
Venezuela, Caracas Southern Miami 30 Apr 2009
*Vietnam, Hanoi Pacific Honolulu *31 Dec 2010
Y emen, Sanaa Central Baltimore 31 Jul 2010
Zambia, Lusaka European Frankfurt 31 Jul 2009
Zimbabwe, Harare European Frankfurt 31 Jul 2009

1/ Exception to the 24-month tour requirement approved by ASD (FMP) memo dated 18 Mar 2002.
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APP U: Authorized R&R Locations/Destinations (JFTR/JTR) Appendix U

APPENDIX U

AUTHORIZED REST AND RECUPERATION (R&R) LOCATIONS/DESTINATIONS

A. R&R Leave Transportation. See JFTR, par. U7300 (uniformed member) and JTR, par. C7750 (DOD civilian
employee) for regulations concerning Funded Rest and Recuperative (R& R) Leave Transportation.

B. Footnoted Locations. The footnoted locations are authorized R&R for specific missions only!

C. Policy Exception. The appointed DOD Executive Agent for the USCENTCOM Rest and Recuperation Leave
Program may combine R& R leave transportation with other official travel as exception to policy IAW OSD (P&R)

memo of 12 October 2007. Any DOD Executive Agent delegation authority is limited to the General or Flag

Officer level.

D. R&R Locations/Destinations. The following are authorized Rest and Recuperation (R& R) locations/destinations

for a Uniformed Services member and for a DOD civilian employee:

Authorized R&R Command | Authorized OCONUS Authorized CONUS
Location Region Destination Destination

Afghanistan 2/ Central Airport closest to the Airport closest to the leave
leave point point

Albania European Frankfurt, Germany Baltimore, MD

Bahrain 2/ Central Airport closest to the Airport closest to the leave
leave point point

Bosnia-Herzegovina European Frankfurt, Germany Baltimore, MD

Croatia European Frankfurt, Germany Baltimore, MD

*Cuba, Joint Task Southern Muniz ANGB, Puerto NAS Jacksonville

Force-GITMO only Rico NAS Norfolk

Djibouti 2/ Central Airport closest to the Airport closest to the leave
leave point point

Hungary European Frankfurt, Germany Baltimore, MD

Iraq 2/ Central Airport closest to the Airport closest to the leave
leave point point

Joint Task Force - Central Frankfurt, Germany Baltimore, MD

South West Asia

(JTF-SWA) 1/

Jordan 2/ Central Airport closest to the Airport closest to the leave
leave point point

Kuwait 2/ Central Airport closest to the Airport closest to the leave
leave point point

Kyrgyzstan 2/ Central Airport closest to the Airport closest to the leave
leave point point

Macedonia, The European Frankfurt, Germany Baltimore, MD

Former Yugoslavia

Republic of

Montenegro European Frankfurt, Germany Baltimore, MD

Oman 2/ Central Airport closest to the Airport closest to the leave
leave point point

Pakistan 2/ Central Airport closest to the Airport closest to the leave
leave point point

Qatar 2/ Central Airport closest to the Airport closest to the leave
leave point point

Saudi Arabia 2/ Central Airport closest to the Airport closest to the leave
leave point point

Change 272/526 uU-1

8/1/09



APP U: Authorized R&R Locations/Destinations (JFTR/JTR) Appendix U
Authorized R&R Command | Authorized OCONUS Authorized CONUS
Location Region Destination Destination

*Serbia (includes European Frankfurt, Germany Baltimore, MD

K 0osovo)

Slovenia European Frankfurt, Germany Baltimore, MD

Somalia Central Airport closest to the Airport closest to the leave
leave point point

Syria Central Airport closest to the Airport closest to the leave
leave point point

Tajikistan 2/ Central Airport closest to the Airport closest to the leave
leave point point

United Arab Central Airport closest to the Airport closest to the leave

Emirates 2/ leave point point

Uzbekistan 2/ Central Airport closest to the Airport closest to the leave
leave point point

Yemen 2/ Central Airport closest to the Airport closest to the leave
leave point point

1/ Only for the mission of Operation Southern Watch.

2/ Only for those providing support to Operations ENDURING FREEDOM and IRAQI FREEDOM. Before 19
December 2003, the authorized destination was the APOD. Effective 19 December 2003 the authorized destination
became the APOD with funded transportation authorized from the APOD to the airport closest to the leave point.
Effective 5 February 2004 the Coalition Forces Land Component Commander was permitted to authorize R& R
participants to travel viacommercial air from the commercial airport nearest their AOR duty locations to the

commercial airport nearest their leave locations.

Per PDUSD (P& R) memo dated 21 June 2004, as of that date, a member of the U.S. Armed Forces who took R& R
leave between 25 September 2003 and 18 December 2003 and personally procured transportation from the U.S.
APOD to the leave point and return to the APOD, is authorized reimbursement retroactively for the

transportation expenses actually incurred. Sincea CTO/TMC and city-pair airfares were not available at that
time, the member is authorized reimbursement of transportation costs NTE the policy-constructed airfare (see
APP A) (JFTR, par. U3120-D2). Thisauthority for retroactive reimbursement does not extend to a civilian

employee.

Change 272/526
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	JTR Cover Letter (08-01-09)
	E.  Brief of Revision.  The following are this month’s major revisions:
	C1050-C; C5100-A; C5600; C5606-A.  Clarifies that separate eligible dependent(s) PDT allowances, specifically HHT, are authorized and effective when the employee’s travel authorization/order is issued IAW Agency/Service regulations.
	C2102-C, APP G.  Authorizes/approves reimbursement of GPS and in flight communication or computer connection fees as necessary for official TDY travel per the AO determination.

	App q3.  Adds Bulgaria and Romania tour lengths and converts the standard 36-month unaccompanied tour length to a non-standard 18-month tour for both locations.  These changes are authorized per OUSD (P&R) (MRA) memo dated 14 May 2009.
	App u.  Adds Muniz Air National Guard Base (ANGB), Puerto Rico as an authorized OCONUS destination for R&R location, Cuba, Joint Task Force (JTF)-GTMO  and ‘includes Kosovo’ is added to ‘Serbia’ per OUSD (P&R) (MPP) memo dated 27 January 2009.  Remove...
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	Employee’s Per Diem
	Total Per Diem for Employee
	Spouse’s Per Diem
	Using par. C5125-C, the maximum amount allowable is 75% of the per diem rate to which the employee is authorized under par. C4553.


	75% x $1,654.50 (employee’s per diem) =
	Total Per Diem Payment

	Total Per Diem for Spouse
	Employee’s per diem
	Total Per Diem for Employee and Spouse
	Total Per Diem for Spouse
	Employee’s Per Diem
	Total Per Diem for Employee
	Spouse’s Per Diem
	Using par. C5125-C, the maximum amount allowable is 100% of the per diem rate to which the employee is authorized under par. C4553.
	Total Per Diem for Employee

	Total Per Diem Payment
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	Ch 6 (Part D) 6300 (OPM-US Evac Pmt)
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	App C
	APPENDIX C

	App G (Misc Expenses)
	APPENDIX G:  MISCELLANEOUS REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL
	Clerical Assistance.  Reimbursable when authorized/approved by the AO.
	*Computer Connections.  Connections (e.g., Internet connection) used for computers to perform official GOV’T business is reimbursable when authorized/approved by the AO.  In-flight computer connections are not reimbursable unless the AO can determine they were used for official business.
	Driver (Vehicle) Services.  Reimbursable when authorized/approved by the AO.
	GTCC 
	Guide Services.  Reimbursable when authorized/approved by the AO.
	Interpreter Services.  Reimbursable when authorized/approved by the AO.
	Lodging, Dual.  Reimbursable when authorized/approved by the AO.  Reimbursement must not exceed the amount of per diem/AEA plus appropriate lodging tax (when separately reimbursable) that would have been paid had the traveler remained overnight.  See JFTR, par. U4135 and JTR, par. C4555-F.
	Lodging Fees/Daytime Lodging Charges.  Reimbursable when authorized/approved by the AO.  These include room occupancy lodging charges for late departure, early arrival, or airport daytime lodging facilities due to travel arrangements that are not for the traveler’s convenience.
	Nonrefundable Room Deposits, Forfeited Rental Deposits or Prepaid Rent, and Early Checkout Penalties when TDY is Curtailed/Canceled/Interrupted.
	1.  When advance lodging arrangements (including deposits for rental units) are made and TDY is curtailed/canceled/interrupted, lodging cost reimbursement may be authorized/ approved by the AO.
	2.  Reimbursement must not exceed the remaining amount of per diem/AEA plus appropriate lodging tax that would have been paid had the TDY not been curtailed/ canceled/interrupted.
	3.  See 59 Comp. Gen. 609 (1980), 59 id. 612 (1980), 60 id. 630 (1981), and cases cited therein.
	4.  The AO should consider if the:
	a.  Traveler acted reasonably and prudently in incurring lodging expenses; 
	b.  Traveler had a reasonable expectation of completing the TDY as authorized; 
	Packer Services.  Reimbursable when authorized/approved by the AO.
	X
	X
	X
	X
	X
	X
	*Passport, Visa, Green Card, Photographs, Physical Exams, and Legal Services.
	1.  Reimbursement Eligibility
	*a.  General.  Reimbursement is authorized for a:
	(1)  Member,
	(2)  Employee, and
	(3)  Dependent (member’s and/or employee’s). 
	*b.  Uniformed Member.  Reimbursement authority is for a member who is: 
	(1)  Assigned to a foreign OCONUS area, 
	(2)  Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas  as a result of a continued assignment in a foreign OCONUS area, or 
	(3)  Emergency Technical Support Personnel.  See item 5 below.
	*c.  Civilian Employee.  Reimbursement authority is for an employee who is:
	(1)  A U.S. citizen (NOTE: An eligible dependent(s) does not have to be a US citizen.)
	(2)  Hired locally or transported to a foreign OCONUS area at GOV’T expense, 
	(3)  Serving under a service or renewal agreement, and
	(4)  Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas as a result of continued employment in a foreign OCONUS area, or 
	(5)  Emergency Technical Support Personnel.  See item 5 below.
	*d.  Dependent (Member’s or Employee’s).  Reimbursement authority is for a dependent who is: 
	(1)  Authorized travel and transportation allowances to/from a foreign OCONUS area, or
	(2)  Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas as a result of the sponsor’s continued assignment/employment in a foreign OCONUS area. 
	2.  Acquired Dependent (Uniformed Member Only).  A member serving an unaccompanied OCONUS tour who acquires a dependent OCONUS is not authorized reimbursement of passport and visa expenses for the acquired dependent except when JFTR, par. U9000-A2 or U9000-A3 applies, and/or the dependent qualifies for travel and transportation from the OCONUS PDS IAW JFTR, par. U5222-G.
	3.  Biometric Fees.  Biometric fees which are mandatory for passport and/or visa issuance to the traveler is reimbursable.  Biometric data collects the traveler’s measurable physical or behavioral characteristic, that can be used to verify the individual’s identity or compare the identity against other entries when stored in a database.  Examples of biometric data are face recognition, fingerprints, and iris scans.
	4.  Dependent Fee.  Dependent fee is reimbursable except ICW personal travel.  Example:  The United Kingdom Entry Clearance Fee is a reimbursable fee.
	5.  Emergency Technical Support Personnel.  A command/activity may be required to have emergency technical support personnel available for official travel on short notice.  These personnel, if directed in writing by the AO to maintain current passports, mandatory biometric visa requirements and/or visas and/or green cards, may be reimbursed for the preparation expenses/fees paid for a passport, mandatory biometric visa requirements, visa, green card, photographs for OCONUS travel and physical examinations required to obtain a visa if examinations could not be obtained at a GOV’T medical facility (as of 11/1/01 obtainable only in Yokosuka, Japan)).
	6.  Fee for Visa, Green card, and Photographs for OCONUS Travel.  These fees are reimbursable ICW official travel.
	7.  Legal Service Fees.  Expenses for legal services that include lawyer fees/charges (except retainer fees) for obtaining and/or processing applications for a passport, mandatory biometric visa requirements, visa, green card, or changes in status are reimbursable if local laws and/or customs require the use of lawyers in processing such applications.
	8.  Medical Expenses.  Medical expenses associated with obtaining passports, mandatory biometric visa requirements, and/or visa and/or green card, are not reimbursable, except for inoculations as permitted in this APP.
	9.  Passport Fees.  An official traveler ordinarily travels on a no-fee passport.  The three types of U.S. passports are: book, card, and e-passport.  A passport book is a regular passport; an e-passport is a regular passport book with electronic biometric data; both passports can be use for any international travel.  A passport card is limited to departure/entry to/from the U.S. through land and seaport entry between the U.S. and Mexico, Canada, the Caribbean, and Bermuda, and is not authorized otherwise for international travel.  Passport fees are reimbursable when travel on an official travel authorization/order is to and/or from a high threat area or high risk airport by commercial air and the traveler is authorized to obtain and use a regular fee passport.  See http://www.state.gov/travelandbusiness/.  Those traveling solely by MILAIR or AMC charter flight are not reimbursed for regular fee passports unless GOV’T transportation became available on short notice (that is, after commercial travel arrangements had been made and a passport purchased) or the travel priority is sufficiently high to require backup travel arrangements (which cannot include city-pair reservations).
	10.  Physical Examination Fees.  These fees are reimbursable when required to obtain a visa and the examination could not be obtained at a GOV’T medical facility (as of 11/1/01 obtainable only in Yokosuka, Japan) (adapted from GSBCA 15435-RELO, 9 April 2001).  A dependent’s fee is reimbursable except ICW personal travel.  Example:  The United Kingdom Entry Clearance Fee is a reimbursable fee.
	11.  Travel Authorization/Order for Visas and Physical Examinations.  A travel authorization/order should be issued to authorize/approve (see JFTR, par. U2115 and JTR, APP I2) travel and transportation at GOV’T expense to:
	a.  A visa-issuing office located outside the traveler’s PDS local area if the traveler’s presence at that office is/was mandatory.
	b.  Undergo a physical examination required to obtain a visa if travel is/was required to a location outside the traveler’s PDS local area.
	Phone Calls (Official)
	1.  The AO: 
	Room Rental.  Reimbursable when authorized/approved by the AO only when used for official business at a lodging/other place.
	Storage of Property Used on Official Business.  Reimbursable when authorized/approved by the AO.

	App I3 (JTR) (Tvl Orders Content)
	App O (TDY Travel Alws)
	T4005  APPROPRIATE ACTION FOR FAILURE TO FOLLOW JFTR/JTR REGULATIONS
	Commands/units are expected to take appropriate disciplinary action when a traveler and/or an AO fails to follow the regulations contained in this Volume.  Disciplinary action should be for willful violations and may be in the form of counseling (oral...
	T4010  REIMBURSEMENT RATE
	d.  A meal provided by a friend/relative or a common carrier do not affect per diem.  A complimentary meal provided by a lodging establishment does not affect per diem as long as the room charge is the same with/without meals.  See JFTR, par. U4165, i...
	2.  GOV’T vehicle/special conveyance use is limited to official purposes such as transportation to and from (65 Comp. Gen. 253 (1986)):
	a.  Duty sites,
	b.  Lodgings,
	c.  Dining facilities,
	d.  Drugstores,
	e.  Barber shops,
	f.  Places of worship,
	g.  Cleaning establishments, and
	ACTIVE DUTY WITHOUT PAY

	App Q3 (JTR-Civ Emp Standard Tours Of Duty)
	PART III:  CIVILIAN EMPLOYEE STANDARD TOURS OF DUTY

	App R1 (Conference Planning Policy)
	App R2 (Conference Attendance)
	D.  Non-Government Sponsored Conferences
	1.  General.  Conference attendance at non-Federal technical, scientific, professional, and comparable private membership organizations is subject to the conditions in APP R, Part I.
	Day 1
	REIMBURSEMENT:
	Day
	Computation

	Total
	Day 1


	App S (Auth FEML Loc & Dest)
	28 Feb 2010
	28 Feb 2010
	28 Feb 2010

	31 Jul 2010
	*31 Dec 2010
	30 Apr 2009
	31 Jul 2009
	31 Jul 2010
	*31 Dec 2010
	Paris/Frankfurt
	Miami
	Miami
	Miami
	Los Angeles
	Frankfurt
	*31 Dec 2010
	*31 Dec 2010
	31 Jul 2009
	31 Jul 2009
	*31 Dec 2010
	*31 Dec 2010
	*31 Dec 2010
	31 Jul 2010
	28 Feb 2010
	*21 Jan 2011
	*21 Jan 2011

	Authorized FEML Location

	App U (R&R Locations & Destinations)
	APPENDIX U
	AUTHORIZED REST AND RECUPERATION (R&R) LOCATIONS/DESTINATIONS
	a.  R&R Leave Transportation.  See JFTR, par. U7300 (uniformed member) and JTR, par. C7750 (DOD civilian employee) for regulations concerning Funded Rest and Recuperative (R&R) Leave Transportation.
	Afghanistan 2/
	Baltimore, MD

	Authorized OCONUS Destination




