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PER DIEM, TRAVEL AND TRANSPORTATION ALLOWANCE

COMMITTEE
OFFICE OF THE SECRETARY OF THE ARMY
WASHINGTON, D.C. 20310

1 July 1965
DOD CIVILIAN TRAVEL DETERMINATION NUMBER 1-65
TO: EXECUTIVE, PER DIEM, TRAVEL AND TRANSPORTATION ALLOWANCE
COMMITTEE
SUBJECT: Change to Joint Travel Regulations

REFERENCES: (a) Department of Defense Civilian Personnel, Joint Travel Regulations, Volume 2
(b) CPR T3, with all changes thereto
(c) NCPI 4650, with all changes thereto
(d) AFM 40-10, with all changes thereto
(e) Department of Defense Directive 5154.20, dated 23 June 1964

By virtue of the authority vested in the Army, Navy, and Air Force members of this Committee by reference
(e), the attached regulations relative to travel and transportation allowances of Department of Defense civilian
personnel are hereby promulgated as reference (a) effective on 1 July 1965. Concurrently therewith references (b),
(c), and (d), and any other existing regulations pertaining to DOD civilian employee travel are rescinded.

The regulations contained in reference (a) have been drafted in such manner that they require no further
entitlement implementation by DOD components and no such regulations shall hereafter be issued.

This determination is reproduced on the reverse of the title page of reference (a) for the information and
guidance of all concerned.

STANLEY R. RESOR
Under Secretary of the Army

KENNETH E. BELIEU
Under Secretary of the Navy

LEONARD MARKS, JR
Assistant Secretary of the Air Force

Change 551 Title-ii
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JOINT TRAVEL REGULATIONS, VOL. 2 JTR)

CHANGE 551

1 SEPTEMBER 2011

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 September 2011 unless otherwise indicated.

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

SAMUEL B. RETHERFORD
Deputy Assistant Secretary of the Army
(Military Personnel)

DR. RUSSELL BELAND
Deputy Assistant Secretary of the Navy (MPP)
(Manpower and Reserve Affairs)

BILL BOOTH
Deputy Assistant Secretary of the Air Force
(Force Management Integration)

D. Applicable CAP Items and Brief of Revisions. This change includes all material and revisions written in the
following CAP Items:

CAP 55-11(E) -- Receipt Requirement. Clarifies that DoDFMR should be consulted for formal receipt
requirements. Affects pars. C1008-E2b, C1008-E3a, C1055-Al, C1310-A, C2102-A4, C4553-C1, C4555-B5,
C4560, C5060-F1, C5190-C, C5368-A2, C5450-B6, C5450-C5, C5588-G2d, C5626-A, C5626-B1, C7340-B1,
T4040-Alb, T4040-A4b, T4040-A6, T4040-A8, and T4060-B5a.

CAP 57-11(E) -- Update Relocation Services Requirements. Updates the JTR to reflect changes made by
GSA in Federal Register notice, dated 1 April 2011 regarding Government Relocation Regulations.
Amendments to the FTR implementing these changes will be effective on 1 August 2011. Affects pars. C5756-
Ada, C5800, C5815, and C5835.

CAP59-11(E) -- HHT. Makes the standard CONUS rate the per diem rate for calculating the actual expense
HHT reimbursement to eliminate the discrepancy between HHT and TQSE actual expense. Affects pars.
C1101-G, C5606, item 2, C5612, item 2, C5620, C5624-A2, C5624-B, C5624-Clc, C5624-C2, C5624-C3,
C5624-C4, C5626-B2, C5632, item 3, and C5634.

CAP 60-11(E) -- TQSE. Changes the TQSE term “fixed amount’ to ‘lump sum,” and requires a statement, in
advance, from the employee selecting lump sum TQSE certifying that TQSE expenses will be incurred. Affects
pars. C1101-H, Chapter 5 TOC, Part H, Section 3, C5060-E2e, C5352-A2, C5352-D3, C5372-A1, Chapter 5-
H3, C5380, C5382, C5384, C5386, C5388, C5390, C5392, and APP A2.

Change 551 CL-i
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CAP61-11(E) -- MEA. Removes a limitation that MEA expenses must be related to discontinuing or
establishing a residence so MEA can cover any expense (e.g., care for children, pets or aging dependent parents
at home while the employee and/or spouse are away on a house hunting trip) that arise during relocation,
whether prior to or after the residence transactions. Affects pars. C5300, C5310-D, C5310-E21, 22 & 23, and
C5310-F.

CAP 63-11(E) -- Disclosure Statements. Requires an employee sign a reimbursement disclosure statement
certifying the employee and/or immediate family have not accepted/will not accept duplicate reimbursement for
relocation expenses. Affects pars. C5550-A, C5550-H, and C5562-A & B.

CAP 64-11(E) -- Counseling and Definition. Requires agencies provide counseling to relocating employees
and changes non-foreign area and adds relocation service company definitions. Affects pars. C5008, C5080-
B3, and APP Al and APP A2.

CAP 65-11(E) — SIT of HHG. Reduces the maximum SIT of HHG transportation for a CONUS-CONUS PCS to
150 days while the current 180 days limit is unchanged for SIT involving an OCONUS origin or destination.
Affects pars. C5190 and C5191.

CAP 66-11(E) -- POV Transportation. The below CONUS and OCONUS PQV transportation changes are
made to the JTR per GSA FTR Amendment 2011-11, Cases 2007-304 and 2003-309 released under Federal
Register, Vol. 76, No. 63 of 1 April 2011 effective 1 August 2011. The discretionary 600 miles distance
limitation final rule change is not made as the DoD Agency/Service determines when POV transportation is
necessary in the GOV’T interest. Affects pars. C5200, C5208-B, C5212-A7, and C5244-A.

CAP 67-11(E) -- Add Statement to DD Form 1610 and ITAs Justifying Alternate Methods Are Not
Sufficient. Revises DD Form 1610. As part of the SECDEF, Track Four Efficiency Initiative Decisions, a
mandate was issued requiring a justification statement be included on all DD 1610s. Adds a statement
justifying that alternate methods, such as Secure Video Teleconference (SVTC) or other web-based
communication are not sufficient to accomplish the travel objectives. Affects pars. C1008-C,C4405, Item 3b,
and APP E1, APP E2, APP I3-B1, and APP 14-A2.

CAP 69-11(E) -- PCS HHG Weight Allowances. Revises PCS HHG weight allowances in the JTR per GSA
FTR Amendment 2011-11, Cases 2007-304 and 2003-309 released under Federal Register, VVol. 76, No. 63 of 1
April 2011 effective 1 August 2011. The packing weight allowance includes barrels, boxes, cartons, and similar
material but does not include pads, chains, dollies and other equipment to load and secure the shipment. The
eligible civilian employee is financially responsible the excess costs associated with the excess HHG transportation
weight. Affects pars. C5152, C5154, C5160, C5165, C5167, C5168, and C5170.

CAP 71-11(E) -- Approval Authority for TDY Over 180 Days. Revises par. C4430-C and APP I1to indicate
that TDY over 180 days may be authorized/approved by an official no lower than 2 star level/equivalent.
Affects par. C4430-C and APP 11-A2.

CAP 76-11(1) -- DTMO Address Change. Changes all DTMO addresses throughout the JTR. Affects pars.
C1002-B, C2102-B2b, C4551-B-Table, and C5191-D3.

Change 551 CL-ii
09/01/11
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JOINT TRAVEL REGULATIONS, VOL. 2 JTR)
CHANGE 551

1 SEPTEMBER 2011

The following Record-of-Changes chart reflects Joint Travel Regulations, Volume 2, current and historical changes
by Part or Section. It is designed to assist readers in verifying the currency of the volume.

JTR 551 550 549 548 547 546 545 544 543 542 541 540 539 538
09-11 | 08-11 | 07-11 | 06-11 | 05-11 | 04-11 | 03-11 | 02-11 | 01-11 | 12-10 | 11-10 | 10-10 | 09-10 | 08-10
Title Page 551 524 524 524 524 524 524 524 524 524 524 524 524 524
Cover Letter 551 550 549 548 547 546 545 544 543 542 541 540 539 538
Record of Changes 551 550 549 548 547 546 545 544 543 542 541 540 539 538
Introduction 547 547 547 547 547 546 531 531 531 531 531 531 531 531
Table of Contents 551 544 544 544 544 544 544 544 542 542 541 540 534 534
Chapter 1
TOC 547 547 547 547 547 541 541 541 541 541 541 540 534 534
Part A 551 547 547 547 547 541 541 541 541 541 541 540 538 538
Part B 551 550 548 548 541 541 541 541 541 541 541 534 534 534
Part C 551 542 542 542 542 542 542 542 542 542 517 517 517 517
Part D 540 540 540 540 540 540 540 540 540 540 540 540 536 536
Part E 551 541 541 541 541 541 541 541 541 541 541 523 523 523
Chapter 2
TOC 548 548 548 548 544 544 544 544 543 542 541 540 532 532
Part A 549 549 549 546 546 546 542 542 542 542 541 540 534 534
Part B 548 548 548 548 542 542 542 542 542 542 525 525 525 525
Part C 551 543 543 543 543 543 543 543 543 541 541 539 539 534
Part D1 532 532 532 532 532 532 532 532 532 532 532 532 532 532
Part D2 543 543 543 543 543 543 543 543 543 521 521 521 521 521
Part D3 542 542 542 542 542 542 542 542 542 542 530 530 530 530
Part D4 546 546 546 546 546 546 544 544 543 542 541 534 534 534
Part E1 543 543 543 543 543 543 543 543 543 542 540 540 518 518
Part E2 549 549 549 546 546 546 542 542 542 542 540 540 534 534
Part E3 550 550 549 546 546 546 540 540 540 540 540 540 534 534
Part E4 546 546 546 546 546 546 518 518 518 518 518 518 518 518
Part ES 546 546 546 546 546 546 545 540 540 540 540 540 532 532
Part E6 540 540 540 540 540 540 540 540 540 540 540 540 518 518
Part E7 546 546 546 546 546 546 543 543 543 532 532 532 532 532
Part F 518 518 518 518 518 518 518 518 518 518 518 518 518 518
Part G 547 547 547 547 547 545 545 541 541 541 541 531 531 531
Part H 550 550 546 546 546 546 532 532 532 532 532 532 532 532
Part | 549 549 549 544 544 544 544 544 543 540 540 540 532 532
Part J 518 518 518 518 518 518 518 518 518 518 518 518 518 518
Chapter 4
TOC 546 546 546 546 546 546 544 544 542 542 541 534 534 534
Part A 551 548 548 548 544 544 544 544 542 542 537 537 537 537
Part B 551 550 548 548 547 546 545 544 543 542 541 540 538 538
Part C 548 548 548 548 546 546 542 542 542 542 532 532 532 532
Part D 543 543 543 543 543 543 543 543 543 542 530 530 530 530
Part E 546 546 546 546 546 546 544 544 542 542 532 532 532 532
Part F 546 546 546 546 546 546 541 541 541 541 541 530 530 530
Part G 530 530 530 530 530 530 530 530 530 530 530 530 530 530
Part H 542 542 542 542 542 542 542 542 542 542 534 534 534 534
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JTR 551 550 549 548 547 546 545 544 543 542 541 540 539 538
09-11 | 08-11 | 07-11 | 06-11 | 05-11 | 04-11 | 03-11 | 02-11 | 01-11 | 12-10 | 11-10 | 10-10 | 09-10 | 08-10
Part | 550 550 542 542 542 542 542 542 542 542 530 530 530 530
Chapter 5
TOC 545 545 545 545 545 545 545 544 542 542 541 540 535 535
Part A 551 533 533 533 533 533 533 533 533 533 533 533 533 533
Part B 551 550 546 546 546 546 545 543 543 542 541 537 537 537
Part C1 543 543 543 543 543 543 543 543 543 530 530 530 530 530
Part C2 550 550 532 532 532 532 532 532 532 532 532 532 532 532
Part C3 548 548 548 548 546 546 526 526 526 526 526 526 526 526
Part C4 546 546 546 546 546 546 543 543 543 542 530 530 530 530
Part C5 546 546 546 546 546 546 544 544 542 542 540 540 517 517
Part D1 551 550 544 544 544 544 544 544 541 541 541 540 537 537
Part D2 551 550 541 541 541 541 541 541 541 541 541 537 537 537
Part D3 551 544 544 544 544 544 544 544 541 541 541 534 534 534
Part D4 551 541 541 541 541 541 541 541 541 541 541 540 535 535
Part E1 551 519 519 519 519 519 519 519 519 519 519 519 519 519
Part E2 551 550 545 545 545 545 545 541 541 541 541 534 534 534
Part E3 551 546 546 546 546 546 534 534 534 534 534 534 534 534
Part F 540 540 540 540 540 540 540 540 540 540 540 540 537 537
Part G 551 550 530 530 530 530 530 530 530 530 530 530 530 530
Part H1 551 550 548 548 530 530 530 530 530 530 530 530 530 530
Part H2 551 550 546 546 546 546 544 544 543 542 541 534 534 534
Part H3 551 546 546 546 546 546 542 542 542 542 529 529 529 529
Part | 541 541 541 541 541 541 541 541 541 541 541 540 524 524
Part J 551 541 541 541 541 541 541 541 541 541 541 527 527 527
Part K 550 550 546 546 546 546 542 542 542 542 541 536 536 536
Part L1 551 541 541 541 541 541 541 541 541 541 541 527 527 527
Part L2 540 540 540 540 540 540 540 540 540 540 540 540 527 527
Part L3 519 519 519 519 519 519 519 519 519 519 519 519 519 519
Part L4 527 527 527 527 527 527 527 527 527 527 527 527 527 527
Part L5 551 546 546 546 546 546 544 544 541 541 541 523 523 523
Part M 551 550 546 546 546 546 538 538 538 538 538 538 538 538
Part N 546 546 546 546 546 546 533 533 533 533 533 533 533 533
Part O 548 548 548 548 541 541 541 541 541 541 541 536 536 536
Part P1 551 550 544 544 544 544 544 544 541 541 541 540 537 537
Part P2 542 542 542 542 542 542 542 542 542 542 533 533 533 533
Part P3 545 545 545 545 545 545 545
Part Q1 551 535 535 535 535 535 535 535 535 535 535 535 535 535
Part Q2 551 550 536 536 536 536 536 536 536 536 536 536 536 536
Part Q3 551 543 543 543 543 543 543 543 543 520 520 520 520 520
Part R 537 537 537 537 537 537 537 537 537 537 537 537 537 537
Chapter 6
TOC 544 544 544 544 544 544 544 544 517 517 517 517 517 517
Part A 530 530 530 530 530 530 530 530 530 530 530 530 530 530
Part B 520 520 520 520 520 520 520 520 520 520 520 520 520 520
Part C1 517 517 517 517 517 517 517 517 517 517 517 517 517 517
Part C2 517 517 517 517 517 517 517 517 517 517 517 517 517 517
Part C3 546 546 546 546 546 546 541 541 541 541 541 523 523 523
Part C4 542 542 542 542 542 542 542 542 542 542 541 529 529 529
Part C5 546 546 546 546 546 546 542 542 542 542 529 529 529 529
Part D 526 526 526 526 526 526 526 526 526 526 526 526 526 526
Chapter 7
TOC 548 548 548 548 547 544 544 544 542 542 541 540 538 538
Part A 530 530 530 530 530 530 530 530 530 530 530 530 530 530
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JTR 551 550 549 548 547 546 545 544 543 542 541 540 539 538
09-11 | 08-11 | 07-11 | 06-11 | 05-11 | 04-11 | 03-11 | 02-11 | 01-11 | 12-10 | 11-10 | 10-10 | 09-10 | 08-10
Part B 546 546 546 546 546 546 517 517 517 517 517 517 517 517
Part C 548 548 548 548 518 518 518 518 518 518 518 518 518 518
Part D 546 546 546 546 546 546 518 518 518 518 518 518 518 518
Part E 547 547 547 547 547 520 520 520 520 520 520 520 520 520
Part F 546 546 546 546 546 546 542 542 542 542 520 520 520 520
Part G 551 546 546 546 546 546 541 541 541 541 541 523 523 523
Part H 546 546 546 546 546 546 523 523 523 523 523 523 523 523
Part | 548 548 548 548 540 540 540 540 540 540 540 540 534 534
Part J 546 546 546 546 546 546 543 543 543 540 540 540 538 538
Part K 548 548 548 548 546 546 544 544 542 542 541 540 525 525
Part L 548 548 548 548 540 540 540 540 540 540 540 540 520 520
Part M 540 540 540 540 540 540 540 540 540 540 540 540 534 534
Part N 548 548 548 548 536 536 536 536 536 536 536 536 536 536
Part O 548 548 548 548 544 544 544 544 543 542 538 538 538 538
Part P 548 548 548 548 520 520 520 520 520 520 520 520 520 520
Part Q 540 540 540 540 540 540 540 540 540 540 540 540 536 536
Part R 534 534 534 534 534 534 534 534 534 534 534 534 534 534
Part S 537 537 537 537 537 537 537 537 537 537 537 537 537 537
Part T 534 534 534 534 534 534 534 534 534 534 534 534 534 534
Part U 534 534 534 534 534 534 534 534 534 534 534 534 534 534
Part V 536 536 536 536 536 536 536 536 536 536 536 536 536 536
Appendix A
TOC 540 531 531
Part 1 551 550 548 548 547 546 545 544 543 542 541 540 537 537
Part 2 551 542 542 542 542 542 542 542 542 542 541 540 536 536
Part 3 540 535 535
Part 4 540 537 537
Appendix E
TOC 520 520 520 520 520 520 520 520 520 520 520 520 520 520
Part 1 551 548 548 548 547 546 532 532 532 532 532 532 532 532
Part 2 551 546 546 546 546 546 534 534 534 534 534 534 534 534
Part 3 551 541 541 541 541 541 541 541 541 541 541 534 534 534
Appendix F
TOC 520 520 520 520 520 520 520 520 520 520 520 520 520 520
Part 1 543 543 543 543 543 543 543 543 543 542 520 520 520 520
Part 2 529 529 529 529 529 529 529 529 529 529 529 529 529 529
Appendix G
APP G 550 550 548 548 546 546 545 544 543 541 541 540 537 537
Appendix H
TOC 544 544 544 544 544 544 544 544 543 540 540 540 532 532
Part 1 540 540 540 540 540 540 540 540 540 540 540 540 528 528
Part 2A 540 540 540 540 540 540 540 540 540 540 540 540 528 528
Part 2B 540 540 540 540 540 540 540 540 540 540 540 540 520 520
Part 2C 546 546 546 546 546 546 542 542 542 542 540 540 520 520
Part 3A 543 543 543 543 543 543 543 543 543 540 540 540 520 520
Part 3B 546 546 546 546 546 546 542 542 542 542 540 540 520 520
Part 4A 540 540 540 540 540 540 540 540 540 540 540 540 532 532
Part 4B 540 540 540 540 540 540 540 540 540 540 540 540 532 532
Part 5A 543 543 543 543 543 543 543 543 543
Part 5B 543 543 543 543 543 543 543 543 543
Appendix |
TOC 544 544 544 544 544 544 544 544 512 512 512 512 512 512
Part 1 551 548 548 548 543 543 543 543 543 541 541 540 530 530
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JTR 551 550 549 548 547 546 545 544 543 542 541 540 539 538
09-11 | 08-11 | 07-11 | 06-11 | 05-11 | 04-11 | 03-11 | 02-11 | 01-11 | 12-10 | 11-10 | 10-10 | 09-10 | 08-10
Part 2 547 547 547 547 547 541 541 541 541 541 541 540 525 525
Part 3 551 547 547 547 547 542 542 542 542 542 541 540 526 526
Part 4 551 547 547 547 547 540 540 540 540 540 540 540 534 534
Appendix O
TOC 544 544 544 544 544 544 544 544 528 528 528 528 528 528
APP O 551 549 549 546 546 546 545 544 542 542 541 540 539 536
Appendix P
TOC 544 544 544 544 544 544 544 544 541 541 541 540 521 521
Part 1 541 541 541 541 541 541 541 541 541 541 541 534 534 534
Part 2 546 546 546 546 546 546 543 543 543 541 541 540 532 532
Appendix Q
TOC 544 544 544 544 544 544 544 544 517 517 517 517 517 517
Partl 549 549 549 548 540 540 540 540 540 540 540 540 539 527
Part2 517 517 517 517 517 517 517 517 517 517 517 517 517 517
Part3 540 540 540 540 540 540 540 540 540 540 540 540 539 529
Part4 517 517 517 517 517 517 517 517 517 517 517 517 517 517
Appendix R
TOC 541 541 541 541 541 541 541 541 541 541 541 521 521 521
Part 1 541 541 541 541 541 541 541 541 541 541 541 530 530 530
Part 2 546 546 546 546 546 546 544 544 542 542 541 532 532 532
Appendix S
APP S 549 549 549 548 546 546 543 543 543 542 539 539 539 538
Appendix T
TOC 540 540 540 540 540 540 540 540 540 540 540 540 521 521
APPT 544 544 544 544 544 544 544 544 540 540 540 540 538 538
Appendix U
APP U 543 543 543 543 543 543 543 543 543 542 539 539 539 537
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JOINT TRAVEL REGULATIONS (JTR)

VOLUME 2

DEPARTMENT OF DEFENSE (DoD) CIVILIAN PERSONNEL

Chapter/Part/
Section/Appendix

TITLE

CHAPTER 1 DEPARTMENT OF DEFENSE (DoD) EMPLOYEE TRAVEL ADMINISTRATION
PART A APPLICATION AND GENERAL RULES
PART B CONDITIONS/FACTORS
PART C TRAVEL ADVANCES
PART D GIFTS, GRATUITIES AND OTHER BENEFITS RECEIVED FROM COMMERCIAL
SOURCES
PART E TRAVEL CLAIMS AND RECEIPTS
PART F RESERVED
CHAPTER 2 TRANSPORTATION MODES, ACCOMMODATIONS, TRANSPORTATION
REQUESTS, BAGGAGE AND MILEAGE RATES
PART A TRAVEL POLICY
PART B GOVERNMENT CONVEYANCE TRAVEL
PART C TRAVEL BY TAXICAB, BUS, STREETCAR, SUBWAY, OR OTHER PUBLIC OR
SPECIAL CONVEYANCE
PART D PRIVATELY OWNED CONVEYANCE (POC) TRAVEL
Section 1 General
Section 2 Permanent Duty Travel (PDT)
Section 3 POC Use Instead of Government-Furnished Automobile
Section 4 POC Use for TDY Travel
PART E COMMON CARRIER TRAVEL
Section 1 Travel and Transportation Policy
Section 2 Arranging Official Travel
Section 3 Commercial Air Transportation
Section 4 Commercial Ship Transportation
Section 5 Train Transportation
Section 6 Commercial Passenger Transportation
Section 7 Reimbursement for Use of Other than the Authorized Transportation Mode or Route
PART F TRANSPORTATION REQUESTS
PART G BAGGAGE ALLOWANCE
PART H LOCAL TRAVEL IN AND AROUND PDS/TDY LOCATION
PART I MILEAGE AND MALT RATES
PARTJ PARKING EXPENSES FOR CERTAIN EMPLOYEES
CHAPTER 3 SEE APPENDIX |
Change 551 TOC-i
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Chapter/Part/

Section/Appendix TITLE
CHAPTER 4 EMPLOYEE TRAVEL
PART A TDY TRAVEL
PART B PER DIEM ALLOWANCES
PART C ACTUAL EXPENSE ALLOWANCE (AEA)
PART D TRAINING COURSE ATTENDANCE
PART E RETURN TO PDS DURING TDY
PART F OCCASIONAL MEALS AND/OR LODGING
PART G INCOME TAX REIMBURSEMENT ALLOWANCE (ITRA) FOR EXTENDED TDY
ASSIGNMENTS
PART H RESERVED
PART I REIMBURSEMENT OPTIONS FOR A TRAVELER ON TDY WITHIN A COMBATANT
COMMAND OR JOINT TASK FORCE AOR
CHAPTER 5 PERMANENT DUTY TRAVEL
PART A APPLICABILITY AND GENERAL RULES
PART B EMPLOYEE TRANSPORTATION AND SUBSISTENCE
PART C DEPENDENT TRAVEL AND TRANSPORTATION ALLOWANCES
Section 1 General
Section 2 Permanent Change of Station (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 §302.7)
Section 1 General
Section 2 HHG Transportation
Section 3 HHG Weight
Section 4 HHG Storage
PART E PRIVATELY OWNED VEHICLE (POV) TRANSPORTATION
Section 1 General
Section 2 OCONUS POV Transportation
Section 3 CONUS PQV Transportation
PART F MOBILE HOME TRANSPORTATION
PART G MISCELLANEOUS EXPENSE ALLOWANCE (MEA) DUE TO HOUSEHOLD
RELOCATION
PART H TEMPORARY QUARTERS SUBSISTENCE EXPENSE (TQSE)
Section 1 General
Section 2 TQSE Actual Expense (TQSE(AE))
Section 3 TQSE Lump Sum (TQSE(LS))
PART | PET QUARANTINE
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
PART M HOUSEHUNTING TRIP (HHT) (FTR §302.5)
PART N RELOCATION INCOME TAX (RIT) ALLOWANCE (FTR §302.17/5 U.S.C. §5724b)
PART O TEMPORARY CHANGE OF STATION (TCS) (FTR §302.3,Subpart E)
Change 551 TOC-ii
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Chapter/Part/
Section/Appendix

TITLE

PART P REAL ESTATE TRANSACTION AND UNEXPIRED LEASE EXPENSE ALLOWANCES
Section 1 General
Section 2 Civilian Board Of Contract Appeals (CBCA), GSA Board Of Contract Appeals (GSBCA)
and Comptroller General (CG) Decisions Applicable to Allowances in this Part
PART Q RELOCATION SERVICES
Section 1 General
Section 2 Property Management (PM) Services
Section 3 Home Marketing Incentive Payments
PART R EMPLOYEE OR DEPENDENT DEATH
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 FAQS
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 IPA MOBILITY PROGRAM
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 §302.31)
PART H EMERGENCY TRAVEL AND TRANSPORTATION OF EMPLOYEE DUE TO ILLNESS
OR INJURY OR A PERSONAL EMERGENCY SITUATION WHILE TDY
PART I TRAVEL AND TRANSPORTATION EXPENSE REIMBURSEMENT WHEN
ACCOMPANYING MEMBERS OF CONGRESS AND CONGRESSIONAL STAFF
PARTJ ADDITIONAL TRAVEL AND TRANSPORTATION EXPENSES INCURRED BY AN
EMPLOYEE WITH A DISABILITY OR A SPECIAL NEED (FTR §301.13)
PART K EMPLOYEE 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 UNIFORMED
SERVICE MEMBER
PART Q TRAVEL OF COURIERS OF CLASSIFIED DOCUMENTS OR PROPERTY
PART R TRAVEL OF CONSULTANT OR EXPERT
PART S WITNESS TRAVEL
PART T JUROR TRAVEL
PART U TRAVEL OF AN EMPLOYEE SERVING AS LABOR ORGANIZATION
REPRESENTATIVE
PART V TRAVEL TO RECEIVE A NON-FEDERALLY SPONSORED HONOR AWARD
Change 551 TOC-iii
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Chapter/Part/

Section/Appendix TITLE
APPENDIXES

APPENDIX A DEFINITIONS

PART 1 DEFINITIONS (JFTRNTR)

PART 2 ACRONYMS (JFTRIJTR)

APPENDIX B RESERVED

APPENDIX C RESERVED

APPENDIX D RESERVED

APPENDIX E INVITATIONAL TRAVEL AUTHORIZATIONS

PART 1 INVITATION TO TRAVEL

PART 2 SAMPLE FORMAT INVITATIONAL TRAVEL AUTHORIZATION

PART 3 GOVERNMENT CONTRACTOR’S/CONTRACTOR EMPLOYEES’ TRAVEL

APPENDIX F CONSUMABLE GOODS ALLOWANCES

PART 1 LOCATIONS HAVING CONSUMABLE GOODS ALLOWANCES

PART 2 CRITERIA FOR ESTABLISHING A CONSUMABLE GOODS ALLOWANCE

APPENDIX G REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL

APPENDIX H TRAVEL PURPOSE IDENTIFIERS AND OTHER THAN ECONOMY/COACH
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 OTHER THAN ECONOMY/COACH CLASS ACCOMMODATIONS FOR A MEDICAL
DISABILITY/SPECIAL MEDICAL NEED REASON

PART 4B OTHER THAN ECONOMY/COACH CLASS ACCOMMODATIONS DETERMINATION
FORMAT

PART 4C RESERVED

PART 4D RESERVED

PART 4E RESERVED

PART 5A TRAIN TRAVEL OTHER THAN COACH CLASS ACCOMMODATIONS CODES

PART 5B SHIP TRAVEL OTHER THAN LOWEST FIRST-CLASS ACCOMMODATIONS CODES

APPENDIX | TRAVEL ORDERS

PART 1 Delegation of Authority

PART 2 General Conditions

PART 3 Travel Order Content

PART 4 Order Preparation

APPENDIX J RESERVED

APPENDIX K RESERVED

APPENDIX L RESERVED

Change 551
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TITLE

APPENDIX M
APPENDIX N
APPENDIX O

APPENDIX P
PART 1
PART 2

APPENDIX Q
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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 as indicated in par. C1001-B, JTR applies to:

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

2. A DaD civilian employee and/or the employee’s dependents, NOTE: This includes a direct hire non-U.S.
person employed by DoD in an OCONUS area, except as restricted 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 performs travel under a DoD 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 a year 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. Restrictions. JTR does not apply to:
1. A NAF official 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 JFTR. JFTR, par. U1000. The member is financially 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 in which the FTR authorizes a discretionary travel and
transportation allowance, and the JTR remains silent. A discretionary FTR authority that is not addressed in the JTR
is not implemented within DoD.
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D. Duplicate Payment. A duplicate payment is a GOV’T payment claimed by a traveler for an expense paid/to be
paid to the traveler by another entity. If an expense is incurred 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 as listed in par. C4554-B provided to a traveler in a per
diem status does not result in a duplicate payment. The traveler is financially responsible to the GOV’T for all
duplicate travel and transportation allowance payments received. This includes any and all allowances covered in
these regulations. The Improper Payments Information Act of 2002, Public Law 107-300 applies
(http://www.whitehouse.gov/omb/memoranda/m03-13-attach.pdf).

E. Travel not Paid for by the GOV’'T

1. Policy. When travel at GOV'T expense is not authorized, an employee may agree to pay all expenses for
attendance at a technical, professional, scientific, or other similar organization meeting. See par. C1050-B for
policy on travel at GOV’T expense.

2. Employee Status

a. An administrative determination must be made IAW civilian personnel policy to determine if the
employee is in a duty or leave status.

b. If the employee is in a duty status, a travel order must be issued.
c. If the employee is in a leave/other non-duty status, a travel order must not be issued.

3. Travel Documentation. Travel documentation provided to the traveler must indicate all of the following:

a. Travel is at the traveler’s request.

b. Attendance at the event is in the DoD’s interest.

c. Travel is at no expense to the GOV'T.

d. No per diem or other reimbursement is authorized.

e. No accounting information is placed on the travel documentation.

f. The traveler may choose, without penalty, not to perform the travel.
C1002 IMPLEMENTATION
A. Allowance Regulations. Under DoDD 5154.29, the provisions of, and subsequent changes to, JTR 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 JTR provisions.

B. Regulation Review Process. DoDD 5154.29 requires that PDTATAC staff review all 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 applies to 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
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*2. Mail to:

*Per Diem, Travel and Transportation Allowance Committee
ATTN: Policy & Regulations Branch

4800 Mark Center Drive

Suite 04J25-01

Alexandria, VA 22350-9000

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

An employee is authorized TQSA for temporary QTRS (including meals and laundry/dry-cleaning expenses)
occupied after first arrival at a PDS in a foreign area or immediately preceding final departure from that PDS if the
employee is eligible for a Living Quarters Allowance (LQA) under the provisions in the DoD Civilian Personnel
Manual DoD 1400.25-M, Subchapter 1250-E and DSSR Section 031.1. TQSA rules are in DSSR Section 120.

C1004 DEPARTMENT OF STATE (DoS) FTA AND HSTA

A. Policy, Payment and Procedural Guidance. DSSR, Section 240
(http://aoprals.state.gov/content.asp?content_id=247&menu_id=81) for FTA policy, payment and procedural
guidance. DSSR, Section 250 (http://aoprals.state.gov/content.asp?content_id=248&menu_id=81) for HSTA
policy, payment and procedural guidance.

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

C. ETA and HSTA. The FTA/HSTA are DoS allowances (5 USC §85924(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 as indicated below. A new appointee is not eligible for HSTA. The FTA and
HSTA are composed of four elements:

1. Reimbursable Expense. This portion is allowable only for a DoD new appointee being assigned to the first
PDS in a foreign area (FTA).

2. Wardrobe Expense. This portion is not 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 expenses incurred in the CONUS or non-foreign OCONUS area —
not in the foreign area.

a. FTA. This portion is allowable for a DoD employee PCSing from a CONUS/non-foreign OCONUS
area PDS to a foreign area PDS and for a new appointee traveling from a CONUS/non-foreign OCONUS
area actual residence to the first foreign area PDS.

b. HSTA. This portion is not allowed for a DoD civilian employee.
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4, Lease Penalty Expense

a. FTA. This portion is allowable for any DoD employee (including a new appointee) PCSing to a foreign
area PDS or between foreign country PDSs.

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

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

C1005 GAIN-SHARING PROGRAM

A Gain-Sharing Program is a bonus-oriented incentive program, not a travel program, designed to share GOV’'T
travel and transportation cost savings with a traveler. Title 5 USC, Chapter 45, Subchapter 1 provides authority for
this program. 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 JTR
allowances. Those procedures must not contravene or duplicate JTR provisions and must be reviewed IAW par.
C1002.

C1007 COMPUTATION RULES

A. Computation Rules. The computation rules in these regulations may be unique JTR. Consult the relevant

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

1. Use the 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 provision in par.
C1007-A2 in force.

2. AEA computation is rounded-up to the nearest dollar. For example, $29.50 = $30. The AEA is NTE the
authorized percentage of the maximum locality per diem rate. When AEA for lodging and M&IE exceeds the
maximum AEA M&IE locality rate, decrease the AEA M&IE rate to the descending dollar and add the extra
cents to the AEA lodging rate. For example, reduce $76.50 to $76 as shown in par. C4626, Example 3.

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

NOTE: A conference lodging allowance is a pre-determined allowance of up to 125% of the applicable locality
lodging ceiling (rounded to the next highest dollar). For example, the locality lodging ceiling of $100 may be
increased to $125. A conference lodging allowance is not AEA and must not be used with AEA per diem. APP
R2, 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. At locations at which DTS has been fielded, TDY vouchers are paid using DTS. The Services/
Agencies must require the CTO to arrange commercial transportation AW law, GOV’T policies, agreements and

contracted rates using U.S.-certificated carriers and coach/economy-class accommaodations, whenever possible along
usually-travelled routes.
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B. Travel Computed by DTS. DTS covers individual TDY travel for business, travel for schoolhouse training and
deployment or personnel traveling together with or without no/limited reimbursement, and certain travel under
special circumstances. It does not cover PCS (Ch 5), or evacuation (Ch 6).

TDY performed as part of a PCS move (i.e., TDY en route) is not paid through DTS.

*C. AQO’s Responsibilities. 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. See par. C4405 for justification. The AO must
determine the travel purpose (APP H) for notation on the Trip Record. The information provided by the DTS
Reservation Module or directly from the CTO/ TMC is central in helping to execute those responsibilities. The AO
also must:

1. Use the 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 and TO,
command channels or Service headquarters to assist in future travel decisions.

3. Assure the traveler has access to a GTCC (the unit’s or a CBA) if the traveler does not have a GTCC IBA.
Refer inquiries about card usage to the local GTCC program coordinator or the TO.

4. Adhere to 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’s signature on the expense report certifies that the travel was taken, the charges are reasonable, the phone
calls authorized for reimbursement are in the GOV’T’s best interest, and approves authorized expenses
reimbursement. Expense reports are subject to random selection for examination based on financial
management directives.

6. Permit a traveler to combine official travel with leave or personal travel. Contract fare travel must never be
used for personal travel (APP P2, par. E). The official portion must be arranged through the CTO.
Transportation reimbursement is authorized for the cost of official travel between duty stations only. The
traveler may arrange other travel plans and pay the excess above the official cost; no excess costs for travel or
M&IE are borne by the GOV'T, par. C4563-C applies. The AO is not to permita TDY trip that is an excuse for
personal travel.

D. Traveler Rights and Responsibilities

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

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

1. Before the Trip

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

b. Tailoring the Trip. The AO decides if 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 authorizes the TDY, the arrangements, determines the fund cite, and
obligates funds to pay for the trip, to include the payment of a travel advance or scheduled partial payment
if included. The resulting document is the Trip Record.

d. Travel Packet. The CTO 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 does not
provide this service.

e. Paying for Arranged Services and Obtaining Cash to Pay Expenses while Traveling. The CTO typically
uses the traveler’s individual (IBA) or unit GTCC to charge or hold reservations. Airline and/or rail tickets
in some cases may also be charged to a GTCC CBA. While on the trip, the traveler should charge expenses
incident to official travel on the IBA or unit GTCC, whenever possible. For official travel-related expenses
that cannot be charged, the traveler can avoid using personal funds by using the IBA to obtain cash
advances or travelers checks. An advance is not an option on a unit GTCC.

2. During the Trip

a. Changing Plans. If travel plans change from the itinerary, the traveler should call the CTO toll-free
number, if possible, to modify the itinerary. The CTO must update the traveler’s Trip Record. Although
the AO may approve changes after trip completion, the traveler should obtain the AO’s authority in
advance, and update the Trip Record. The traveler is reimbursed AO approved Trip Record changes.

*b. Receipts. The DoDFMR 7000.14-R, Volume 9, based on an IRS requirement, requires that each
traveler produce each lodging receipt, and each receipt for any individual official travel expense of $75 or
more. Lodging reimbursement is not authorized for hotel lodging obtained through online booking
agents unless an itemized receipt for room costs is provided from the hotel.

3. After the Traveler Returns

*a. Completing the Expense Report. Based on the DoDFMR 7000.14-R, Volume 9 requirement, a traveler
should complete and submit the Trip Record expense report portion within 5 working days after returning
from the trip. Required receipts (lodging, and individual expenses of $75 or more) must be attached to the
expense report.

b. AO Approval. The AO must approve the expenses on the Trip Record, and review required receipts,
before the traveler is reimbursed.
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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.

C1009 TDY CANCELED OR CHANGED

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

C1010 REGISTERED AND/OR TRUSTED TRAVELER PROGRAM MEMBERSHIP FEE

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

B. Participation. Participation in this program is voluntary and is not required by the GOV’T. Use of GOV'T
funds to obtain membership in such a program is statutorily prohibited by 5 USC §5946 per GSA Bulletin FTR
08-05 of 25 June 2008.

C. Enrollment Fees. Enrollment fees in this program are not reimbursable IAW APP G.
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PART B: CONDITIONS/FACTORS
C1050 GENERAL
A. Prohibition Not Stated. There may be circumstances when travel and transportation allowances 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 officially justified, and
b. By means which meet mission requirements consistent with good management practices.

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

a. At personal expense, or
b. At reimbursement rates/amounts inconsistent with provisions in the JTR.

3. Limited Travel Funds. Limited travel funds is not a basis for:

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 (OPM regulations for
specified time frames); or

¢. There are emergency circumstances.
C. PCS

1. Order. (FTR 8§302-2.102, §302-2.103, 8302- 2.104) When GOV’T-funded PCS is authorized:

a. A written 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 PDS is authorized and
effective when the employee’s order is issued IAW Agency/Service regulations (par. C5100-A),

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

¢. The 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 maximums/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. The regulations in effect on the appointee’s/employee’s appointment/transfer effective date (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 IAW the conditions prescribed.

C1051 PRIVILEGES WHILE ON OFFICIAL TRAVEL
A. General. A traveler under an official 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, DoDI 1330.09, dated 7 December 2005, Under Secretary of Defense
for Personnel and Readiness (USD (P&R)), Subject: Armed Services Exchange Policy at
http://www.dtic.mil/whs/directives/corres/pdf/133009p.pdf and DoDI 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 is in a duty 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, DoD 1400.25-M, Section SC630.7.4.3. Permanent Change of Duty Station (PCS), at
http://www.cpms.osd.mil/assets/39e67e3d4e574647b6e63d918606673d/m1400630.chg2.pdf

NOTE 2: 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 applies to 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 IAW par. C5005.
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2. Reduction in Force (RIF)/Transfer of Functions (FTR §302-2.105). 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 a non-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 a move to a different DoD COMPONENT are funded
IAW 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 is involved are funded as indicated in par.
C1052-B2.

C. Movement within the Same DoD COMPONENT

1. General. Except as indicated in pars. C1052-C2 through C5, the gaining activity may pay the necessary
movement costs associated with a PCS if the move meets the criteria in 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 a BRAC 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 allowances it 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 employee is eligible) 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 function is
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
a Hawaiian 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: APP A for "Actual Residence".
1. Return to the Same OCONUS PDS. When an employee completes a required 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 a renewal agreement for an additional tour of duty
at a different 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 alternate 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) Returns to the U.S. under a renewal agreement, and
(2) Arranges a move to a PDS in the U.S. while on leave,
b. Is authorized:
(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
order to provide for return from the losing activity to the actual residence for separation.

(4) The travel 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
OCONUS PDS.

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 actual
residence geographical locality, provided the employee is 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) Returns to 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. The losing 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, 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, is transferred to a different OCONUS activity
at the same or a different 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. DoDI 1342.25, par. 5.4.5, dated 30
October 1996, (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 employee is authorized OCONUS TDY travel or PCS assignment, identification card
issuance is provided in:

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

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

B. Issuance. Conditions and 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. Visas,

3. Immunizations,

4. Advance clearances,

5. Special conditions, and
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6. Other restrictions.

B. No-Fee Passport

1. Authority. DD Form 1056 must accompany an application for a new/renewal passport/visa (including green
card). APP G.

2. Travel Requirements

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

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

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

C. Time Limitations

1. A passport is valid 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

*1. 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)). AW the requirement to exercise prudence
when incurring expenses, an employee should check for GOV’T QTRS availability (e.g., using Service/Agency
procedures), and is encouraged to use those QTRS when TDY to a U.S. INSTALLATION. (DOHA Claims
Case No. 2009-CL-080602.2, 7 July 2010).

2. The proper authority under par. C4550-C may prescribe a reduced per diem rate based in part on the GOV’T
QTRS cost.

3. Reduced per diem rates can only be established before travel begins.

B. QTRS Not Available. An employee is 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 a U.S. INSTALLATION;

2. When an AO determines GOV’T QTRS use would adversely affect mission performance NOTE: An
employee in 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 less than 24 hours at one location.
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C. Authorization/Approval. Unless a reduced per diem rate is authorized on the order as indicated in par. C1055-A,
the AO must authorize/approve reimbursement for the cost of commercial lodgings used NTE the locality per diem
lodging rate (unless an AEA is authorized/approved). See CBCA 2291-RELO, 20 April 2011.

C1057 TIME LIMITS FOR BEGINNING TRAVEL AND TRANSPORTATION (FTR §302-2.110)

A. General. All travel between the authorized points (PDSs, etc.) contained within the official order, including that
for a dependent, and transportation, including that for HHG allowed under these regulations, should be
accomplished as soon as possible. The employee may request an extension of travel and transportation allowances.
The Agency may grant the requested extension when in the GOV’T’s interest IAW par. C1057-C. This authority
cannot be used ICW or anticipation of a future order and has a finite limit (par. C1057-C) in terms of total time.

B. Employee Married to Employee/Member. An employee, married to an employee/a uniformed member when
each is traveling under a separate order between PDSs, upon request may be authorized/have approved an extension
by the Agency when in the GOV’T’s interest. See pars. C1001-D and C1058 for restrictions.

Effective date of transfer of 1 August 2011 or later.

C. Time Limits. Allowable travel and transportation must begin within 1 year from the employee's transfer or
appointment effective date, except that the 1-year period:

1. Is exclusive of furlough time spent by an employee who begins active military service before the expiration
of such period and who is furloughed for the military assignment duration to the PDS for which transportation
and travel expenses are allowed; and

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. Is extended (when determined to be in the GOV’T’s interest by the Agency) for up to an additional 1 year
when the original 1-year time limitation for residence transaction completion is extended under par. C5750-C.
Even when an extension is authorized/approved, PCS allowances must be calculated by using the prescribed
allowances in effect on the employee’s transfer effective date.

D. Restrictions. The employee is financially responsible for PCS travel and transportation allowances beyond the
initial 1 year unless an extension is authorized/approved by the Agency as being in the GOV’T’s interest. Following
are examples of reasons that do not justify authorizing/approving an extension: (a) delaying dependents/HHG
relocation in anticipation of a future PCS order not yet issued, and (b) residence construction/renovation delays at
the new PDS.

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

1. A traveler must exercise the same care and regard for incurring GOV’T paid expenses as would a prudent
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. The Army Lodging Success Program, Navy Elite Lodging Program, and GSA’s FedRooms Lodging
Program provide adequate quality lodging at or below per diem and properties often are close to TDY location
worksites. Use of lodging facilities in these programs often results in cost savings. Not all programs are
available to all travelers.
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NOTE 1: The Army Lodging Success Program, Navy Elite Lodging Program, GSA’s FedRooms Lodging
Program, including GOV’T contracted quarters not located on an Installation to which the employee is
assigned are not GOV’'T QTRS. (DOHA Claims Case No. 2009-CL-080602.2, 7 July 2010).

NOTE 2: The Fed Rooms Lodging Program lodging rate is indicated by the use of an ‘XVU’ code as opposed
to a ‘GOV’ or other code.

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

5. The traveler’s comfort and well being;

6. The traveler 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 circumstances in par. C1060-B or C1060-C;

9. Requiring each traveler to identify travel requirements in 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 a lower-class accommaodation.

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 (par. C2204-B4i), the first choice is always to use economy
class and arrive the day before the TDY begins to allow for appropriate rest. Second choice always is to use
economy class and arrange an en route rest stop (preferably at a no-cost point allowed by the airline) with arrival
on the day TDY starts. The last option, and the most expensive option which should be avoided whenever
possible, is to use business accommodations arriving on the day the TDY starts.

A. Starting and Ending Travel

1. General
a. The order establishes when travel status starts and ends.

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

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

NOTE: Reclining seats on planes, trains, or buses are not acceptable sleeping accommodations. If a
traveler is required 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 is required to perform official duties (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 there is a more
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 circumstances in pars. C1060-C and C1060-D.

h. Require each traveler to identify travel requirements in 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 a lower-class accommodation.

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 a traveler 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 completing a TDY
assignment, provided the traveler is not required to be at the PDS the morning after TDY completion.

3. Additional Per Diem for Travel between 0600 and 2400. Additional per diem may be authorized/approved
ata 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 is the 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 is required 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
diem is limited to one travel day as though the traveler had departed for the TDY destination on Sunday
(75% M&IE plus lodging) (56 Comp. Gen. 847 (1977)). Expenses for any additional early days are the
traveler’s financial 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, and should not be automatic. The AO must consider
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each request for a rest 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 is to 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 start 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-Alc regarding adequate sleeping accommodations.

2. OCONUS Travel Is Involved. The AO may authorize/approve a rest stop en route when:

a. The origin or destination is OCONUS; and
b. Travel is by a usually traveled route; and
c¢. Travel is by less than first/business-class accommodations; and

d. 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 an en route rest stop. The justification 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 is restricted 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 order to be clearly annotated as to when the TDY
travel was identified and when travel reservations were made.

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

a. Travel is authorized by first- or business-class service.
b. A traveler chooses to travel by a circuitous route, for personal convenience, causing excess travel time.
c. Atraveler takes leave 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

c. Scheduled at a point en route at which the carrier permits free stopovers (if possible).
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5. En Route Rest Stop Duration. An en route rest stop is for a reasonable rest period, NTE 24 hours, plus
necessary time to obtain the earliest transportation to the authorized destination.

6. Per Diem. The rest 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 a rest period at the TDY point. The justification 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 is restricted 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 order to be clearly
annotated as to when the TDY travel was identified and when travel reservations were made.

2. An en route rest stop is not authorized/approved,;

3. The traveler is not authorized first- or business-class accommodations; or

4. The traveler is required 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). See the NOTE following par. C1060-Alc regarding scheduling an early arrival for a rest period
at the TDY point if overnight (2400-0600) travel is involved.

E. Delaying Return Travel to Use Reduced Travel Fares. When, to qualify for reduced transportation fares, a
traveler elects to 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 savings to 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 is to 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 (APP A), whenever possible (5 USC §5707a).

C1065 OFFICIAL DISTANCE DETERMINATION

A. POC (Except Airplane). The DTOD:

1. Is the only official source for worldwide TDY and PDT distance information.
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2. Replaces all other sources used for computing distance (except for airplanes IAW par. C1065-B).

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

NOTE: Each DoD INSTALLATION (CONUS and OCONUS) is listed in the DTOD. Contact DTOD if an
INSTALLATION is not found (https://dtod.sddc.army.mil).

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

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. Website is 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.

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
JTR. 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. Par. C2203-A4 states
exception when reimbursement is not allowed.
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PART C: TRAVEL ADVANCES

C1100 GENERAL

A. Minimizing Cash Requirements

1. Policy. A traveler on official business:
a. Is responsible for travel expenses, but

b. Should not have to pay official travel expenses entirely from personal funds (unless the traveler decides
not to use GOV’T resources such as the GTCC or traveler's checks).

2. Responsibilities. A DOD Component:
a. May issue travel advances for certain expenses, as authorized in this Part, and

b. Should ensure a traveler takes all reasonable steps to minimize the cash burden on both the Component
and the traveler (such as using the GTCC).

B. GTCC Use

1. General Policy. “It is the general policy of DoD that the (GTCC) be used by DoD personnel to pay for all
costs incidental to official business travel, including travel advances, lodging, transportation, rental cars, meals
and other incidental expenses, unless otherwise specified”, (OSD (C) memo of 28 March 1995, subject: Travel
Reengineering Implementation Memorandum #2--Maximized Use of the Travel Charge Card and OSD (P&R)
memo of 5 May 2007, subject: Reduction of Centrally Billed Accounts).

2. DoD Policy. The GTCC program policies and procedures (including central billing and unit cards) are
found in the DoD Financial Management Regulation (DoDFMR 7000.14-R), Volume 9, “Travel Policy and
Procedures”. The DOD Comptroller Finance Management Regulation website is found at
http://www.defenselink.mil/comptroller/fmr/09/index.html

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

NOTE: DoDEMR 7000.14-R, Volume 9, Chapter 3, par. 031003 (available at:
http://www.dod.mil/comptroller/fmr/09/09_03.pdf) indicates the purposes for which a DoD GTCC may be used.
Charging personal travel expenses is GTCC misuse. A DoD traveler who misuses the GTCC is subject to
administrative and/or disciplinary action. To prevent GTCC IBA misuse and city-pair airfares for leisure travel,
a copy of the relevant travel order must be provided to the CTO before ticketing. An electronic DTS generated
order suffices to meet this requirement. A CTO may issue tickets for official travel authorized by proper oral,
letter, or message authority, if travel must begin or is performed before a written order is issued. The official who
directed the travel is responsible for providing a confirmatory travel order to the CTO.

C1101 ALLOWABLE ADVANCES

A. Authority (FTR 8302-2.21). A travel advance described in par. C1101 may be paid when authorized on a travel
order.

B. TDY Travel. A DoD Component may pay a travel advance (as opposed to authorizing IBA card use for an ATM
advance) when permitted IAW the DoDFMR, Volume 9. An advance may be for per diem, POC mileage
allowance, AEA, and/or reimbursable expenses.
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C. Advance Payment of Discounted Conference or Training Registration Fee (FTR 8301-74.25). Advance
payment of discounted conference or training registration fee may be paid as indicated in APP R, Part I, par. H.

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

1. Origin and destination;

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

3. Anticipated SIT period (NTE 90 days) at GOV’T expense.

E. Non-Temporary (Extended) Storage of HHG (FTR §302-8.4). An advance is not authorized for non-temporary
(extended) storage of HHG.

F. Movement of a Mobile Home (FTR §302-10.300/301). An advance may be paid for the transportation of a
mobile home when the employee is responsible for arranging and paying a commercial carrier to transport the
mobile home. The advance may not exceed the estimated amount allowable. No advance is authorized when the
GOV’T pays the carrier directly.

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

*H. Temporary Quarters Subsistence Expenses (FTR 8302-6.15). An advance may be paid to cover the estimated
TQSE expenses for up to 30 days. The DoD Component may subsequently pay additional travel advances for
periods up to 30 days (remembering the maximum TQSE period is 120 days for TQSE(AE) and 30 days for
TQSE(LS).

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

J. Attendants/Escorts for Military Dependents. An advance may be paid for the travel and transportation
allowances prescribed in par. C5850 or C7105.

K. Transportation and Emergency Storage of POV (FTR 8302-9.11). An advance for transportation and emergency
storage of a POV may be paid NTE the estimated expenses amount authorized for that purpose.

L. Advance Lodging Deposits. A traveler:

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

2. Is financially responsible for advance deposit repayment if the deposit is forfeited because TDY travel is not
performed for reasons unacceptable to the agency.
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PART E: TRAVEL CLAIMS AND RECEIPTS
C1300 TRAVEL CLAIM SUBMISSION
An employee should submit a travel voucher as specified in DODFMR, Volume 9, Travel Policy and Procedures

except when official assignments (TDY, TCS or PCS) are funded by a non-DoD agency. See par. C1001-C4. The
DoD Comptroller Finance Management Regulation website is found at http://www.dtic.mil/comptroller/fmr/.

C1305 FALSIFIED TRAVEL CLAIM

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

C1310 RECEIPT REQUIREMENT
*A. General. DoDFMR 7000.14-R, Volume 9 requires a receipt for:

1. Each lodging expense regardless of amount, and

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

an online booking hotel receipt.

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

1. Inflated, or

2. Higher than normal for similar services in the locality,
the expense must be disallowed.
NOTE: Each traveler must be advised to retain ALL receipts for tax or other purposes.
C1320 LOST/STOLEN/UNUSED TICKET/GTR REIMBURSEMENT

NOTE: SF-1170, Redemption of Unused Tickets, found at: http://www.gsa.qov/portal/content/102011.

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

1. Must safeguard each ticket, if issued, carefully at all times;
2. Must immediately report a lost or stolen ticket to the issuing CTO;

3. Is financially responsible to purchase a replacement ticket;
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4. Must not be reimbursed for the purchase of a replacement ticket until the GOV'T has received a refund for
the lost/stolen ticket.

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

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

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

NOTE 1: A traveler without sufficient funds to purchase duplicate transportation may be furnished the necessary
transportation on a cost charge basis according to individual DOD Component procedures. See DOD 4900.9-R
(DTR, Part 1). The necessary transportation is furnished as a personal loan for the traveler’s benefit. The
traveler remains financially responsible to the GOV’T for the lost or stolen ticket cost, regardless of fault or
negligence.

NOTE 2: A GTR may be issued and used only for official travel. A GTR must not be issued or used for personal
travel regardless of the reason, even on a reimbursable basis.
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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 special conveyances incident to TDY or PCS travel. This Part does not apply to reimbursement for transportation
expenses incurred in and around the PDS; 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. To/from 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 departs on 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

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

2. 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.

3. When the AO does not authorize/approve special 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 IAW par. C2150-8.

*4. See par. C1310 (and DoDFMR 7000.14-R, Volume 9) for receipt requirements.

B. Selecting a Rental Vehicle

1. DTR 4500.9-R, Part I, Chapter 106, Policy (http://www.transcom.mil/j5/pt/dtrpartl/dtr_part_i_106.pdf)

a. Itis mandatory to obtain rental vehicles through the CTO, when available. NOTE: It is not
mandatory to use a CTO when renting an airplane or bus.

b. The lowest cost rental service that meets the mission requirements must be selected for commercially
rented vehicles. The AO may authorize/approve an appropriately sized vehicle IAW mission requirements
when a compact car (the ‘standard’ for TDY travel) does not meet the requirement.
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c. Use of a rental car vendor participating in the DTMO rental car agreement is encouraged, because the
GOV'T rate includes 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 Programs in the left column. A vehicle participating in the DTMO rental car
agreement is listed 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 IAW par. C2102-C1b.

Example: Rental Car Vendor A lists a SUV as a participating vehicle under the DTMO rental car
agreement. If this SUV is rented, it has full liability and vehicle loss/damage insurance coverage for the
GOV’T traveler on official GOV’T business. Rental Car Vendor B does not list a SUV as a participating
vehicle, but has a SUV rental available. If the traveler rents a 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 may be required to provide justification
for additional rental car cost before reimbursement is allowed.

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

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 via the DTMO website at http://www.defensetravel.dod.mil or from:

*Defense Travel Management Office (DTMO)
Commercial Travel Division

Travel Management Branch

4800 Mark Center Drive

Suite 04J25-01

Alexandria, VA 22350-9000

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

C. Special Conveyance (Includes Aircraft) Reimbursement. See APP G.

D. Use Limited to Official Purposes. Use of a special conveyance is limited 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,
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7. Cleaning establishments, and

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

E. To/from Carrier Terminals. The traveler:

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

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 expense incurred in the use of such conveyance.

G. Special Conveyance Use for 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 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 guidelines for PDT are the same as for 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 Use in 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.
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B. Between Residence and PDS on the Day Travel Is 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,;

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

Available courtesy transportation services furnished by a lodging or similar facility should be used to the maximum
extent possible.
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PART A: TEMPORARY DUTY (TDY) TRAVEL
C4405 JUSTIFICATION

1. ATDY assignment may be authorized/approved only when necessary ICW official DoD activity or GOV'T
business.

2. Travel must be planned and scheduled to accomplish multiple objectives whenever possible.

3. Procedures must be in place to evaluate TDY requests to ensure that the:
a. Purpose is essential official business;
*b. Objective cannot be satisfactorily accomplished less expensively by correspondence, teleconferencing,
web-based communications, or other appropriate means (NOTE: This must be justified in a statement on
the order.);
¢. Duration is no longer than required; and

d. Number of persons assigned is held to the minimum.

4. TDY travel should not be authorized for secretaries or clerical personnel when such services are available at
the TDY site unless essential for mission accomplishment.

C4410 WHAT CONSTITUTES TDY TRAVEL
TDY travel includes the following:

1. An assignment away from the employee's PDS that is not so frequent or lengthy that the location is, in fact,
the employee's PDS;

2. Participation in civil defense activities authorized under department/agency regulations;

3. Witness duty to testify or provide information on the GOV’T’s behalf or on matters of official DoD concern;
4. Attendance as a complainant at an administrative hearing when the complaint is related to the complainant’s
Federal reemployment, the hearing is provided for by applicable Federal employment regulations, and it is held

in a location that serves the GOV’T’s interests;

5. Training course attendance conducted or sponsored by GOV’T agencies or approved under department/
agency regulations IAW 5 USC §84101-4118;

6. Attendance at technical, scientific, professional, or similar meetings and conferences sponsored or arranged
by non-Federal organizations;

7. Interview travel required to fill a vacancy when the travel is authorized and considered justified (restricted to
a GOV'T employee);

8. Assignment as an attendant to an employee with a special need/disability when the agency determines that
the employee is incapable of traveling alone on official travel (56 Comp. Gen. 661 (1977)); and

9. Change of command ceremony or funeral attendance (70 Comp. Gen. 200 (1991)) when the DoD
COMPONENT head or designee determines that circumstances relating to the component’s activities justify
designating the employee as the component’s official representative.
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C4415 TDY ASSIGNMENT SELECTIONS

Employee selection for a TDY assignment must be based on official necessity and qualifications of the individual to
best perform the service required.

C4420 ADVANCE NOTICE, CLEARANCES, AND OTHER REQUIREMENTS

A. Advance Notice. A TDY assignment to a DoD activity or other GOV’T agency installation should be cleared in
advance with the activity involved IAW department/agency regulations. When an assignment involves visits to
activities in more than one command, commands in different departments, agencies or OCONUS commands,
clearance must be obtained from the responsible command(s).

B. Clearances

1. Clearances, restrictions, and other requirements specified in the foreign clearance regulations and of the
separate departments/agencies must be followed ICW assignments to OCONUS areas.

2. Special instructions about foreign countries in a travel itinerary include:
a. Advance notification for submission of clearance requests before travel begins, and
b. Duty and travel restrictions for an employee who possesses highly sensitive information.

3. Security Clearance

a. An employee on TDY must follow all departmental security regulations.

b. An AO must ensure each traveler is thoroughly briefed on security provisions when classified
information disclosure is involved.

c. When required, notification of a traveler's access to classified material must be furnished to the
commander of a destination activity.

d. When pertinent, an employee's current security clearance must be stated in the order.

e. The AO must ensure security clearance designation correctness.
C. Employee Requirements. The employee is responsible for carrying out the mission for which travel is
undertaken. An employee who does not report to the TDY location, or who, upon arrival there, refuses to perform

the mission or resigns, is financially liable to the GOV'T for the GOV’ T-paid TDY travel and transportation
allowances.

D. Other Requirements. Departmental regulations require DoS notification when high-level personnel visit in
foreign areas (Foreign Service Act, Section 207, P.L. 96-465; 1 FAM 013.2b(a)(2) & (b); 2 FAM 043.1h).

C4425 ITINERARY VARIATION

A. Variation Authorized in the Order. An order may include authority for itinerary variations to permit a traveler
to:

1. Omit travel to named destinations,
2. Change the named destinations travel sequence,

3. Change the specified time for remaining at a named destination, and/or
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4. Travel to additional destinations.

B. Variation Not Authorized in the Order

1. When an order does not contain authority for itinerary variation, but circumstances arising after travel begins
require itinerary variation, the appropriate AO may orally authorize changes before the variance is made and
later confirm it in writing.
2. The authority for itinerary variation must not be substituted for inadequate advance preparation.
3. Variation authority does not grant a blanket order.

C4430 TDY TIME LIMITATION (EXCEPT TDY FOR TRAINING)

A. General
1. The AO must determine that the assignment is not a TCS or PCS move before authorizing a long-term TDY

assignment away from the PDS. All of the following criteria must be met for an assignment to be TDY (68
Comp. Gen. 465 (1989)):

a. The duties to be performed are temporary in nature,
b. The assignment is for a reasonable time duration, and
c. TDY costs are lower than round-trip TCS or PCS expenses.
2. An employee's PDS is where an employee spends, and is expected to spend, the most time.
3. The “temporary” designation of an employee's duty station on an order is not necessarily controlling.

4. Long-term TDY should not exceed 180 consecutive days (64 Comp. Gen. 205 (1985); 62 id. 560 (1983)).

B. 180 Consecutive Day Time Limitation. A TDY assignment at one location may not exceed 180 consecutive
days, except when authorized under par. C4430-C. This limitation does not apply to an employee assigned TDY at
more than one location for a collective period of over 180 consecutive days if the duty period at each location is 180
or fewer consecutive days. NOTE: Issuing a TDY order for 179 consecutive days, followed by a brief return to
the PDS, followed by another TDY order for return to the same location is a violation of this 180-consecutive-day
policy if the known, or reasonably anticipated, TDY duration was in excess 0f180 days when the initial order was
issued.

*C. TDY Periods in Excess of 180 Consecutive Days. When mission objectives or unusual circumstances require
TDY in one location for more than 180 consecutive days, and the par. C4430-A criteria are satisfied, the appropriate
authority for authorizing/approving TDY assignments in excess of 180 consecutive days at any one location is the
Secretary Concerned, Service Headquarters if delegated, DoD COMPONENT Director, the Chief of an appropriate
bureau or staff agency specifically designated for that purpose (2 Star equivalent), or Commander/Deputy
Commander of a Combatant command must determine if TDY of greater than 180 days is appropriate (38 Comp.
Gen. 853 (1959)). There must be no re-delegation of authority, except as stated above for Service Headquarters.
A written request and justification must be forwarded to the Secretary Concerned, Service Headquarters, a DoD
COMPONENT Director, the Chief of an appropriate bureau or staff agency specifically designated for that purpose,
service designated authority (refer to APP I, Part 1) (2 Star equivalent), or Commander/Deputy Commander of a
Combatant command as soon as practicable. This TDY length determination should be made before the order is
issued. If the situation does not permit determination before order issuance, the order may be issued and the case
submitted immediately to the appropriate authority who must:

1. Approve the order as written (making sure the advice in par. C4430-E is contained in the TDY order remarks
section), or
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2. Direct amending the order to:
a. Terminate the duty thereby returning the employee to the old station or assigning a new station,
b. Change the assignment from TDY to a PCS,

NOTE: If an employee is transferred by a PCS order to the TDY location, per diem, being paid ICW the
TDY assignment, stops on the date the employee is notified of the transfer (See par. C5083).

¢. Fix the period at 180 or fewer days from the reporting date at the TDY station, or
d. Authorize a TCS. Par. C4430-E.

NOTE 1: Authorization/approval to exceed the 180-day TDY limit is essential. If a traveler is TDY in excess of
180 days without authorization/approval, the traveler’s per diem stops as of the 181* day (54 Comp. Gen. 368
(1974) and B-185987, 3 November 1976).

NOTE 2: The authorization requirements in par. C4430-C do not apply to TDY assignments of civilian employees
deployed to Afghanistan or Iraq in support of ongoing contingency operations (APP A). The USD (P&R) memo,
‘Building Increased Civilian Deployment Capacity’ of 12 February 2008 recognized that deployments to Irag and
Afghanistan will typically be via TDY for periods of 12 or more months. Prior to the official travel start, the
order must cite the 12 February 2008 USD (P&R) memo as the waiver authority. The waiver authority does not
require USD (CPP) review; however, the authority when granted must be in the GOV’T’s interest. This policy
applies also to a non-DoD civilian employee if the order is DoD funded (par. C1001-A). The memo authority
does not allow an Agency/Service to authorize SIT of HHG extension beyond 180 days (par. C5191). The USD
(P&R) memo is found at:
http://www.cpms.osd.mil/ASSETS/D6393349C41E421AB3CBB78AB35D9A9A/Feb122008.pdf.

D. Temporary Change of Station (TCS) Instead of an Extended TDY. The AO may authorize the limited PCS
allowances of a TCS instead of TDY allowances for an employee when the extended TDY period is between 6 and
30 consecutive months. Discretionary TCS allowances, authorized in the GOV’T’s interest IAW par. C5715-B,
expire when the TCS mission is completed (Ch 5, Part O).

E. Taxation of Reimbursable TCS/TDY Allowances. An AO must advise the employee of the potential federal,
state, and local income tax obligations if the TCS or TDY assignment (including training assignment) is at one
location for more than a year. Tax rules may differ by state and locality.

1. An employee who performs TCS is subject to federal, state and local income tax obligations on some but not
all of the TCS reimbursements (par. C5650 for RIT allowance).

2. Acivilian employee’s TDY assignment at one location for more than a year may end up being considered,
by the IRS, to be a permanent assignment and any reimbursement (especially per diem) may be considered
taxable income by the IRS. A traveler should research potential state and local income tax obligations incurred
incident to an extended TDY assignment at one location (par. C4715 for ITRA).

3. An IRS statute, 26 USC 8162(a) and the implementing IRS regulations in 26 CFR 162, do not permit travel
expense deductions (including amounts for meals and lodging) during a TDY assignment at one location, if the
assignment exceeds one year. The traveler should check with state and local authorities regarding travel
expense deductions during a TDY assignment exceeding one year at one location.
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C4435 TDY PRIOR TO REPORTING TO THE FIRST PDS

If a new appointee is required to perform TDY before reporting to the first PDS, the appointee is authorized
transportation expenses and per diem while performing the assigned duties.

C4440 AUTHORIZED TDY TRAVEL WHILE ON LEAVE

A. General. Par. C4440 applies only if the need for the TDY is unknown to the employee prior to the employee’s
departure on leave. If the TDY is known by the employee before departure on leave, the employee is reimbursed
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 point if the TDY requirement is known before leave is begun (APP
P2).

B. TDY at Leave Point. An employee on leave away from the PDS, who receives a TDY order to perform TDY at
the leave point, is authorized per diem for the TDY performed in compliance with the order.

C. TDY at Other than Leave Point

1. Authorized to Resume Leave upon TDY Completion. An employee on leave away from the PDS, who
receives a TDY order to other than the leave point, is authorized round-trip transportation and per diem for
travel between the leave address (or the place at which the order is received, whichever applies), and the TDY
location (par. C2000-B). TDY allowances are payable at the TDY location.

2. Directed to Return to PDS upon TDY Completion. An employee away from the PDS, who receives a TDY
order at other than the leave point, is authorized transportation and per diem for travel from the:

a. Leave address (or the place at which the order is received, whichever applies) to the TDY station (par.
C2000-B); and

b. TDY station to the PDS.
TDY allowances are payable at the TDY location.

3. Directed to Proceed to a New PDS upon TDY Completion. An employee directed to proceed to a new PDS
after TDY completion is authorized PCS travel and transportation allowances for travel performed from the:

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

b. Leave address or place at which the order is received, as applicable, to the TDY station; and
c. TDY station to the new PDS.
TDY allowances are payable at the TDY location.
C4445 ROUND-TRIP TRAVEL BETWEEN RESIDENCE AND TDY LOCATION
Round-trip POC TDY travel may be authorized/approved between the residence and TDY location without
requiring the employee to first report to headquarters or the regular duty place. In authorizing/approving this travel,
the AO must consider mission requirements, relative expense, and practicability.
C4450 OCONUS TDY TRAVEL IMPACT ON BALANCE OF PAYMENTS
Frequent TDY assignment to the same OCONUS locale by the same employee must be evaluated periodically to

determine necessity and if there are alternatives. If evaluation indicates significant expenditures (ICW TDY
assignments) that have an adverse effect on the balance of payments, special attention should be given to
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minimizing spending.
C4460 TDY ASSIGNMENT TO A SUBMARINE

An employee must meet the specific physical requirements in the current edition of SECNAVINST 6420.1 series,
for TDY submarine assignment (http://www.combatindex.com/mil_docs/pdf/secnav/6400/6420-1D.pdf).

C4465 ILLNESS OR INJURY DURING OFFICIAL TRAVEL OR TDY ASSIGNMENTS

Ch 7, Part H.

C4470 TDY ASSIGNMENT ABANDONED OR NOT COMPLETED

Except as in Ch 7, Part H, if an employee abandons travel for acceptable personal reasons (e.g., illness in the family
or similar circumstances) before reporting to or completing a TDY assignment, only travel and transportation
allowances to the abandonment point are allowable. Costs relating to the employee’s return to the PDS are the
employee’s financial responsibility unless the employee completed the TDY mission.

C4475 TDY DEPARTURE FROM/RETURN TO DEPENDENTS’ RESIDENCE

A. Authorization/Approval. The AO may permit the traveler to begin official travel from the location at which the

traveler maintains the family residence if it is not the residence from which the traveler commutes daily to the work
site.

B. Starting/Ending Travel. If to the GOV’T’s advantage, POC use may be authorized/approved to begin/end at the:

1. Traveler’s residence (from which the traveler commutes daily to the PDS),

2. Location at which the traveler maintains the family residence if it is not the residence from which the
traveler commutes daily to the PDS, or

3. Place near the traveler’s residence where the POC is garaged/stored.
C. Cost. Relative cost should be a consideration.
D. Example. Traveler’s PDS is Alexandria, VA. The traveler resides in Alexandria during the workweek and
commutes daily to the PDS. The traveler maintains the family residence in Norfolk, VA. The traveler may be
permitted to begin and/or end official travel on TDY at Norfolk, VA.
C4480 POC TRAVEL TO AND FROM A CARRIER TERMINAL

For travel to and from a carrier terminal, reimbursement is authorized 1AW par. C2192.
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PART B: PER DIEM
C4550 PER DIEM RATE

A. General. Per diem prescribed in this Part is applicable for all TDY periods except when an AEA, authorized
under Part C, applies, and for all PDT periods. The per diem rate is determined based on the traveler's TDY
location, not the lodging location. See par. C4555-A if neither GOV'T QTRS nor commercial lodging is available
at the TDY location.

NOTE 1: When the TDY point or new PDS is a reservation, station, or other established area (including
established large reservation subdivisions (e.g., Pentagon, 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 is in Tennessee and Kentucky)), the per diem rate is the locality rate
specifically listed for the reservation, station or other established area. (DOHA Claims Case No. 2009-CL -
080602.2, 7 July 2010).

NOTE 2: When the location (reservation, station or other established area) is not specifically listed in the per
diem tables, the applicable per diem rate is based on the front gate location for the reservation, station or other
established area. Refer to the U.S. Census Bureau website (http://quickfacts.census.gov/cgi-bin/gfd/lookup)
which can help determine in which county a destination is located.

NOTE 3: If the specific location (e.g., city or town) is not listed in the per diem list, but the county is, then the
county per diem rate is the rate for all cities and towns in the county. If neither the city/town nor the county is
listed, that area is a Standard CONUS per diem rate location (par. C4550-F3).

B. Responsibility for Authorizing/Approving a Per Diem Rate. Each DoD COMPONENT head, or a designee, is
responsible to ensure per diem for a traveler is sufficient to meet the necessary subsistence expenses for the official
travel. Allowances in 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. Actual 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 employee;

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 a lower 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 (par. C4552-H).

C. Authorizing a Reduced Per Diem Rate. When it can be determined factually that a per diem rate prescribed in
this Part is in 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 (par. C4550-B), the AO should seek authority to
prescribe a reduced per diem 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. 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 authorizes a lower per diem rate to the requesting official. The reduced per diem rate does not apply to any day
the employee is traveling. The authorized reduced per diem rate must be stated on the order before travel begins
(or as part of an order amendment/modification covering a prospective period after the original order was
issued). See CBCA 2291-RELO, 20 April 2011. Except as indicated in pars. C4554-D and C4558-C, a DoD
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COMPONENT head (APP A) is the sole authority for substituting a lower per diem rate for the otherwise
applicable per diem rate prescribed in this Part.

D. Offices Designated to Authorize Decreased Per Diem Rate. A DoD COMPONENT head may authorize (in
advance) zero per diem or per diem rates in lesser amounts than those in
http://www.defensetravel.dod.mil/site/perdiem.cfm 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 a reduced or no per diem authority on the order before travel begins (or part of an order
amendment covering a prospective period after the order modification), an order, modified after the fact prescribing
a per diem rate different from those in http://www.defensetravel.dod.mil/site/perdiem.cfml is without effect. See
CBCA 2291-RELO, 20 April 2011. Reduced per diem rates should incorporate amounts for laundry/dry-cleaning/
pressing of clothes if the travel is OCONUS or for less than 4 days in CONUS.

NOTE: An increase to 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 offices listed in pars. C4550-E1 through E4:

1. Army: Army Civilian Advisory Panel Member, Department of the Army, Office of the Assistant G-1 for
Civilian Personnel, ATTN: DAPE-CP-EPD, Hoffman Building 1, Room 148, 2461 Eisenhower Avenue,
Alexandria, VA 22331-3001;

2. Navy and Marine Corps: Office of Civilian Human Resources, Workforce Relations and Compensation
Division (012), 614 Sicard Street SE, Suite 100, Washington Navy Yard, 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 rate is used for all CONUS locations when PDT is involved.

3. Effective 1 October 2010, the Standard CONUS per diem rate is:

LODGING M&IE TOTAL
$77 $46 $123

C4551 PER DIEM RATE REVIEW

A. General. When a traveler, 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-EPD, Hoffman Building 1, Room 148, 2461 Eisenhower Avenue,
Alexandria, VA 22331-3001.
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2. Navy - Navy Civilian Advisory Panel Member, Office of Civilian Human Resources, Workforce Relations
and Compensation Division (012), 614 Sicard Street SE, Suite 100, Washington Navy Yard, Washington, DC
20374-5072.

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

4. Air Force - Air Force Civilian Advisory Panel Member, HQ AF/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: Ch 4, Part C to cover one-time necessary expenses in excess of the prescribed per diem rate.

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:

Office of Travel, Transportation, and Asset Management

CONUS General Services Administration | ATTN: Jill Denning_(jill.denning@gsa.gov)
Locations (GSA) 1275 First Street NE, 1 Constitution Square, 6th floor (685C)
Washington, DC 20417
NonForeign *ATTN: EO/Allowances Branch
OCONUS Defe”sggircae"?émngfemem 4800 Mark Center Drive, Suite 04J25-01
Locations Alexandria, VA 22350-9000
Foreign Director of Allowances
OCONUS Department of State (DoS) State Annex 1, Room L314
Locations Washington, DC 20522-0103

C4552 GENERAL RULES REGARDING PER DIEM

A. Per Diem Beginning and Ending. For per diem, official travel begins on the day an employee leaves the place of

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

B. Restriction in Establishing PDS. Activities must not fix an employee’s PDS at a place for the purpose of

paying per diem when most official duties are performed at another place (31 Comp. Gen. 289 (1952)).

C. Per Diem at the PDS

1. Per Diem Not Allowed

a. Per diem cannot be authorized or paid within the PDS limits (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 (CBCA 1795-TRAV, 12 March 2010, B-318229, 22 December 2009.

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

¢. Non-payment of per diem applies even if the traveler vacated the permanent dwelling at the old PDS and
lodged in temporary lodging 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 (Arlington, VA) PCS on 15 June, performs TDY en route at
Ft. Leavenworth 1-31 July, returns TDY en route to the Pentagon 5-15 August, and then arrives PCS to Ft.
Polk on 31 August. The employee is authorized per diem at the Pentagon (old PDS) 5-15 August. If the
employee had departed on 15 June but performed TDY in Arlington, VA, first, no per diem is payable for
the TDY in Arlington immediately after detachment.

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

D. TDY at Nearby Places outside the PDS. Per diem is 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 personal 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 applies to PDT. For TDY travel, the prohibition applies if the total time en route and duty
period from the departure time until the return time to the PDS is 12 or fewer hours.

G. Per Diem Relationship to Overseas Post Differential. Per diem is paid to defray necessary TDY expenses while
traveling. The foreign or non-foreign OCONUS post differential provides additional compensation for 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 written material 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 traveling on TDY. The total daily amount paid by the GOV’T for the employee's lodging, meals, and
IE is NTE the applicable per diem rate authorized in Ch 4, Part B. See par. C4655 for a training course exception.
Ch 4, Part C for AEA information. NOTE: There is NO reimbursement for any items rented for contract QTRS
that are rented with an “option to buy” (GSBCA 15890-TRAV, 29 July 2003).

I. Personnel Traveling Together. ‘Personnel traveling together’ refers to travel away from the PDS during which
the mission requires the travelers to remain together as a group while actually traveling. Ordinary travel
reimbursements apply unless the travelers’ 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 travelers travel when the order directs limited 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.

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. APP R
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regarding attendance at a meeting and registration fees.

K. Employee Dies or Is in a Missing Status while in a Travel Status. Per diem terminates at the end of the calendar
day for on which the employee is determined to be dead or is otherwise in a missing status under the Missing
Persons Act.

C4553 ‘LODGING-PLUS’ PER DIEM METHOD COMPUTATION

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

A. General. Per diem for all official travel, including PCS, must be computed under the ‘Lodging-Plus’ method
except when:

1. Areduced per diem rate is authorized for the TDY under par. C4550-C;

2. A per diem for a TDY 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 lodging is furnished without cost to the
employee;

5. Per diem is not payable as indicated 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 ‘Lodging-Plus’ computation method, the per diem for each travel day is the actual amount the traveler
pays for lodging NTE the locality lodging ceiling, plus M&IE; the total of which may not exceed the applicable

maximum per diem rate for the TDY location. Pars. C4553-B through F apply in the specific situations described.

B. Maximum Per Diem Rate

1. Rates. The General Services Administration, Department of Defense, and Department of 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 (par. C4550-F3). Unspecified OCONUS locations in the
OCONUS per diem rates use the ‘Other’ rate for the applicable country.

2. Per Diem when the TDY Location Is a Reservation, Station, Other Established Area, or Established Large
Reservation Subdivision. When the TDY point or new PDS is a reservation, station, or other established area
(including established large reservation subdivisions (e.g., McGuire AFB and Ft. Dix)) that falls within two or
more corporate city limits (e.g., the districts of Honolulu and any other such as Ewa, HI) or crosses recognized
borders (e.g., Ft. Campbell is in Tn and KY), 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.

C. Per Diem Elements

*1. Maximum Lodging Expense Allowance. Per diem rates include a maximum amount for lodging expenses.
Reimbursement may not exceed actual lodging costs nor the applicable maximum amount unless an AEA is
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presxcribed. Receipts for lodging are required (see par. C1310 and DoDFMR 7000.14-R, Volume 9).

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

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

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

D. Computation

1. TDY of More than 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&IE 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&IE rate prescribed for any of the TDY locations is 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. Use the school
location M&IE rate for student dependent travel instead of a TDY location M&IE rate (par. C5120-C, Example
1). If lodging is required, the rules in par. C4553-D2 for travel of more than 24 hours apply.

NOTE: Per diem payment authorized by par. C4553-D1a may be taxable (ref. IRS Revenue Rule 68-663 &
26 CFR 8§162-2(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’s travel status and 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 is the 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: This is the 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
ceiling (as appropriate), plus the applicable M&IE rate prescribed for that location as provided in par.
C4553-D2e. If the traveler arrives at 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&IE applies for the arrival day.

(2) Lodging Not Required. When lodging is not required on the day travel begins, the per diem is the
next destination (TDY/stopover point) M&IE rate. For student dependent travel, the school location
M&IE rate applies.
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b. Full Calendar Travel Days

(1) Lodging Required. For each full calendar day a traveler is in a travel status and 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 ceiling (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 a traveler is in a travel status and lodging is not
required (such as when a traveler 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 is traveling or the last TDY location
if en route to the PDS.

¢. Returning from Travel

(1) Lodging Required. For each full calendar travel day when lodging is required at an en route
location while the traveler is returning to the PDS, home, or other authorized point, the per diem is the
actual lodging cost, NTE the applicable stopover point or TDY location lodging ceiling (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 diem is the
M&IE rate applicable to the preceding calendar day (for a student dependent, the rate applicable to the
preceding calendar day is the 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 is the M&IE rate applicable to the preceding day (last TDY or authorized delay point).
For a student dependent the M&IE 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&IE rate for the return day unless overnight lodging is 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., a location at which the traveler remained overnight)
site.

d. Departure Day from and Return Day to the PDS. The applicable M&IE rate is authorized at a flat 75%
of the TDY location M&IE on the departure day from, and the return day to, the PDS ICW TDY. For
student dependent travel, the school location M&IE applies. The GMR, PMR, $3.50 IE, or reduced per
diem rate do not apply on days of departure or return to PDS. If travel begins and ends on the same day,
and is longer than 12 hours, per diem is 75% of the appropriate M&IE rate.

E. Computing Per Diem when Crossing the International Dateline (IDL). The IDL is a hypothetical 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.
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180 Degrees
IDL

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

C4554 PER DIEM RULES CONCERNING MEALS

A. M&IE Rate Determination

1. Full Day

a. CONUS. The

(1) Applicable locality per diem rate,

(2) Standard GMR, plus $5 for IE on any day the GMR rate is prescribed IAW par. C4554-Alc
NOTE, or

(3) PMR, plus $5 for IE on any day the AO specifies the PMR rate.
b. OCONUS. The

(1) Applicable locality per diem rate, (plus the locality IE rate or $3.50 if the AO determines $3.50 to
be adequate for anticipated expenses (NOTE below on IE));

(2) Standard GMR for meals in a GOV’T dining facility/mess plus the IE rate (NOTE below) on any
day the GMR rate is prescribed AW par. C4554-Alc NOTE, or;

(3) PMR plus the IE rate (NOTE below) on any day the AO specifies the PMR rate.
NOTE: The IE rate OCONUS is the applicable locality per diem rate, or $3.50 when the AO determines
$3.50 to be adequate for anticipated expenses. Regardless of the location at which the traveler is lodged,
the $3.50 must be stated on the order for it to be paid for travel beginning on or after 1 July 2009. The
$3.50 IE rate does not apply on any day the employee is traveling.

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

NOTE: For formal training (par. C4554-A3) and deployments (par. C4990) the schoolhouse or COCOM/
JTF commander (not the AO) may specify the GMR or PMR based on GOV’T dining facility/mess
availability. The schoolhouse or COCOM/JTF commander may only specify the GMR for a day when all 3
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meals are available. The schoolhouse or COCOM/JTF commander may only specify the PMR when at least
one meal a day is available. A GOV’T dining facility/mess is available only if: GOV'T QTRS on a U.S.
INSTALLATION are available and the command controlling the GOV’T dining facility/mess on that U.S.
INSTALLATION has made the dining facility/mess available to the traveler. A GOV’T dining facility/mess
is not available on an interim travel day except when traveling within the AOR 1AW par. C4990-E2a(3).

2. Partial Days. On the days of departure from and return to the PDS, the GM, PMR, $3.50 IE, or reduced
per diem rate do not apply.

3. Schoolhouse Training (Formal Courses of Instruction). The schoolhouse commander is authorized to
determine the appropriate meal rate (GMR, PMR or locality meal rate) regardless of what the AO may put in
a TDY order to the contrary (See pars. C4554-Ala for CONUS and par. C4554-Alb for OCONUS). If there is
information about the course that provides the appropriate meal rate, that information, and its source should be
documented in the order. If that information is not available prior to order issuance, it must be provided to the
traveler by the schoolhouse commander (or designee) upon arrival at the school and submitted with the travel
voucher. GOV’T QTRS use may not be directed for a civilian employee (par. C1055-A).

B. Deductible Meal

1. The PMR in par. C4554-A applies on any day (except travel days to and from the PDS) when one or two
deductible meals is/are provided (APP R2, par. J). The GOV’T should not pay for the same meal twice (e.g.,
originally by registration fee, etc., and then again through per diem). A meal provided to the traveler for which
the GOV’T pays nothing does not affect per diem payment.

2. A deductible meal is a meal:

a. Made available pursuant to an agreement between a DoD COMPONENT or AGENCY and any
organization, if the order indicates the facility providing the meal(s) is available;

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

f. Provided by a lodging 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 meals is included in the lodging cost). NOTE: A negotiated rate
should fall either within the locality lodging ceiling, or if a conference lodging ceiling has been declared
(APP R) within the conference lodging ceiling. If the negotiated rate exceeds the locality (or conference)
lodging ceiling, an AEA should be provided to cover the higher lodging cost that includes the meal(s).

NOTE: ‘Light refreshments’ (including a continental breakfast) are a deductible meal if otherwise qualified
above and served at a meal time (e.g., breakfast - 0600-0800). Light refreshments served during a break (not
at a meal time) are not a deductible meal.

3. The following is not a deductible meal:
a. Box lunch (to include such things as C Rations, K Rations, MREs) -- except when an MRE and/or a box

lunch is the only method of providing an adequate meal to a traveler. 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,

c¢. 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. Meal provided by a lodging 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 IE for that day
($5 in CONUS; or the locality IE or $3.50 OCONUS) are payable.

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

a. is unable 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
c. 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 diem is payable to a civilian employee
under a civilian order who, as part of assigned duties, accompanies a military unit on field duty, or provides
noncombatant support to a military unit (APP A). 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 is required 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. Meals Provided by a Common Carrier or Complimentary Meals Provided by a Lodging Establishment. Meals
provided by a common carrier do not affect per diem. Complimentary meals provided by a lodging establishment
do not affect per diem as long as the room charge is the same with or without meals. Pars. C4554-B2e and C4554-
B2f when a charge for meals is added to the lodging cost. (CBCA-1900-TRAV, 3 May 2010.)

C4555 RULES CONCERNING LODGING AND LODGING COST

A. Lodging Location Rules

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

1. Lodging ata TDY Location. Ordinarily 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.

2. Lodging Not Available at a TDY Location. If lodging is 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 diem rate. If the
higher maximum rate is not justified and authorized in advance, an employee must furnish a written statement
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with the travel voucher satisfactorily explaining the circumstances.

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

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

2. GOV’'T QTRS. A fee or service charge paid for GOV’T QTRS use is an allowable lodging expense.
Reimbursement to the traveler for GOV’T QTRS use may not exceed the maximum locality lodging ceiling.

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 a friend or relative -
with or without charge — the official traveler may be reimbursed for additional lodging costs the host incurs in
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 a friend 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 has the
option to stay with a friend or relative. The official traveler is not reimbursed the cost of comparable
conventional lodging in the area or a flat ‘token’ amount.

Example 1: A civilian employee (extended TDY) and a member (short-term TDY), each traveling under an
official TDY order to Location A, reside together with family members who live at/ near Location A during
the TDY. They commute daily to the TDY location. The 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 (par. U4129-E).

Example 2: A DoD civilian employee is TDY (training) to Location A and stays in commercial lodging. A
family member later joins the employee at personal expense. The traveler is authorized NTE the single
room rate and room tax if applicable. See par. C4430, if the civilian employee’s TDY 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 the friend or relative is in the business of renting on a regular basis the lodginginvolved — for
example, if that individual is operating a hotel or apartment house — the “friends or relatives™ provision does
not apply (GSBCA 14398-TRAV, 24 Feb 1998).

NOTE 2: Shortly after being transferred to a new PDS, an employee was sent TDY to the old PDS 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 (GSBCA 15600-TRAV, 7 March 2002).

NOTE 3: A traveler assigned at Avon Park Air Force Range (AFR), Florida, lives in 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. The traveler
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 was to run until Friday, 25 February.
The traveler 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&IE even
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though the traveler lodged at the family residence in 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
is authorized 75% of the applicable M&IE rate for each day. M&IE for the days between the first and last
days is authorized at the full rate. Adopted from GSBCA 16652-TRAV, 26 August 2005.

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

*5. On-Line Booking Tool. Although savings may be realized through online booking agents, the traveler
should follow Service/Agency procedures for making lodging reservations, or (if permitted by Service/Agency
procedures), reserve a room directly with the hotel/chain (including the hotel’s online website). Lodging
reimbursement is not authorized for hotel lodging obtained through online booking agents unless an
itemized receipt for room costs is provided from the hotel.

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

D. Allowable Expenses when an Apartment, House, or Recreational Vehicle Is Rented or Used for Lodging. 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 lodging, per diem is
computed IAW par. C4553. Allowable lodging expenses are (50 Comp. Gen. 647 (1971) and 52 id. 730 (1973)):

1. Apartment, house, or recreational vehicle rent;
2. Parking space rental for the recreational vehicle;

3. Appropriate and necessary furniture rental, 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 the rented item (i.e., furniture) at the contract term end. A traveler may be
reimbursed for the cost of such a rental 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 TDY lodging, even if shipment/purchase was less expensive than rental would have been
(GSBCA 16699-TRAV, 17 August 2005).

NOTE 3: Some furniture rental agreements may require a damage waiver fee for damage protection as part
of the rental cost. A traveler may be reimbursed for the cost of such a fee as part of the cost of the furniture
rental while on TDY if the traveler has no other choice but to enter into such an agreement. (CBCA 1961-
TRAV, 20 July 2010).

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

7. Maid fees and cleaning charges;

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

may not be claimed. 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 a traveler to use timeshare lodging 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 fee, 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 Lodging. An employee may purchase
and occupy a residence at a TDY 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 days in 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 (Ch 4, Part C) is authorized/approved. Par. C4555-G does not
apply when the residence 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. Per Diem Basis. When the AO determines it necessary for a traveler to retain lodging at one TDY location
(Location A) for other than personal convenience and procure lodging at a second TDY location (Location B)
on the same calendar day, the lodging cost incurred at the second TDY location (Location B) at which the
traveler remained overnight is used for computing the traveler’s per diem for TDY at that location (Location B)
for that day.

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

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

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

c. Practicality of checking out (B-257670, 10 January 1995).
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3. Reimbursable Expense for Lodging. The lodging cost incurred at the first location (Location A) is
reimbursable as a reimbursable expense (APP G), if approved by the AO (60 Comp. Gen. 630 (1981)).

4. Maximum Reimbursement. Actual lodging cost reimbursement at the first TDY location (Location A) is
NTE the amount of per diem or AEA plus lodging tax that would have been paid had the traveler remained at
Location A overnight. Receipts are required for dual lodging claims.

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

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

7. Example. An order is prepared for TDY at Location C for 150 days. The AO knows the traveler is to spend
limited time at Location C and is also going to one or more other locations for lengthy periods during the TDY