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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 July 2012 
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 67-12(I)/MAP 77-12(I) -- Update References in JFTR/JTR.  Updates references in JFTR, Ch 6 and JTR, Ch 
3 based on changes made in JFTR/ JTR merger.  Affects pars. C3045-A5, C3045-F1, C3050, and C3525-G2. 
 
CAP 69-12(I) -- Add CBCA Decision On Extended TDY.  Adds Civilian Board of Contract Appeals (CBCA) 
Decision 2594-TRAV, dated 13 April 2012 on extended TDY.  Affects pars. C2230-A1 and F1. 
 
CAP 71-12(I) -- Replace Wording to Show Application to Civilian Employees.  Replaces wording in JTR, par. 
C3045-A1 to show application to civilian employees. 
 
CAP 74-12(I)/MAP 86-12(I) -- Add Reference for the DoD Foreign Clearance Guide.  Adds a reference for the 
DoD Foreign Clearance Guide (FCG) to JFTR/JTR, pars. U2015/C2015. 
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PART A:  GENERAL 
 
C2000  OBLIGATION TO EXERCISE PRUDENCE IN TRAVEL (FTR §301-70.1) 
 
A.  General.  A traveler must exercise the same care and regard for incurring GOV’T paid expenses as would a 
prudent person traveling at personal expense. 
 
B.  Receipts.  IAW DoDFMR 7000.14-R, Volume 9, a traveler must maintain records/receipts for:  
 

1.  Individual expenses of $75 or more, and  
 

2.  All lodging costs. 
 
Travelers are encouraged to retain all receipts in the event questions arise about expenses. 
 
C.  Traveler’s Financial Responsibility.  Excess costs, circuitous routes, delays or luxury accommodations that are 
unnecessary or unjustified are the traveler’s financial responsibility. 
 
C2005  LODGING PROGRAMS 
 
A.  General 
 

1.  The Army Lodging Success Program, Navy Elite Lodging Program, and GSA’s FedRooms Lodging 
Program provide adequate quality lodging at/below per diem and properties often are close to TDY location 
worksites. 

 
2.  Use of lodging facilities in these programs often results in cost savings to the GOV’T. 

 
3.  The FedRooms Lodging Program lodging rate is indicated by the use of an ‘XVU’ rate code as opposed to a 
‘GOV’ or other rate code. 

 
4.  Not all programs are available to all official travelers. 

 
B.  Not Considered GOV’T QTRS.  The following are not GOV’T QTRS:  
 

1.  Army Lodging Success Program,  
 

2.  Navy Elite Lodging Program,  
 

3.  GSA’s Fed Rooms Lodging Program,  
 

4.  GOV’T contracted lodging not located on an Installation to which the traveler is assigned. 
 
See DOHA Claims Case No. 2009 CL 080602.2, 7 July 2010. 
 
C2010  TRAVEL OFFICIAL RESPONSIBILITIES 
 
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. 
 
C2015  PASSPORT, VISAS, IMMUNIZATIONS, AND CLEARANCES 
 
*A.  General.  Applicable Service/Agency written material and (for DoD) the DoD Foreign Clearance Guide (FCG) 
located at https://www.fcg.pentagon.mil/fcg.cfm govern the requirements/procedures and documents relating to 
official travel to foreign countries regarding:  

http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter301p070.html/category/21868/#wp1091788�
http://comptroller.defense.gov/fmr/09/index.html�
http://www.dod.gov/dodgc/doha/claims/military/2009-CL-080602.2.pdf�
https://www.fcg.pentagon.mil/fcg.cfm�
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1.  Passports,  

 
2.  Visas,  

 
3.  Immunizations,  

 
4.  Advance clearance,  

 
5.  Special conditions, and  

 
6.  Other restrictions. 

 
B.  No-Fee Passport.  The necessary passport, visa (including green card) when required (see APP G), and record of 
prescribed immunization (shots) must be in the traveler’s possession when traveling, and a passport for each traveler 
is required for travel into a foreign country, or territory under control of a foreign country. 
 
C.  Time Limitations 
 

1.  A passport should be renewed before it expires, if practicable. 
 

2.  Most visas and immunizations have time limitations. 
 
C2020  TRAVEL JUSTIFICATION (FTR §301-71.101) 
 
A.  Directed Travel.  GOV’T-funded travel and transportation may be directed only:  
 

1.  When officially justified, and  
 

2.  By means that meet mission requirements consistent with good management practices. 
 
B.  Traveler Expenses.  A traveler must not be directed to perform official travel at:  
 

1.  Personal expense, nor  
 

2.  Reimbursement rates/amounts inconsistent with the JTR. 
 
C.  Limited Travel Funds.  Limited travel funds are not a basis for:  
 

1.  Denying official travel reimbursement, or  
 

2.  Reducing allowances. 
 
C2025  STANDARD CONUS PER DIEM RATE 
 
A.  Definition.  The Standard CONUS per diem rate is the rate for any CONUS location not included in a defined 
locality (county/area) in the CONUS. 
 
B.  CONUS PCS.  The Standard CONUS per diem rate is used for all CONUS locations when PCS is involved. 
 
  

http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter301p071.html/category/21868/#wp1092250�
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C.  Standard CONUS Per Diem Rate.  The Standard CONUS per diem rate is:  
 

Effective 1 October 2010 

LODGING M&IE TOTAL 

$77 $46 $123 
 
C2035  PRIVILEGES WHILE ON OFFICIAL TRAVEL 
 
A.  General.  A traveler under an official order may be able to use GOV’T:  
 

1.  QTRS,  
 

2.  Food services,  
 

3.  Exchanges, and  
 

4.  Recreational facilities owned, operated, or under DoD jurisdiction. 
 
B.  Availability/Use Determination 
 

1.  The local commander determines if GOV’T facilities may be used. 
 

2.  The conditions and limitations relating to facilities availability/use are in:  
 

a.  AR 215-8/AFI 34–211(I); AAFES Operations;  
 

b.  DoDI 1330.09, dated 7 December 2005, Under Secretary of Defense for Personnel and Readiness (USD 
(P&R)), Subject: Armed Services Exchange Policy; and  

 
c.  DoDI 1330.17, dated 8 October 2008, Subject: Armed Services Commissary Operations. 

 
C2040  IDENTIFICATION CARD 
 
A.  General.  When an employee is authorized OCONUS TDY travel or a 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), and  

 
2.  DoDI 1000.13, Identification (ID) Cards for Members of the Uniformed Services, Their Dependents, and 
Other Eligible Individuals. 

 
B.  Issuance.  Conditions and procedures for issuance and use are in applicable Service issuances. 
 
  

http://www.apd.army.mil/jw2/xmldemo/r215_8/head.asp�
http://www.dtic.mil/whs/directives/corres/pdf/133009p.pdf�
http://www.dtic.mil/whs/directives/corres/pdf/133009p.pdf�
http://www.dtic.mil/whs/directives/corres/pdf/133017p.pdf�
http://www.dtic.mil/whs/directives/corres/pdf/100001p.pdf�
http://www.dtic.mil/whs/directives/corres/pdf/100013p.pdf�
http://www.dtic.mil/whs/directives/corres/pdf/100013p.pdf�
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PART C:  TRAVEL ORDER 
 
C2200  GENERAL 
 
A.  Travel Order.  An order used to document official travel and transportation and expense reimbursement is an 
order issued/approved by the Secretarial Process directing travel to/from/between designated points.  See APP I for 
more information on travel orders. 
 
B.  Official Travel Conditions.  The order establishes conditions for GOV’T funded official travel and 
transportation, and provides the reimbursement basis for the traveler. 
 
C.  Issuance Prior to Travel.  An order should be issued before travel is performed. 
 
D.  Unauthorized Reimbursement 
 

1.  Travel reimbursement is not authorized when travel is performed before receipt of a written/oral order. 
 

2.  Expenses incurred before travel was contemplated/directed are not reimbursable.  
 
E.  Travel Order Necessity 
 

1.  Generally, an order is necessary except when same day in and around local travel with no lodging 
requirement is involved. 

 
2.  An order is not necessary when:  

 
a.  Travel is performed at/in the immediate vicinity of the PDS (local travel), and  

 
b.  The travel claim only involves reimbursement for transportation expenses authorized/approved as being 
in the GOV’T’s interest. 

 
3.  If an order is not issued for local travel, voucher approval is sufficient for reimbursement purposes. 

 
C2205  RETROACTIVE ORDER MODIFICATION AND AUTHORIZATION/APPROVAL 
 
A.  Modifications 
 

1.  An order:  
 

a.  May be retroactively corrected to show the original intent, and  
 

b.  Must not be revoked/modified retroactively to create/deny/change an allowance (24 Comp. Gen. 439 
(1944)).  Example: After travel is completed, it would be improper to amend an order to 'un-authorize' 
POC travel that the order clearly permitted. 

 
2.  A TDY location can be changed to a PDS but a PDS cannot be changed to a TDY station once travel to the 
PDS is complete (i.e., traveler has reported for duty). 

 
B.  Allowances.  Some allowances (because of law) may be:  
 

1.  Authorized only in advance of travel, or  
 

2.  Approved after travel is completed, or  
 
  

http://redbook.gao.gov/8/fl0039765.php�
http://redbook.gao.gov/8/fl0039765.php�
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3.  Authorized and/or approved. 
 
See APP A for definitions of “AUTHORIZE” and “APPROVE”. 
 
C.  Approval after the Fact.  When an allowance may be approved after the fact, that approval, after the fact, does 
not constitute 'retroactive modification' of an order to create/change/deny an allowance. 
 
D.  Deductible Meals.  See par. C4554-B regarding the effect of deductible meals on meal rates. 
 
C2210  TRAVEL AND REIMBURSEMENT ORDER 
 
A.  Written Order.  A written order: 
 

1.  Issued by competent authority is required for expense reimbursement ICW official travel. 
 

2.  That quotes/references an authority initiating the order is competent. 
 

3.  That does not have a box to check for a particular allowance should include a statement authorizing the 
allowance.  Example: DTR, 4500.9-R, Part 1, Chapter 106, par. B indicates that a statement authorizing 
commercial vehicle rental must be contained in an order to expedite processing at rental location. 

 
4.  May only contain authority for travel and transportation allowances provided in the JTR (i.e., other 
allowances cannot be ‘created’ by AOs). 

 
5.  Should include notice that if the order conflicts with the JTR, the JTR prevails (CBCA 2143-RELO, 11 
January 2011). 

 
B.  Oral Order 
 

1.  An urgent/unusual situation may require that official travel begin/be performed before a written order can be 
issued.  Under these circumstances an oral order, conveyed by any medium, may be given.  When this occurs, 
the AO must promptly issue a confirmatory written order. 

 
2.  An oral order: 

 
a.  Given in advance of travel,  

 
b.  Subsequently confirmed in writing giving the date of the oral order, and  

 
c.  Approved by competent authority  

 
meets the requirement for a written order. 

 
C.  Order Not Originated by Competent Authority.  An order issued under unusual conditions and not originated by 
competent authority must be approved by the AO before travel expense reimbursement. 
 
C2215  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  

http://www.transcom.mil/j5/pt/dtr.cfm�
http://www.cbca.gsa.gov/2007Relo/MCCANN_01-11-11_2143-RELO__MARK_R._KANIUT.pdf�
http://www.cbca.gsa.gov/2007Relo/MCCANN_01-11-11_2143-RELO__MARK_R._KANIUT.pdf�
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4.  Travel to additional destinations. 

 
B.  Variation Not Authorized in the Order.  Itinerary variation:  
 

1.  Changes may be orally authorized by the AO later confirmed in writing when an order does not contain 
itinerary variation authority, but circumstances arising after travel begins require itinerary variation. 

 
2.  Must not be substituted for inadequate advance preparation. 

 
3.  Does not grant a blanket order. 

 
C2220  AMENDED, MODIFIED, CANCELED, OR REVOKED ORDER 
 
A.  Effective Date of Order.  When determining the travel and transportation allowances under an order that is 
amended, modified, canceled or revoked before the effective date, the order is effective:  
 

1.  When received by the traveler for travel performed by the traveler/dependents, or  
 

2.  When, ICW a PCS, any transportation of HHG, mobile home or POV is begun or completed, even though 
leave, delay, proceed time, or TDY en route is involved. 

 
B.  Retroactive Modification.  See par. C2205 for retroactive modification and authorization/approval. 
 
C2225  BLANKET/REPEAT TDY ORDER 
 
A.  Travel Order Expiration.  A blanket/repeat TDY order does not expire when the traveler returns to the PDS.  It 
continues, in effect, until expiration by:  
 

1.  Time limit contained in the order,  
 

2.  Automatic cancellation upon PCS,  
 

3.  End of the fiscal year, or  
 

4.  Revocation. 
 
B.  Written Requirements.  The following statements, when applicable, must be written into the blanket/repeat TDY 
order. 
 

1.  Identification as a “blanket/repeat” TDY order;  
 

2.  Traveler authority to depart at such times and to travel to locations within the specified geographic area, and 
with such frequency as the traveler deems necessary;  

 
3.  The specific geographic area limitations (e.g., continents, countries, states, etc.);  

 
4.  The TDY travel period within a given fiscal year (i.e., a blanket/repeat TDY order cannot cross fiscal years);  

 
5.  The reason(s) the blanket/repeat TDY order is necessary;  

 
6.  Estimated travel costs (transportation, per diem, and reimbursable expenses) for the period indicated in the 
blanket/repeat order;  

 
7.  Authority for special conveyance use reimbursement when approved on a travel voucher as being to the 
GOV’T’s advantage, if appropriate;  
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8.  Excess accompanied baggage authorization, if necessary; and  

 
9.  Other conditions, limitations, and instructions as appropriate. 

 
C.  Not Used in DTS.  The blanket/repeat TDY order is not used in DTS. 
 
D.  ‘Other than Economy/Coach’ Accommodations Not Authorized.  A blanket/repeat TDY order must never 
authorize ‘other than economy/coach’ transportation.  If ‘other than economy/coach’ accommodations are necessary 
for one or more specific trips, an order amendment, containing the necessary separate required statements for each 
such trip, must be issued. 
 
E.  AEA 
 

1.  AEA is prescribed only on an individual trip basis, and only after consideration of the facts existing in each 
case. 

 
2.  AEA must not be authorized as part of a blanket/repeat TDY order or used as blanket authority to 
authorize/approve automatic AEA for all travel to an area. 

 
3.  See par. C4606 for AEA limitations. 

 
C2230  TDY TIME LIMITATIONS (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.  The traveler’s PDS is where the traveler spends, and is expected to spend, the most time. 

 
3.  The “temporary” designation of a traveler’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-Day Time Limitation 
 

1.  General.  A TDY assignment at one location may not exceed 180 consecutive days, except when authorized 
under par. C2230-C (36 Comp. Gen. 757 (1957)). 

 
2.  Extensions 

 
a.  Bona fide assignment extensions that, when added to the originally authorized period, total 181 or more 
consecutive days may be directed. 

 
b.  Extensions are limited to those cases where there has been a definite change or unforeseen delays were 
encountered.  This limitation does not apply to a traveler assigned TDY at more than one location that total 
181 or more days if the duty period at any location is less than 180 days;  
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3.  180 Day Rule Violation.  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 the 180-consecutive-day policy if the 
known/reasonably anticipated, TDY duration was in excess of180 days when the initial order was issued. 
 
C.  TDY Periods in Excess of 180 Consecutive Days 
 

1.  Authorization.  When mission objectives/unusual circumstances require TDY at one location for more than 
180 consecutive days the appropriate authority must determine if TDY of greater than 180 days is appropriate 
(38 Comp. Gen. 853 (1959)). 

 
2.  Authorizing/Approving Authority.  The appropriate authority for authorizing/approving TDY assignments in 
excess of 180 consecutive days at any one location is:  

 
a.  The Secretary Concerned,  

 
b.  Service Headquarters, if delegated,  

 
c.  DoD COMPONENT Director,  

 
d.  The Chief of an appropriate bureau/staff agency specifically designated for that purpose (2 Star 
equivalent),or  

 
e.  Commander/Deputy Commander of a Combatant Command. 

 
This authority must not be re-delegated, except as stated for Service Headquarters. 

 
3.  Written Request and Justification.  A written request and justification must be forwarded to the appropriate 
authority as soon as practicable.  This determination should be made before the order is issued. 

 
4.  Order Issuance after the Fact.  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:  

 
a.  Approve the order as written, or  

 
b.  Direct that the order be amended to:  

 
(1)  Terminate the duty and return the traveler to the old station or assign a new station,  

 
(2)  Change the assignment from TDY to a PCS,  

 
(3)  Fix the period at 180 or fewer days from the reporting date at the TDY station, or  

 
(4)  Authorize a TCS (C2230-E), and  

 
c.  Ensure the tax information in par. C2230-E is in the TDY order remarks section. 

 
5.  Per Diem 

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

 
b.  If a traveler is TDY in excess of 180 days without authorization/approval, the traveler’s per diem stops 
as of the 181st day (54 Comp. Gen. 368 (1974) and B-185987, 3 November 1976).  Authorization/ 
approval to exceed the 180-day TDY limitation is essential. 
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6.  Civilian Employees Deployed to Afghanistan/Iraq Supporting Ongoing Contingency Operations.  The 
requirements in par. C2230-C do not apply to a civilian employee’s TDY assignment when deployed to 
Afghanistan/Iraq supporting ongoing contingency operations (APP A). 

 
b.  The USD (P&R) memo, ‘Building Increased Civilian Deployment Capacity’ of 12 February 2008 
recognized that deployments to Iraq and Afghanistan are typically for TDY periods of 12 or more months. 

 
c.  Prior to the official travel start, the order must cite the 12 February 2008 USD (P&R) memo as the 
waiver authority. 

 
d.  The waiver authority does not require USD (CPP) review; however, the authority must be in the 
GOV’T’s interest. 

 
e.  This policy applies also to a non-DoD civilian employee if the order is DoD funded (par. C1000-A). 

 
f.  The memo authority does not allow an Agency/Service to authorize SIT of HHG extension beyond 180 
days (see par. C5191). 

 
7.  Previous Long-Term TDY Assignment 

 
a.  Taxable TDY Period.  When, after an employee’s TDY assignment has ended and the employee returns 
to the PDS, the employee returns to the same TDY location to perform another TDY assignment (within a 7 
month time frame after return to the PDS); this second TDY period could be considered, by the IRS, to be 
part of the previous long-term TDY assignment and thereby establish a ‘taxable’ TDY period. 

 
b.  7-Month Period Requirement 

 
(1)  Return to the previous long-term TDY location must not occur until at least a 7-month period at 
the PDS has transpired prior to return to the long-term TDY location. 

 
(2)  Only if the 7-month period at the PDS has transpired can the employee be returned to the TDY 
location without risk of having the two TDY periods considered one TDY assignment by the IRS. 

 
8.  Agency Liability for Employment Taxes.  Approving officials and Agencies must be aware that sending a 
traveler on TDY to one location for a year or more may result in Agency liability for employment taxes related 
to the TDY because the IRS considers such duty as a permanent move. 

 
D.  Temporary Change of Station (TCS) Instead of Extended TDY 
 

1.  The AO may authorize the limited PCS allowances of a TCS instead of TDY allowances when the extended 
TDY period is between 6 and 30 consecutive months. 

 
2.  Discretionary TCS allowances, authorized in the GOV’T’s interest and IAW par. C5715-B, expire when the 
TCS mission is completed (see Ch 5, Part O). 

 
E.  Reimbursable TCS/TDY Allowances Taxation 
 

1.  The AO must advise the traveler of the potential federal, state, and local income tax obligations if the TCS/ 
TDY assignment (including a training assignment) is at one location for more than a year.  Tax rules may differ 
by state and locality. 

 
2.  A traveler who performs TCS is subject to federal, state and local income tax obligations on some, but not 
all, of the TCS reimbursements.  See par. C5650 for RIT allowance. 

 
3.  A TDY assignment at one location for more than a year may be considered, by the IRS, to be a permanent 
assignment and any reimbursement (e.g., per diem) may be considered taxable income by the IRS. 
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4.  A traveler should research potential state and local income tax obligations incurred incident to an extended 
TDY assignment at one location.  See par. C4715 for ITRA. 

 
5.  An IRS statute, (26 USC §162(a)) and the implementing IRS regulations in 26 CFR 1.162 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. 

 
6.  The traveler should check with state and local authorities regarding travel expense deductions during a TDY 
assignment exceeding one year at one location. 

 
F.  TDY Assignment Initially Expected to Last Less than 1 Year 
 

*1.  A civilian employee’s TDY assignment at one location that is initially and realistically expected to last less 
than 1 year, but at some later date during the TDY period the TDY assignment is expected to exceed 1 year; that 
TDY assignment may be treated by the IRS as temporary until the date that the employee’s realistic expectation 
changed (to a period of one year or longer) (CBCA 2594-TRAV, 13 April 2012). 

 
2.  When an AGENCY has a “REALISTIC EXPECTATION” that the employee’s travel will exceed 1 year, 
travel reimbursements become taxable going forward (i.e., it does NOT apply to travel reimbursements before 
that time ).  See the IRS website.  See par. C4715 for ITRA. 

 
a.  Example 1: An employee is issued a TDY order for a period NTE 1 year at the TDY location.  While at 
TDY, the AGENCY learns that the employee is required to remain at the TDY location in excess of 1 year.  
When the decision is reasonably known that the assignment will exceed 1 year, the assignment is no longer 
considered temporary and the TDY allowances from that point forward become potentially taxable.  The 
assignment may be considered permanent and taxable by the IRS from the time that the decision to extend 
the period to be longer than 1 year is reasonably known.  All time at the TDY location preceding the time 
that the decision is reasonably known is considered temporary and probably will not be taxed by the IRS. 

 
b.  Example 2: An employee travels from the PDS to a TDY location in another state indefinitely twice a 
month.  Travel is indefinite in nature, but expected to last over 1 year or not expected to end in less than a 
year.  Reimbursement of TDY allowances are considered taxable by the IRS because TDY period is 
expected to exceed 1 year. 

 
3.  When, after an employee’s TDY assignment has ended and the employee returns to the PDS, the employee 
returns to the same TDY location to perform another TDY assignment within a 7 month time frame.  After 
return to the PDS, this second TDY period could be considered by the IRS to be part of the previous long-term 
TDY assignment and thereby establish a ‘taxable’ TDY period.  Return to the previous long-term TDY location 
must not occur until at least a 7-month period at the PDS has transpired prior to return to the long-term TDY 
location.  Only if the 7-month period at the PDS has transpired can the employee be returned to the TDY 
location without risk of having the two TDY periods considered one TDY assignment by the IRS. 

 
Example: Traveler’s PDS is Alexandria, VA.  The traveler performs a long-term TDY assignment in Atlanta, 
GA, for 179 days.  The TDY ends and the traveler returns to the PDS in Alexandria, VA.  The traveler remains 
at the PDS for 6 months and then returns to the previous TDY location in Atlanta, GA, to perform another 179-
day TDY.  The second TDY may be considered by the IRS to be a part of the previous TDY assignment and 
taxable because the traveler did not remain at the PDS in Alexandria for more than 7 months before returning to 
Atlanta to perform another TDY. 
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PART A:  GENERAL 
 

SECTION 2:  TRANSPORTATION REIMBURSEMENT 
 
C3040  ALLOWABLE TRANSPORTATION EXPENSES 
 
A.  General.  Transportation expenses include the cost of:  
 

1.  Airline, train (including sleeping accommodations/parlor car seats), ship (including ocean, waterway or 
ferry), and bus tickets;  

 
2.  Transportation to/from carrier terminals; and  

 
3.  A special conveyance. 

 
B.  POC Operating Expenses.  POC operating expenses ordinarily are reimbursed through a mileage allowance for 
TDY or a MALT for PCS/PDT. 
 
C.  Reimbursement.  Transportation expense reimbursement and mileage are in addition to per diem or actual 
expense allowance.  See Ch 4 for TDY expense allowances; and Ch 5 for PCS expense allowances. 
 
C3045  PERSONALLY-PROCURED COMMON CARRIER TRANSPORTATION REIMBURSEMENT 
 
A.  Mandatory Policy 
 

*1.  It is mandatory policy that all DoD civilian employees  use an available DTMO contracted CTO, or a GSA 
contracted TMC (when a DTMO contracted CTO is not available) for all official transportation requirements. 

 
2.  The eligible traveler must contact the responsible Agency/Service designated official if there is not an 
available DTMO contracted CTO/GSA contracted TMC for the official travel. 

 
3.  Payment construction comparisons provided below should in no way be interpreted to suggest that use of 
other than the DTMO contracted CTO (or GSA contracted TMC) is authorized or encouraged. 

 
4.  The payment options are provided for situations when the CTO (or a TMC) cannot be used. 

 
*5.  Par. C1035 applies to those who violate policy. 

 
B.  Reimbursement Limitations 
 

1.  Except for PCS transoceanic travel (see par. C5108-A), when a specific transportation mode is directed, a 
traveler, who must procure transportation without benefit of using a CTO, may be reimbursed for personally 
procured transportation NTE the directed mode cost.  Otherwise, the traveler is authorized transportation cost 
reimbursement in pars. C3045-D, C3045-E, C3045-F, C3045-G, and C3045-H. 

 
2.  Reimbursement may not exceed the accommodations cost in Ch 3, Parts F, G, and H. 

 
3.  See Ch 4, Part K when the transportation is partly by POC. 

 
4.  If a traveler uses GOV’T-procured transportation for part of a journey (see par. C3035), the limits in pars. 
C3045-D and C3045-E must be reduced by its cost. 
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C.  Transaction Fee 
 

1.  The cost paid by the GOV’T for GOV’T/GOV’T-procured transportation, in house or CTO transportation, 
frequently includes a transaction fee for arranging the transportation. 

 
2.  A CTO transaction fee incurred by a traveler is a miscellaneous reimbursable expense under APP G. 

 
3.  When a CTO is not available to the traveler, the transaction fee incurred for arranging transportation through 
other than a CTO is a miscellaneous reimbursable expense under APP G. 

 
D.  GOV’T/GOV’T-contracted Transportation/In-house or CTO/TMC Is Available 
 

1.  General.  When GOV’T/GOV’T-contracted transportation/in-house or CTO (APP A) services are available 
and the traveler procures common carrier transportation (including sleeping accommodations) at personal 
expense under a travel authorization/order, the traveler receives reimbursement for the actual transportation cost 
for the transportation mode authorized and used NTE the constructed transportation cost between authorized 
points. 

 
2,  Constructed Cost Basis.  For air transportation, constructed costs are based on the non-capacity controlled 
city-pair airfare, not the capacity-controlled city-pair airfare, if both are available.  Otherwise, the policy-
constructed airfare (APP A definition) is used. 

 
3.  Constructed Cost Limitations 

 
a.  If a city pair airfare is not available between origin and destination, the constructed transportation cost is 
limited by the policy constructed airfare (with the par. C3520-A6 exception). 

 
b.  Example:  There is often no city-pair airfare connecting origin and destination.  Several policy airfares 
(see APP A) between several origins/destinations must be combined to accomplish the travel from required 
origin to required destination.  Even if all airfares being combined are city-pair airfares, the combined 
airfares that eventually get the traveler from required origin to required destination does not constitute a 
city-pair airfare. 

 
c.  YCA city-pair airfare transportation is presumed available if there is a city-pair airfare established 
between the origin and destination points (as opposed to combining airfares, city-pair or otherwise between 
origin and destination). 

 
E.  GOV’T/GOV’T-contracted Transportation/In-house or CTO/TMC Is Not Available 
 

1.  When GOV’T/GOV’T-contracted transportation/in-house or CTO service is not available and the traveler 
procures common carrier transportation at personal expense, the traveler may receive reimbursement for the 
actual transportation cost for the mode authorized and used NTE the policy-constructed commercial 
transportation cost between authorized points. 

 
2.  CTO service not being available should be an extremely rare occurrence. 

 
3.  Each event of non-availability should lead to correction(s) that make CTO/TMC service available should the 
same situation arise again. 

 
F.  Transoceanic Travel - GOV’T/GOV’T-Procured Transportation Is Available 
 

*1.  When GOV’T/GOV’T-procured TDY transoceanic transportation is authorized and performed by common 
carrier at personal expense, the traveler is authorized reimbursement NTE the amount that would have been 
paid for the available GOV’T/ GOV’T-procured transportation.  See par. C5110 for PCS transoceanic travel. 
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2.  If both GOV’T and GOV’T-procured transportation are available, the lower priced mode is the maximum 
reimbursement measure. 

 
3.  When GOV’T/GOV’T-procured transportation is not available, reimbursement is authorized for the 
transportation cost NTE the policy-constructed airfare available over the direct route between the origin and 
destination. 

 
4.  See par. C3500-P for medically inadvisable airfare. 

 
G.  Transoceanic Ferry Fares.  When a TDY traveler travels at personal expense on a transoceanic ferry that is 
authorized/approved as being to the GOV’T’s advantage, reimbursement is authorized for the cost incurred, 
including any part attributed to POC movement (55 Comp. Gen. 1072 (1976)).  See par. C3665 for non-U.S.-
certificated ferries. 
 
H.  Other Reimbursable Expenses.  Reimbursement for additional transportation expenses (e.g., taxicab, bus and 
streetcar fares) incurred in the performance of duty is allowable as authorized in Part E. 
 
*C3050  REIMBURSEMENT FOR USE OF OTHER THAN THE AUTHORIZED TRANSPORTATION 
MODE OR ROUTE (FTR, §301-10.6, Subparts B, C, D, and E) 
 
A.  General 
 

1.  Ch 3, Part F applies when reimbursement is limited by costs of travel by the authorized transportation mode 
over a usually traveled route (18 Comp. Gen. 477 (1938); 21 id. 116 (1941)). 

 
2.  The TO determines the applicable transportation mode for constructed cost purposes. 

 
3.  Except for POC travel for personal convenience, when travel by a route/transportation mode other than that 
authorized in a travel authorization/order, reimbursement is subject to the conditions and restrictions stated in 
this par. 

 
B.  GOV’T and GOV’T-procured Air Transportation Available 
 

1.  When GOV’T/GOV’T-procured air transportation use is required under pars. C3500-O, C3530, C3530-B, 
and C3530-C, but a traveler elects to travel by a different transportation mode, at personal expense, 
reimbursement for the transportation cost must not exceed the amount that would have been paid for the 
available GOV’T/GOV’T-procured air transportation. 

 
2.  Constructed costs are based on the non-capacity controlled city-pair airfare, not the capacity-controlled city-
pair airfare, if both are available. 

 
3.  If a city-pair airfare is not available between the origin and destination, the constructed cost is limited by the 
policy-constructed airfare (APP A definition) (with the exception noted in par. C3520-A6). 

 
4.  Non-capacity controlled city-pair airfare transportation is presumed available if there is city-pair airfare 
between the origin and destination points, regardless of whether or not space would actually have been available 
had the traveler used air transportation for the official travel. 

 
5.  GOV’T/GOV’T-procured air transportation is not available when: 

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

 
b.  GOV’T and/or GOV’T-procured air transportation use would involve circuitous travel or undue 
inconvenience; or  
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c.  Travel via aircraft is medically inadvisable. 

 
6.  The lower-priced transportation mode is the reimbursement limit if appropriate GOV’T and GOV’T-
procured transportation are both available. 

 
7.  If only GOV’T-procured transportation is available, its cost is the reimbursement limit. 

 
C.  GOV’T/GOV’T-procured Air Transportation Not Available 
 

1.  When GOV’T/GOV’T-procured air transportation is not available, or GOV’T air transportation is not 
available, reimbursement for transportation used must not exceed the policy-constructed airfare (APP A 
definition) available for scheduled commercial air service over the usually traveled direct route between the 
origin and destination. 

 
2.  If aircraft travel is medically inadvisable, reimbursement is limited to the least costly passenger 
accommodations on a commercial ship. 

 
D.  Use of Non-U.S.-certificated Air Carriers or Non-U.S. Registry Ships 
 

1.  There is no reimbursement (for any leg of the journey) for transportation cost when unauthorized/ 
unapproved non-U.S.-certificated/registry carrier (or ship) service is used. 

 
2.  If U.S.-certificated/registry carrier/ship service is available for an entire trip and the traveler uses a non-U.S.-
certificated/registry carrier/ship for any part, or all, of the trip, the transportation cost on the non-U.S.-
certificated/registry carrier or ship is not payable (FTR §301-10.143). 

 
E.  Computation 
 

1.  Except as prohibited in pars. C3525 and C3660, reimbursement for travel by other than that authorized 
transportation mode and/or route is limited to the cost the GOV’T would have paid for the authorized 
transportation mode and/or route.  The traveler is paid whichever (actual or constructed) is less. 

 
2.  The authorized transportation mode means the transportation mode that would have been furnished IAW 
these Regulations. 

 
3.  Constructed reimbursement for taxicab fares, plus tip or public transit system fares, must not exceed the 
amount that would have been incurred by the authorized transportation mode. 

 
4.  Per diem is limited to the amount that would have been paid for travel by the authorized transportation mode. 

 
5.  The constructed transportation cost and the normal scheduled travel time for the carrier must be obtained 
from the appropriate transportation officer or other authentic tariff source. 

 
F.  Dependent Travel Limited to the GOV’T-offered Air Transportation Cost.  Dependent travel reimbursement is 
subject to the travel authorization/order limitations.  See par. C3500-O. 
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PART F:  COMMERCIAL AIR TRANSPORTATION 
 
C3500  GENERAL 
 
A.  Cost Efficiency.  Common carrier air transportation is generally the most cost efficient and expeditious way to 
travel. 
 
B.  Arranging Transportation.  Arranging official transportation through a DTMO-contracted or GSA-contracted 
TMC (when a DTMO-contracted CTO is not available) is mandatory. 
 
C.  Personally Procured Transportation.  See par. C3045-B for reimbursement for personally procured transportation 
(whether properly or improperly personally arranged) in lieu of using GOV’T/ GOV’T procured transportation 
under this Part. 
 
D.  Grantee Status.  A grantee cannot use GSA city-pair airfares.  Use the chain of command for "grantee" status 
determinations. 
 
E.  Scheduling Travel 
 

1.  Each command, member, and/or dependent should determine travel requirements in sufficient time to 
reserve and use economy-/coach-class accommodations. 

 
2.  See Ch 2, Part F ICW scheduling travel. 

 
3.  Unless proper documentation/justification is provided, each traveler and/or dependent must be provided 
economy-/coach-class accommodations for all official business travel, including PCS, TDY, RAT leave, R&R, 
FEML, flights over 14 hours, and personnel evacuation. 

 
F.  Rest Periods.  See, par. C4485 ICW rest periods. 
 
G.  Authorizing/Approving Officials.  The officials listed in par. C3510:  
 

1.  May authorize/approve business/first class travel, and  
 

2.  Must consider each request for business/first class service individually, carefully, and consider Command/ 
Agency finances and mission requirements. 

 
H.  Decisions Support Tool 
 

1.  Business Class.  See APP H3B. 
 

2.  First Class.  See APP H2C. 
 
I.  Documentation Requirements.  See APP H for document requirements/procedures. 
 
J.  Travel Order.  The following must be stated on the order:  
 

1.  The traveler’s certification of the reason(s) for ‘other than economy/coach’ use. 
 

2.  Specific authorization/approval for which ‘other than economy/coach’ condition(s) was/were met,  
 

3.  The cost difference between ‘other than economy/coach’ and economy-/coach-class. 
 

4.  Traveler certification when a regularly scheduled flight between authorized origin and destination (including 
connection) points provides only ‘other than economy/coach’ accommodations. 
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5.  Specific justification and the paragraph number for the specific reason for travel (for ‘other than economy/ 
coach’ travel). 

 
K.  Additional Costs 
 

1.  When requested travel accommodations are not authorized/approved, the traveler is personally financially 
responsible for all additional costs resulting from ‘other than economy/coach’ accommodations use.  Additional 
costs are the difference between the ‘other than economy/coach’ cost of transportation used and the 
transportation class for which the traveler/dependent was eligible. 

 
2.  A traveler/dependent who purchases an airline ticket to accommodate circuitous/indirect or personal 
convenience travel in conjunction with official travel is not authorized reimbursement for any economy/coach 
cabin upgrade (e.g., ‘economy plus’/‘Signature seating’, or advance seat assignment costs) on legs of travel to/ 
from personal destinations (par. C2000). 

 
L.  Advance Seat Assignment.  For all official travel, a traveler and/or dependent is authorized/approved 
reimbursement for any advance seat assignment fee. 
 
M.  Blanket Travel Order.  See APP A, BLANKET ORDER for ‘other than economy/coach’ transportation 
exceptions ICW a blanket travel order. 
 
N.  Less Than Minimum Standards.  Less than minimum standards may be authorized IAW par. C3005-G. 
 
O.  Restrictions 
 

1.  An AO must strictly follow aircraft travel policy IAW Ch 3, Part C. 
 

2.  Air is the usual transportation mode to/from OCONUS. 
 

3.  GOV’T/GOV’T-procured air transportation should be used for travel to/from, and between OCONUS areas. 
 

4.  Except when air travel is not possible for medical reasons, a traveler may be required to travel by regularly 
scheduled commercial aircraft. 

 
5.  Par. C3050-E explains computing reimbursement when other than the authorized transportation mode or 
route is used. 

 
6.  Reimbursement limitations for travel by an alternate mode or route must be stated on the order under which 
any dependent travels. 

 
7.  A traveler must make transportation arrangements IAW Ch 2, Part F. 

 
8.  GOV’T aircraft may be used only for official purposes IAW 41 CFR 101-37.402. 

 
9.  Travel by GOV’T/GOV’T-procured air transportation (unless medically inadvisable) is required for an:  

 
a.  Employee on TDY travel: 

 
(1)  To and from CONUS, or  

 
(2)  Between OCONUS duty points; and  

 
b.  Employee and a dependent performing PDT to, from, and between OCONUS duty stations. 
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P.  Air Travel Medically Inadvisable 
 

1.  General.  A traveler/dependent is not required to travel by air if medically inadvisable.  When air travel is 
medically inadvisable for a family member, the family should not be separated unless the family agrees to be, or 
unless the mission requires the traveler to travel separately. 

 
2.  Bona Fide Fear or Aversion to Flying.  If a traveler has a bona fide fear or aversion to flying, to the extent 
that serious psychological/physical reaction would result, this may be a basis for the issuance of a medical 
certificate precluding aircraft travel.  The condition must be certified by competent medical authority (i.e., a 
licensed medical practitioner) and authorized by the AO in advance of travel.  The traveler and the AO must 
each be furnished a copy of the written medical determination. 

 
3.  Ship Transportation.  If ship transportation is used, when air travel is medically inadvisable, the 
transportation provided must be the least costly accommodations.  See par. C3660 for stateroom standards and 
required U.S. registry ship use. 

 
4.  Family Member’s Medical Travel.  Non-availability of GOV’T/GOV’T-procured air transportation does not 
apply for directing a traveler to use GOV’T/GOV’T-procured transportation when a medical condition prevents 
a family member’s travel by aircraft. 

 
C3505  ACCOMMODATIONS WHEN AUTHORIZATION/APPROVAL IS NOT NEEDED 
 
A.  Cabins Equipped with Same Seating.  If an airline flight has only two cabins but equips both cabins with one 
type of seating (i.e., seating girth and pitch are the same), codes the airfares in the front of the airplane as full fare 
economy class, and only restricted economy airfares are available in the ‘economy’ cabin, the entire aircraft is 
economy seating.  Qualifying for ‘other than economy/coach’ travel is not required to purchase a non restricted 
economy fare seat in the front of the aircraft as the entire aircraft is ‘economy’. 
 
B.  Business-/First-Class Airfare Costs Less than Least Expensive Unrestricted Economy-/Coach-class Airfare.  
When a business-/first-class airfare costs less than the least expensive unrestricted economy-/coach-class airfare, no 
authorization/approval is required.  Comparison of the business-/first-class airfare to an economy-/coach-class 
airfare more expensive than the least expensive unrestricted economy-/coach-class airfare is not authorized. 
 
C.  No Cost Upgrades.  Upgrades to business/first class at no cost to the GOV’T, do not require authorization/ 
approval. 
 
C3510  AUTHORIZING/APPROVING OFFICIALS FOR ‘OTHER THAN ECONOMY/COACH’ AIR 
ACCOMMODATIONS DETERMINATIONS 
 
A.  Authorizing/Approving Officials.  The officials listed below may authorize/approve ‘other than economy/coach’ 
use for a traveler/dependent if any of the criteria in par. C3515 or C3520 are met.  See DoDD 4500.9, par. 3.4.3.1, 
USD memo of 17 November 2003 and OMB Bulletin 93-11, 19 April 1993. 

 FIRST CLASS BUSINESS CLASS 

OSD and Defense 
Agencies 

Administration and Management 
Director.  No further delegation. 

Administration and Management Director.  
May be delegated no lower than three-star 
or civilian equivalent level. 

Joint Staff and 
Combatant Command 

Joint Staff Director, or as delegated.  Re-
delegation may be no lower than a three-
star major commander. 

Joint Staff Director, or as delegated.  May 
be delegated no lower than two star or 
civilian equivalent level. 

Military Departments 

Secretary may delegate to Under 
Secretary, Service Chiefs, Vice/Deputy 
Chiefs, and four-star major commanders 
or their three-star vice/deputy 
commanders.  No further delegation. 

Secretary may delegate to Under 
Secretary, Service Chiefs, Vice/Deputy 
Chiefs, four-star major commanders, 
three-star deputy/vice commanders, or two 
star/civilian equivalent level.  No further 
delegation. 

http://biotech.law.lsu.edu/blaw/dodd/corres/pdf2/d45009p.pdf�
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B.  Authorization/Approval Authority for Business Class Authorization/Approval Officials.  Business class 
authorization/approval authorities must obtain authorization/approval for their own business class travel from the 
next higher approval authority.  See par. C2110-I. 
 
C3515  ECONOMY PLUS/COACH ELITE SEATING 
 
A.  General.  This seating is typically designated by the airline within the economy/coach passenger cabin.  The 
seats typically have additional legroom. 
 
B.  Authorization/Approval.  The AO must determine that the additional cost of economy plus type seating is in the 
GOV’T’s interest and/or necessary because the traveler and/or dependent is limited by a special need (see APP A) 
such that lesser cost economy-/coach-class accommodations are not adequate. 
 
C.  Additional Fee Seating.  Additional fee seating includes any seating in the economy/coach cabin provided for an 
additional fee.  This includes the aisle, window, exit row, or bulk head if there is an additional cost for this seating.  
Additional fee seating must be authorized/approved as being in the GOV’T’s interest. 
 
D.  Airline Designation/Name.  Economy plus/coach elite seating service may vary from airline to airline, and use 
various names, but it is in the economy/coach cabin and is not ‘other than economy/coach’ travel. 
 
C3520  BUSINESS CLASS AND FIRST CLASS 
 
A.  Restrictions and Limitations 
 

1.  Stopover, Rest Stop, or Overnight Rest Period.  The traveler/dependent is not eligible for business class 
accommodations at GOV’T expense, if a/an:  

 
a.  En route stopover, regardless of who pays the expenses during the stopover, is an overnight stay; or  

 
b.  En route rest stop is authorized, or  

 
c.  Overnight rest period occurs at the TDY location before beginning work. 

 
2.  Scheduled Flight Time.  Scheduled flight time is the time between the scheduled aircraft departure from the 
airport serving the PDS/TDY point and the scheduled aircraft arrival at the airport serving the TDY point/PDS 
including scheduled non overnight time spent at airports during plane changes. 

 
3.  Return Flight.  On TDY travel:  

 
a.  The 14-hour rule applies only to the out bound (i.e., PDS to TDY location) scheduled flight time to a 
TDY location. 

 
b.  For the return flight, less than business class (e.g., economy/coach) is required if the return flight is not 
critical and the traveler can rest before reporting back to work. 

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

 
5.  Arrival/Reporting Time Not Mission Critical.  Business/first class accommodations may not be provided for 
official travel for PCS, R&R, FEML, personnel evacuation,, RAT leave, EVT, or FVT since arrival/reporting 
time in these cases is not mission critical. 

 
6.  Aircraft has Only Two Classes of Service.  If an aircraft has only two classes of service (i.e., two ‘cabins’) 
with two distinctly different seating types (i.e., girth and pitch) available; and the front cabin is termed business-
class by the airline and the tickets are fare-coded as business-class, then the front cabin is business-class. 
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B.  Exceptional Circumstances.  Use of business-/first-class service must not be common practice and is used only 
under exceptional circumstances. 
 
C.  Authorized/Approved Circumstances for Business Class and First Class Use.  Business/first class service may be 
authorized/approved under one or more of the conditions/circumstances listed in the following table.  NOTE: If 
business-class is available, the traveler may not be moved into first-class even though both are shown.  Both 
classes are shown in the table not to permit an option, but to permit the lowest/least expensive class to be used. 
 

Business Class and First Class Accommodations 
may be Authorized/Approved Under One or More of These 

Conditions/Circumstances: 

BUSINESS 
CLASS 

FIRST 
CLASS 

 
1.  Lower Class Accommodations Are Not Reasonably Available 
 

a.  Reasonably available:  
 

(1)  Means that accommodations, other than first/business class, are available on 
an airline scheduled to leave within 24 hours of the traveler’s proposed departure 
time, and scheduled to arrive within 24 hours before the traveler’s proposed 
arrival time. 

 
(2)  Does not include a scheduled arrival time later than the traveler’s required 
reporting time, or a scheduled departure time earlier than the time the traveler is 
scheduled to complete duty. 

 
b.  When ‘lower class accommodations are not reasonably available’ is used to 
justify business/first class, the authorizing/approving official must state on the order: 

 
(1)  When the TDY travel was identified, and  

 
(2)  When travel reservations were made, and  

 
(3)  The cost difference between economy/coach and business class or first class 
(as appropriate). 

 
X 

 
X 

 
2.  Mission Essential 
 

a.  Space is not available in economy/coach on any scheduled flight in time to 
accomplish the official (TDY) travel purpose/mission; a purpose/mission that is so 
urgent it cannot be postponed. 

 
b.  When TDY travel in business/first class accommodations is authorized/approved 
because the mission is “so urgent it cannot be postponed,” business/first class 
accommodations may only be authorized for the out bound flight to the TDY 
location. 

 
c.  Economy-/coach is used for the return flight, if the return flight is not critical 
and the traveler can rest before reporting back to work. 

 
Business class should be used, if available. 

 
X 

 
X 

 
3.  Medical Reasons.  See par. C2110-Jfor medical reasons.  First-class may be 
considered for use when business class is not available. 

 
X 

 
X 

 
4.  Exceptional Security Circumstances.  These include:  
 

 
X 

 
X 
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Business Class and First Class Accommodations 
may be Authorized/Approved Under One or More of These 

Conditions/Circumstances: 

BUSINESS 
CLASS 

FIRST 
CLASS 

a.  A traveler whose use of other than business class or first-class service would 
endanger the traveler’s life, or GOV’T property. 

 
b.  A protective detail agent accompanying an individual authorized to use business 
class or first class service. 

 
c.  A courier or control officer accompanying a controlled pouch/package. 

 
Business class should be used, if available. 
 
5.  Required by the Mission for Selected Personnel.  This is exclusively for use ICW:  
 

a.  Federal advisory committees,  
 

b.  Special high level invited guests, and  
 

c.  U.S. Armed Forces attachés accompanying foreign government minister traveling 
to the U.S. to consult with U.S. Federal GOV’T officials. 

 
This is not applicable to NOAA. 
 
Business class should be used, if available. 

 
X 

 
X 

 
6.  Regularly Scheduled Flights.  When regularly scheduled flights between the 
authorized origin and destination (including connection points) provide only business 
class, or only first class accommodations. 

 
X 

 
X 

 
7.  Transportation Payment by a Non-Federal Source.  When a non Federal source 
pays, in advance, for the transportation service. 
 

a.  At least one of the circumstances in this table must also be met. 
 

b.  The travel order must state that transportation services have been paid, in 
advance, by a non federal source. 

 
c.  See the Joint Ethics Regulation (JER), DoD 5500.7-R. 

 
X 

 
X 

 
8.  Congressional Travel.  Travel of an Armed Forces member accompanying a 
Member of Congress or congressional employee, on official travel under 31 USC 
§1108(g). 

 
X 

 
X 

 
9.  Adequate Sanitation/Health Standards 
 

a.  Economy-/coach accommodations on non-U.S.-certificated carriers do not 
provide adequate sanitation/health standards. 

 
b.  Non U.S. certificated carrier service use must be authorized/approved IAW the 
Fly America Act. 

 
c.  See par. C3525 for rules governing U.S. certificated carrier use. 

 
X 

 
X 

 
10.  Overall Saving to GOV’T.  When business class use results in overall saving to 

 
X 
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Business Class and First Class Accommodations 
may be Authorized/Approved Under One or More of These 

Conditions/Circumstances: 

BUSINESS 
CLASS 

FIRST 
CLASS 

the GOV’T that would be incurred while awaiting economy-/coach-class service (e.g., 
no additional subsistence costs, overtime, or lost productive time).  A cost comparison 
must be stated on the order. 
 
11.  Flight Time in Excess of 14 Hours (TDY Travel Only). 
 

a.  All of the following criteria must be met:  
 

(1)  Scheduled flight time is in excess of 14 hours (this includes non overnight 
airport stopovers and plane changes), and  

 
(2)  Origin and/or destination is OCONUS, and  

 
(3)  The mission is so unexpected and urgent it cannot be delayed/postponed, 
and  

 
(4)  A rest period cannot be scheduled en route, or at the TDY site before 
starting work. 

 
b.  The authorizing/approving official must state on the order: 

 
(1)  When the TDY travel was identified, and 

 
(2)  When travel reservations were made, and  

 
(3)  The cost difference between economy/coach class and business class. 

 
X 

 

 
12.  Required by Foreign Government Regulations, MOU/MOA/SOFA.  Travel of 
foreign government personnel if required by that country’s regulations, a 
memorandum of understanding (MOU), a memorandum of agreement (MOA), and/or 
a status of forces agreement (SOFA) when travel is done in the GOV’T’s interest. 

 
X 

 

 
C3525  U.S.-CERTIFICATED AIR CARRIER USE 
 
A.  Code Share Flights 
 

1.  When using code share flights involving U.S.-certificated and non-U.S.-certificated air carriers, the U.S.-
certificated air carrier flight number must be used on the ticket for the travel to qualify as having been on a 
U.S.-certificated air carrier. 

 
2.  If the non-U.S.-certificated air carrier flight number is used on the ticket, the ticket is on a non U.S.-
certificated air carrier and a non availability of U.S.-certificated air carrier document is needed. 

 
B.  Non-U.S.-Certificated Air Carriers 
 

1.  A Uniformed Service member, DoD civilian employee, and dependent is required to use available U.S.-
certificated carriers for all official commercial air transportation as indicated in par. C3500. 

 
2.  A Uniformed Service member, DoD civilian employee, or a dependent may not be authorized to travel by 
non-U.S.-certificated air carrier if a U.S.-certificated air carriers is available. 

 
3.  49 USC §40118(d) permits the Secretary of State and the Administrator of AID to authorize their employees 
to travel by non-U.S.-certificated air carriers between two places in foreign areas even if U.S.-certificated air 

http://143.231.180.80/view.xhtml?req=granuleid:USC-title49-section40118&num=0�
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carriers are available.  This authority does not apply to a Uniformed Service member, DoD civilian employee, 
or any of their dependents. 

 
C.  Most Direct Route between Two OCONUS Locations 
 

1.  The ‘Fly America Act’ does not mandate travel across the CONUS when traveling between two OCONUS 
locations (e.g., Travel from Europe may be routed in an easterly direction to Asia instead of west via CONUS). 

 
2.  When it is determined that a U.S.-certificated air carrier is or was not reasonably available for the most direct 
route between two OCONUS locations, use of a non-U.S.-certificated air carrier may be authorized/approved 
(GSBCA 16632-RELO, 15 July 2005). 

 
D.  Requirements  
 

1.  Available U.S.-certificated air carriers must be used for all commercial air transportation of persons/property 
when the GOV’T funds the air travel (49 USC §40118(d) and B-138942, 31 March 1981). 

 
2.  Except as provided in par. C3525-F, U.S.-certificated air carrier service is available if the:  

 
a.  Carrier performs the required commercial air transportation, and  

 
b.  Service accomplishes the mission, even though:  

 
(1)  A comparable/different kind of service by a non-U.S.-certificated air carrier costs less, or  

 
(2)  Non-U.S.-certificated air carrier service is preferred by the service/traveler,  

 
(3)  Non-U.S.-certificated air carrier service is more convenient for the service/traveler, or  

 
(4)  The only U.S.-certificated air carrier service available (49 USC §40102) requires boarding/leaving 
the carrier between midnight and 6 a.m., or travel spanning those hours (the traveler may have a brief 
non work period NTE 24 hours may be authorized/approved, for "acclimatization rest" at destination as 
well as per diem during the rest period when the destination is other than the traveler's PDS) (56 
Comp. Gen. 629 (1977)). 

 
E.  Exceptions 
 

1.  Exceptions do not apply if an indirect route is used for personal convenience and a U.S.-certificated carrier is 
available over the direct route.  

 
2.  U.S.-certificated air carrier service is not available when one of the following exceptions exists:  

 
a.  Bilateral/Multilateral Air Transportation Agreement.  Transportation is provided under a bilateral/ 
multilateral air transportation agreement to which the U.S. GOV’T and the government of a foreign country 
are parties, and which the Department of Transportation has determined meets the requirements of the Fly 
America Act. 

 
b.  No Service on a Flight Segment.  No U.S.-certificated air carrier provides service on a particular flight 
segment, in which case non-U.S.-certificated air carrier service may be used, but only to/from the nearest 
interchange point on a usually traveled route to connect with a U.S.-certificated air carrier service. 

 
c.  Involuntarily Rerouting.  A U.S.-certificated air carrier involuntarily reroutes a traveler on a non U.S.-
certificated air carrier.  If given a choice to substitute service, the traveler should select a U.S.-certificated 
air carrier, if it does not unduly delay the travel (59 Comp. Gen. 223 (1980)). 

 
d.  Transportation Paid for by non U.S. GOV’T Source.  Air transportation on a non-U.S.-certificated air 

http://www.gsbca.gsa.gov/relo/s1663215.pdf�
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carrier is paid in full directly, or later reimbursed, by: 
 

(1)  A foreign GOV’T (e.g., under Foreign Military Sales (FMS) funded with foreign customer cash or 
repayable foreign military finance credits);  

 
(2)  An international agency; or  

 
(3)  Another organization.  (B-138942, 31 March 1981 and 57 Comp. Gen. 546 (1978)). 

 
NOTE: See the Security Assistance Management Manual, DoD 5105.38-M, Chapter 4, par. C4.5.12, when 
travel is on Security Assistance Business. 

 
e.  Travel Time 

 
(1)  Non-U.S.-certificated air carrier service would be 3 hours or less, and U.S.-certificated air carrier 
use would at least double en route travel time. 

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

 
(3)  If a U.S.-certificated air carrier does not offer nonstop/direct service (no aircraft change) between 
origin and destination, a U.S.-certificated air carrier must be used on every flight segment in which it 
provides service unless, when compared to using a non-U.S.-certificated air carrier, such use would:  

 
(a)  Increase the number of foreign OCONUS location aircraft changes made by 2 or more; or  

 
(b)  Extend travel time by at least 6 hours or more; or  

 
(c)  Require a connecting time of 4 or more hours at a foreign OCONUS interchange point. 

 
(4)  Examples 

 
(a)  Example 1.  A traveler is going from Guyana to Belize.  There is no nonstop travel between 
the two locations.  There is a U.S.-certificated carrier that goes from Guyana to NY City, and then 
another U.S.-certificated carrier from NY City to Miami, and finally a non-U.S.-certificated airfare 
from Miami to Belize.  Alternatively, there is a non-U.S.-certificated airfare from Guyana via 
Miami to Belize.  The ‘usual routing’ would be Guyana to Miami to Belize and use of a non-U.S.-
certificated carrier would be appropriate, as travel via NY City would extend the trip by over 6 
hours. 

 
(b)  Example 2.  A traveler going from Washington, DC, to Addis Ababa, Ethiopia could travel 
overnight using (currently) a city pair from Washington to Addis Ababa via Frankfurt on a U.S.-
certificated carrier (and/or code share), with a connection time under 2 hours, and then fly to 
Addis Ababa on a code share.  Use of an available non-U.S.-certificated carrier from Washington 
to Addis Ababa would require a formal exception to ‘Fly America’. 

 
(c)  Example 3.  If there is no U.S.-certificated carrier, the general rule for DoD is to use a non-
U.S.-certificated carrier to the CLOSEST point at which a U.S.-certificated carrier can be found 
and then use a U.S.-certificated carrier for the remainder of the trip.  In the reverse, use a U.S.-
certificated carrier to the farthest distance possible and then use the non-U.S.-certificated carrier 
for the remainder.  If there is a code share airline available that uses the U.S.-certificated air 
carrier’s flight number, that is considered to be the same as using a U.S.-certificated carrier, as 
long as the U.S.-certificated carrier’s flight number is used. 

 
f.  AO Determination.  The AO determines that a U.S.-certificated air carrier cannot provide the needed air 
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transportation, or cannot accomplish the mission. 
 

g.  Medical Reason.  Non-U.S.-certificated air carrier use is necessary for a medical reason, (including use 
to reduce the number of connections and possible delays when transporting persons needing medical 
treatment). 

 
h.  Traveler Safety 

 
(1)  Non-U.S.-certificated air carrier use is required to avoid an unreasonable safety risk (e.g., terrorist 
threats). 

 
(2)  Approval based on an unreasonable safety risk must be in writing, on a case by case basis.  
Determination and authorization/approval of non-U.S.-certificated air carrier use based on a threat 
against a U.S.-certificated air carrier must be supported by a travel advisory notice issued by the FAA 
and the DoS. 

 
(3)  Determination and authorization/approval of non-U.S.-certificated air carrier use based on a threat 
against GOV’T employees/other travelers must be supported by threat evidence. 

 
i.  Only First Class Available.  Only first class accommodations can be furnished by a U.S.-certificated air 
carrier but less than first class accommodations are available on a non-U.S.-certificated air carrier (60 
Comp. Gen. 34 (1980)). 

 
j.  Excess Per Diem Cost.  When the total delay, including delay in initiation of travel from a TDY point, in 
en route travel and additional time at the TDY station before the traveler can proceed with assigned duties, 
involves more than 48 hours of per diem costs in excess of the per diem cost incurred if a non-U.S.-
certificated service was used (56 Comp. Gen. 216 (1977)). 

 
k.  Travel between Midnight and 6 a.m. 

 
(1)  The only U.S.-certificated air carrier service between foreign OCONUS points requires:  

 
(a)  Boarding/exiting the carrier between midnight and 6 a.m., or  

 
(b)  Travel between midnight and 6 a.m.,  

 
and a non-U.S.-certificated carrier is available that does not require travel at those hours. 

 
(2)  The traveler may travel by non-U.S.-certificated carrier to the nearest practicable interchange point 
on a usually traveled route to connect with a U.S.-certificated air carrier (56 Comp. Gen. 629 (1977)). 

 
l.  Transportation Paid by a non Federal Source.  A non-U.S.-certificated carrier may be used when 
transportation is paid for by a non Federal source, IAW the Joint Ethics Regulation (JER), DoD 5500.07-R, 
or service regulations for non DoD Services. 

 
F.  Non Availability Documentation 
 

1.  Non-U.S.-certificated air carrier use may be authorized/approved when the AO determines a U.S.-
certificated air carrier is unavailable based on par. C3525-E criteria. 

 
2.  Documentation explaining why U.S.-certificated air carrier service is not available must be provided to the 
traveler. 

 
3.  Endorsements on the order and/or GOV’T travel procurement document, made IAW Service regulations, are 
acceptable. 
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4.  The documentation should include the: 
 

a.  Traveler’s name,  
 

b.  Non U.S.-certificated air carrier(s) used,  
 

c.  Flight identification number(s),  
 

d.  Origin, destination and en route points,  
 

e.  Date(s),  
 

f.  Justification, and  
 

g.  Authorizing/approving official’s title, organization and signature. 
 
G.  Travel Schedule 
 

1.  General 
 

a.  Schedules maximizing U.S.-certificated air carrier use must be selected. 
 

b.  Schedule selection is made using the following guidelines when: 
 

(1)  U.S.-certificated air carrier service is available at the origin, schedules providing service by a 
usually traveled route, between origin and destination, and originating with a U.S.-certificated air 
carrier must be used;  

 
(2)  U.S.-certificated air carrier service is not available at origin/interchange point, non-U.S.-
certificated air carrier service should be used only from origin to the nearest practicable interchange 
point on a usually traveled route, between origin and destination, to connect with a U.S.-certificated air 
carrier;  

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

 
*2.  Schedule Selection.  The following example applies par. C3525-G1a when selecting a schedule. 
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3.  Example 
 

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

 
Schedule 1 Schedule 2 

Monday/Tuesday/Thursday/Saturday/Sunday Wednesday/Friday/Saturday 
 City Time Air Carrier  City Time Air Carrier 

Depart: Ankara 0830 Non U.S. Depart: Ankara 0800 U.S. 
Arrive: Frankfurt 1210  Arrive: Rome 1100  
Depart: Frankfurt 1325 Non U.S. Depart: Rome 1650 Non U.S. 
Arrive: Stuttgart 1410  Arrive: Stuttgart 1940  

Schedule 3 Schedule 4 
Wednesday/Friday/Saturday Daily (except Saturday) 

 City Time Air Carrier  City Time Air Carrier 
Depart: Ankara 0800 U.S. Depart: Ankara 1130 Non U.S. 
Arrive: Istanbul 0855  Arrive: Istanbul 1220  
Depart: Istanbul 1430 U.S. Depart: Istanbul 1430 U.S. 
Arrive: Frankfurt 1620  Arrive: Frankfurt 1620  
Depart: Frankfurt 1650/2120 Non U.S. Depart: Frankfurt 1650/2120 Non U.S. 
Arrive: Stuttgart 1730/2200  Arrive: Stuttgart 1730/2200  

 
b.  Using par. C3525-G, the example schedule choice is limited to schedules 2 and 3, because service is 
provided by a usually traveled route and originates with U.S.-certificated air carrier service. 

 
c.  Schedule 3 provides U.S.-certificated air service from Ankara via Istanbul to Frankfurt, while U.S.-
certificated air service is available under schedule 2 between Ankara and Rome. 

 
d.  Schedule 3 should be selected because it uses U.S.-certificated air service to the farthest practical 
interchange point on a usually traveled route. 

 
e.  If the schedules were limited to 1 and 4, schedule 4 would be selected since it involves more U.S.-
certificated air carrier travel than schedule1.  55 Comp. Gen. 1230 (1976). 

 
H.  Reimbursement.  There is no transportation reimbursement, for any leg of a trip, when unauthorized/unapproved 
non U.S.-certificated air carrier service is used.  If a U.S.-certificated air carrier service is available for an entire trip 
and the traveler uses a non-U.S.-certificated air carrier for any part of the trip, the transportation cost on the non-
U.S.-certificated air carrier is not payable (41 CFR §301-10.143). 
 
C3530  UNIQUE AIR TRANSPORTATION CIRCUMSTANCES 
 
A.  Operations and Maintenance Technician and Crash Firefighter.  The following employees may be required to 
travel for any distance, by any type of aircraft that meets mission requirements:  
 

1.  Operations and Maintenance Technician.  An employee whose duties involve the repair, maintenance, or 
performance of aircraft or airborne equipment, and  

 
2.  Crash Firefighter.  A crash firefighter for whom travel by aircraft is necessary ICW the employee’s duties. 
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B.  Required as a Condition of Employee's Assignment.  ICW a duty assignment, an employee may be required to:  
 

1.  Travel by aircraft for any distance, when required as part of the assignment conditions;  
 

2.  Be aboard an aircraft to make repairs/observe aircraft performance;  
 

3.  Use air travel for expeditious duty performance in different geographical locations; and/or  
 

4.  Be aboard any type of GOV’T aircraft on scheduled /nonscheduled flight. 
 
C.  Necessary for Mission Accomplishment or when Air Is the Only Mode Available 
 

1.  Travel by aircraft, for any distance, is required with/without the employee's consent when necessary for 
mission accomplishment, or air is the only transportation mode available. 

 
2.  An employee may be required to travel on scheduled commercial aircraft or on transport-type GOV’T 
aircraft operated on scheduled/semi-scheduled flights. 

 
3.  An employee’s acceptance of an order authorizing air travel constitutes agreement to the provisions of the 
particular order. 

 
D.  Air Evacuation Required for Medical Reasons 
 

1.  Transportation Mode.  Travel by appropriate aircraft must be required when competent medical authority 
determines it is necessary for an employee’s medical evacuation. 

 
2.  Employee Medical Transportation.  See par. C7500 for authority to provide GOV’T funded commercial air 
transportation for an employee’s medical evacuation when assigned to a foreign OCONUS PDS. 

 
3.  Dependent Medical Transportation.  See par. C5134 for authority to provide GOV’T funded commercial air 
transportation for medical evacuation of a dependent of an employee assigned to a foreign OCONUS PDS. 

 
4.  Other Employee Transportation.  See DIA Manual 100-1, Vol. 1, Part 4, Section K also for a civilian 
employee assigned to a Defense Attaché Office and/or DIA Liaison Office. 
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