Joint Travel Regulations (JTR) Cover Letter

JOINT TRAVEL REGULATIONS, VOL. 2 JTR)

CHANGE 563

1 SEPTEMBER 2012

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 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)

FRANCINE BLACKMON
Deputy Assistant Secretary of the Air Force
(Air 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 79-12(E)/MAP 88-12(E) -- APP W Coast Guard Deletions. Deletes all Coast Guard locations in Alaska
except for MSD Dutch Harbor. Affects APP W.

CAP 84-12()/MAP 97-12(1) -- Updates evacuation references in JFTR/JTR, Ch 6 (Part A). Affects pars.
C6000, C6005-B3, B5, and B6; and C6010-B1 and B2.

CAP 85-12(/MAP 99-12(1) -- FEML Updates. Certifies Dili, Timor-L’Este as a new USPACOM FEML
location, the designated APOD is Honolulu, HI. The FEML effective date is 20 June 2012 valid for two years per
DASD (MPP) memo of the same date. Affects APP S.

CAP 86-12(1) -- Change Automobile to Vehicle. Changes ‘automobile’ registration, driver’s license and taxes to
‘vehicle” under examples of reimbursable costs for Miscellaneous Expense Allowances (MEA) to include
motorcycles. Affects par. C5310-D5.

CAP 88-12(1)/MAP 102-12(1) -- OSD CAP and USPHS MAP Organization Updates. Updates OSD CAP
relocation changes and USPHS MAP organization changes IAW HHS memo dated 13 July 2012. Affects
FEEDBACK REPORTING, and pars. C4550-E4, C4551-A5, and C5175-B4.

CAP 91-12(1)/MAP 103-12(1) -- Remove Cancelled DoD Issuance. Removes DoDI 4500.42 from JFTR/JTR
pars. U2405-B2 and C2405-B2. DoD issuance was cancelled on 24 May 2010

CAP 92-12()/MAP 106-12(1) -- Dependent Travel Restriction for Pakistan. Updates APP Q1 and Q3 to
establish a dependent travel restriction for travel to Pakistan.
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CAP 95-12()/MAP 108-12(1) -- Special Conveyance/Rental Vehicles Reimbursement. Corrects erroneous
wording in APP G relating to special conveyance/rental vehicles reimbursement.
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Introduction (JTR) Introduction

INTRODUCTION TO JOINT TRAVEL REGULATIONS, (JTR)
DEPARTMENT OF DEFENSE CIVILIAN PERSONNEL

FOREWORD

The Per Diem, Travel and Transportation Allowance Committee (PDTATAC) publishes these regulations.
PDTATAC is chartered under the Department of Defense (DoD). Its members are a Deputy Assistant Secretary
from each of the military departments and the Director of the National Oceanic and Atmospheric Administration
Corps (NOAA), the Commandant of the Coast Guard (USCG), and the Surgeon General of the Public Health
Service (USPHS). The PDTATAC Chair isthe Deputy Assistant Secretary of Defense (Military Personnel Policy
(MPP)).

PURPOSE AND AUTHORITY

JTR pertains to per diem, travel and transportation allowances, relocation allowances, and certain other alowances
of DoD civilian employees and civilians who travel using DoD funding.

With the exception of DoD civilian employees appointed under Section 625(d) of the Foreign Assistance Act of
1961, as amended (22 USC §2385(d)), who are authorized per diem, travel, and transportation allowances |AW
Volume 14, State Department Foreign Affairs Manual (FAM), these regulations are the sole travel and
transportation allowances regulations for DoD components.

If there is a headquarters dispersal, each PDTATAC member has authority to prescribe the allowances in these
regulations. Each DoD PDTATAC member may issue necessary regulations prescribing travel and transportation
allowances applicable to that Service (or those Services in the case of the DON) until the headquarters activities
again are centralized. NOTE: The JTR remain asthe governing regulations for OSD and Defense Agency
employees. At that time, PDTATAC isagain vested with regulation issuing authority.

The JTR isissued under the following authorities:

1. Federa Travel Regulation (FTR), published by GSA (41 CFR 300-304); the Department of State
Standardized Regulations (DSSR) for Government Civiliansin Foreign Areas, issued by State Department; and
regulations published by the Office of Personnel Management (OPM) (CFR, Title 5);

2. The USC, primarily sections found in Title 5 (especially Chapter 57, concerning allowances for travel,
transportation, and subsistence) and Title 10;

3. Executive Orders, GSA Commuted Rate Schedule, and DoD directives and instructions; and

4, Decisions of the U.S. Comptroller General (GAO), the GSA Board of Contract Appeals (GSBCA), the GSA
Civilian Board of Contract Appeals (CBCA), and the OSD General Counsel (OSD(GC)).

CLAIMS AND ADVANCE DECISIONS

Under 31 USC 83702, the Comptroller General of the U.S. settled claimsinvolving federal civilian employees
travel, transportation and relocation allowances until 30 June 1996 when that function was transferred to the OMB.
OMB delegated this authority to the GSA, who assigned it to the GSBCA. Effective 6 January 2007 Congress
established the CBCA within GSA (Section 847 of P. L. 109-163) and the claims settlement function was transferred
from GSBCA to CBCA.

A civilian employee appealing atravel voucher settlement must submit the appeal to CBCA (no specific form or
format isrequired) at the address listed below. The claim must be forwarded through the proper paying office (i.e.,
the office that made the payment), which must attach an administrative report explaining why the claim was settled
asit was. An accountable officer desiring an advance decision on an issue involving the interpretation of the JTR
must forward the request for an advance decision through the PDTATAC.
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Correspondence to CBCA should be addressed to:
The Civilian Board of Contract Appeals

1800 F Street, NW

Washington, DC 20405-0002

Phone Number of the Clerk of the Board (202) 606-8800
FAX (202) 606-0019
Internet address of the CBCA: http://www.cbca.gsa.gov

Throughout the JTR, Comptroller General (Comp. Gen.) Decisions from the GAO and decisions from the GSBCA
or CBCA arereferenced. Decisions appearing in the published annual GAO volumes are cited by volume, page
number, and date, e.g., 71 Comp. Gen. 530 (1992). GAO decisionsthat do not appear in the published GAO
volumes are cited by the appropriate file number and date, e.g., B-248928, 30 September 1992. GSBCA decisions
on their website are listed by category and case number (the case number includes the date the decision was issued),
e.g., Travel Cases, GSBCA 14401-TRAYV issued 06-01-98. In JTR, these decisions are cited by GSBCA case
number, category, and date, e.g., (GSBCA 14515-TRAV, 22 July 1998).

For GSBCA decisions visit their website at: http://www.gsbca.gsa.qov/.
For CBCA decisions visit their website at: http://www.cbca.gsa.gov.

PARAGRAPH NUMBERING SYSTEM

The JTR paragraph numbering system is coordinated with that of the JFTR . Theletter "C," precedes the 4-digit
paragraph number (the first or first two digits indicate the chapter number) and subparagraph designators, as shownin
the following breakdown. NOTE: Not all paragraph numbersare in consecutive numerical sequence (e.g., C1000,
C1001, C1002); numbers may be skipped (e.g., C5001, C5005, C5010) so that a new paragraph can be added
without changing existing paragraph numbering.

Paragraph: C1052-B2b(3)

JTR references and citations should be in the following format:

JTR, par. C1052

JIR, par. C1052-B2
JTR, par. C1052-B2b(3)
JTR, pars. C1052-C1058

Paragraphs and subparagraphs may contain itemizations. Reference to a specific item should be in the following
format:

JTR, par. C1052-B2b(3)b
JTR, par. C1055-A2

The most specific reference should be used.
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CHANGES

Civilian Travel Determinations (CTDs) make changesto the JTR. A CTD iseffective on the indicated date. It may be
effective on the JTR publication date, on the PDTATAC Chair’s signature date, on a date after the last signature
mutually agreed upon by the Services, or, if permitted or required by law or an FTR amendment or DSSR change,
some other date. When an effective date is earlier than the date assigned to the published change page, the changes are
disseminated using the DTMO website.

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

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

Per Diem Bulletins, published in the Federal Register, change the non-foreign OCONUS per diem rates.
FEEDBACK REPORTING

JTR change recommendations should contain an explanation of, and rationale for, the proposed change. When the

proposal relates to an actual situation, the details should be included. Submit feedback reports concerning inadequate

per diem rates IAW par. C4551.

1. Army. Army Civilian Advisory Panel Member, Department of the Army, Office of the Assistant G-1 for
Civilian Personnel, ATTN: DAPE-CPP-BA, 6010 6™ Street, Mail Stop 5595, Fort Belvoir, VA 22060.

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 Y ard, Washington, DC 20374-
5072.

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

4. Air Force. Air Force Civilian Advisory Panel Member, HQ AF/A1PA,1500 W. Perimeter Rd, Suite 4790,
Joint Base Andrews NAF Washington, MD 20762-6604.

*5, OSD/WHS/Defense Agencies. DoD Civilian Personnel Advisory Service, Compensation Division, Attn:
Civilian Advisory Panel Member, 4800 Mark Center Drive, Suite 05G21, Alexandria, VA 22350.

HOW TO GET THE JTR

JTR materials may be downloaded and printed from the following website:
http: //imww.defensetravel .dod.mil/site/travelreg.cfm

HOW TO OBTAIN LOCALITY PER DIEM RATES

For current per diem rates, please see the Defense Travel Management Office website at:
http: //mww.defensetravel.dod.mil/site/perdiem.cfm.
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Ch 2: Official Travel C2400-C2420
Part F: Arranging Official Travel

PART F: ARRANGING OFFICIAL TRAVEL
C2400 CTO USE

A. Palicy

1. Itismandatory policy that all DoD travelers use an available DTMO contracted CTO, or a GSA contracted
TMC (when aDTMO contracted CTO is not available) for al official transportation requirements.

2. The€ligible traveler must contact the responsible Agency/Service designated official if thereisnot an
available DTMO contracted CTO to provide the official travel.

B. Command Responsibility. A command must not permit a CTO to issue:

1. A YCA airfare purchased at GOV'T expense to atraveler when a-CA airfareis available and the AO
determines that a-CA airfare meets mission needs. This does not establish the -CA as the basis for POLICY
CONSTRUCTED airfare. The basisfor POLICY CONSTRUCTED airfareisthe YCA.; and

2. Other than the least expensive unrestricted economy/coach class tickets purchased at GOV’ T expense,
without prior proper authority.

C. DoD Component Regulations. See DoD COMPONENT issuances for CTO use information.

D. Failure to Follow Regulations

1. A command/unit is expected to take appropriate disciplinary action when atraveler and/or an AO failsto
follow the regulations concerning CTO use. See par. C1035.

2. A command/unit is expected to take appropriate action for reimbursement to the GOV’ T when atraveler
and/or AO acquires/allows a Y CA airfare to be acquired when thereisa_CA airfare available that meets
mission needs (CBCA 1511-TRAV, 7 May 2009).

3. Disciplinary action should be for willful violations and may be in the form of counseling (oral/written), non
judicial action, or other appropriate means.

4. Disciplinary action must not be through refusal to reimburse.
5. See par. C2400-E for the exceptions when reimbursement is not allowed.

E. Reimbursement Not Allowed. Reimbursement is not allowed when the traveler does not follow the regulations
for non U.S. certificated carriers. See par. C3005-H.

C2405 TRAVEL ARRANGEMENT REQUIREMENTS

A. Making Travel Arrangements. When making travel arrangements, travelers should use the following in priority
order:

1. A CTO (see APP A definition and par. C2400), or
2. Inhouse travel offices.
B. Authority. All travel arrangements must be made IAW:

*1. DoDD 4500.09E, Transportation and Traffic Management, 11 September 2007, and
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*2. Serviceregulations.
C2410 NON U.S. CERTIFICATED AIRCRAFT OR SHIP TRANSPORTATION

Transportation on anon U.S. certificated aircraft or ship must not be authorized/approved unless the conditionsiin,
par. C3525 are met.

C2415 REIMBURSEMENT WHEN A CTO IS AVAILABLE BUT NOT USED
A. Transportation Reimbursement. When a CTO isavailable, but not used by the traveler, transportation cost

reimbursement is limited to the amount the GOV’ T would have paid if the arrangements had been made directly
througha CTO.

B. Transaction Fee Reimbursement. When an available CTO isnot used and no transaction fee isincluded in the
GOV'T/GOV'T procured transportation, the transaction fee for personally procured transportation from other than
a CTO may be reimbursed as long as the total reimbursable amount for the transaction fee and transportation cost
does not exceed the GOV’ T/GOV' T procured transportation cost.

C2420 REIMBURSEMENT WHEN A CTO IS NOT AVAILABLE

A. General. When the AO certifiesthat a CTO wag/is not available to arrange the required official transportation,
reimbursement is for the actual authorized/approved transportation cost NTE the POLICY CONSTRUCTED airfare
(see APP A1 definition) that meets mission requirements.

B. Non Availability Limitations. CTO service not being available should be an extremely rare occurrence. Each
event of non availability should lead to correction(s) that make CTO service available should the same situation
arise again.

C. Transaction Fee Reimbursement. When a CTO is not available, the transaction fee incurred for arranging
transportation is a Reimbursable Expense. See APP G.
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Ch 4: Employee Travel C4550-C4567
Part B: Per Diem Allowances

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 isin Tennessee and Kentucky)), the per diem rateisthe locality rate
specifically listed for the reservation, station or other established area. See 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 at http://quickfacts.census.qgov/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) isnot listed in the per diem list, but the county is, then the
county per diem rateistheratefor all cities and townsin 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 adesigneg, is
responsible to ensure per diem for atraveler is sufficient to meet the necessary subsistence expenses for the official
travel. Allowancesin excess of need must be avoided. The per diem allowances prescribed in this Part are the
maximums allowable. See par. C4550-C for information about requesting a reduced per diemrate. To avoid an
excessive authorized/approved amount (beyond the amount needed), consideration must be given to the following
factors that tend to reduce an employee’ s necessary expenses:

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

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

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

4. GOV'T furnished lodging availability, such asGOV'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 isin excess of need for a particular duty assignment because of known lodging and/or meal costs reductions
resulting from pre arrangement, special discounts, or other reasons (par. C4550-B), the AO should seek authority to
prescribe areduced per diem lower than the applicable rate prescribed in this Part. Such authority must be
requested and authorized prior to thetravel. 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 alower per diem rate to the requesting official. The reduced per diem rate does not apply to any day
the employeeistraveling. 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 asindicated in pars. C4554-D and C4558-C, a DoD
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COMPONENT head (APP A) isthe sole authority for substituting a lower per diem rate for the otherwise
applicable per diem rate prescribed in this Part.

Effective 23 November 2011

D. Offices Designated to Authorize Decreased Per Diem Rate. A DoD COMPONENT head or Secretary
Concerned may authorize (in advance) zero per diem or per diem ratesin lesser amounts than thosein
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 bere-
delegated. In the absence of areduced 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
aper diem rate different from those in http: //www.defensetravel .dod.mil/site/perdiem.cfm is without effect. See
CBCA 2291-RELO, 20 April 2011. Reduced per diem rates should incorporate amounts for laundry/dry cleaning/
pressing of clothesif thetravel is OCONUS or for less than 4 daysin CONUS.

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

E. Offices Designated to Receive Reduced Per Diem Requests. AOs should send requests for zero or reduced per
diem ratesto the officeslisted 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-CPP-BA, 6010 6" Street, Building 1465, Mail Stop 5595, Fort Belvoir, VA
22060;

2. Navy and Marine Corps. Office of Civilian Human Resources, Workforce Relations and Compensation
Division (012), 614 Sicard Street SE, Suite 100, Washington Navy Y ard, Washington, DC 20374-5072;

3. Air Force. HQ USAF/A1PA,1500 W. Perimeter Road, Suite 4790, Joint Base Andrews NAF Washington,
MD 20762-6604;

*4, OSD/WHS/Defense Agencies. DoD Civilian Personnel Advisory Service, Compensation Division, Attn:
Civilian Advisory Panel Member, 4800 Mark Center Drive, Suite 05G21, Alexandria, VA 22350.

C4551 PER DIEM RATE REVIEW

A. General. When atraveler, command, or AO thinks that the lodging and/or meal expenses for an area are
inconsistent with the prescribed per diem rate, a letter identifying the location and nature of the problem should be
sent to the appropriate activity listed in par. C4551-B via (1) the appropriate Services 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-CPP-BA, 6010 6™ Street, Building 1465, Mail Stop 5595, Fort Belvoir, VA
22060.

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 Y ard, Washington, DC
20374-5072.

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

4, Air Force. Air Force Civilian Advisory Panel Member, HQ AF/A1PA,1500 W. Perimeter Road, Suite 4790,
Joint Base Andrews NAF Washington, MD 20762-6604.
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*5, OSD/WHS/Defense Agencies. DoD Civilian Personnel Advisory Service, Compensation Division, Attn:
Civilian Advisory Panel Member, 4800 Mark Center Drive, Suite 05G21, Alexandria, VA 22350.

NOTE: Ch 4, Part C to cover one time necessary expensesin 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:

CONUS | ocations Non Foreign OCONUS Locations | Foreign OCONUS L ocations
General Services Administration Defense Travel Department of State
Office of Governmentwide Policy Management Office (DTMO) Director of Allowances
Office of Travel, Transportation, and ATTN: SP&P/Allowances Branch State Annex 1, Room L314
Asset Management 4800 Mark Center Drive Washington, DC 20522-0103
1275 First Street NE Suite 04J25-01
1 Congtitution Square, 6th floor (685C) Alexandria, VA 22350-9000
Washington, DC 20417-0001 Fax: (571) 372-1301
ATTN: Jill Denning
jill.dennin sa.gov

C4552 GENERAL RULES REGARDING PER DIEM

A. Per Diem Beginning and Ending. For per diem, official travel begins on the day an employee |eaves the place of
abode, office or other authorized departure point and ends on the day the employee returns to the place of abode,
office, or other authorized point at the TDY assignment conclusion.

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

C. Per Diem at the PDS

1. Per Diem Not Allowed

a. Per diem cannot be authorized or paid within the PDS limits (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 asindicated in par. C4552-C2, per diem is not authorized or payable at the old or new PDS for
TDY enroutethat is part of PCStravel.

¢. 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.

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 PCSto Ft.
Polk on 31 August. The employee is authorized per diem at the Pentagon (old PDS) 5-15 August. If the
employee had departed on 15 June but performed TDY in Arlington, VA, first, no per diem is payable for
the TDY in Arlington immediately after detachment.

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

c. Returntothe PDS. Per diem ICW transportation delays at the PDS may be paid in certain extremely
limited weather related circumstances beyond the traveler’ s control after return to the PDS vicinity from the
TDY location, See CBCA 2371-TRAV, 18 May 2011.

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

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

F. Travel of 12 or Fewer Hours (12 Hour Rule). Per diem is not allowed when the official travel period is 12 or
fewer hours. Thisalso appliesto PDT. For TDY travel, the prohibition appliesif 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 ispaid to defray necessary TDY expenses while
traveling. The foreign or non foreign OCONUS post differential provides additional compensation for an employee
assigned to an OCONUS PDS at which environmental conditions require a recruitment and retention incentive.
When an employee is assigned away from the PDS on detail or TDY to an OCONUS PDS classified as a differential
post and is eligible for differential payment under pertinent 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. Thetotal 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: Thereis NO reimbursement for any itemsrented for contract QTRS
that are rented with an “ option to buy” (GSBCA 15890-TRAV, 29 July 2003).

I. Personnel Traveling Together. ‘Personnel traveling together’ refersto travel away from the PDS during which
the mission requires the travel ers to remain together as a group while actually traveling. Ordinary travel
reimbursements apply unless the travelers' 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 diemis
payable on days travelerstravel when the order directs limited or no reimbursement for personnel traveling
together. Therestriction appliesto per diem payment only on the travel days between duty |ocations 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 fromthe 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
regarding attendance at a meeting and registration fees.

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

Change 563 C4B-4
09/01/12


http://www.gsbca.gsa.gov/topical/t1614414.txt�
http://www.cbca.gsa.gov/2007Travel/WALTERS_05-18-11_2371-TRAV__IN_THE_MATTER_OF_MARK_E._BYERS_AND_PAMELA_S._DIAZ.pdf�
http://www.gsbca.gsa.gov/topical/t1589029.txt�

Ch 4: Employee Travel C4550-C4567
Part B: Per Diem Allowances

C4553 ‘LODGING PLUS’ PER DIEM METHOD COMPUTATION

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

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

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

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

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

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

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

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

7. An AEA has been authorized for the TDY assignment under par. C4600.
Under the ‘Lodging Plus' computation method, the per diem for each travel day isthe 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. GSA, DoD, 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 Diemwhenthe TDY Location |s a Reservation, Station, Other Established Area, or Established Large
Reservation Subdivision. When the TDY point or new PDS is areservation, station, or other established area
(including established large reservation subdivisions (e.g., McGuire AFB and Ft. Dix)) that falls within two or
more corporate city limits (e.g., the districts of Honolulu and any other such as Ewa, HI) or crosses recognized
borders (e.g., Ft. Campbell isin 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 L odging Expense Allowance. Per diem rates include a maximum amount for lodging expenses.
Reimbursement may not exceed actual lodging costs nor the applicable maximum amount unless an AEA is
prescribed. Receipts for lodging are required (see par. C2710 and DoDFEMR 7000.14-R, Volume 9).

NOTE: Thelocality 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). Thelocality per diem lodging ceiling in a foreign OCONUS area includes lodging tax. Lodging
tax in a foreign OCONUS area is not a reimbursable expense.
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2. M&IE Allowance. Per diem ratesinclude a fixed allowance for M&IE. The M&IE rate, or fraction thereof,
is payable to atraveler without expense itemization or receipts. Neither the PMR nor GMR (par. C4554) can be
applied for the first and last travel days.

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

D. Computation

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& I E of 75% of the M&IE rate for the
TDY location is paid for each travel day. No meals deduction is made. If morethan one TDY point isinvolved
and lodging is not required, the highest M& | E rate prescribed for any of the TDY locationsis used (e.g., 15
hour trip covering 2 days with three stops on day 1 and two stops on day 2 — the highest of the three rates on
day 1 for day 1 and the highest for the 2 on day 2 for day 2). See par. C4565, Example 4. Use the school
location M& | E rate for student dependent travel instead of a TDY location M& I E rate (par. C5120-C, Example
1). If lodging isrequired, the rulesin par. C4553-D2 for travel of more than 24 hours apply.

NOTE: Per diem payment authorized by par. C4553-D1a may be taxable (ref. | RS Revenue Rule 68-663 &
26 CFR 81.162-2(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’stravel statusand TDY location at 2400 (midnight) and whether or not lodging is required at the
location. When lodging is required (and the traveler is still en route), the applicable per diem rate isthe TDY
location per diem rate, or a stopover point per diem rate at which lodging is obtained while en route to, from, or
between TDY locations. See par. C4553-B for maximum per diem rates and par. C4555-A for lodging location.
Only one per diem rate can be applicable to a calendar day. Pars. C4553-D2a through C4553-D2d; C4555-C
(lodging obtained after midnight), and C4558-C (travel by commercial ship) apply in calculating the allowable
per diem for travel of more than 24 hours.

a Day Travel Begins

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

(1) Lodging Required. When lodging is required on the day travel begins, the per diem isthe actual
lodging cost incurred by the traveler, NTE the stopover point or TDY location maximum lodging
ceiling (as appropriate), plus the applicable M& | E rate prescribed for that location as provided in par.
C4553-D2e. If thetraveler arrivesat aTDY 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& I E appliesfor the arrival day.

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

b. Full Caendar Travel Days

(1) Lodding Required. For each full calendar day atraveler isin atravel statusand lodging is
required (whether en route or at the destination, the per diem is the actual lodging cost incurred by the
traveler, NTE the applicable stopover point or TDY location per diem lodging ceiling (NOTE: The
destination (e.g., the school location) lodging cost is not allowed for a student dependent.), plus the
applicable M&IE rate.
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(2) Lodging Not Required. For each full calendar day atraveler isin atravel status and lodging is not
required (such as when atraveler is en route overnight to the next destination), the per diem is the next
destination (TDY /stopover point) M&IE rate to which the traveler is traveling or thelast TDY location
if en route to the PDS.

c. Returning from Travel

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

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

(3) Day Travel Ends. For the day travel ends (return day to the PDS, home, or other authorized point),
the per diem isthe M& | E rate applicable to the preceding day (last TDY or authorized delay point).
For a student dependent the M&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., alocation at which the traveler remained overnight)
site.

d. Departure Day from and Return Day to the PDS. The applicable M&|E rate is authorized at aflat 75%
of the TDY location M&IE on the departure day from, and the return day to, the PDSICW TDY. For
student dependent travel, the school location M&IE applies. The GMR, PMR, $3.50 | E, 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 islonger than 12 hours, per diem is 75% of the appropriate M& | E rate.
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E. Computing Per Diem when Crossing the International Date Line (IDL). The IDL isahypothetical line along the
180™ meridian where each calendar day begins. For example, when it is Thursday east of the IDL it is Friday west
of the IDL.

180 Degrees
IDL
W E
Friday Thursday
0900 0900

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

F. Mixed Travel Reimbursement. "Mixed travel" occurs when official travel within asingletrip is subject to per
diem payment under the ‘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 daysisintermittent with the per diem method used for other
days, par. C4624-D applies.

C4554 PER DIEM RULES CONCERNING MEALS

A. M&IE Rate Determination

1. Full Day

a CONUS. The

(1) Applicablelocality per diem rate,

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

(3) PMR, plus $5 for |E on any day the AO specifiesthe PMR rate.
b. OCONUS. The:

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

(2) Standard GMR for mealsin aGOV'T dining facility/mess plusthe |E rate (NOTE below) on any
day the GMR rate is prescribed |AW par. C4554-Alc NOTE, or;

(3) PMR plusthe IE rate (NOTE below) on any day the AO specifiesthe PMR rate.

NOTE: ThelE rate OCONUS isthe applicable locality per diem rate, or $3.50 when the AO determines
$3.50 to be adequate for anticipated expenses. Regardless of at what location the traveler islodged, 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 | E rate does not apply on any day the employee istraveling.
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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
meals are available. The schoolhouse or COCOM/JTF commander may only specify the PMR when at least
one meal aday isavailable. A GOV'T dining facility/messis available only if: GOV'T QTRSon 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
isnot available on an interim travel day except when traveling within the AOR | AW par. C4990-E2a(3).

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

3. Schoolhouse Training (Formal Courses of Instruction). The schoolhouse commander isauthorized 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-Alafor CONUS and par. C4554-A1b for OCONUS). If thereis
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 PMRin par. C4554-A applies on any day (except travel daysto and from the PDS) when one or two
deductible mealsis/are provided (APP R2, par. J). The GOV'T should not pay for the same meal twice (e.g.,
originaly 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 isameal:

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

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

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

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

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

f. Provided by alodging establishment when the meal(s) is/are included in the lodging cost under an
agreement between the GOV’ T and the lodging establishment (ex., an AGENCY arranges for lodging at a
conference and the cost of one or more mealsisincluded in the lodging cost). NOTE: A negotiated rate
should fall either within the locality lodging 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 ameal time) are not a deductible meal.
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3. Thefollowingis not adeductible meal:
a. Box/'bagged’ meal froma GOV’ T dining facility/mess (to include such things as C Rations, K Rations,
MRES) -- except when the GOV’ T dining facility/mess provided box/ bagged’ meal is the only method of
providing an adequate meal to atraveler. NOTE: See Ch 4, Part |, for atraveler on TDY within a
Combatant Command or Joint Task Force AOR,
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,

—h

. Meal provided by private individuals, or

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

NOTE: If all three meals are deductible and provided/consumed at no cost to the traveler only, the | E for
that day is payable ($5 in CONUS); or the locality | E or $3.50 OCONUS).

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

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

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

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

C. TDY Performed in Support of a Military Unit on Field Duty. No per diemis payable to a civilian employee
under acivilian 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 L odging Establishment. Meals

provided by acommon carrier do not affect per diem. Complimentary meals provided by alodging 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 mealsis 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 at aTDY Location. Ordinarily an employee should lodge at the TDY location. If an employee
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obtains lodging outside the area covered by the TDY location per diem rate for personal preference or
convenience, the allowable per diem islimited to the maximum per diem rate prescribed for the TDY location.

2. Lodging Not Availableat aTDY Location. If lodging is not available at aTDY location and must be
obtained in an adjacent locality at which the prescribed maximum per diem rate is higher, a DoD
COMPONENT may, on anindividual case basis, authorize/approve the higher maximum per diem rate. If the
higher maximum rate is not justified and authorized in advance, an employee must furnish a written statement
with the travel voucher satisfactorily explaining the circumstances.

B. Allowable Lodging Expenses. An officia traveler isreimbursed for actual lodging costs NTE the maximum
lodging amount for the TDY locality. TDY lodging when utilized for official travel isaways based on the GOV'T
interest. Expenses are alowed, asindicated, for lodging in the situations described in pars. C4555-B1, C4551-B2,
C4551-B3, and C4555-B4. Thetraveler must adhere to the prudent traveler rule for official travel funded by the
GOV'T (seepar. C1707). TDY lodging accommodation at GOV’ T expense is not intended for an individual who
isan indigibletraveler |CW an official travel order (i.e., a family member or friend is not expected to routinely
sharethe TDY lodging). While alodging availability situation may require a traveler to accept lodging that is
more spacious than is needed for the official traveler, the official traveler is expected not to purposely accept
more spacious lodging simply because the official traveler desiresto provide lodging for other non-official
travelers.

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
isrented on aweekly or monthly basis.

2. GOV'T QTRS. A feeor service charge paid for GOV'T QTRS use is an allowable lodging expense.
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) . Lodging cost reimbursement is not ordinarily
authorized when staying with a friend or relative. When an official traveler lodges with afriend or relativein
the friend’ grelative’ s residence - 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 afriend or relative, is authorized the TDY location M&IE rate,
if otherwise eligible.

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

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

Example 2: A DoD civilian employeeis TDY (training) to Location A and staysin commercia lodging. A
family member later joins the employee at personal expense. The traveler is authorized NTE the single
room rate and room tax on the single rate if applicable limited to applicable locality lodging rate; or the
reduced per diem lodging rate prescribed by the Secretarial Process or eguivalent authority annotated on the
TDY travel order for lodging rental/lease at other than a daily rate. See par. C4430, if the civilian
employee’sTDY duration exceeds 30 days. The lodging cost is split equally among the named people
indicated on the signed lodging agreement/contract.
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Example 3: A DoD civilian employeeis TDY to Location A and staysin commercial lodging. Multiple
family members later join the member at personal expense with no additional lodging expense incurred by
the GOV'T. Thenon-GOV'T travelers are reflected as occupants on the lodging receipt. The official
traveler is authorized up the single room rate and room tax on the single rate limited to the applicable
locality rate; or the reduced per diem lodging rate prescribed by the Secretarial Process authority annotated
onthe TDY travel order. Seepar. 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 thefriend or relative isin 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, livesin the Avon Park area
during the week at a location approximately fifteen miles from the PDS and commutes to and from the
family residence near Orlando, Florida, approximately 100 miles from the AFR, on weekends. 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 wasto run until Friday, 25 February.
Thetraveler began TDY travel to the Orlando area on the evening of Tuesday, 22 February. GSBCA ruled
that the traveler should be authorized travel expenses both to and from the TDY location and M& | E even
though the traveler lodged at the family residencein the TDY area. GSBCA also indicated that for the first
and last TDY days, 22 and 25 February (unlessthe traveler was authorized to return on the 26th) the traveler
isauthorized 75% of the applicable M& I E rate for each day. M&IE for the days between thefirst and last
daysis authorized at the full rate. Adopted from GSBCA 16652-TRAV, 26 August 2005.

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

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 aroom directly with the hotel/chain (including the hotel’ s online website). Lodging
reimbursement is authorized for hotel lodging obtained through an online booking agent only when the
traveler can provide a documented itemized receipt for room costs from the hotel or online booking agent
showing the following charges (CBCA 2431-TRAV, 13 September 2011):

a. Daily hotel room costs;
b. Daily hotel taxes; and
c. Daily miscellaneous fees, if applicable.

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

D. Apartment, House, or Recreational V ehicle Reimbursement While TDY. When an employee on TDY rentsan
apartment, house or recreational vehicle (includes a mobile home, camper, camping trailer, or a self-propelled
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mobile recreational vehicle) for use as lodging, per diem is computed IAW par. C4553. Lodging cost
reimbursement includes the below allowable expenses.

Par. C4555-B applies for lodging with afriend/relative at the friend’s or relative’ s residence; par. U4555-| for
multiple occupancy involving official travelers; and par. C4555-K for multiple lessees of rented/leased TDY
lodging.

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 therented item (i.e., furniture) at the contract term end. A traveler may be
reimbursed for the cost of such arental agreement (i.e., cost of furniture rental as part of the lodging cost)
while on TDY if the traveler has no other choice but to enter into such an agreement. However, if the
traveler exercises the purchase option, the amount that is being credited toward the purchase must be
returned to the GOV’ T by the traveler if paid to the traveler as part of the travel claim settlement (B-259520
7 December 1995). When a dwelling of any kind becomes purchased under some form of rent-to-buy
provision, all associated mortgage interest and property taxes previously claimed must be repaid. (See FTR
301-11.12(b) dated 14 Oct 2011.)

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 furniturerental agreements may require a damage waiver fee for damage protection as part
of therental cost. A traveler may be reimbursed for the cost of such a fee as part of the cost of the furniture
rental whileon 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;

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 phoneisused 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 atraveler 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.
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Effective 14 October 2011, mortgage interest and property taxes associated with the purchase of any dwelling
may not be claimed as substantiation for payment of per diem while TDY. (See FTR 301-11.12(b) dated 14 Oct
2011.) An employee who purchases and occupies aresidence at a TDY location may not be reimbursed for any
cost associated with the rental, purchase, or shipment of furniture.

Effective 14 October 2011
E. Residence Is Purchased and Used for TDY Lodging. An employee may not be reimbursed any lodging
expenses for a purchased/personally owned residence.

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 atraveler 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 (L ocation 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. Theinability 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).

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
amaximum 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.
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7. Example. Anorder isprepared 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
period. Using par. C4555-F to authorize multiple long periods (or a single all-encompassing period) of dual
lodging reimbursement for lodging retained at Location Cis not authorized. The known TDY locations must
be named in the order.

Example 1

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

APPLICABLE PER DIEM RATES AS USED IN THIS EXAMPLE:

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

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

TDY ASSIGNMENT PER DIEM IN LOCATION B:

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

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

Return day to Location A:
$45 (lodging cost) + $46 (M&IE) = $91
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Example 2

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

APPLICABLE PER DIEM RATES AS USED IN THIS EXAMPLE:

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

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

TDY ASSIGNMENT PER DIEM IN LOCATION D:

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

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

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

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

G. Lodaging Rented/L eased on a Weekly, Monthly, or Longer Term Basis. When atraveler rents/leases lodging on
aweekly, monthly, or longer term basis, the daily TDY lodging cost is computed by dividing the total periodic (e.g.,
weekly, monthly) lodging cost by the number of days the traveler is authorized the lodging portion of per diem (62
Comp. Gen. 63 (1982)).

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

Example

A traveler isTDY at alocation at which the per diemis $136 ($80/ $56).

Lodging (apartment & utilities) are obtained on along-term basis for $900/month.

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

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

gld w|INIE

. The daily lodging rate during June is computed to be $45/day ($900/20). Since the $45/day lodging cost does not exceed the
authorl zed $80/day locality lodging ceiling, the traveler is reimbursed $45/day for 20 days of lodging in June.

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

I. Single and Multiple Occupancy of a Room

1. Single Occupancy. An official DoD civilian traveler cannot be required to share lodgings. Each official
traveler is authorized individual lodging.
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2. Officia Travelers Choose to Share a Room

a Each official traveler is:

(1) Allocated the appropriate percentage of the room rate charged (e.g., 2 official travelers —are each
allocated 50% of the room cost; 3 official travelers—each is allocated 33%) of the actual rate charged if
aroom is shared with another/ other official traveler(s), and

(2) Responsiblefor their share of the applicable room rate (e.g., 2 official travelers - eachis
responsible for 50% of the room rate; 3 official travelers - each is responsible for 33% of the room rate.

b. Multiple occupancy of a single room does not limit a traveler’ slodging per diem ceiling eligibility.
Ex: Two official travelers who share a room in a $100/night lodging area have $200 with which to pay
for a room.

c. Examples of Room Charge Allocation:

(1) Locality per diemlodging ceiling is $100/night. Two official travelers share a $250/night room.
Each official traveler is alocated $125/night (but without an AEA, each only receives $100
reimbursement since the locality maximum lodging ceiling is $100/night).

(2) Locality per diem lodging ceiling is $100/night. Two official travelers share a $170/night room.
Each official traveler is alocated $85/night — which is payable since it is below the locality lodging
ceiling rate of $100/night.

3. Official Traveler Shares a Room with aNon-GOV'T Traveler(s). If the official traveler shares aroom with a
person(s) who isnot a GOV'T traveler on official travel, then the official traveler is allowed the single room
rate.

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

K. Multiple Lessees Involving Leased or Rented Lodging. Even though a daily lodging rate is computed for TDY
reimbursement, the long-term (i.e., not daily) lodging cost is split equally among the lessees indicated on the signed
lease or rental agreement/contract before the daily reimbursement rate is computed. The prorated lodging cost
reimbursement per person is limited to the applicable locality, or the reduced per diem lodging rate prescribed by the
Secretarial Process authority annotated on the TDY travel order. The applicable daily M&IE rate of the official
traveler is not prorated. AEA authority must be in the GOV’ T'sinterest IAW par. C4602 per the AO determination.
TDY lodging accommodation is not intended for individual (s) who areineligible traveler(s) | CW an official travel
order. Thetraveler must adhere to the prudent traveler rulesfor official travel funded by the GOV'T.

L. Advance Lodging Deposits. A traveler:

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

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

C4556 LODGING AND MEALS PROVIDED WITHOUT COST

On aday that all meals and lodging are provided without cost to atraveler incident to a TDY or training assignment,
the per diemis:
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1. $5incident to an assignment in CONUS; and

2. ThelE rate for the locality concerned unless the AO determines $3.50 to be adequate for anticipated
expenses. The OCONUS IE of $3.50 must be stated in the order.

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

C4558 PER DIEM FOR TRAVEL BY SHIP

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

B. GOV'T Ship

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

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

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

C. Commercial Ship

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

2. Employee Charged for Meals. An employee traveling aboard a commercial ship, other than an oceangoing
ferry, for 24 or more hours as a passenger who is charged for mealsis authorized the meal s portion of per diem
equal to the furnished meals cost, except on embarkation and debarkation days if otherwise authorized. The AO
should set the meals portion of per diem equal to the anticipated expenses and state in the order the
circumstances warranting the rate.
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D. POC Travel Involving a Car Ferry. When an employee on TDY travels partly by POC and partly by car ferry
(circuitously/indirectly or otherwise), the employee is authorized per diem. See par. C4765for transportation
allowances.

1. Lodging. Reimbursement for the actual cost of required accommodations (unless included in the
transportation cost) is authorized (par.C3660).

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

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

NOTE: Seepar. C2204-B3 for required documentation if a U.S. registered ferry is not available.
C4560 LODGING WHEN TDY AT ONE LOCATION FOR MORE THAN 30 DAYS

If atraveler isTDY at one location for more than 30 days, odging reservations should be made on a weekly,
monthly, or other long-term basisif possible. Follow Service/Agency procedures for making lodging arrangements.
See pars. C4555-D, C4555-E, and C4555-G.

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

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

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

C. Consultant and/or Expert Employed on an Intermittent Basis. Anindividual serving intermittently in the
GOV'T, with or without compensation, while in an official travel and duty assignment status as described in par.
C7905, isauthorized a per diem or AEA |AW pars. C4553 and C4600.

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

E. Reserve Officers Training Corps (ROTC) Cadet Serving without Compensation. An ROTC cadet who performs
recruiting duty under an ITA while attending the educational institution at which the ROTC unit islocated is
authorized a per diem or AEA under pars. C4553 and C4600 except when recruiting in the cadet’ sresidence area. A
cadet is a person serving without pay. For par. C4562, the area of the place the cadet resides while attending the
educational institution at which the ROTC unit islocated means the metropolitan area, in which the residenceis
located, surrounding the residence that is ordinarily serviced by the city’s or town’slocal common carriers, or in the
comparable surrounding areaif not located within a recognized metropolitan area.
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C4563 EFFECT OF ABSENCE ON PER DIEM PAYMENT

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

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

C. Leave and Non-workday

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

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

a. Leave before and after Non-workdays. An employee is not authorized per diem for a non-workday
when leave is taken for the whole workday before and the whole workday following the non-workday.

b. Leave between Non-workdays. An employeeis authorized per diem for not more than two non-
workdaysif leave is taken for all workdays between the non-workdays.

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

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

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

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

C4564 EMPLOYEE'S LEAVE CANCELED OR INTERRUPTED

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

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

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

D. TDY at Various Places Not Involving Return to PDS. In a situation not involving temporary return to a PDS,
but otherwise similar to par. C4564-B, an employee upon TDY completion is allowed per diem and transportation
expenses to return to resume leave at a point more distant fromthe TDY location than the point at which leave was
interrupted, provided the round-trip distance and expense are not greater than the distances and constructed travel
expense between the employee's PDS and the TDY location (27 Comp. Gen. 648 (1948)).

E. Authorized Leave of 5 or More Days Canceled within 24 Hours, and L eave Temporarily I nterrupted due to
Recall to PDS. When an employee leaves the PDS on authorized leave of absence for 5 or more days and, because
of an urgent unforeseen circumstance, it is necessary to cancel the leave and recall the employee to duty at the PDS
within 24 hours after departure, the return per diem and transportation expenses may be authorized. Also, if an
employee's authorized leave of absence away from the PDS is temporarily interrupted because the employee is
recalled to duty at the PDS, or is authorized to perform TDY at another place, and the empl oyee wishes to resume
leave immediately after duty completion at the place at which the leave of absence was interrupted or at another
place, per diem and transportation expenses NTE the per diem and transportation expenses for travel from the place
at which the leave of absence was interrupted to the place at which the duty was performed and return may be
authorized. The one way, or round trip, must not be allowed unless, an appropriate statement in the order indicates
clearly that an administrative determination was made that the personal expense incurred by the employeein
traveling to the leave location made it unreasonable to require the employee to assume the additional travel expense
to comply with therecall or TDY order (39 Comp. Gen. 611 (1960)).

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

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

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

NOTE: If the TDY requirement is known before departure on leave, the employee isreimbursed actual travel
expenses NTE the constructed round-trip cost between the PDS and TDY location. City-pair airfares are not
authorized for use to/from the leave location if the TDY requirement is known before leave is begun.
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C4565 PER DIEM COMPUTATION EXAMPLES

A. Lodging Tax

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

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

B. TDY Mileage Rates. The TDY mileage rates used in the examples below are for illustrative purposes only and

may not reflect current rates. Par. C2600 prescribes current TDY mileage rates and par. C2605 prescribes the
current MALT.

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

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

1. Example 1-TDY Travel

Example 1: TDY Travel

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

Day 1 (departure day) $40 (lodging) + 75% x $46 (M&IE) = $ 74.50
Day 2to 6 ($40 (lodging) + $46 (M&IE))/day x 5 days = $430.00
Day7to 8 (%4 (lodging) + $46 (M&IE))/day x 2 days = $100.00
Day 9 $0 (lodging) + $46 (M&IE) = $ 46.00
Day 10 (return day) 75% x $46 (preceding calendar day M&IE rate) = $ 3450

AMOUNT DUE EMPLOYEE $685.00

Per diem for each day is derived by adding the applicable M& I E rate to the actual daily lodging cost — reimbursement is NTE the
maximum per diem rate for the locality concerned. This example uses the Standard CONUS per diem rate of $123 ($77/ $46).

Day 1 (departure day) - the applicable per diem rate is the lodging cost ($40) plus 75% of the M& | E rate ($46) ($34.50) for that
day; pay $74.50.

Days 2 - 6 - the applicable per diem islodging cost ($40) plus the M& | E rate ($46) x the number of days (5); pay $430.
Days 7 - 8 - the applicable per diem is the lodging cost ($4) plus the M& IE rate ($46) x the number of days (2); pay $100.
Day 9 - the applicable per diem is the M& | E rate ($46) plus the lodging cost ($0), pay $46.

Day 10 (return day) - the applicable per diem rate is 75% of the preceding calendar day's M& |E rate ($46); pay $34.50.

The per diem authority began with the departure day, and continued through the return day to the PDS, residence, or other
authorized point. The different lodging amounts could have applied to any days without change to the total.
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2. Example 2-TDY Travel

Example 2: TDY Travel

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

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

PER DIEM COMPUTATION

1% Day Travel day with no lodging expense $113 x 75% (M&IE for Goteborg) = $ 84.75

$4 (GOV'T QTRS charge) + $113 (M&IE for
nd . Goteborg) (two deductible meals were furnished

2" by Arival day without charge but adjustment for mealsis not made on 117.00
atravel day) =
$4 (GOV'T QTRS charge) + $23 (3 deductible meals

347" Day TDY at Gotehorg $23 furnished each day without charge (par. C4554-B) = 135.00

(incidental rate for Goteborg) $27/day x 5 days =

$113 (M&IE for Goteborg) (breakfast was furnished

8" Day Travel day with no lodging expense without charge but adjustment for mealsis not made on $ 84.75
atravel day) x 75% =

AMOUNT DUE | $421.50

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

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

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

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

When crossing the IDL in awestward direction, the dates 8/18 -8/19 (Wednesday and Thursday) are treated as one day for per
diem computation purposes because the traveler did not arrive at the TDY location until 8/20. Upon return (west to east) when
traveler crossesthe IDL, the traveler is paid M&IE for two 8/25 dates.

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

ITINERARY
Date Depart Arrive At
18 Aug Wednesday PDS/Residence
20-24 Aug (Friday-Tuesday) TDY Station
25 Aug Wednesday TDY Station
25 Aug Wednesday PDS/Residence
REIMBURSEMENT
(Actual and Constructed Cost Comparison)

18 Aug Wednesday $I0X 75% = $67.50
20-24 Aug (Friday-Tuesday) $135 (lodging) + $90 (M&IE) = $225/day x 5 days = $1,125.00
25 Aug Wednesday $90 (M&IE) = $90.00
25 Aug Wednesday $90xX 75% = $67.50

TOTAL $1,350.00
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4. Example 4-TDY Travel Involving IDL without a‘Lost’ Day

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

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

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

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

one 8/25 date.

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

ITINERARY
Date Depart Arrive At
18 Aug Wednesday PDS/Residence
19-24 Aug (Thurs-Tues) TDY Station
25 Aug Wednesday TDY Station
25 Aug Wednesday PDS/Residence
REIMBURSEMENT
(Actual and Constructed Cost Comparison)

18 Aug Wednesday $72x75% = $54
19-24 Aug (Thurs-Tues) $140 (lodging) + $72 (M&IE) = $212/day x 6 days = $1,272
25 Aug Wednesday $72x75% = $54

TOTAL $1,380
Change 563 C4B-24
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5. Example 5- AOR Per Diem/TDY Travel Overnight — No Lodging Required

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

An employee is authorized TDY to an AOR. On 2 Jan, the employee departed the residence via POC, and was awaiting
transportation without procuring lodging, from 2-3 Jan, arriving at the AOR TDY station on 4 Jan.

The employee stayed in GOV’ T QTRS and received the AOR per diem rate from 5-30 Jan.

The employee departed the AOR TDY station and arrived at another AOR location on 31 Jan.

The employee departed the AOR location and arrived at an approved delay stopover point procuring lodging on 1 Feb.

The employee departed the stopover point and arrived at the residence on 2 Feb.

Per diem is computed as follows:

Date Travel Plan T{Aaggsl?\;te?:]c;n inassglp Per Diem Rate
2 Jen Dep Residence (Pepartur,e D) PA $15 ($0/ $15) TDY Destination
En route(no lodging required) TP AT
3 Jan En route (no lodging required) TP AT $15 ($0/ $15) TDY Destination
4 Jan Arr TDY location (enter AOR) TP TD $15 ($0/ $15) TDY Destination
5-30Jan | TDY (AOR) - D $15 ($0/ $15) TDY Destination
31 Jan Dep TDY (AOR) P -
$3.50 (AOR to AOR)
En route(AOR to AOR) TP AT
1Feb En route(exit AOR/lodging) TP AD $190 ($126/ $64) Stopover Point
2 Feb Arr Residence PA MC $§a|92n(§a1r2§gy %24,3/'?;6%29
REIMBURSEMENT

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

PER DIEM REIMBURSEMENT | $317.75
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C4566 QUICK REFERENCE TABLES - PER DIEM AUTHORITY

The following tables are for reference purposes only. Ch 4, Part B for applicable rules. Ch 4, Part | for meal
allowances when JTF operations are involved.

Quick Reference - Per Diem
TDY Travel of More Than 12 Hours

Footnotes. See Table # 4

(1) Departure Day from PDS

A B C D E F
Arrived ata TDY Arrived ata TDY Arrived ata TDY Traveled overnight Overnight lodging Arrived at a the
location (nota U.S. location (U.S. location (U.S. - no lodging required at a TDY location at
INSTALLATION) INSTALLATION) INSTALLATION - required. stopover en route to | which per diem at a
on the same day as on the same day as GOV'T QTRS a TDY location. lesser amount than
departed the PDS. departed the PDS. available) on same rate prescribed for
The traveler day as departed the the TDY location as
occupied GOV’'T PDS. Traveler authorized under
QTRS. elected not to occupy par. C4550-C on
available GOV’'T same day as
QTRS. departed the PDS.
Per Diem for the 75% of the TDY 75% of the TDY 75% of the TDY 75% of the next 75% of the en route 75% of the TDY
Departure Day from | locality M&IErate? , | locality M&IErate® , | locality M&IE rate?, | destination locality stopover locality locality M&IE rate,

the PDS ¥

plusthe lodging cost
NTE the maximum
TDY locality lodging
ceiling. 2%

plusthe GOV'T
QTRS cost *ceiling.

plusthe lodging cost
NTE the TDY
locality maximum
lodging ceiling. &

M&IE rate (TDY/
stopover point) ¥ for
the departure day.

M&IE rate, plusthe
lodging cost NTE the
stopover locality
maximum lodging
ceiling. 2¥

plusthe lodging cost
NTE that location’s
maximum lodging
celingrate. A
reduced per diem rate
does not apply on the
travel day to that
location.

(2) Whole Days of Travel in CONUS

A B C D E F
Traveled overnight Traveled overnight Each whole day ata | Each whole day ata | Each whole day ata | Each whole day at a
& arrived at a & arrived at a CONUS TDY CONUS TDY CONUS TDY CONUS location at
CONUS TDY CONUS TDY locality (nota U.S. locality (U.S. locality (U.S. which the employee
location (nota U.S. locality (U.S. INSTALLATION). INSTALLATION) INSTALLATION) is authorized a

INSTALLATION)
on the day after
departing the PDS.

INSTALLATION)
on day after
departing PDS.
Traveler occupied

when traveler
occupies GOV'T
QTRS.

when the traveler
elects not to occupy
available GOV'T
QTRS.

reduced per diem
rate.

GOV'T QTRS.
Per Diem for Whole | M&IE applicableto M&IE plusthe M&IE applicable to M&IE, plusthe M&IE, plusthe Per diem at therate
Days of Travel ¥ CONUSTDY GOV'T QTRS cost the CONUS TDY GOV'T QTRS cost’”. | occupied lodging cost | authorized under par.
locality (unless the W M&IEmaybeat | locality, plusthe M&IE may beat (1) NTE the TDY C4550-C. 25
AO specifiesthe the TDY locality rate, | lodging cost NTE the | the TDY locality rate, | locality maximum
PMR for deductible or PMR plus$5if the | TDY locdlity (2) Standard lodging ceiling? ™.
meals), plusthe AO specifiesthe maximum lodging GMR¥plus $5, or, (3) | M&IE may beat (1)
lodging cost NTE the | PMR for deductible ceiling? If oneor PMREY plus $5. the TDY locality rate,
TDY locality meals®. See par. two deductiblemeals | Thereisnoper diem | (2) Standard GMR?
maximum lodging C4554-A for M&IE are provided, M&IE | for fidld duty (pars. plus $5, (3) PMR®Y
ceiling 2°. rate determination. is PMR plus $5%°.). C4554-C and C4990- | plus$5. Thereisno
See par. C4554-B. E). Seepar. C4554-A | per diem when field
for M&IE rate duty isinvolved
determination. (pars. C4554-C and
C4990-E). Seepar.
C4554-A for M&IE
rate determination.
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Quick Reference - Per Diem
TDY Travel of More Than 12 Hours
Footnotes: See Table # 4

(3) Whole Days of Travel - OCONUS

A B C D E F
Traveled overnight Traveled overnight Each whole day atan | Each whole day atan | Each whole day at Each whole day
& arrived at an & arrived at OCONUS TDY OCONUS TDY an OCONUS TDY at an OCONUS
OCONUS TDY OCONUS TDY locality (nota U.S. locality (U.S. locality (U.S. location at which
location (nota U.S. locality (U.S. INSTALLATION). INSTALLATION). INSTALLATION) the employee is
INSTALLATION) INSTALLATION) Traveler occupied when traveler elects authorized a
on the day after on the day after GOV'T QTRS. not to occupy reduced per diem
departing the PDS. departing the PDS. available GOV'T rate.
Traveler occupied QTRS.
GOV’'T QTRS.
Per Diem for Whole The OCONUSTDY M&IE plusthe The OCONUS TDY M&IE plusGOV'T M&IE plus occupied Per diem at the
Travel Days® locality M&IE ¥ GOV'T QTRS cost™. | locality M&IE ¥ plus | QTRScost™. M&IE | lodging cost NTE the | rate authorized
(unlessthe AO M&IE may be at the lodging ¥ cost NTE may beat (1) TDY TDY locality under par. C4550-
specifiesthe PMR meal rate prescribed the TDY locality locality meal rate, (2) | maximum lodging c. Y8
based on deductible for the TDY locality maximum lodging Standard GMRY, (3) ceiling” M&IE
meals), plusthe plus locality IE, or ceiling. M&IE may be | PMR®¥Y Add the may be at (1) The
lodging ¥ cost NTE PMR pluslocdlity IE at the TDY locality locality IE or $3.50 TDY locality meal
the TDY locality if one or two meal rateor PMR plus | IE®" Thereisno per rate, (2) Standard
maximum lodging deductible meal(s) locality IE or $3.50 IE | diem for field duty GMRY, (3) PMR//%Y
ceiling. is/are provided ¢ % if one or two (pars. C4554-C and Add the locality IE or
See par. C4554-A for | deductible meal(s) C4990-E). Seepar. $3.50 IE¥ Thereis
M&IE rate isare provided ¥. ?°). | C4554-A for M&IE no per diem for field
determination. See par. C4554-B. rate determination. duty (pars. C4554-C
and C4990-E). See
par. C4554-A for
M&IE rate
determination.
(4) Day(s) of Return to PDS
A B C D E
Arrived at the PDS on the Traveled overnight (no On the departure day On the day travel ended | Arrived at the PDS on

same day as departed the
TDY location.

lodging required) &
arrived at the PDS on
the day after departing
the TDY location.

from the TDY location,
overnight lodging was
required at a stopover
en route to the PDS.

lodging was required en
route to the PDS.

the same day as
departed the TDY
location at which
reduced per diem was
authorized.

Per Diem for the 75% of thelast TDY locality For departure day from For departure day from Thelodging cost NTE the | 75% of the TDY locality
Return Day to the M&IE rate. V the TDY location, thelast | the TDY location, M&IE, | locality maximum lodging | M&IE rate. The reduced
PDS ¥ TDO locality M&IE. plus lodging #* cost NTE | ceiling for thelocationat | rate does not apply on the
Arrival day at the PDSis the stopover locality which lodging was return day to the PDS.
75% of thelast TDY maximum lodging celling. | obtained if authorized/
locality M&IE rate. For the PDS arrival day, approved by the AO, plus
75% of the stopover 75% of that same locality
locality M&IE rate. ¥ M&IE rate. Seepar.
C4553-D2c¢(4).
FOOTNOTES

1/ A reduced per diem rate IAW par. C4550-C and the $3.50 |E rate do not apply on departure day from, or return day to the
PDS, or any day the employeeistraveling. The PMR for deductible meals can apply on an interim travel day.

2/ Lodging tax is separately reimbursable expense in CONUS and non-foreign OCONUS areas because an amount is not
included in the applicable maximum lodging amount for tax.

3/ TheTDY locdlity |E rate. OCONUS, the AO can determine that an IE of $3.50, in lieu of the prescribed TDY locdlity IE, is
adeguate for the anticipated incidental expenses. Regardless of at what location the traveler islodged, the $3.50 | E rate may be
authorized and must be stated in the order for travel beginning on or after 1 July 2009.

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

Change 563

09/01/12

C4B-27



http://www.defensetravel.dod.mil/site/perdiemCalc.cfm�

Ch 4: Employee Travel C4550-C4567
Part B: Per Diem Allowances

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

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

7/ When areduced per diemrate is authorized in the traveler’ s order IAW par. C4550-C, the per diem authorized in the order
applies beginning on the day after arrival at the TDY location and ends on the day before departing the TDY location.

8/ The GMR appliesif the schoolhouse or COCOM/JTF commander (not an AO) specifies the GMR based on available
GOV'T dining facility/mess during training or deployments (pars. C4554-A3 when schoolhouse training is involved and C4900
for deployments).

9/ The PMR appliesif the AO specifies PMR based 1-2 GOV’ T meals available during training or deployments (pars. C4554-A3
when schoolhouse training is involved and C4900 for deployments).

10/ The PMR appliesif the AO specifies the PMR for deductible meals (par. C4554-B).

11/ Reimbursement for GOV’ T QTRS cost may not exceed the maximum locality lodging rate.

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

A. Purpose. Per diemisprovided to assist an employee in meeting the excess costs involved in temporarily
mai ntai ning dependents at a safe haven.

B. ‘Lodging-Plus Per Diem Method Applicability to an Evacuated Employee/Dependent. An evacuated employee
and/or dependent is/are authorized a safe haven allowance computed using the ‘ Lodging-Plus’ per diem computation
method for each day in an evacuation status. Actual expense allowances described in Ch 4, Part C, do not apply to
an evacuation. The ‘Lodging-Plus per diem computation method consists of alodging ceiling and an M&IE
allowance. For an explanation of the items of expense the per diem isintended to cover, PER DIEM (APP A
definition) and Ch 4, Part B. The maximum lodging reimbursement for an employee and dependent family isthe
actual total daily lodging cost incurred by the family, NTE the sum of the daily lodging portion of the locality per
diem rate authorized for the employee and/or each dependent concerned. Since an evacuated employee and/or
dependent may stay with afriend/relative while at a safe haven, the rulein par. C4555-B3 applies. That is, if an
evacuated employee or dependent stays with a friend/relative while at a safe haven, no lodging cost is allowed,
whether or not any lodging payment is made to the friend/relative. This restriction does not apply when the
employee/dependent |eases a house, apartment (i.e., lodging) from a friend/relative with a bona fide, standard
written lease, in those instances when the friend or relative concerned does not jointly occupy the leased house or
apartment. Each evacuated employee/dependent is authorized the per diem M& I E portion even if not authorized the
per diem lodging portion for any given day. Examplein par. C4567-C. GOV'T dining facility/mess or open mess
availability/use has no effect on per diem for an employee/dependent(s) even though such facilities may be or are
used without charge to the employee/dependent. Per diem payable under par. C4567 may be paid in advance IAW
Ch 6, Part D, §550-403(d).

C. Per Diem Computation Example

1. Thefollowing example illustrates the method used for computing per diem incident to evacuation.

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

3. Lodging tax paid while at a safe haven or traveling in CONUS or in anon-foreign OCONUS areais a
reimbursable expense (APP G) in addition to per diem.

4. Lodging tax paid while at a safe haven or traveling in aforeign OCONUS areais not a reimbursable
expense.
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5. Tax ispart of the lodging cost.

6. The cost of avalue added tax (VAT) relief certificate is a reimbursable expense (APP G) if the certificateis
used to avoid paying the lodging tax.

7. CONUS per diem rates do not include laundry/dry-cleaning/pressing of clothing.

8. OCONUS per diem rates include laundry/dry-cleaning/ pressing of clothing.

COMPUTATION EXAMPLE

An employee, the employee’ s spouse, one child age 12 and one child under age 12 were evacuated from a CONUS duty station
to a CONUS safe haven. The daily actual lodging cost incurred at the safe haven by the employee and three dependents, who
shared one room, was $95 plus $7.60/day for lodging tax (8%). The maximum per diem applicable at that location was $146
($85/ $61).

(a) Unless a lower rate is authorized under Ch 6, Part D, 8550-405(b)(3), the maximum daily amount that may be paid to
the employee and three dependents for the first 30 consecutive days is determined as follows (Ch 6, Part D,
§550.405(b)(1)):

The employee and each dependent age 12 or older is authorized per diem NTE the full rate ($146) ($85/ $61). Each dependent
under age 12 is authorized per diem NTE 50% of the rate.

M&IE Max Lodging Total
Employee: $61 $85 $146
Employee's spouse $61 $85 $146
Child (age 12 or older) $61 $85 $146
Child (under age 12) $30.50 ($61 x 50%) $42.50 ($85 x 50%) $ 73
Max daily amt that may be paid for costs incurred by $213.50 $297.50 $511

employee and 3 dependents

(b) Determine the actual total daily amount for the first 30 consecutive days, within the maximum amounts shown in (a)
($213.50 for M&IE and NTE $297.50 for lodging), as follows:

$213.50 (The M&IE in this daily amount is paid to cover cost meals and incidental expenses for the

ME&IE: employee and three dependents. No itemization or receipts are required.)

Lodaing: $95 (The actual daily amount (no lodging tax) paid for lodging by the employee and three dependents and is
9ing: less than the maximum ($297.50) that may be reimbursed. A lodging receipt is required for this amount.)

Daily amount: $308.50 (Daily amount that is payable to the employee and dependents (within the maximum $511

established in (@) for costs incurred by the employee and three dependents for the first 30 consecutive days)).

Lodging Tax: $7.60/day

$316.10 (Actual daily amount paid to employee and dependents for costs (including lodging tax) incurred by

Total: the employee and three dependents for first 30 consecutive days).
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(c) Beginning on the 31st day per diem is computed at 60% (for employee and dependents 12 or older) and 30% (for

dependents under 12) of the applicable per diem rate, unless a lower rate is authorized under Ch 6, Part D, §550-

405(b)(3). The maximum daily amount starting on the 31* through the 180th consecutive days that may be paid for the

employee and three dependents in this example as follows:

M&IE Max Lodging Total
Employee $36.60 ($61 x 60%0) $51 ($85 x 60%) $87.60
Employee' s spouse $36.60 ($61 x 60%) $51 ($85 x 60%) $87.60
Child (age 12 or older) $36.60 ($61 x 60%0) $51 ($85 x 60%) $87.60
Child (under age 12) $18.30 ($61 x 30%) $25.50 ($85 x 30%) $43.80
Max daily amount that may be paid for costs incurred by the $128.10 $178.50 $306.60

employee & 3 dependents

(d) Determine the actual total daily amount that is paid for 31st to 180th consecutive days, within the maximum amounts
shown in (c) ($128.10 for M&IE and NTE $178.50 for lodging), as follows:

$128.10 (The M&IE in this daily amount is paid to cover cost of meals and incidental expenses for the

ME&IE: employee and three dependents. No itemization or receipts are required.)

Lodaina: $95 (The actua daily amount (no lodging tax) paid for lodging by the employee and three dependents and is
aing: less than the maximum ($147) that may be reimbursed. A lodging receipt is required for this amount.)

Daily amount: $223.10 (Daily amount payable to the employee and dependents within the maximum $306.60 established in

(c) for costsincurred by the employee and three dependents for the 31st to 180th consecutive days).

Lodging Tax: | $7.60/day

Total:

$230.70 (Actual daily amount paid for costs (including lodging tax) incurred by the employee and three
dependents for the 31st to the 180th consecutive days).

Change 563
09/01/12

C4B-30



http://www.defensetravel.dod.mil/site/perdiemCalc.cfm�

Ch 5: Permanent Duty Travel C5168-C5175
Part D: HHG Transportation/Section 3: HHG Weight

SECTION 3: HHG WEIGHT
C5168 ADMINISTRATIVE WEIGHT LIMITATIONS (FTR 8302-7.17)

A. Poalicy. When GOV'T furnishings are provided at an OCONUS location, HHG transportation at GOV'T
expense to or from such an OCONUS location ordinarily is limited to 4,500 pounds net weight, not including UB
weight. See APP W for approved administrative weight allowance locations that may differ from the 4,500 pound
amount.

1. Analowance of up to 500 pounds exclusive of the 4,500 pounds net weight of the administrative weight
limitation is used for packing weight covering barrels, boxes, cartons, and similar material but does not include
pads, chains, dollies and other equipment to load and secure the shipment.

2. Only the authorized weight allowance that was shipped to the OCONUS location may be returned to
CONUS upon the duty tour completion unless the Agency makes an exception IAW Agency regulations

NOTE: An order permitting the State Department administrative HHG weight limit of 7,200 poundsis erroneous
and only 4,500 pounds net weight may be transported at GOV’ T expense subject to the exceptions below.

B. Exceptions

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

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

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

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

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

b. The employeeison atour that is extended one year or longer within the same administratively weight
restricted area;

¢. Upon departure from an administratively weight restricted area if additional furnishings were acquired
through marriage occurring after the employee was rel ocated to the administratively weight restricted areg;
or

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

5. When aweight restriction isimposed for HHG shipped into a non foreign OCONUS area, the weight
restriction does not apply to shipments from that location as long as the new PDS is hot a weight restricted area.

NOTE: Appropriate storage, or transportation to a designated place, is authorized for the remainder of an
employee’ s weight allowance.
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C. Transportation from a Weight Restricted Area. If an employee istransferred from an OCONUS weight
restricted PDS to a PDS at which GOV’ T owned furnishings are not provided, HHG transportation may be
authorized from the old PDS, storage, and/or the designated place to the new PDS as long as the total HHG
transported does not exceed the authorized weight limit for the new PDS.

C5170 DETERMINING THE NET WEIGHT (FTR 8302-7.13)
A. Crated Shipments. The net weight of crated shipments:

1. Does not include the crating material weight,

2. 1s60% of the gross weight, and

3. May be computed at less than 60% of the gross weight if it was necessary (for reasons beyond the
employee’s control) to use unusually heavy crating and packing materials.

B. Uncrated Shipments. The net weight of uncrated shipments (commercial or noncommercial) is alowed an
allowance of up to 2,000 pounds, exclusive of the 18,000 pounds net weight of HHG shipment that is used for
packing weight:

1. Isthe weight shown on the bill of lading or weight certificate?;
2. Excludesthe weight of barrels, boxes, cartons, and similar packing materials; and
3. Doesnot include pads, chains, dollies, and other equipment needed to load and secure the shipment.

C. Containerized Shipments. When containers designed for repeated use are used (e.g., lift vans, CONEX
transporters, and HHG shipping boxes), the shipment net weight is:

1. Computed like an uncrated shipment if the container’ s weight includes interior bracing and padding
meaterials,

2. 85% of the gross weight (after subtracting the container’s weight) if the container’s weight does not include
the weight of interior bracing and padding materials, or

3. Based on constructed weight if the container’s gross weight cannot be determined.

D. Constructed Weight. A constructed weight based on 7 pounds per cubic foot (NOTE 2) of properly loaded space
should be used:

1. When an adequate scale is not available at origin, en route or at destination,

2. For apartial load when the HHG weight cannot be determined (without unloading the vehicle at origin, en
route or destination), or

3. When the carrier's charges for a short distance or metropolitan area move are computed on a basis other than
the shipment's weight or volume (e.g., when payment is based on an hourly rate and the distance involved).

NOTE 1: The employee should obtain a statement from the carrier showing the amount of properly loaded space
required for the shipment.

NOTE 2: PBP&E weight is based on 40 pounds per cubic foot.
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C5175 EXCESS CHARGES

A. Palicy

1. GOV'T’'sFinancial Responsihility

a. The GOV'T must pay the total transportation and other charges applicable to any excess weight that
exceeds an employee's weight allowance and collect reimbursement from the employee. When HHG are
weighed twice, the lesser weight is used to determine the employee’s financial liability. For example, if the
origin HHG weight is less than the destination HHG re-weigh, use the origin HHG weight or if the
incoming/outgoing SIT/NTS of HHG weights are different, use the lesser weight to determine the
employee’s share of the cost (CBCA 1500-REL O, 6 July 2009 and CBCA 1534-REL O, 10 July 2009).

b. Payment for the transportation and collection from the employee for excess charges are |AW finance
regulations. (FTR §302-7.200)

2. Employee’s Financia Responsibility

a. For shipmentsin excess of the authorized weight allowance, the employee is financially responsible for
all costs associated with the excess weight following transportation completion, as determined by the
Service concerned.

b. The employeeisfinancialy responsible for excess weight charges.
3. Excess Weight Status. When an excess weight status is known or suspected (e.g., based on observations

made during a pre-move survey) prior to transportation, Transportation Officers must notify the employee and
the AO providing transportation funds.

NOTE: The employeeisstill financially responsible for excess weight charges, even if the excess weight status
was known or suspected prior to transportation and the employee and/or the AO providing transportation funds
were not notified by the Transportation Officer of the weight status (CBCA 2076-REL O, 5 October 2010). An
agency may not pay the cost of transporting an employee’ sHHG in excess of 18,000 pounds (5 USC
85724(a)(4)). See par. C5154-B for prescribed weight allowance. Erroneousadvice, or lack thereof, by a GOV'T
agent does not create an entitlement to reimbursement of, or shipment of HHG in excess of the weight allowed by
Statute.

B. Excess Weight beyond Employee Control. When HHG are transported in a crated condition and it is determined
that for reasons beyond the employee’s control, the use of heavy packing and crating materials caused the computed
HHG net weight to exceed the allowed weight, the facts must be fully documented and the case forwarded with
recommendations for adjustment action through channels as follows:

1. Army. Transportation Operations, Loss & Damage, Excess Cost, Claims & Adjustments Section, DFAS-
Indianapolis ATTN: DFAS-JFNCC/IN, 8899 East 56th Street, Indianapolis IN 46249-0002;

2. Navy. See Transportation of Personal Property (NAV SUP P-490);

3. Air Force. Headquarters, U.S. Air Force (A4LE), 1030 Air Force Pentagon, Washington, DC 20330-1030;
or

*4. Department of Defense (DoD) COMPONENTS:. (APP Al - DoD COMPONENTS) OSD/WHS Defense
Agencies: OSD/WHS/Defense Agencies - DaD Civilian Personnel Advisory Service, Compensation Division,
Attn: Civilian Advisory Panel Member, 4800 Mark Center Drive, Suite 05G21, Alexandria, VA 22350.
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PART G: MEA DUE TO HOUSEHOLD RELOCATION
C5300 GENERAL
Effective date of transfer of 1 August 2011 or later.

A. Purpose. The purpose of MEA isto reimburse various costs (e.g., disconnecting/connecting appliances and
utilities) associated with an authorized/approved PCS/TCS residence relocation.

B. Advance Payments. An advance of MEA fundsis not authorized.

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

D. Lease Penalty Expense. For authority to reimburse an employee for alease penalty expense incurred for early
termination of alease anywhere in the world incident to a PCS to/from aforeign OCONUS area, see DSSR, FTA
and HSTA sections 240 and 250, respectively, as stated in par. C1260..

C5305 ELIGIBILITY

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

1. A PCSITCS s authorized/approved,
2. An appropriate service agreement is signed,
3. The employee moves out of the old residence, and,

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

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

1. A new appointee assigned to the first PDS, (appointee to any position, including student trainee, Senior
Executive Service (SES) and Presidential appointeg);

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

NOTE 2: A new appointee or an employee performing first PDS travel to a foreign OCONUS areaiseligible
for the MEA portion of the foreign transfer allowance (FTA). For FTA guidance, refer to DSSR, Section
240 at http://aoprals.state.gov/content.asp?content id=247& menu_id=81 as stated in par. C1260.

2. An employee performing RAT unless a PCS is authorized/approved |CW the RAT and the employee has
discontinued residence at one location and established aresidence at a new location ICW the PCS;

3. An employee assigned to an OCONUS PDS returning to the actual residence for separation; and

4. Anemployee authorized transportation for dependents and/or HHG to/from atraining location instead of per
diem or AEA under par. C4630.
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C5310 REIMBURSEMENT
NOTE: The new MEA amounts ($650 and $1,300) are effective for PCS orders with effective date of transfer (see
Appendix A) on/after 18 July 2011. PCSswith effective date of transfer before 18 July 2011 continue to use the
old MEA rates of $500 and $1,000.
A. General

1. MEA Amounts. The ‘flat payment’ MEA amounts are $650 and $1,300.

2. Two Employees in One Household

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

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

c. Evenif each employee without dependents has atravel order and is traveling as an ‘employee’, only one
MEA is paid when no separate rel ocation expenses are incurred by the employees (73 Comp. Gen. 164

(1994)).

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

e. EXCEPTION: A first appointee assigned to an OCONUS PDSis paid IAW the DSSR, Sec. 241.2 if
paid under the FTA Rule. See par. C1260.

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

1. Employees without dependents: the lesser of $650 or the equivalent of 1 week's basic compensation;
2. Employees with dependents: the lesser of $1,300 or the equivalent of 2 week's basic compensation; or

3. Employees with dependents, but whose dependents and HHG are not relocated: the lesser of $650 or the
equivalent of 1 week's basic compensation. When an employee:

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

b. Relocates the dependents or HHG within the 1-year limitation;

the employee is authorized the difference between the amount initially received and the amount allowed under
par. C5310-B2.

NOTE 1: An employee isauthorized MEA at the with dependents rate even though dependents move from the
residence at the old PDS to a different residence than the employee's residence at the new PDS (B-184558, 12

August 1976).
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NOTE 2: An employee is authorized MEA at the “ without dependentsrate” if the employee’' s dependentsreturn
early | AW par. C5450 and do not relocate the household when the employee returns and is authorized PCS
allowances (B-194061, 12 September 1979). For an employee to be authorized MEA at the " with dependents"
rate, the employee's dependents must discontinue a prior residence and establish a new residence | CW the
employee's PCS.

C. Maximum Payment

1. The AO may authorize/approve MEA in excess of the amount in par. C5310-B if the:
a. Claimissupported by evidence of expensesincurred, and
b. Total amount does not exceed the employee's basic salary rate of:
(1D 1 week if the employeeiswithout dependents, or
(2) 2 weeksif the employee has dependents who were relocated.
2. Thebasic salary rate isthe rate in effect when the employee reports for duty at the new PDS.
3. Thealowable amount cannot exceed the maximum rate (step 10) of Grade GS-13, in 5 USC 85332.
4. A claim for more than the amount authorized in par. C5310-B must be justified.

D. Reimbursable Costs. Miscellaneous expenses are the various costs associated with PCS that are not covered by
other PCS allowancesin JTR. Examples of reimbursable costs include:

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

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

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

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

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

7. Pet quarantine charges (B-206538, 14 September 1982) excluding medicine/medical care, grooming, and
similar fees for services that are a part of routine pet care. See par. C5400.;

8. Pet transportation (cats, dogs, and other house pets) (FTR 8302-16.1); NOTE: Other animals (horses, fish,
birds, various rodents, etc.) are excluded because of their size, exotic nature, or restriction on shipping, host
country restrictions and special handling difficulties;
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GSBCA Ruling Involving Costs Related to “UK Pet Scheme”

An employee transferred from CO to the United Kingdom (UK) incurred expenses to comply with the UK’s
requirements for bringing pets into the country. The expenses, totaling $906.89, included the costs for blood
tests, insertion of an identification microchip, an export certificate, “UK pet scheme” costs charged by the
airline to comply with UK guidelines, a health certificate, ground transportation to the new residence, express
mailing of the export certificate, and a pet shipping container. The employee’stravel voucher included the
above listed expenses as itemized miscellaneous expenses. The employee’s agency reimbursed atotal of
$1,537.41 for itemized miscellaneous expenses, but that amount did not include the pet related expenses, which
the agency considered to be unallowable. GSBCA agreed with the agency and indicated that reimbursable costs
related to dogs, cats and other house pets are limited to transportation and handling costs, required to meet the
more stringent rules of air carriers. The costs for inoculations, examinations, boarding quarantine or other
charges in the moving process are not included. The costsinvolved are to be borne by the employee and are not
reimbursable as miscellaneous expenses (GSBCA 16827-REL O, 14 April 2006). Thisdecision is available at:
http: //mww.gsbca.gsa.gov/rel 0/s1682714.pdf.

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

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

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

12. Miscellaneous expenses connected with cancellation of a contract to purchase a house due to transfer in the
GOV'T’sinterest (GSBCA 16351-REL O, 1 April 2004);

Effective date of transfer of 1 August 2011 or later.

13. Pet care, child care, or adult care for dependent parents or other adult dependents incapable of self care at
home while the employee and/or spouse are away on a HHT, or are packing or unpacking; and

14. Similar costs.

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

1. Coststhat exceed the maximums provided by law or in JTR;

2. Coststhat are not allowed in JTR;

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

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

6. Finesor other penaltiesimposed on the employee or dependents,

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

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

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

10. Duplicate payments for reimbursable expenses;

Change 563 C5G-4
09/01/12


http://www.gsbca.gsa.gov/relo/s1682714.pdf�
http://redbook.gao.gov/17/fl0081673.php�
http://www.gsbca.gsa.gov/relo/s1610419.pdf�
http://www.gsbca.gsa.gov/relo/s1610419.pdf�
http://www.gsbca.gsa.gov/relo/s1610419.pdf�
http://www.gsbca.gsa.gov/relo/s1610419.pdf�
http://www.cbca.gsa.gov/topical/r1635101.txt�

Ch 5: Permanent Duty Travel C5300-C5310
Part G: MEA Due to Household Relocation

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

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

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

15. Accident insurance premiums or liability costsincurred while traveling to the new PDS, or liability for
uninsured damage caused by accidents for which the employee or dependents are responsible;

16. Losses due to the sale/disposal of HHG items that are not convenient or practicable to move;
17. Damage to/loss of clothing, luggage, or other personal items while traveling to the new PDS;

18. Subsistence, transportation, or travel expenses in excess of the amounts reimbursed as per diem or other
alowancesin JTR;

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

20. Costsdue to structural aterations; or remodeling or modernizing of aresidence, garages, or buildings to
accommodate POV s, appliances, or equipment; or the cost for replacing/repairing worn out or defective
appliances/equipment shipped to the new PDS; or electrical system upgrades to accommodate an appliance or
equipment moved from the residence at the previous duty station (CBCA 2660-REL O, 26 January 2012);

21. Costs of purchasing clothing, appliances (including delivery cost), and equipment due to relocation; and
22. Costs of newly purchased items, such as rugs or drapes.

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

1. Submit atravel claim following the guidance in DODFMR Vol. 9 for costs associated with relocation,
2. Certify that the old PDS residence has been discontinued and a new PDS residence has been established, and

3. Establish aresidence at the new PDS, if filing a supplemental claim for the remainder (from the without to
the with dependents rate) of MEA.
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PART A: EVACUATION TRAVEL
C6000 LEGAL BASIS

A. Transportation Authority

*1. Title5 USC 85725 provides authority for GOV’ T expense transportation for an employee's dependents and
HHG to a safe haven location when an evacuation is authorized/ordered.

2. See Ch 6, Part C for foreign area evacuations.
3. SeeCh 6, Part D for U.S. and non-foreign OCONUS area evacuations.

B. Pay and Allowances

*1. Title 5 USC 85522 provides authority for advance pay, allowances, and differentials when an employee
and/or a dependent(s) is authorized/ordered to evacuate the employee's PDS.

2. See Ch 6, Part C, DSSR, Section 615 for foreign area evacuations.
3. SeeCh 6, Part D, OPM regulations, Section 550.404 for U.S. and non-foreign OCONUS area evacuations.

*C. Department of State (DoS) Standardized Regulations (DSSR)

*1. DoDI 1400.25, Volume 1250 DoD Civilian Personnel Management System: Overseas Allowances and
Differentials, adopted the provisions of the Department of State (DoS) Standardized Regulations (DSSR),
Chapter 600, "Payments During an Ordered/Authorized Departure” .

2. See Ch 6, Part C for an annotated extract of DSSR, Chapter 600, modified to relate to a DoD civilian
employee.

3. The DoS regulations apply for evacuations from, or within, any foreign area. See APP A for “foreign area’”.
*D. Memorandum of Agreement. Memorandum of Agreement, dated 13 April 2012 revision, between DoS and

DoD (USD (Palicy)) on the protection and evacuation of U.S. citizens and nationals and designated other persons
from threatened areas overseas addresses:

1. Policy objectives,

2. Interagency checklist and other related documents,
3. Responsihilities,

4. Authority to invoke an emergency evacuation plan,
5. Responsibility for military operations, and

*6. Organization for emergency evacuation planning.

E. Office of Personnel Management (OPM) Regulations

1. OSD/CPP-adopted OPM regulations, 5 CFR, Part 550, Subpart D, Payments During Evacuation.
2. See Ch 6, Part D for DoD implementation of 5 CFR, Part 550, Subpart D.

3. OPM regulations apply to U.S. and non-foreign OCONUS area (see APP A) evacuations.
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C6005 FOREIGN AREA EVACUATION

A. Applicable Regulations. See Ch 6, Part C.

B. Authorizing/Ordering an Evacuation

1. DoS determines when an evacuation from aforeign area is necessary.

2. The SECDEF, after consultation with the Secretary of State, may authorize the evacuation of all DoD
noncombatants, in appropriate circumstances, such as:

a. A Presidential declaration of national emergency, or

b. Directed reinforcement of U.S. Armed Forcesin atheatre, or

¢. To accommodate force protection or anti-terrorism considerations,
*3. SECDEF authority does not apply to noncombatants attached to DoD Attaché Offices, Marine Security
Guard Detachments, DoD elements or personnel that form an integral part of the U.S. Country Team, and others
as determined between the Combatant Commander and the Chief of Mission. See Memorandum of Agreement

between DoS and DoD, 13 April 2012 revision.

4. A commander of a COCOM or the senior commander in the country concerned or the DoD Attachéis
responsible for authorizing/ordering an evacuation of the area when U.S. citizens are endangered but:

a. Timely communication with the DoS is not possible,
b. Thereisno DoS presence in the area concerned, and/or

¢. Time and communications do not permit the Commander to receive authorization from the SECDEF
(USD (P&R)) without jeopardizing the U.S. citizens.

*5. The DoD (USD (P&R)) is primarily responsible for evacuations at the U.S. Naval Base, Guantanamo, Cuba
(DoDD 3025.14, 8 December 2003)..

*6. PoC for DoD evacuations is the Civilian Advisory Panel (CAP) member for Army, Navy, Marine Corps, or
Air Force, and the OSD for DoD agencies. The directory lists office symbols and phone numbers for CAP
members.

C. Authorized Transportation

1. Transportation for an employee and/or dependents may be authorized from the employee's PDS to a safe
haven pending a determination as to the:

a. Return to the PDS from which evacuated;

b. Transfer or reassignment of the employee to another PDS;

¢. Return to actua residence; or

d. Transportation to the final safe haven.
NOTE: If itisknown at the time of evacuation, or later when a determination is made, that the employee
and/or dependents are not to return to the evacuated PDS, transportation for the employee and/or

dependents and HHG may be authorized from the PDS or safe haven to the employee's next PDS (or actual
residenceif thereisno PCSfor an employee serving at an OCONUS PDS under a service agreement).
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2. Transportation from theinitial safe haven to afinal safe haven may be authorized through the Secretarial
Process.

D. Subsistence Expense Allowance (SEA). See Ch 6, Part C for SEA.

E. Actual Expense Allowance (AEA). AEA in Ch 4, Part C isnot authorized/approved for evacuations from
foreign OCONUS areas.

C6010 CONUS/NON-FOREIGN OCONUS AREA EVACUATION

A. Applicable Regulations. See Ch 6, Part D and par. C6010-D.

B. Authorizing/Ordering an Evacuation. The following officials may authorize/order an evacuation:

*1. The SECDEF, or the Secretary's designated representative (USD (P&R)) for employees of a DoD
COMPONENT and the employees' dependents (PoC: The Civilian Advisory Panel member for Army, Navy,
Marine Corps, or Air Force and the OSD Civilian Advisory Panel member for DoD agencies. The directory
lists office symbols and phone numbersfor Civilian Advisory Panel members.);

*2. The Secretary of the Army, Navy, or Air Force, or the Secretary's designated representative, for civilian
employees of the respective Service and the employees dependents;

3. The head of aDoD COMPONENT (see APP A) or designated representative;
4. The commander of aU.S. INSTALLATION (see APP A) or designated representative; and
5. The commander, director, head, chief or supervisor of an organization or office.

C. Authorized Transportation

1. Except asindicated for limited evacuationsin par. C6010-D, transportation for an employee and/or
dependents and HHG may be authorized from the employee’s PDS to a safe haven pending a determination as
to:

a. Return to the PDS from which evacuated;
b. Transfer/reassignment to another PDS; or

¢. Return to actual residence (applicable to an employee serving a prescribed tour of duty at an OCONUS
location under a service agreement).

2. If itisknown at the time of evacuation or later, when a determination is made, that the employee and/or
dependents are not to return to the evacuated PDS, transportation for the employee and/or dependents and HHG
may be authorized from the PDS or safe haven to the employee’ s next PDS (or actual residence if thereisno
PCS for an employee serving at an OCONUS PDS under a service agreement).

3. Transportation from the initial safe haven to afinal safe haven may be authorized through the Secretarial
Process.
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D. Limited Evacuation

1. A limited evacuation is intended for those circumstances when it is necessary to evacuate an employee
and/or dependents temporarily from the PDS vicinity to the nearest suitable accommodations.

2. When an official designated in par. C6010-B authorizes/orders alimited evacuation, transportation
alowances are limited to:

a. Transportation for one round trip from the employee’ s evacuated residence to the nearest available
accommodations (which may be GOV’ T QTRS) and return; or,

b. Reimbursement on a mileage basis, at the applicable rate in par. C2500, when a POC is used for one
round trip from the evacuated residence to the nearest available accommodations (which may be GOV’ T
QTRS) and return. Reimbursement for POC useisto the operator. No reimbursement is allowed for
passengers.

E. Per Diem/Subsistence Expense

1. Per Diem/Subsistence Expense Allowances. See Ch 6, Part D, Section 550.405.

2. Actual Expense Allowance (AEA). AEA in Ch 4, Part C is not authorized/approved for evacuations from
U.S. or non-foreign OCONUS areas.

C6015 SAFE HAVEN

A. OCONUS Foreign Area Evacuation. See SAFE HAVEN in Ch 6, Part C, par. 610(1).

B. CONUS/Non-Foreign OCONUS Area Evacuation. See SAFE HAVEN in Ch 6, Part D, par. 550.402(g).

C. U.S. Evacuation. If thefifty U.S. and the District of Columbia are named in the evacuation authorization/order
as the safe haven, an evacuee must select the exact safe haven location within the fifty U.S. and the District of
Columbiato which traveling at GOV'T expense.

D. Limited Evacuation. When alimited evacuation is authorized/ordered, the safe haven is the nearest available
accommodations location, which may be GOV’ T QTRS, determined to be suitable by the appropriate authority in
par. C6010-B who authorized/ordered the limited evacuation. See par. C6010-D.

C6020 EMERGENCY POV STORAGE INCIDENT TO AN OCONUS AREA EVACUATION

See par. C5236.

C6025 POV SHIPMENT

Thereisno authority to ship a POV ICW an evacuation. A POV may be shipped at GOV’ T expense AW the
provisionsin Ch 5, Part E, ICW an employee's PCSto anew PDS or upon return of the employee serving under a
service agreement to the actual residence following separation from the OCONUS PDS.

C6030 TEMPORARY QUARTERS SUBSISTENCE EXPENSE (TQSE)

TQSE is not authorized for an evacuation. See Ch 5, Part H.
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Ch 6: Evacuations and Adverse Conditions C6200
Part C: Pmts During an Ordered/Auth Departure from a Foreign Area/ DSSR, Ch 600
Section 3: DSSR, Ch 600, pars. 611-639 pars. 611-639

SECTION 3: DSSR, CHAPTER 600, SUBPARS. 611-639

C6200 DSSR, CHAPTER 600 (EXTRACTED AND MODIFIED FOR DOD)
NOTE: Thefollowing material is extracted from the DSSR and modified to relate to a DOD civilian employee.
611 Description
611.1 Purpose
These regulations govern the authority and procedures for paying an employee who is evacuated from an assigned
PDS, and for paying the dependents who are evacuated, for military or other reasons which create imminent danger
to the life of the employee or the dependents or which otherwise are in the national interest.
611.2 Authority
These regulations are issued under the authority contained in 5 USC §85521-5527 (The Act of September 26, 1961
(P. L 87-304, 75 Stat. 662)) as amended by the Foreign Service Act of 1980 (P. L. 96-495) and Executive Order
10982 issued 25 December 1961.
611.3 Scope
These regulations cover the authority for an advance of pay following an ordered/authorized departure, continuation
of salary and allowance payments during the period of ordered/authorized departure, and special allowancesto
partially offset certain direct added expensesincurred as aresult.
612 Coverage
612.1 Employees Covered

These regulations apply to:

(1) A DoD civilian employee whoisaU.S. citizen or isa U.S. national, except as provided in DSSR, Section
612.3 (below), and

(2) When and to the extent determined by the Secretary of State, third country nationals, i.e., acivilian
employee who isnot a U.S. citizen or national and who is not acitizen or national of the country in which the
evacuated PDS is located.

A third country national employee and/or dependents are considered for evacuation travel to the employee’s
country of origin, points of hire, or designated foreign or U.S. safe havens, if thisisin the GOV’ T’ sinterest.

612.2 Locations

These regulations apply to evacuations from, or within, any area situated outside:
(1) TheU.S;
(2) The Commonwealths of Puerto Rico and the Northern Mariana Islands, and
(3) Any U.S. territory or possession.

612.3 Localy Employed American Citizens Not Covered

These regulations do not apply to:
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(1) Local U.S. citizens who do not have official GOV’ T employment, including but not limited to Americans
with private business or organizations, teachers recruited by local American supported schools, Fulbright
grantees, and individuals with contracts to work for the foreign host government; or

(2) Locally hired American citizens who work for the GOV’ T but who do not have an agreement for return
transportation to the U.S. at GOV’ T expense.

613 Authority

a. An employee and dependents are paid/reimbursed only if they meet the requirements of these regulations.
Authorization for payment ceases on the date when the employee is determined as covered by the Missing Persons
Act (50 APP USC 81001 et seq.), unless payment is earlier terminated under these regulations or unless determined
otherwise by the Secretary of State.

b. Joint Federa Travel Regulations, Vol. 1, (JFTR), Ch 6, Part A covers alowances for the dependents of
uniformed personnel. A uniformed member is not evacuated, but may be sent TDY asrequired.

614 Authorized Safe Haven Designation

a. The Secretary of State designates an official safe haven asfar in advance of any actual or possible evacuation as
practicable. An employee and the employee’ s dependents are expected to travel to this safe haven if an evacuation
is authorized/ordered. See DSSR, Sections 631-633 for commencement and payment of special alowances.

b. When there isinsufficient time for a written evacuation order due to the nature of the danger, the Secretary of
State must be notified as soon as possible of the conditions that warrant the order so that an appropriate safe haven
may be authorized and payment of special allowances approved.

c. An dternate foreign OCONUS safe haven location is authorized by the Secretary of State and through the
Secretarial Process under individual circumstances when in the GOV’ T's best interest and is effective no earlier than
the request date for an aternate foreign OCONUS safe haven location. Following Secretary of State authorization,
the Principal Deputy Under Secretary of Defense (Personnel and Readiness) (PDUSD (P& R)) may authorize/
approve requests for reimbursement of travel and transportation expenses to an alternate foreign OCONUS safe
haven location for an evacuated dependent. For requests within DOD, PDUSD (P& R), please call (703) 697-2086
or DSN (312) 227-2086.

615 Advance Payments
616 Eligibility

An employee may be paid in advance of the normal pay day when, in the authorizing officer’s opinion, payment is
required to help defray the immediate expenses incident to an evacuation of an employee and/or dependents.

617 Advance Payment Amount

Any advance payment is based on the compensation rate including any allowances or post differential for which an
employee was eligible immediately prior to the evacuation order issuance. The advance payment amount is the
monetary amount for a period NTE 30 days, or alesser number of days as determined appropriate by the authorizing
officer.

617.1 Advance Payment Computation

(@) For afull timeand regular part time employee, the advance payment amount is computed on the basis of the
number of regularly scheduled workdays scheduled to occur during the period as determined under DSSR,
Section 617.
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(b) For anintermittent employee, the advance payment amount is computed on the basis of the number of days
on which the employee is expected to work during the period as determined under DSSR, Section 617. The
number of days is determined whenever possible by approximating the number of days per week ordinarily
worked by the employee during an average six-week period.

617.2 Payment
() The advance payment may be paid to the employee or a designated representative. Payments to anyone
other than the employee should be made only pursuant to prior written authority from the employee, wherever
possible. If circumstances do not permit prior written authorization, the payment may be made and the
employee should then confirm such payment by preparation and submission to the safe haven post, or
appropriate management office, of an allotment or assignment of pay form, immediately following departure of
dependents. If the employee is evacuated or authorized to depart, submission is upon arrival at the safe haven
post.

(b) Theadvance payment is made at any time after the evacuation order is given, but not later than 30 days
after the employee/dependent(s) has evacuated from the PDS.

617.3 Payment Procedures

An advance payment and any required adjustment thereof is made |AW procedures established through the
Secretarial Process.

618 Recovery

618.1 Genera Requirements
After an employee's account is reviewed as required by DSSR, Section 638 (follows), if the employeeis
indebted for any part of an advance payment made, indebtedness recovery must be started by the payroll office
having jurisdiction over the employee's account unless a waiver of recovery has been authorized. |ndebtedness
repayment is made either in full or in partial payments as agreed upon by the payroll officer and the employee.

618.2 Waiver of Recovery

Recovery of indebtedness for an advance payment may not be required if the head of agency determines that
recovery is against equity and good conscience or against the public interest IAW agency procedures.

620 Continuation of Salary and Allowance Payments
621 Computation
621.1 Family Ordered/Authorized to Depart — Employee Remains at PDS

(a) Post Allowance. After all members of an employee's family depart from the PDS pursuant to an evacuation
order, the post allowance is reduced to the "employee without family" rate.

(b) Temporary Quarters Subsistence Allowance (TQSA). If early return of the employee's family to the PDSis
anticipated, TQSA may continue at the rate prescribed in DSSR, Sections 120 and 925.

(c) Living Quarters Allowance (LQA). LQA may continue at the "with family" rate for aperiod NTE six
months.

(d) Education Allowance
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(1) "School at post" education allowances are terminated without financial penalty to the employee IAW
appropriate provisions governing education allowances in the DSSR, Section 274.22. |If thereisan Internet
classroom set up with the school at post, expenses incurred by the employee/parent at the safe haven
location associated with the Internet classroom in which the child is participating, are reimbursed under the
current year “school at post” education allowance maximum. These expenses include what the school at
post charges for this service and connectivity chargesin the U.S. for Internet classroom related activitiesin
which the child is participating.

(2) "School away from Post" education allowance may continue until the school year end for children
attending " school away from post” outside the U.S.

(3) "School at safe haven”, see DSSR, Section 633 for specia education allowance.

() Educational Travel. When a dependent child isat a school inthe U.S. using educational travel benefits
under DSSR, Section 280, the official safe haven location becomes the travel destination. See DSSR, Section
633.4.

621.2 Employee and Family Ordered/Authorized to Depart

() Post Allowance. The post allowance isterminated as of the close of business of the departure day from the
PDS.

(b) Temporary Quarters Subsistence Allowance (TQSA). The TQSA isterminated as of the close of business
of the departure day from the PDS.

(c) Living Quarters Allowance (LQA). LQA payment terminates as of the close of business of the employee’'s
departure day from the PDS, unless the employeeis required to maintain and pay for quarters at the PDS or
unless lease termination isimpossible or impracticable.

(d) Education Allowance

(1) "School at post" education allowances are terminated without financial penalty to the employee IAW
appropriate provisions governing education allowancesin the DSSR, Section 274.22. |If thereisan Internet
classroom set up with the school at post, expenses incurred by the employee/parent at the safe haven
location associated with the Internet classroom in which the child is participating are reimbursed under the
current year “school at post” education allowance maximum. These expenses include what the school at
post may charge for this service and connectivity chargesin the U.S. for Internet classroom related
activitiesin which the child is participating.

(2) "School away from post" education allowances. See DSSR, Section 633.

(e) Educationa Travel. When adependent is at a school in the U.S. using educational travel benefits under
DSSR, Section 280, the officia safe haven location becomes the travel destination. See DSSR, Section 633.4.

(f) Post Differential and Danger Pay. When the employee departs PDS pursuant to ordered/authorized
departure, post differential and danger pay payments terminate IAW DSSR, Sections 532 and 654.2,
respectively. Subsequent eligibility for these benefits to an evacuated employee at the safe haven or other
temporary duty stationsis governed by DSSR, Sections 540 and 655, respectively.

622 Payment
Insofar as practicable, payments are made on the employee's regular paydays computed as follows:

a. For afull time and aregular part time employee, the payment amount is computed on the basis of the
employee's regularly scheduled workweek.
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b. For an intermittent employee, the payment amount is computed, whenever possible, by approximating the
number of days per week ordinarily worked by the employee during an average six-week period.

c. Payment, and any required adjustment, is |AW procedures established through the Secretarial Process.
Payments may be paid to the employee, an adult dependent, or a designated representative. Payments to anyone
other than the employee should be made only pursuant to prior written authority from the employee, wherever
possible. If circumstances do not permit prior written authority, the payment may be made and the employee
should then confirm such payment by preparation and submission of an allotment or assignment of pay form
IAW procedures established through the Secretarial Process, immediately following dependents’ departure or, if
the employee is aso evacuated, upon arrival at the safe haven.
d. When an advance payment is made under DSSR, Section 615, no part of the advance is offset against salary
and allowance payments (DSSR, Section 620) as long as the evacuation order remainsin effect. See DSSR,
Sections 618 and 638 for reconciling employee accounts.

623 Termination

The authority for allowance payments under DSSR, Section 620 ceases as of the earliest of the following dates:

a. The date the evacuated/departed employee commences travel under an assignment order to another PDS
outside the evacuation area;

b. The effective date of transfer when the employee is already at the PDS to which transferred for permanent
duty;

¢. The date of separation;

d. The date specified by the head of agency;

e. The date specified by the Secretary of State;

f. 180 days after the evacuation order is issued; or

0. The date the evacuee commences return travel to the previously evacuated PDS.
624 Agency Report Requirements

When an evacuation is ordered/authorized, areport isimmediately submitted to the head of agency who forwards a
copy to the Department of State. The report must contain the following information:

a. Names of evacuated employess;

b. Names of evacuated dependents (indicating, as appropriate, designated representatives);
c. Feasibility of officially reassigning evacuated employees to other positions;

d. Number of evacuated employees and skills needed to reactivate the PDS; and

e. Any other facts or circumstances that may aid in determining whether or not evacuation payments are
necessary beyond the first 60 days of the evacuation period.

A similar report is made 45 days after the evacuation. Upon receipt of thisreport, a determination is made as to
the number of evacuated employees who need to be retained as the civilian staff available for the performance
of duty and for whom evacuation payments may be continued beyond the first 60 days of the evacuation. As
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soon as this determination is made, the post is instructed as to the number of evacuated employees who may
continue to receive evacuation payments and the duration of the period for which such payments are to
continue. When the extension isless than 120 additional days, and the evacuation lasts beyond the authorized
period for evacuation payments, authority to continue evacuation payments up to the full 120 additional daysis
through the Secretarial Process.

625 Work Assignments for an Evacuated Employee

625.1 An evacuated employee at a safe haven may be assigned to perform any work considered as necessary or
required during the evacuation period without regard to the employee’s grade or title.

625.2 Failure or refusal to perform assigned work may be a basis for terminating further evacuation payments
and/or taking disciplinary action.

625.3 When a part time employee, either regular or intermittent, is given assigned work at the safe haven, arecord
of the hours worked is maintained so that payment may be made for any hours of work that are greater than the
number of hours on which payments under DSSR, Section 620 are made.

630 Special Allowances

To help offset direct added expenses that are incurred by the evacuee as a result of an evacuation order, special
allowances are provided for certain travel, transportation, subsistence, and special education expenses. The
employee isresponsible for normal family living expenses. Only one departure is permitted an evacuee during any
one evacuation period. In determining the direct added expenses payable as special allowances under these
regulations, an agency should consider the following items as the maximum amounts payable:

631 Travel and Transportation Expenses

The travel and transportation expenses for an employee/dependent(s) authorized/ordered to depart the PDS are IAW
the JTR for TDY travel (APP I, Part 4, par. A). Per diem is authorized for dependents at arate equal to the rate
payable to the employee, except that the rate for dependents under age 12 is one half of thisrate. Per diem for an
employee/dependent(s) is payable from the date of departure from the evacuated area through the date of arrival at
the safe haven, including any delay period en route that is beyond an evacuee's control or that may result from
evacuation travel arrangements.

a. Special Safe Haven Travel Considerations:

(1) From PDSto Safe Haven Locations. When the fifty U.S. and the District of Columbia are the officially
designated safe haven, authorized/ordered departure dependent travel and transportation is permitted to an
authorized home leave point or to any other location in one of the fifty U.S. or the District of Columbia.
Dependents authorized/ordered to depart the PDS to one of the fifty U.S. or the District of Columbia earlier
than the employee, are permitted travel and transportation at GOV’ T expense to rejoin an employee
subsequently authorized/ordered to depart the PDS to a different safe haven in one of the fifty United States
or the District of Columbia. Dependent travel and transportation expenses to and from an alternate safe
haven outside the fifty United States and the District of Columbia are reimbursed NTE a constructed cost
calculation from the evacuated PDS to the employee's selected safe haven in one of the fifty United States
or the District of Columbia.

(2) From outside Point to Safe Haven. When an evacuee is away from a PDS on official travel (RAT,
R&R, FEML, TDY) at the time of an authorized/ordered evacuation, travel and transportation expenses are
paid to the safe haven location from the employee/dependent’ s location. If an employee/dependent is away
from the PDS on personal travel when an evacuation is authorized/ordered, travel and transportation
expenses to the safe haven location are constructed cost, NTE the cost of travel and transportation from the
evacuated PDS to the safe haven location. Upon arrival at the safe haven location, SEA payments under
DSSR, Section 632 are applicable.
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(3) Airfreight Allowance and Airfreight Replacement Allowance. An airfreight allowance for UB is
authorized for authorized/ordered departure from/return to PDS. If the airfreight allowance is not used to
ship UB because of circumstances beyond the evacuee’s control, an airfreight replacement allowance (in
lieu of an airfreight allowance from PDS) may be granted to help defray costs of items, normally part of the
authorized airfreight shipment, that must be purchased. The flat amounts are as follow: First evacuee
without family: $250; First evacuee with one family member: $450; or First evacuee with two or more
family members: $600. Receipts are not required for this allowance. NOTE: Even when the airfreight
replacement allowance is granted from PDS, evacuees are still eligible for an airfreight allowance
whenl/if they return to PDS.

(4) Third Country National. On acase by case basis, as determined by the head of agency, athird country
national employee and/or that employee’ s dependents should be considered for evacuation travel to the
employee’s country of origin or point of hire rather than to other designated foreign or U.S. safe havens, if
itisinthe GOV’ T'sinterest and authorized by the Secretary of State.

b. HHG, POV and Local Transportation Allowance

Access to (while in storage), delivery and return to storage of, HHG for evacueesis at personal expense.
Shipment of a POV is not authorized at GOV’ T expense. In the absence of a POV at the safe haven
location, atransportation allowance to assist with local transportation costs paid at arate of $25 per day,
regardless of the number of dependents. The transportation allowanceis paid from the first day following
arrival day at the safe haven location. Receipts are not required.

632 Subsistence Expense Allowance (SEA)

Unless otherwise directed by the Secretary of State, a subsistence expense allowance (SEA) for an evacueeis
determined and paid AW these provisions. Payment commences as of the date following the evacuee's arrival day at
an authorized safe haven location and may continue NTE day 180 or when terminated under these regulations,
whichever occurs first. Authorization to make payments ceases on the 181st day after the evacuation order isissued.
Any subsequent order issued after the 180th day constitutes a separate order, starts a separate 180-day period, and
applies only to evacuees departing under that order. (See DSSR, Section 631 for Air Freight Replacement Allowance
and Transportation Allowance. See page |A-27 for the Evacuation Payments Worksheet.)

632.1 Daily Amounts Authorized

(8) Fromthe day following arrival day at the safe haven location the first evacuee and additional dependents
are reimbursed according to either acommercia or non commercia rate. The commercia rate requires a
commercial lodging receipt. The non commercial rate applies on days for which a commercial lodging receipt
isnot received. On the 31st day at the safe haven location, the reimbursement rate is reduced to the 31 through
180th day amount shown for the rate (commercial or non commercial) the employee/dependent(s) chooses for
each of the remaining days in evacuation status. The employee may choose to be the “first evacuee” if
evacuated, even if evacuated after the dependent(s). Thereisonly one “first evacuee”, except as provided under
DSSR, Section 632.4(b) (“Tandem Couples’).

(b) Commercial rate
(1) Thedaily amounts allowed for days 1 through 30 following arrival day at the safe haven location are:

For the first evacuee:

Up to 100 percent (or up to 150 percent for special family compositions listed below) of the lodging
portion of the safe haven locality per diem rate (receipt required) plus aflat amount (no receipts
required) equal to 100 percent of the M& | E portion of the safe haven locality per diem rate. If the first
evacuee cannot get an exemption from paying commercial lodging tax in a CONUS or non foreign

Change 563 C6C3-7
09/01/12


http://www.defensetravel.dod.mil/site/perdiemCalc.cfm�
http://www.defensetravel.dod.mil/site/perdiemCalc.cfm�

Ch 6: Evacuations and Adverse Conditions C6200
Part C: Pmts During an Ordered/Auth Departure from a Foreign Area/ DSSR, Ch 600
Section 3: DSSR, Ch 600, pars. 611-639 pars. 611-639

OCONUS area safe haven, the first evacuee is reimbursed for the tax in addition to the amount allowed
for the lodging portion.

Specia Family Compositions

(a) First Evacuee plus one (non spouse dependent, age 18 or older);
(b) First Evacuee plus one (non spouse dependent of opposite gender, age 12 or older);

(c) First Evacuee plustwo (one non spouse dependent, age 18 or older; or one non spouse
dependent, opposite gender, age 12 or older);

(d) First Evacuee plus three (one non spouse dependent, age 12 or older);
(e) First Evacuee plusfour or more dependents.
*NOTE: For special family compositions not addressed by (a) through (€) above, submit requests

through the appropriate Civilian Advisory Panel (CAP) member to the Director, Office of Allowances
(A/OPR/ALS), U.S. Department of State, Washington, DC 20522-0104.

For each additional evacuee age 18 or older:

A flat amount equal to 100 percent of the M&IE portion of the safe haven locality per diem rate.

For each additional evacuee under age 18:

A flat amount equal to 50 percent of the M&IE portion of the safe haven locality per diem rate.

Example 1: Commercial Rate

Per day amounts for days 1 through 30 commencing from the day following arrival day at safe haven.

Safe haven locality per diem = $200 ($150/ $50). Family consists of Employee, Spouse, Children ages 6,
12 and 18. NOTE: Special Family Composition (€) applies.

First Evacuee: Lodging up to $225; M&|E $50
Spouse: $50

Children 6 & 12: $25; $25

Child 18: $50

Lodging reimbursed for actual expense up to maximum of $225. Commercial lodging receipt required.
M& I E portions are flat amounts and receipts are not required. Lodging taxes are reimbursed in addition to
these amounts for a CONUS or non foreign OCONUS area safe haven.

(2) The per day amounts allowed from the 31st day following arrival day at the safe haven location through the
end of the evacuation are:

For the first evacuee:

Up to 100 percent (or up to 150 percent for special family compositions listed above) of the lodging portion
of the safe haven locality per diem rate (receipt required) plus a flat amount (no receipts required) equal to
80 percent of the M&IE portion of the safe haven locality per diem rate. If the first evacuee cannot get an
exemption from paying the commercial lodging tax in a CONUS or non foreign OCONUS area safe haven,
the first evacuee is reimbursed for the tax in addition to the amount allowed for the lodging portion.
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©)

For each additional evacuee age 18 or older:

A flat amount equal to 80 percent of the M&IE portion of the safe haven locality per diem rate.

For each additional evacuee under age 18:

A flat amount equal to 40 percent of the M&IE portion of the safe haven locality per diem rate.

Example 2: Commercial Rate

Per day amounts for days 31 through end of evacuation NTE day 180.

Safe Haven locality per diem = $200 ($150/ $50). Family consists of Employee, Spouse, Children ages 6,
12 and 18. NOTE: Special Family Composition (€) applies.

First Evacuee: Lodging up to $225; M&IE $40
Spouse: $40

Children 6 & 12: $20; $20

Child 18: $40

The only difference between Example 1 and Example 2 is the reduction in the M& | E portion to 80% of
days 1 through 30 commercial rate. Lodging reimbursed for actual expense up to maximum of $225 per
day. Commercia lodging receipt required. M&IE portions are flat amounts and receipts are not required.
Lodging taxes are reimbursed in addition to these amounts for a CONUS or non foreign OCONUS area
safe haven.

For lease coverage see DSSR, Section 632.4(c).

(c) Non Commercial Rate

(1)

The per day amounts allowed for days 1 through 30 commencing from the day following arrival at the safe

haven location are:

Change
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For the first evacuee:

A flat amount of 10 percent of the lodging portion of the safe haven locality per diem rate (no receipts
required) plus aflat amount (no receipts required) equal to 100 percent of the M&IE portion of the safe
haven locality per diem rate.

For each additional evacuee age 18 or older:

A flat amount equal to 100 percent of the M&IE portion of the safe haven locality per diem rate.

For each additional evacuee under age 18:

A flat amount equal to 50 percent of the M&IE portion of the safe haven locality per diem rate.

Example 1: Non Commercial Rate

Per day amounts for days 1 through 30 commencing from the day following arrival day at safe haven.

Safe Haven locality per diem = $200 ($150/ $50). Family consists of atandem couple (each employeeis
eligible for “first evacuee” rates) with children ages 3 and 13.

First Evacuee; Flat amount $15; M&IE $50
563 C6C3-9
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First Evacuee: Flat amount $15; M&IE $50
Children 3 and 13: $25; $25
Receipts are not required for any of these amounts.

(2) The per day amounts allowed from the 31st day following arrival day at the safe haven location through the
evacuation end are:

For the first evacuee:

A flat amount (no receipts required) equal to 80 percent of the M& | E portion of the safe haven locality per
diemrate.

For each additional evacuee age 18 or older:

A flat amount equal to 80 percent of the M&IE portion of the safe haven locality per diem rate.

For each additional evacuee under age 18:

A flat amount equal to 40 percent of the M&IE portion of the safe haven locality per diem rate.

Example 2: Non Commercial Rate

Per day amounts for days 31 through end of evacuation NTE day 180.

Safe Haven locality per diem = $200 ($150/ $50). Family consists of atandem couple (each employeeis
eligible for “first evacuee” rates) with children ages 3 and 13.

First evacuee: M& | E $40

First evacuee: M& | E $40

Children 3 and 13: $20; $20

Receipts are not required for any of these amounts.

632.2 Official Foreign Area Safe Haven or Authorized Alternate Safe Haven

(&) When aforeign areaisthe officially designated safe haven, the SEA is based on the designated foreign area
locality per diem rate under the same payment guidelinesin DSSR, Section 632.1.

(b) When an evacuee goes to an authorized aternate safe haven the SEA is based on the lowest of the
following per diem rates using the same payment guidelinesin DSSR, Section 632.1: (1) the locality to which
evacuated, (2) the locality rate applicable to the officia safe haven (whether U.S. or foreign) or (3) the standard
CONUS rate.

632.3 Actual Payment

The daily SEA rateis either the maximum rate as determined above, or alower rateif, in the authorizing
officer’s judgment, such lower rate would be more in keeping with necessary living expenses.

632.4 Special Rulesfor Subsistence Expense Allowance (SEA)
(a8) During Annual Leave, Sick Leave, Home Leave, Leave without Pay

Following authorized leave, an employee away from the PDS on annual leave (including R&R), sick leave
or home leave when an evacuation is authorized, should immediately notify the PDS of return to work
status to become eligible for the SEA at the designated safe haven. The employee then returnsto the PDS
immediately or receives authority to report to the official safe haven or toa TDY station. Dependents

Change 563 C6C3-10
09/01/12



Ch 6: Evacuations and Adverse Conditions C6200
Part C: Pmts During an Ordered/Auth Departure from a Foreign Area/ DSSR, Ch 600
Section 3: DSSR, Ch 600, pars. 611-639 pars. 611-639

become eligible for SEA the day following their arrival day at the authorized safe haven and following the
employee's commencement of official travel to the PDS, TDY location or safe haven. SEA isnot paid to
any evacuee authorized to receive travel per diem. See DSSR, Section 634.

An employee and/or dependentsin R&R or home leave status are not eligible for SEA. SEA payments
continue for dependents previously ordered/authorized to depart who are joined by an employee on R&R or
home leave, but no additional travel for the dependentsis authorized at GOV’ T expense.

SEA continues for employee/dependents while an employee in authorized/ordered departure status takes
annual or sick leave.

An employeein leave without pay (LWOP) statusis not eligible for SEA unless evacuated as a dependent.
(b) Tandem Couples

Each employee member of atandem couple should each receive up to the first evacuee rate of SEA. See
DSSR, Section 610e(1).

(c) Lease Coverage

If an employee or designee signs alease for lodging at the safe haven and is authorized to return to the
PDS, awaiver of the refund due the GOV’ T on an advance or reimbursement of expenses incurred should
be authorized for the unexpired lease period up to 30 days NTE the lodging portion of the safe haven
locality per diem rate (plus applicable tax if an exemption cannot be obtained on commercial lodging in
CONUS or anon foreign OCONUS area).

633 Special Education Allowance

Unless otherwise directed by the Secretary of State, a special education allowance may be paid on behalf of children
evacuated to the official safe haven asfollows:

633.1 Official Safe Haven in Foreign Area
(a) Attheannua rate of the "school at post" education allowance indicated for the safe haven; or

(b) At the"school away from post” rate of either the PDS or safe haven, at the authorizing officer’s discretion,
to which children are sent away from the safe haven to schools necessitating boarding. In this case the SEA
ceases for that child. The official safe haven location displacesthe PDS as the travel destination.

633.2 Official Safe Haven in one of the fifty United States or the District of Columbia

Ordinarily, education alowances are not payable on behalf of children evacuated from aforeign PDS to a safe
haven in one of the fifty United States or the District of Columbiaif accompanied by a parent, as public schools
are available to all residents. However, if prior to evacuation, a child was attending school in one of the fifty
United States or the District of Columbia using the “away from post” education allowance, the rate authorized
for the PDS may continue for the school year remainder. SEA is not authorized for children on “away from
post” education allowance. See DSSR, Sections 621.1(d)(1) and 621.2(d)(1) for reimbursement under “ School
at post” education allowance, for Internet classroom expenses associated with school at post, incurred at the safe
haven.

633.3 Authorized Alternate Safe Haven
A specia education allowance is not authorized at an alternate safe haven.

633.4 Child Eligible for Educational Travel at the Time of Evacuation
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Educational travel eligibility rules continue as provided in DSSR, Section 280, except that the official safe
haven displaces the PDS as the travel destination from school. While the child is temporarily at the safe haven
location, SEA payments are made consistent with DSSR, Section 632. SEA payments are not made while the
child isat school.

633.5 Child Eligible for Specia Needs Allowance at the Time of Evacuation
If achild already qualifies for and is receiving the special needs allowance and that child has no valid, legal
Individual Education Plan (IEP) acceptable to U.S. public schools at the safe haven location for special
education services, then the specia education allowance may continue during the evacuation until the public
school beginsto provide special services. See DSSR, Sections 271m; 276.2; and 276.8. Expenses may be
reimbursed under the current year “school at post” and “ specia needs’ education allowance maximum and may
include itemsin DSSR, Section 276.8c.
634 Suspension of SEA Payments
SEA payments under DSSR, Section 632 are suspended in the applicable per person amount when the employee or
dependents are authorized the travel expense allowance under DSSR, Section 631, travel per diem, or educational
travel under DSSR, Section 280. If SEA payments are temporarily suspended for the first evacuee, another
dependent also receiving SEA becomes the first evacuee and receives the higher SEA payment.
635 Termination of SEA Payments
SEA payments during an evacuation cease as of the earliest of the following dates (an appropriate grace period
necessary to arrange return to PDS may be authorized, normally NTE ten days, provided it is justified on the
employee'stravel voucher NTE the 180 day limit):
() The date the evacuated employee commences travel under an assignment travel order to another PDS;
(b) The effective date of transfer when the employee is aready at the PDS to which transferred;
(c) The date of separation;
(d) The date specified by the Secretarial Process,
(e) The date specified by the Secretary of State;
(f) 180 days after the evacuation order isissued; or
(9) The date the evacuee commences return travel to the PDS.
636 Return to Assignment
Not later than 180 days after the evacuation order is issued, an employee must be returned to the regular PDS of
assignment, or appropriate action must be taken to reassign the employee to another PDS. This action must be taken
|AW prescribed agency regulations.
638 Review — Employee Accounts (See also Section 618.)
638.1 The payroll office having jurisdiction over the employee's accounts reviews the account at the earliest
possible date after the evacuation is terminated, or earlier if the circumstances justify, or after the employee returns

to the assigned PDS, or when the employee is officially reassigned to another PDS.

638.2 For the period or periods covered by any payments under these regulations, the employee is considered as
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though active Federal service had been rendered in aregular position without a break in service. Compensation is
adjusted on the basis of the compensation rates, including any allowances or post differentials, to which the
employee would otherwise be entitled under all applicable statutes other than those codified in 5 USC §85521-5527,
and asreflected in DSSR, Sections 621.1 and 621.2. Any adjustments al so reflect payments made to the employee
as authorized by DSSR, Sections 617 through 618.

639 Employee/Dependents Assigned but Not Arrived at PDS

An employee and/or dependent(s) who has not yet arrived at the PDS at the time of the evacuation/departure order is
not covered by DSSR, Chapter 600. However, under the limited circumstances outlined in DSSR, Section 245, an
employee and/or dependent(s) precluded from proceeding to PDS may be eligible for payments equivalent to those
provided in DSSR, Chapter 600. When the DSSR, Section 245 criteria are not met, dependents who normally would
accompany an employee to PDS are éigible for involuntary SMA (DSSR, Section 260) effective the date the
employee begins official travel under an assignment travel order.
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