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CHANGE 567

1 JANUARY 2013

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 January
2013 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 111-12(E)/MAP 126-12(E) -- Inactive Duty Training Outside Normal Commute, Mileage and Permanent
Authority. Changes the reimbursement for the actual cost of gas and oil to a mileage allowance and authorizes the
authority to pay IDT outside the normal commuting distance IAW 37 USC 8452(b)(9). Affects par. C2600-A.

CAP 120-12(E)/MAP 139-12(E)/ -- Delete Packer Services as Reimbursable Expense. Removes ‘packer
services’ from the list of reimbursable expenses in APP G as "packer horses/mules” are no longer used or necessary.

CAP 127-12(1) -- Correct Reference. Corrects reference in JTR, par. C4554-A3.

CAP 129-12(1)/MAP 153-12(1) -- APP G Reference Maintenance. Corrects the references and hyperlinks
throughout JFTR/JTR, APP G.

CAP 130-12(1) -- Ch 7 Reference Maintenance. Corrects the references and hyperlinks throughout JTR, Ch 7.

CAP 131-12(1)/MAP 156-12(1) -- DoD/DoS MOA Date Correction. Reinserts 14 July 1998 as the effective date
for the Memorandum of Agreement in Ch 6, JFTR/JTR. Affects par. C6000 and C6005.
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Ch 2: Official Travel C2600-C2615
Part I: Mileage and MALT Rates

PART I: MILEAGE AND MALT RATES
C2600 TDY & LOCAL TRAVEL

A. TDY Mileage Rate Chart TDY mileage rates for local and TDY travel are:

POC Rate Per Mile Effective Date
Airplane $1.31 17 Apr 2012
Automobile (If no GOV is available) $0.555 17 Apr 2012
Motorcycle $0.525 17 Apr 2012

*Qther Mileage Rate. Applies when:

*1. APOC is used instead of a GOV’T furnished vehicle (if a
GOV is available) when use of a GOV'T furnished vehicle is to
the GOV’T’s advantage; and %023 17 Apr 2012

*2. IDT outside normal commute IAW par. U7160.

B. Non-Motorized Transportation Mode

1. Mileage allowance is not authorized for non-motorized transportation mode (bicycle, etc.) used for official
travel. See GAO decisions B-184641, 11 September 1975; B-196484, 19 February 1980 and B-201654, 12

January 1981.

2. Reimbursement of actual transportation expenses incurred in the use of the non-motorized transportation
mode is limited to the most advantageous transportation mode per the AO determination.

C. Helicopter and Privately Owned Boat. Privately owned aircraft use (other than an airplane, e.g., helicopter) and
privately owned boat use are not reimbursed on a TDY mileage basis. See pars. C5905 and C5915

D. POC Use Instead of GOV. See par. C4785 for POC use instead of a GOV.

C2605 PCS, HHT (DoD CIVILIAN EMPLOYEE), FIRST DUTY STATION, AND SEPARATION
TRAVEL

A. General. The MALT amount for authorized POC use during official PCS travel is determined using the official
distance for which MALT may be paid under the circumstances as determined AW applicable JTR provisions.

B. MALT Rate

1. Effective 1 January 2012, the MALT rate per authorized POC is $.23/mile. The MALT rate in effect from 1
July — 31 December 2011 was $.235/mile.

2. The $.23/mile rate is effective for all PCS travel that commences on or after 1 January 2012 (i.e., the initial
travel is started).

Change 567 C2I-1
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Ch 2: Official Travel C2600-C2615
Part I: Mileage and MALT Rates

3. PCS travel that commenced prior to 1 January 2012 must be paid at the old rate ($.235/mile) even if the
travel was not completed until after 1 January 2012.

4. Par. C5050 clarifies general information and reimbursement ICW MALT.

5. Regardless of the POC type used (except in par.C2615), this is the PCS travel MALT rate. See par. C2650
for official distance determination.

6. See par. C5050-A2 if there is more than one authorized traveler in a POC.
C2610 CONVERTING KILOMETERS OR NAUTICAL MILES TO MILES

A. Kilometer Conversion. To convert kilometers to statute/regular miles, multiply the number of kilometers times
.62. Example: To convert 84 kilometers to miles, multiply 84 times .62 (84 km x .62 = 52 miles).

B. Nautical Mile Conversion. To convert nautical miles to statute/regular miles, multiply the nautical distance
times 1.15077945. Example: To convert 53 nautical miles to miles, multiply 53 times 1.15077945 (53 nautical
miles x 1.15077945 = 61 miles).

C2615 SELF-PROPELLED MOBILE HOME

Mileage reimbursement for a self-propelled mobile home driven overland/over water is the automobile mileage rate
in par. C2600 for the official distance between authorized points.
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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 is in Tennessee and Kentucky)), the per diem rate is the 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.gov/cgi-bin/gfd/lookup
which can help determine in which county a destination is located.

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

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

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

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

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

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

C. Authorizing a Reduced Per Diem Rate. When it can be determined factually that a per diem rate prescribed in
this Part is in excess of need for a particular duty assignment because of known lodging and/or meal costs reductions
resulting from pre arrangement, special discounts, or other reasons (par. C4550-B), the AO should seek authority to
prescribe a reduced per diem lower than the applicable rate prescribed in this Part. Such authority must be
requested and authorized prior to the travel. The rate must be less than the locality per diem rate. The request,
including established lodging and meal costs, the traveler's name, travel dates, and TDY assignment location should
be submitted to the appropriate office indicated in par. C4550-E. Include the name and telephone number for a PoC
who may be contacted concerning the request. If the request is approved, the appropriate office listed in par. C4550-
E authorizes a lower per diem rate to the requesting official. The reduced per diem rate does not apply to any day
the employee is traveling. The authorized reduced per diem rate must be stated on the order before travel begins
(or as part of an order amendment/modification covering a prospective period after the original order was
issued). See CBCA 2291-RELO, 20 April 2011. Except as indicated in pars. C4554-D and C4558-C, a DoD
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COMPONENT head (APP A) is the sole authority for substituting a lower per diem rate for the otherwise
applicable per diem rate prescribed in this Part.

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 rates in lesser amounts than those in
http://www.defensetravel.dod.mil/site/perdiem.cfm when the circumstances of the travel or duty to be performed so
warrant and are peculiar to that particular DoD COMPONENT. This authority may be delegated to a chief of an
appropriate bureau or staff agency of the headquarters of the DoD COMPONENT concerned and may not be re-
delegated. In the absence of a reduced or no per diem authority on the order before travel begins (or part of an order
amendment covering a prospective period after the order modification), an order, modified after the fact prescribing
a per diem rate different from those in http://www.defensetravel.dod.mil/site/perdiem.cfm is without effect. See
CBCA 2291-RELO, 20 April 2011. Reduced per diem rates should incorporate amounts for laundry/dry cleaning/
pressing of clothes if the travel is OCONUS or for less than 4 days in CONUS.

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

E. Offices Designated to Receive Reduced Per Diem Requests. AOs should send requests for zero or reduced per
diem rates to the offices listed 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, Room 104, Fort Belvoir, VA
22060-5595;

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

3. Air Force. HQ USAF/A1PA,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 a traveler, command, or AO thinks that the lodging and/or meal expenses for an area are
inconsistent with the prescribed per diem rate, a letter identifying the location and nature of the problem should be
sent to the appropriate activity listed in par. C4551-B via (1) the appropriate Service/AGENCY channels and (2) the
applicable department/office listed below:

1. Army. Army Civilian Advisory Panel Member, Department of the Army, Office of the Assistant G-1 for
Civilian Personnel, ATTN: DAPE-CPP-BA, 6010 6" Street, Building 1465, Room 104, Fort Belvoir, VA
22060-5595.

2. Navy. Navy Civilian Advisory Panel Member, Office of Civilian Human Resources, Workforce Relations
and Compensation Division (012), 614 Sicard Street SE, Suite 100, Washington Navy Yard, Washington, DC
20374-5072.

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

4. Air Force. Air Force Civilian Advisory Panel Member, HQ AF/A1PA,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 expenses in excess of the prescribed per diem rate.

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

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
ATTN: Jill Denning Suite 04J25-01
1275 First Street NE Alexandria, VA 22350-9000
1 Constitution Square, 6th floor (685C) Fax: (571) 372-1301
Washington, DC 20417-0001
jill.denning@gsa.gov

C4552 GENERAL RULES REGARDING PER DIEM

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

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

C. Per Diem at the PDS

1. Per Diem Not Allowed

a. Per diem cannot be authorized or paid within the PDS limits (APP A), or at, or within the vicinity of, the
place of abode (residence) from which the employee commutes daily to the official station except as
provided in par. C4552-D (CBCA 1795-TRAV, 12 March 2010, B-318229, 22 December 2009.

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

c. 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 to 31 July, returns TDY en route to the Pentagon 5 to 15 August, and then arrives PCS
to Ft. Polk on 31 August. The employee is authorized per diem at the Pentagon (old PDS) 5 to 15 August.
If the employee had departed on 15 June but performed TDY in Arlington, VA, first, no per diem is
payable for the TDY in Arlington immediately after detachment.

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

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

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

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

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

H. Lodging and/or Meals Obtained under Contract. A contracting officer may contract for rooms and/or meals for
an employee traveling on TDY. The total daily amount paid by the GOV’T for the employee's lodging, meals, and
IE is NTE the applicable per diem rate authorized in Ch 4, Part B. See par. C4655 for a training course exception.
Ch 4, Part C for AEA information. NOTE: There is NO reimbursement for any items rented for contract QTRS
that are rented with an “option to buy” (GSBCA 15890-TRAV, 29 July 2003).

I. Personnel Traveling Together. ‘Personnel traveling together’ refers to travel away from the PDS during which
the mission requires the travelers to remain together as a group while actually traveling. Ordinary travel
reimbursements apply unless the travelers’ order directs limited or no reimbursement, in which case transportation,
food, lodging, and other items ordinarily reimbursed, must be provided without cost to the travelers. No per diem is
payable on days travelers travel when the order directs limited or no reimbursement for personnel traveling
together. The restriction applies to per diem payment only on the travel days between duty locations and does not
include allowances for full days at the duty locations. The per diem prohibition begins when the traveler departs the
PDS and ends at 2400 the day the traveler arrives at the TDY location. The prohibition begins again at 0001 the
departure day from the TDY location and continues until arrival at the PDS. A civilian employee pays the food cost
and operating expense and is authorized reimbursement of the amount paid for food. Directing several personnel to
travel together with limited or no reimbursement must never be done simply to save travel funds.

J. Meeting and Convention. In the interest of uniform treatment of employees, whenever a meeting or conference is
arranged that involves the attendee’ travel from other DoD COMPONENTS, and reduced cost lodging
accommodations are prearranged at the meeting or conference site, the component sponsoring the meeting or
conference must recommend a reasonable per diem rate to the other participating agencies or components. APP R
regarding attendance at a meeting and registration fees.

K. Employee Dies or Is in a Missing Status while in a Travel Status. Per diem terminates at the end of the calendar
day for on which the employee is determined to be dead or is otherwise in a missing status under the Missing
Persons Act.
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C4553 ‘LODGING PLUS’ PER DIEM METHOD COMPUTATION

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

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

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

2. Aper diem for a TDY assignment in the vicinity of, but outside, the PDS area is authorized/approved under
par. C4552-D,;

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

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

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

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

7. An AEA has been authorized for the TDY assignment under par. C4600.
Under the ‘Lodging Plus’ computation method, the per diem for each travel day is the actual amount the traveler
pays for lodging NTE the locality lodging ceiling, plus M&IE; the total of which may not exceed the applicable

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

B. Maximum Per Diem Rate

1. Rates. 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 Diem when the TDY Location Is a Reservation, Station, Other Established Area, or Established Large
Reservation Subdivision. When the TDY point or new PDS is a reservation, station, or other established area
(including established large reservation subdivisions (e.g., McGuire AFB and Ft. Dix)) that falls within two or
more corporate city limits (e.g., the districts of Honolulu and any other such as Ewa, HI) or crosses recognized
borders (e.g., Ft. Campbell is in TN and KY), the per diem rate is the locality rate specified for the reservation,
station or other established area. When the location (reservation, station or other established area) is not
specified, the per diem rate is the rate applicable to the front gate location for the reservation, station or other
established area.

C. Per Diem Elements

1. Maximum Lodging Expense Allowance. Per diem rates include a maximum amount for lodging expenses.
Reimbursement may not exceed actual lodging costs nor the applicable maximum amount unless an AEA is
prescribed. Receipts for lodging are required (see par. C2710 and DoDFMR 7000.14-R, Volume 9).

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

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

D. Computation

1. TDY of More than 12 Hours but Not Exceeding 24 Hours. When the entire trip for which per diem has been
authorized is more than 12 hours but less than or equal to 24 hours, M&IE of 75% of the M&IE rate for the
TDY location is paid for each travel day. No meals deduction is made. If more than one TDY point is involved
and lodging is not required, the highest M&IE rate prescribed for any of the TDY locations is used (e.g., 15
hour trip covering 2 days with three stops on day 1 and two stops on day 2 — the highest of the three rates on
day 1 for day 1 and the highest for the 2 on day 2 for day 2). See par. C4565, Example 4.

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

a. Day Travel Begins

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

(1) Lodging Required. When lodging is required on the day travel begins, the per diem is the actual
lodging cost incurred by the traveler, NTE the stopover point or TDY location maximum lodging
ceiling (as appropriate), plus the applicable M&IE rate prescribed for that location as provided in par.
C4553-D2e. If the traveler arrives at a TDY location on the first day, the TDY location per diem rate
applies.

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

b. Full Calendar Travel Days

(1) Lodging Required. For each full calendar day a traveler is in a travel status and lodging is
required (whether en route or at the destination, the per diem is the actual lodging cost incurred by the
traveler, NTE the applicable stopover point or TDY location per diem lodging ceiling plus the
applicable M&IE rate.

(2) Lodging Not Required. For each full calendar day a traveler is in a travel status and lodging is not
required (such as when a traveler is en route overnight to the next destination), the per diem is the next
destination (TDY/stopover point) M&IE rate to which the traveler is traveling or the last TDY location
if en route to the PDS.
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c. Returning from Travel

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

(2) Lodging Not Required. For any full calendar travel day when lodging is not required while the
traveler is en route overnight returning to the PDS, home, or other authorized point, the per diem is the
M&IE rate applicable to the preceding calendar day.

(3) Day Travel Ends. For the day travel ends (return day to the PDS, home, or other authorized point),
the per diem is the M&IE rate applicable to the preceding day (last TDY or authorized delay point).
Any TDY en route locations, on the day travel ends, do not affect the M&IE rate for the return day
unless overnight lodging is required.

Example

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

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

(4) Lodging Required on the Day Travel Ends. When lodging is required on the day travel ends and
the AO authorizes/approves lodging on that day, the lodging allowance is based on the locality rate, or
AEA if appropriate, for the en route stopover (i.e., a location at which the traveler remained overnight)
site.

d. Departure Day from and Return Day to the PDS. The applicable M&IE rate is authorized at a flat 75% of

the TDY location M&IE on the departure day from, and the return day to, the PDS ICW TDY. The GMR,
PMR, $3.50 IE, or reduced per diem rate do not apply on days of departure or return to PDS. If travel
begins and ends on the same day, and is longer than 12 hours, per diem is 75% of the appropriate M&IE

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

180 Degrees
IDL

Friday Thursday
0900 0900

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

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

C4554 PER DIEM RULES CONCERNING MEALS

A. M&IE Rate Determination

1. Full Day

a. CONUS. The

(1) Applicable locality per diem rate,

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

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

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

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

(3) PMR plus the IE rate (NOTE below) on any day the AO specifies the PMR rate.

NOTE: The IE rate OCONUS is the applicable locality per diem rate, or $3.50 when the AO determines
$3.50 to be adequate for anticipated expenses. Regardless of at what location the traveler is lodged, the
$3.50 must be stated on the order for it to be paid for travel beginning on or after 1 July 2009 . The
$3.50 IE rate does not apply on any day the employee is traveling.
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c. JTF Operations. See Ch 4, Part .

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 a day is available. A GOV’T dining facility/mess is available only if: GOV’'T QTRS on a U.S.
INSTALLATION are available and the command controlling the GOV’T dining facility/mess on that U.S.
INSTALLATION has made the dining facility/mess available to the traveler. A GOV’T dining facility/mess
is not available on an interim travel day except when traveling within the AOR IAW par. C4990-E2a(3).

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

*3. Schoolhouse Training (Formal Courses of Instruction). The schoolhouse commander is authorized to
determine the appropriate meal rate (GMR, PMR or locality meal rate) regardless of what the AO may put in
a TDY order to the contrary. See par. C4554-Ala for CONUS and par. C4554-A1b for OCONUS. If there is
information about the course that provides the appropriate meal rate, that information, and its source should be
documented on 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. C2550).

B. Deductible Meal

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

2. A deductible meal is a meal:

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

b. Included in a registration fee ultimately paid by the GOV’T,;

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

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

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

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

NOTE: ‘Light refreshments’ (including a continental breakfast) are a deductible meal if otherwise qualified
above and served at a meal time (e.g., breakfast - 0600-0800). Light refreshments served during a break (not
at a meal time) are not a deductible meal.
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3. The following is not a deductible meal:
a. Box/’bagged’ meal from a GOV’T dining facility/mess (to include such things as C Rations, K Rations,
MRESs) -- except when the GOV’T dining facility/mess provided box/’bagged” meal is the only method of
providing an adequate meal to a traveler. NOTE: See Ch 4, Part I, for a traveler on TDY within a
Combatant Command or Joint Task Force AOR,
b. In flight meal,
¢. Rations furnished by the GOV’T on military aircraft,
d. GOV’T meal paid for by the traveler and consumed in a GOV’T dining facility/mess,
e. Meal furnished on commercial aircraft,

f. Meal provided by private individuals, or

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

NOTE: If all three meals are deductible and provided/consumed at no cost to the traveler only, the IE for
that day is payable ($5 in CONUS); or the locality 1E or $3.50 OCONUS).

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

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

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

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

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

D. Meals Provided by a Common Carrier or Complimentary Meals Provided by a Lodging Establishment. Meals
provided by a common carrier do not affect per diem. Complimentary meals provided by a lodging establishment
do not affect per diem as long as the room charge is the same with or without meals. Pars. C4554-B2e and C4554-
B2f when a charge for meals is added to the lodging cost. (CBCA 1900-TRAV, 3 May 2010.)

C4555 RULES CONCERNING LODGING AND LODGING COST

A. Lodging Location Rules

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

1. Lodging ata TDY Location. Ordinarily an employee should lodge at the TDY location. If an employee
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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 is limited to the maximum per diem rate prescribed for the TDY location.

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

B. Allowable Lodging Expenses. An official traveler is reimbursed for actual lodging costs NTE the maximum
lodging amount for the TDY locality. TDY lodging when utilized for official travel is always based on the GOV'T
interest. Expenses are allowed, as indicated, for lodging in the situations described in pars. C4555-B1, C4551-B2,
C4551-B3, and C4555-B4. The traveler must adhere to the prudent traveler rule for official travel funded by the
GOV’T (see par. C1707). TDY lodging accommodation at GOV’T expense is not intended for an individual who
is an ineligible traveler ICW an official travel order (i.e., a family member or friend is not expected to routinely
share the TDY lodging). While a lodging 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 desires to 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
is rented on a weekly or monthly basis.

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

3. Lodging with a Friend or Relative (FTR 8301-11-12) . Lodging cost reimbursement is not ordinarily
authorized when staying with a friend or relative. When an official traveler lodges with a friend or relative in
the friend’s/relative’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 a friend or relative, is authorized the TDY location M&IE rate,
if otherwise eligible.

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

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

Example 2: A DoD civilian employee is TDY (training) to Location A and stays in commercial lodging. A
family member later joins the employee at personal expense. The traveler is authorized NTE the single
room rate and room tax 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 equivalent authority annotated on the
TDY travel order for lodging rental/lease at other than a daily rate. See par. C2230, if the civilian
employee’s TDY 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 employee is TDY to Location A and stays in commercial lodging. Multiple
family members later join the member at personal expense with no additional lodging expense incurred by
the GOV’T. The non 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
on the TDY travel order. See par. C2230, if the civilian employee’s TDY duration exceeds 30 days.

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

NOTE 1: If the friend or relative is in the business of renting on a regular basis the lodginginvolved — for
example, if that individual is operating a hotel or apartment house — the “friends or relatives™ provision does
not apply (GSBCA 14398-TRAV, 24 Feb 1998).

NOTE 2: Shortly after being transferred to a new PDS, an employee was sent TDY to the old PDS at which
the employee stayed at the former residence which was not yet sold. GSBCA ruled that the employee was not
authorized reimbursement for lodging at the former residence (GSBCA 15600-TRAV, 7 March 2002).

NOTE 3: A traveler assigned at Avon Park Air Force Range (AFR), Florida, lives in the Avon Park area
during the week at a location approximately fifteen miles from the PDS and commutes to and from the
family residence near Orlando, Florida, approximately 100 miles from the AFR, on weekends. The traveler
had to attend a meeting near Orlando at 8 a.m. on Wednesday, 23 February. The meeting location was
approximately twelve miles from the family residence. The meeting was to run until Friday, 25 February.
The traveler began TDY travel to the Orlando area on the evening of Tuesday, 22 February. GSBCA ruled
that the traveler should be authorized travel expenses both to and from the TDY location and M&IE even
though the traveler lodged at the family residence in the TDY area. GSBCA also indicated that for the first
and last TDY days, 22 and 25 February (unless the traveler was authorized to return on the 26th) the traveler
is authorized 75% of the applicable M&IE rate for each day. M&IE for the days between the first and last
days is authorized at the full rate. Adopted from GSBCA 16652-TRAV, 26 August 2005.

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

5. On Line Booking Tool. Although savings may be realized through online booking agents, the traveler
should follow Service/Agency procedures for making lodging reservations, or (if permitted by Service/Agency
procedures), reserve a room directly with the hotel/chain (including the hotel’s online website). Lodging
reimbursement is 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 a lodging location (either TDY
location or en route stopover point) until after midnight. In these cases, the lodging expense must be claimed for the
preceding calendar day and the applicable maximum per diem for the preceding day is determined as if the
employee had been at the lodging location at 2400 (midnight) of that day.

D. Apartment, House, or Recreational Vehicle Reimbursement While TDY. When an employee on TDY rents an
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 a friend/relative at the friend’s or relative’s residence; par. U4555-I 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 the rented item (i.e., furniture) at the contract term end. A traveler may be
reimbursed for the cost of such a rental agreement (i.e., cost of furniture rental as part of the lodging cost)
while on TDY if the traveler has no other choice but to enter into such an agreement. However, if the
traveler exercises the purchase option, the amount that is being credited toward the purchase must be
returned to the GOV’T by the traveler if paid to the traveler as part of the travel claim settlement (B-259520,
7 December 1995). 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 furniture rental agreements may require a damage waiver fee for damage protection as part
of the rental cost. A traveler may be reimbursed for the cost of such a fee as part of the cost of the furniture
rental while on TDY if the traveler has no other choice but to enter into such an agreement (CBCA 1961-
TRAV, 20 July 2010).

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

5. Dumping fees;

6. Shower fees;

7. Maid fees and cleaning charges;

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

may not be claimed. APP G for official communications.);

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

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

In determining the daily amount of expense items that do not accrue on a daily basis such as cost for connection/
disconnection of utilities, dumping fees, shower fees, cleaning charges, monthly telephone use fee, etc., these
expenses may be averaged over the number of days the employee is authorized per diem during the entire TDY trip.
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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 a residence 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. General. Dual lodging may only be authorized/approved in limited circumstances when it is necessary for a
traveler to retain lodging at one TDY location (Location A) for other than personal convenience and procure
lodging at a second TDY location (Location B) on the same calendar day. Dual lodging exists to cover lodging
expenses that arise because of unexpected circumstances beyond the traveler’s control during TDY travel.
Except as provided in par. C4555-F2b, dual lodging must be approved after the fact by an amended order or
by the AO on the travel voucher. Any period of dual lodging reimbursement is limited to a maximum of 7
consecutive days, with extensions beyond 7 consecutive days only if approved (after travel) by the Secretarial
Process. No blanket authorizations may be given at the beginning of the TDY.

2. AO Considerations. The AO must verify that the traveler acted reasonably and prudently. Dual lodging may
only be authorized/approved when;

NOTE: Dual lodging must not be authorized/approved for the traveler’s convenience (e.g., traveler does not
want to pack up items and store at the facility at no additional costs or the traveler does not check to see if the
GOV’T QTRS would be available upon return).

a. The inability to occupy lodging at the first TDY location was due to conditions beyond the traveler’s
control (60 Comp. Gen. 630 (1981)) (e.g., traveler TDY to another location intending to return that night,
but was forced to remain overnight due to mechanical problems);

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) (e.g., traveler told if
she checked out of GOV’T QTRS for 2 nights, no room would be available upon return); or

c. Practicality of checking out (B-257670, 10 January 1995) (e.g., traveler staying in recreational vehicle
(RV) forced to move to motel due to extreme weather).

3. Lodging Cost

a. Per Diem. The lodging cost incurred at the second TDY location (Location B) at which the traveler
remained overnight is used for computing the member’s per diem for TDY at that location (Location B) for
that day.

b. Reimbursable Expense. 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.
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5. Long Term Dual Lodging Occupancy. Long term reimbursement for dual lodging is not permitted and an
order may authorize long term dual lodging.

6. Example. An order is prepared for TDY at Location C for 150 days. The AO knows the traveler is to spend
limited time at Location C and is also going to one or more other locations for lengthy periods during the TDY
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 C is not authorized. The known TDY locations must
be named in the order.

Example 1
NOTE: Lodging tax is not a reimbursable expense in addition to per diem when TDY is in a foreign area.

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). The lodging cost incurred
in Location B ($95/day) was used for computing the traveler’s per diem while TDY in that location.

Per Diem Rates

Location Max Lodging M&IE Total
A $130 $46 $176
B $119 $46 $165
Reimbursement for the Location A Apartment for 5 days
Lodging Cost Number of Days Total
$45 5 $225
Per Diem for the TDY Assignment in Location B
First Day
(Departure day from Location A and arrival day in Location B):
Lodging M&IE Total
$95 $46 $141 plus lodging tax (NOTE)
Second thru Fifth Day
(Lodging cost + M&IE)/day x 4 days
Lodging M&IE Total
R
Return day to Location A
(Lodging cost + M&IE)
Lodging M&IE Total
$45 $46 $91
Change 567 C4B-15
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Example 2
NOTE: Lodging tax is not a reimbursable expense in addition to per diem when TDY is in a foreign area.

A traveler occupied GOV’T QTRS while on a training assignment at a U.S. INSTALLATION in Location C. The traveler was
required to perform additional TDY for 3 days in 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). The lodging costs ($110/day) incurred in Location D was used to determine the traveler’s per
diem while on TDY in that city.

Per Diem Rates

Location Max Lodging M&IE Total
C $109 $38 $147
D $130 $46 $176
Reimbursement for GOV’T QTRS for 3 Days
Lodging Number of Days Total
$25 3 $75
Per Diem for the TDY Assignment in Location D
Eirst Day
(Departure day from Location C and arrival day in Location D):
Lodging M&IE Total
$110 $46 $156 plus lodging tax (NOTE)

Second and Third Day
(Lodging Cost + M&IE)/day x 4 days

Lodging M&IE Total

$110 $46 $156/day x 2 days = $312

plus lodging tax (NOTE)
Day of Return to Location C
(Lodging Cost + M&IE)

Lodging M&IE Total

$25 $38 $63

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

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

Example

. Atraveler is TDY at a location at which the per diem is $136 ($80/ $56).

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

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

1
2
3. The daily lodging cost per month is $30 ($900/30 days).
4
5.

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

2. Official 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
a room is shared with another/ other official traveler(s), and

(2) Responsible for their share of the applicable room rate (e.g., 2 official travelers - each is
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’s lodging 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.

¢. Examples of Room Charge Allocation:

(1) Locality per diem lodging ceiling is $100/night. Two official travelers share a $250/night room.
Each official traveler is allocated $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 allocated $85/night — which is payable since it is below the locality lodging
ceiling rate of $100/night.

3. Official Traveler Shares a Room with a Non GOV’T Traveler(s). If the official traveler shares a room with a
person(s) who is not 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.qgov/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’s interest IAW par. C4602 per the AO determination.
TDY lodging accommodation is not intended for individual(s) who are ineligible traveler(s) ICW an official travel
order. The traveler must adhere to the prudent traveler rules for 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 a room
reservation prior to official TDY travel.
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2. Is financially responsible for advance deposit repayment if the deposit is forfeited because TDY travel is not
performed for reasons unacceptable to the agency.

C4556 LODGING AND MEALS PROVIDED WITHOUT COST

On a day that all meals and lodging are provided without cost to a traveler incident to a TDY or training assignment,
the per diem is:

1. $5 incident to an assignment in CONUS; and

2. The IE 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 a field 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. There is no 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 diem is payable when TDY aboard a GOV’T ship when QTRS are provided without charge
and meals 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 a traveler is required 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. In the event a traveler maintains commercial lodging ashore for use
following the completion of short trip(s) at sea, the employee is 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 a traveler is authorized to procure meals ashore at personal expense, reimbursement is authorized 1AW
pars. C4554-Ala and 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 a Naval Civil Engineering Laboratory warping tug or
the Underwater Explosion Barge (UEB).

3. Corps of Engineers Floating Plant. The employee is not paid per diem if all meals are furnished at no cost in
a dining 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 days if otherwise authorized.
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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 meals is authorized the meals portion of per diem
equal to the furnished meals cost, except on embarkation and debarkation days if otherwise authorized. The AO
should set the meals portion of per diem equal to the anticipated expenses and state in the order the
circumstances warranting the rate.

D. POC Travel Involving a Car Ferry. When an employee on TDY travels partly by POC and partly by car ferry
(circuitously/indirectly or otherwise), the employee is authorized per diem. See par. 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 is based on and
computed for the employee using the highest CONUS M&IE 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&IE while on the ferry is that rate applicable to the employee’s location at 2400 on
the debarkation day (par. C4553).

NOTE: See par. 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 a traveler is TDY at one location for more than 30 days, lodging reservations should be made on a weekly,
monthly, or other long-term basis if 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. An individual 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 a year, do not have a
PDS within the meaning of that term. The individual 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. An individual serving intermittently in the
GOV'’T, with or without compensation, while in an official travel and duty assignment status as described in par.
C7905, is authorized a per diem or AEA 1AW 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 is located is
authorized a per diem or AEA under pars. C4553 and C4600 except when recruiting in the cadet’s residence area. A
cadet is a person serving without pay. For par. C4562, the area of the place the cadet resides while attending the
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educational institution at which the ROTC unit is located means the metropolitan area, in which the residence is
located, surrounding the residence that is ordinarily serviced by the city’s or town’s local common carriers, or in the
comparable surrounding area if not located within a recognized metropolitan area.

C4563 EFFECT OF ABSENCE ON PER DIEM PAYMENT

A. Absence due to IlIness or 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 employee is authorized per diem while detained in quarantine on TDY.

C. Leave and Non Workday

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

2. Non Workdays. Non workdays are legal Federal GOV’T holidays and weekends or other scheduled non
workdays. An employee is authorized per diem on non workdays except when the employee returns to 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 employee is authorized per diem for not more than two non
workdays if leave is taken for all workdays between the non workdays.

D. Return to 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 L ocation other than PDS. An employee on TDY who travels for personal reasons on
a non workday from a TDY site to a location 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 is no 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 accommodations, 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 employee is 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 Leave Location. 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
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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 is required to interrupt the leave to perform official TDY at various places, including return to the PDS,
and then resume leave status upon TDY assignment completion, is allowed per diem and transportation expenses
from the place at which leave was interrupted to the TDY places (except no per diem while at PDS) and return to the
place at which leave was interrupted (25 Comp. Gen. 347 (1945); 28 id. 237 (1948); 39 id. 611 (1960)).

D. TDY at Various Places Not Involving Return to PDS. In a situation not involving temporary return to a PDS,
but otherwise similar to par. C4564-B, an employee upon TDY completion is allowed per diem and transportation
expenses to return to resume leave at a point more distant from the 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 Leave Temporarily Interrupted 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 employee 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 employee in
traveling to the leave location made it unreasonable to require the employee to assume the additional travel expense
to comply with the recall or TDY 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 is required 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 Leave Status Termination. An employee on authorized leave away from the PDS who is
directed, at leave termination, to proceed to a TDY 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 (1940Q)). If,
in relation to the place at which the employee is on leave, the TDY location is located in a routing 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 employee is on
leave en route to 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 is reimbursed actual travel
expenses NTE the constructed round trip cost between the PDS and TDY location. City pair airfares are not
authorized for use to/from the leave 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
a lodging 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 employee is 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 a friend's house at no cost. The employee paid $40/night for 6 nights
of lodging in a hotel, $4 for 2 nights spent in GOV'T QTRS, but no cost for the lodging night at a friend's home at the TDY
location. Per diem is computed as follows:

Day 1 (departure day) $40 (lodging) + 75% x $46 (M&IE) = $ 74.50
Day 2 to 6 (%40 (lodging) + $46 (M&IE))/day x 5 days = $430.00
Day 7to 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&IE 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&IE rate ($46) ($34.50) for that
day; pay $74.50.

Days 2 to 6 - the applicable per diem is lodging cost ($40) plus the M&IE 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&IE 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&IE 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 a U.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" Day Arival day without charge but adjustment for meals is not made on 117.00
a travel day) =
$4 (GOV’T QTRS charge) + $23 (3 deductible meals
37" Day TDY at Goteborg $23 furnished each day without charge (par. C4554-B) = 135.00
(incidental rate for Goteborg) 2
$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 meals is not made on $ 84.75
a travel 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 rate is $225 ($135/ $90).

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

When crossing the IDL in a westward 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 crosses the 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 to 24 Aug (Fri to Tues) TDY Station
25 Aug Wednesday TDY Station
25 Aug Wednesday PDS/Residence
REIMBURSEMENT
(Actual and Constructed Cost Comparison)

18 Aug Wednesday $90x 75 % = $67.50
20 to 24 Aug (Fri to Tues) $135 (lodging) + $90 (M&IE) = $225/day x 5 days = $1,125.00
25 Aug Wednesday $90 (M&IE) = $90.00
25 Aug Wednesday $90 X 75 % = $67.50

TOTAL $1,350.00
Change 567 C4B-23

01/01/13



http://www.defensetravel.dod.mil/perdiem/pdrates.html
http://www.defensetravel.dod.mil/perdiem/pdrates.html

Ch 4: Employee Travel

Part B: Per Diem Allowances

C4550-C4567

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

one 8/25 date.

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

ITINERARY
Date Depart Arrive At
18 Aug Wednesday PDS/Residence
19 to 24 Aug (Thurs to 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 to 24 Aug (Thurs to Tues) | $140 (lodging) + $72 (M&IE) = $212/day x 6 days = $1,272
25 Aug Wednesday $72xX75% = $54

TOTAL $1,380
Change 567 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:

Transportation Reason .
Date Travel Plan Mode/Means For Stop Per Diem Rate
2 Jan Dep Residence (Departure Day) PA L
- - $15 ($0/ $15) TDY Destination
En route(no lodging required) TP AT
3Jan 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
21030 | 1Dy (A0R) . ™ $15 ($0/ $15) TDY Destination
31 Jan Dep TDY(AOR) TP -
$3.50 (AOR to AOR)
En route(AOR to AOR) TP AT
1 Feb En route(exit AOR/lodging) TP AD $190 ($126/ $64) Stopover Point
. $190 ($126/ $64) Preceding
2 Feb Arr Residence PA MC calendar day’s M&IE rate
REIMBURSEMENT
2 Jan $15/day x 75% = (Departure Day = 75% of TDY destination M&IE, no lodging required) $11.25
3Jan $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
?at: 30 $3.50/day x 26 days = (AOR M&IE, lodging $0) $91.00
31 Jan $3.50/day (En route AOR to AOR M&IE, lodging $0) $3.50
1 Feb $70 + $64 = $134/day (Exit AOR to AD stopover point, stopover point M&IE, lodging procured at $70) $134.00
2 Feb $64/day x 75% = (75% of preceding calendar day’s M&IE rate) $48.00
PER DIEM REIMBURSEMENT | $317.75
Change 567 C4B-25
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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
the PDS ¥

locality M&IE rate ¥,
plus the lodging cost
NTE the maximum
TDY locality lodging

locality M&IE rate ¥,
plus the GOV’T
QTRS cost “eeiling.

locality M&IE rate ¥,
plus the lodging cost
NTE the TDY
locality maximum

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

stopover locality
M&IE rate, plus the
lodging cost NTE the
stopover locality

locality M&IE rate,
plus the lodging cost
NTE that location’s
maximum lodging

ceiling. 2% lodging ceiling. maximum lodging ceiling rate. A
ceiling. ¥ 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 ata & arrived ata 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 applicable to M&IE plus the M&IE applicable to M&IE, plus the M&IE, plus the Per diem at the rate
Days of Travel ¥ CONUS TDY GOV’T QTRS cost the CONUS TDY GOV'T QTRS cost*. | occupied lodging cost | authorized under par.
locality (unless the W M&IE maybeat | locality, plus the M&IE may be at (1) NTE the TDY C4550-C. Z5
AO specifies the the TDY locality rate, | lodging cost NTE the | the TDY locality rate, | locality maximum
PMR for deductible or PMR plus $5 if the | TDY locality (2) Standard lodging ceiling % 7.

meals), plus the
lodging cost NTE the
TDY locality
maximum lodging

ceiling %,

AQ specifies the
PMR for deductible
meals®. See par.
C4554-A for M&IE
rate determination.

maximum lodging
ceiling ? If one or
two deductible meals
are provided, M&IE
is PMR plus $5%%.).
See par. C4554-B.

GMR®plus $5, or, (3)
PMR/¥% pys $5.
There is no per diem
for field duty (pars.
C4554-C and C4990-
E). See par. C4554-A
for M&IE rate
determination.

M&IE may be at (1)
the TDY locality rate,
(2) Standard GMR®
plus $5, (3) PMR//%%
plus $5. There is no
per diem when field
duty is involved
(pars. C4554-C and
C4990-E). See par.
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

authorized a
reduced per diem
rate.

when traveler elects
not to occupy
available GOV'T

INSTALLATION)
on the day after
departing the PDS.

INSTALLATION)
on the day after
departing the PDS.

Traveler occupied
GOV’'T QTRS.

Traveler occupied QTRS.
GOV’'T QTRS.
Per Diem for Whole The OCONUS TDY M&IE plus the The OCONUS TDY M&IE plus GOV’T M&IE plus occupied Per diem at the

QTRS cost'’. M&IE
may be at (1) TDY

rate authorized
under par. C4550-

locality M&IE ¥
(unless the AO

GOV'T QTRS cost™”.
M&IE may be at the

locality M&IE ¥ plus
lodging “ cost NTE

lodging cost NTE the
TDY locality

Travel Days®

specifies the PMR meal rate prescribed the TDY locality locality meal rate, (2) maximum lodging c.¥sm
based on deductible for the TDY locality maximum lodging Standard GMRY, (3) ceiling.”” M&IE
meals), plus the plus locality IE, or ceiling. M&IE may be | PMR®¥Y  Add the may be at (1) The
lodging “ cost NTE PMR plus locality IE at the TDY locality locality IE or $3.50 TDY locality meal
the TDY locality if one or two meal rate or PMR plus | IE®" There is no per rate, (2) Standard
maximum lodging deductible meal(s) locality IE or $3.50 IE | diem for field duty GMRY, (3) PMR/%1
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). See par. $3.50 IE ¥ There is
M&IE rate is/are provided . 2°)). | 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 the last TDY locality

For departure day from

For departure day from

The lodging cost NTE the

75% of the TDY locality

Return Day to the M&IE rate. V the TDY location, the last | the TDY location, M&IE, | locality maximum lodging | M&IE rate. The reduced
PDS ¥ TDO locality M&IE. plus lodging #* cost NTE | ceiling for the location at | rate does not apply on the
Avrrival day at the PDS is the stopover locality which lodging was return day to the PDS.
75% of the last TDY maximum lodging ceiling. | 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. See par.
C4553-D2c(4).
FOOTNOTES

1/ A reduced per diem rate IAW par. C4550-C and the $3.50 IE rate do not apply on departure day from, or return day to the
PDS, or any day the employee is traveling. 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/ The TDY locality IE rate. OCONUS, the AO can determine that an IE of $3.50, in lieu of the prescribed TDY locality IE, is
adequate for the anticipated incidental expenses. Regardless of at what location the traveler is lodged, the $3.50 IE 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 a foreign OCONUS area because an amount is included in the
applicable foreign maximum lodging amount for tax.
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5/ Cost of laundry/dry cleaning/pressing of clothing when travel within CONUS is reimbursable under the conditions in 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 IE for laundry.

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

7/ When a reduced per diem rate 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 applies if 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 applies if 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 applies if 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 diem is provided to assist an employee in meeting the excess costs involved in temporarily
maintaining 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 a lodging ceiling and an M&IE
allowance. For an explanation of the items of expense the per diem is intended to cover, PER DIEM (APP A
definition) and Ch 4, Part B. The maximum lodging reimbursement for an employee and dependent family is the
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 a friend/relative while at a safe haven, the rule in 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 leases 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&IE portion even if not authorized the
per diem lodging portion for any given day. Example in 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 |AW
Ch 6, Part D, 8550-403(d).

C. Per Diem Computation Example

1. The following 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 a non foreign OCONUS area is a
reimbursable expense (APP G) in addition to per diem.

4. Lodging tax paid while at a safe haven or traveling in a foreign OCONUS area is not a reimbursable
expense.
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5. Tax is part of the lodging cost.

6. The cost of a value added tax (VAT) relief certificate is a reimbursable expense (APP G) if the certificate is
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
gﬂma;(I g;.lg Ig/ ;rzgt ?':hdaetprgrz]i(yj/etr)ﬁspald for costs incurred by $213.50 $297.50 $511

(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

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

Lodaina: $95 (The actual daily amount (no lodging tax) paid for lodging by the employee and three dependents and is
ging: 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 (a) 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%) $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%) $51 ($85 x 60%) $87.60
Child (under age 12) $18.30 ($61 x 30%) $25.50 ($85 x 30%) $43.80
gﬂmaglgjlelggrgogé\;;r:ggmgy be paid for costs incurred by the $128.10 $178.50 $306.60

(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

M&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
ging: less than the maximum ($147) that may be reimbursed. A lodging receipt is required for this amount.)
Dailv amount: $223.10 (Daily amount payable to the employee and dependents within the maximum $306.60 established in
y | (c) for costs incurred 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).
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PART A: EVACUATION TRAVEL
C6000 LEGAL BASIS

A. Transportation Authority

1. Title 5 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. See Ch 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. See Ch 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 DosS regulations apply for evacuations from, or within, any foreign area. See APP A for “foreign area”.
*D. Memorandum of Agreement. Memorandum of Agreement, dated 14 July 1998, DoD (USD (Policy)) 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. Responsibilities,

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 Requlations. See Ch 6, Part C.

B. Authorizing/Ordering an Evacuation

1. DoS determines when an evacuation from a foreign 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 Forces in a theatre, or

¢. To accommodate force protection or antiterrorism considerations,
*3. SECDEF authority does not apply to honcombatants 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, 14 July 1998.

4. A commander of a COCOM or the senior commander in the country concerned or the DoD Attaché is
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. There is no 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;

c. Return to actual residence; or

d. Transportation to the final safe haven.
NOTE: If it is known 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 there is no PCS for an employee serving at an OCONUS PDS under a service agreement).
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2. Transportation from the initial safe haven to a final 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 is not 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 numbers for 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 a DoD COMPONENT (see APP A) or designated representative;
4. The commander of a U.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 as indicated for limited evacuations in 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

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

2. If itis known 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 there is no
PCS for an employee serving at an OCONUS PDS under a service agreement).

3. Transportation from the initial safe haven to a final 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 a limited evacuation, transportation
allowances 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 use is to 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(l).

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

C. U.S. Evacuation. If the fifty 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
Columbia to which traveling at GOV’T expense.

D. Limited Evacuation. When a limited 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

There is no authority to ship a POV ICW an evacuation. A POV may be shipped at GOV’T expense AW the
provisions in Ch 5, Part E, ICW an employee's PCS to a new 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.

Change 567 C6A-4
01/01/13



Ch 7: Travel Under Special Circumstances C7000
Part A: IPA Mobility Program

PART A: IPA MOBILITY PROGRAM

C7000 TEMPORARY ASSIGNMENT OF AN EMPLOYEE BETWEEN THE FEDERAL GOV’T AND A
STATE OR LOCAL GOVERNMENT OR INSTITUTION OF HIGHER EDUCATION AUTHORIZED BY
THE INTERGOVERNMENTAL PERSONNEL ACT (IPA) MOBILITY PROGRAM

A. General. A participant is treated as an “employee” and travel expenses, or limited relocation expenses, may be
authorized. OPM maintains oversight of the IPA Mobility Program. Assignments solely for training are not to be
made using this authority.

*B. Authority. Title 5 USC 8§ 3371 - 3375 provide authority for the temporary assignment of an employee
between the Federal GOV’T and:

1. State or local government,
2. Institutions of higher education,
3. Indian tribal governments,
4. Federally funded research and development centers, or,
5. Other eligible organizations.
C. Allowable Travel and Transportation Reimbursement. The employee must sign a written service agreement for

one year or the length of the assignment, whichever is shorter, to be eligible for payment of per diem at the
assignment location, or limited relocation expenses. The following may be authorized:

1. Round trip travel and transportation and per diem IAW Ch 4, Part B (is taxable for an indeterminate period
or a period of more than one year) for the employee, or

2. Limited Relocation IAW Ch 5.
a. The employee’s travel and transportation expenses to and from the assignment location;
b. The employee’s dependents’ travel and transportation expenses to and from the assignment location;
c¢. Transportation and SIT expenses of the employee's HHG and personal effects;
d. TQSE at the time the assignment commences and at the time the assignment is completed;
e. An MEA,; and

f. The expenses of NTS of the employee's HHG and personal effects, when the employee is assigned to an
isolated location AW par. C5154-A.

D. Time Limitation. An assignment may be:
1. Upto 2 years in duration, and
2. Intermittent, part time, or full time, and
3. Extended for up to an additional 2 years, when beneficial to both organizations, and

4. Terminated at any time.
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*E. IPA Mobility Program. Travel, transportation and related allowances for an employee under the IPA Mobility
Program, and dependent, must be IAW OPM regulations in CFR, Part 5, Ch 334.
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PART B: MISSING PERSONS CASES
C7085 GENERAL

A. Authorized Transportation. Provided the requirements in par. C5870 are met, transportation at GOV’T expense
is authorized for dependents, HHG, and personal effects of an employee who is officially reported as:

1. Dead,

2. Injured/missing for a period of 30 or more days,
3. Interned in a foreign country, or

4. Captured by a hostile force.

B. Transportation Requirements. Transportation, IAW par. C5870, is authorized provided the employee:

1. Isa U.S. citizen/national or an alien who has been admitted to the U.S. for permanent residence,
2. Is not part time/intermittently employed,
3. Is not native labor hired on a hourly/per diem basis,

*4. Has residence at/in the vicinity of the place of U.S. employment or in a foreign country and is not living
there solely as a result of the employment (5 USC 85564).

C. Dependent. For this Part, the term dependent includes a/an:

1. Lawful spouse,

2. Unmarried child under age 21 years,

3. Dependent stepchild,

4. Adopted child under 21,

5. Dependent that has been designated as such in official records, or

6. Individual determined to be a dependent by the DoD Component head/designated representative.
C7090 CONDITIONS

A. HHG and Personal Effects Transportation. HHG and personal effects may be transported, within allowable
weight limits (Ch 5, Part D).

B. POV Transportation. One POV may be transported if the vehicle is located OCONUS (Ch 5, Part E).

C. Travel and Transportation Allowed. Travel and transportation is allowed to an employee's actual residence or
other place authorized/approved by the DoD Component.

D. Employee in an Injured Status. When an employee is in an "injured" status, transportation of dependents, HHG
and personal effects may be authorized only if the hospitalization/treatment period is expected to be of long
duration.
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C7085-C7095

C7095 RESPONSIBILITY
The DoD Component commander is responsible for:
1. Administrative determinations,
2. Obtaining authorizations/approvals required, and

3. Issuing travel orders.
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PART D: PRE-EMPLOYMENT INTERVIEW TRAVEL (FTR Part 301-75)
C7150 APPLICABILITY
A. Application
1. This Part applies to an interviewee.

2. Asused in this Part, an "interviewee" is an individual being considered for employment by a DoD
Component.

B. Policy

1. Unless otherwise stated, the allowances established in this Part are the same as those available to a DoD
employee traveling on official GOV’T business.

2. A DoD COMPONENT is not required to offer all allowances to the interviewee (par. C7165-B).
C7155 AUTHORIZATION

A. Payment Authority. A DoD COMPONENT may pay allowable pre -employment interview travel expenses (par.
C7165) for eligible individuals (par. C7155-B).

B. Eligibility

1. Each DoD COMPONENT must establish qualification criteria for determining which applicants receive
payment for pre-employment interview travel expenses.

*2. See 5 CFR Part 572 for OPM qualification criteria guidelines.
C7160 RESPONSIBILITIES

A. DoD Component Responsibilities

1. General. A DoD COMPONENT must adhere to general travel order policies and practices in this Volume.

2. Authorization Limitation. Pre-employment interview travel may be authorized only on a trip by trip basis.
A limited or unlimited open authorization must not be used for pre-employment interview travel.

3. DoD Component Responsibility to Inform an Interviewee of DoD Travel Policies. A DoD COMPONENT:

a. Must communicate DoD travel rules and procedures to the interviewee,
b. Should ensure the interviewee understands how travel reimbursements are calculated, and
¢. Should provide assistance to the interviewee with travel voucher preparation.

4. Payment of Pre-employment Travel Expenses to Defray Unauthorized PCS Expenses

a. A DoD COMPONENT must not authorize pre-employment interview travel expense reimbursement to
help defray PCS expenses that are not allowable for a new appointee under par. C5080-B5.

b. Example: a DoD COMPONENT may not pay pre-employment travel expenses under this Part so that
an interviewee/new appointee may look for a house at the prospective first PDS.
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B. Interviewee Responsibilities

1. General. The interviewee is expected to exercise the same care in incurring expenses that a prudent person
would exercise if traveling on personal business.

2. Travel Agency Use

a. Transportation tickets should be provided by the interviewing DoD Component.

b. The interviewing DoD COMPONEWNT may authorize the interviewee to obtain tickets directly from a
CTO/TMC under contract to the GOV'T.

3. Contract Carriers Use. An interviewee is a mandatory user of the GOV’T’S city pair airfares with airlines
and Amtrak and is bound by rules outlined in Ch 3, Part A.

4. Liability Notice. The interviewee:

a. Is accountable for all transportation tickets and GOV’T procured transportation documents issued for
use in performing pre-employment interview travel.

b. Must be provided written instructions at the time a travel order is issued explaining the DoD
COMPONENT’s administrative procedures for controlling and accounting for passenger transportation
documents.

c. Is financially responsible for the value of the tickets issued if the interview trip is canceled/rescheduled
after tickets/GOV’T procured transportation documents are issued.

d. Is responsible for tickets until they have been used for pre-employment interview travel or are otherwise
accounted for properly. A statement to this effect must be incorporated on the travel order, or issued as a
"Notice to Traveler" and attached to the ticket/transportation document when issued to the interviewee.

e. And the interviewing DoD COMPONENT are bound by the same rules that apply to a DoD traveler/
Component (par. C3005).

5. Ticket Exchanges

a. If the interviewee exchanges a ticket for one of lesser value, the carrier should issue a receipt or a ticket
refund application.

b. The carrier is required to make refund directly to the appropriate DoD COMPONENT billing office.
*c. a DoD COMPONENT must provide the interviewee with a "bill charge to" address by attaching a copy

of the transportation document (or some other document containing this information) to the ticket/travel
order (41 CFR 8§101-41.210-1).

C7165 REIMBURSEMENT

A. Allowable Expenses

1. Expense Limitation. A DoD COMPONENT may pay to/on behalf of an interviewee the same travel
expenses authorized for a DoD employee traveling on official business, except for the expenses listed in par.
C7165-B.

2. Expense Amount. A DoD COMPONENT:

a. May pay all or part of pre-employment travel expenses.
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b. Electing to pay only per diem or only common carrier transportation costs must pay the full amount, for
the selected expenses, authorized for a DoD employee.

B. Expenses Not Allowed. A DoD component must not pay expenses for:

1. Communication services use for purposes other than communication directly related to travel arrangements
for the GOV’T interview; and

2. Hire of aroom (APP G).
C7170 FUND SOURCE

A. Travel Expenses

1. Transportation Expenses. Interviewee transportation by common carrier, other than local public transit
systems, must be paid for with a GOV’T procured transportation document or a CBA. Common carrier
transportation includes air, bus, rail, and other public transit systems.

2. Other Authorized Expenses. The DoD Component must reimburse the interviewee for allowable travel
expenses upon submission and approval of a travel voucher.

B. Sources Not Allowed

1. GTCC
a. A GTCC, issued to an individual employee, may not be used for pre-employment interview travel.
b. A CBA may be used to pay the interviewee's allowable transportation expenses.

2. Travel Advances. The interviewee must not be issued a travel advance.

3. Travelers Checks. GOV’T contractor issued travelers’ checks may not be used for pre-employment
interview travel.

C7175 REIMBURSEMENT CLAIM

A. Fraudulent Claim. The DoDFMR addresses:
1. Requirements regarding payments when expense(s) are suspected of being fraudulent,
2. AEA denial for an entire day on which a suspected expense is claimed, and

*3. Requirements for the traveler to reimburse the GOV'T if payment is made before discovery of a suspected
falsified expense (57 Comp. Gen. 664 (1978) and 61 id. 399 (1982)).

B. Receipt and Record Maintenance. The interviewee should:

1. Keep arecord of expenditures chargeable to the GOV'T.

2. Retain all receipts until reimbursement claims are settled, even though receipt requirements vary with the
reimbursement method The DoD COMPONENT should inform the interviewee of this requirement.

Change 567 C7D-3
01/01/13


http://redbook.gao.gov/16/fl0078814.php
http://redbook.gao.gov/15/fl0071755.php

Ch 7: Travel Under Special Circumstances C7150-C7175
Part D: Pre-Employment Interview Travel

C. Travel Voucher Preparation and Submission

1. Interviewee Responsibility. The interviewee is responsible for preparing and submitting a travel voucher.
The DoD COMPONENT should assist in the process.

2. Administrative Procedures. Each DoD COMPONENT must prescribe administrative procedures for an
interviewee to follow in submitting a travel voucher that are consistent with the DoDFMR, Vol. 9.
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PART G: THREATENED LAW ENFORCEMENT/INVESTIGATIVE EMPLOYEE
(FTR Part 301-31)

C7300 GENERAL

*A. Authorization/Approval (FTR 8301-31.1). The DoD COMPONENT may authorize/approve transportation and
certain subsistence (not per diem) expenses to protect a law enforcement/investigative employee and immediate
family, when their lives are placed in jeopardy as a result of the employee’s assigned duties.

*B. Transportation and Subsistence Expenses (FTR §301-31.5). The DoD COMPONENT may pay transportation
and subsistence (not per diem) expenses when it is determined that a threat against the employee/immediate family
member(s) justifies moving them to temporary accommodations at or away from the PDS.

C. Time Limits. The DoD COMPONENT must determine how long payments continue based on the specific
nature and potential duration of the life threatening situation and the alternative costs of a PCS.

D. PCS Instead of Temporary Accommodations. If temporary accommodations are expected to exceed 120 days,
the DoD COMPONENT should permanently relocate the employee, if a PCS is advantageous. Determining factors
include the specific nature of the threat, the continued disruption of the family, and the PCS costs.

E. Orders. The DoD COMPONENT must establish specific administrative procedures for issuing travel orders and
for payment of claims arising from the unique situations covered by this Part.

*C7305 ELIGIBILITY (FTR 88301-31.2, 301-31.3 and 301-31.4)

A. General. When authorized/approved by the DoD COMPONENT, a law enforcement/investigative employee
(APP A) and immediate family member(s) (APP A) are eligible for subsistence and transportation expenses when
the employee is in a life threatening situation because of the employee’s assigned duties.

B. Extended Family. Based on the nature of the threat, the DoD COMPONENT may include other members of an
employee’s extended family, and the family of the employee's spouse/domestic partner.

C7310 TEMPORARY ACCOMMODATIONS

*A. Location Determination (FTR §301-31.6). The DoD COMPONENT determines if lodging is obtained within
the PDS area or at an alternate location.

*B. Different Locations for Employee and Family Member(s) (FTR §301-31.7). Temporary accommodations may
be at different locations for the employee and immediate family members.

C7315 DELEGATION OF AUTHORITY
The DoD COMPONENT head:

1. May delegate the authority to authorize/approve payment of allowable subsistence and transportation
expenses AW this Part.

2. Must keep the delegation of authority to as high a level as practicable to ensure proper review of the
circumstances to take protective action by moving an eligible individual from home.

C7320 RISK EVALUATION
A. General. When a situation occurs that appears to be life threatening, the DoD COMPONENT:
1. Must take appropriate action necessary to protect the eligible individual(s), including removal from home.
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2. Must immediately inform the DoJ Criminal Division of the threat, IAW DoJ regulations.

3. Must provide the DoJ with the name of each person involved and other pertinent details to determine the
degree and seriousness of the threat.

4. Must be advised by the DoJ, within 7 days, of the seriousness of the threat and recommend a course of
action.

5. Must apprise the DoJ, at 30 day intervals, of the situation for reevaluation/recommendation, and determine if
an extension is necessary.

B. Individual Case Assessment. The DoD COMPONENT is responsible for deciding each individual case. The
decision is based on an assessment of the situation and the advice of the DoJ as to:

1. Whether or not protective action should be initiated or continued, and

2. The amount of subsistence and transportation expenses that should be authorized/approved.
*C7325 TRANSPORTATION (ETR 8301-31.8)
A. General. The DoD COMPONENT may authorize/approve transportation expense payments to/from a location
away from the employee’s designated PDS when a situation requires the employee and/or members of the

employee’s immediate family to be temporarily relocated to a place away from the employee's PDS.

B. Deviation for Security Reasons. Transportation to/from a location away from the employee’s designated PDS
must be AW Ch 2 unless the DoD COMPONENT specifically authorizes/approves a deviation for security reasons.

C7330 SUBSISTENCE PAYMENTS

A. General. Subsistence payments may begin as soon as the DoD COMPONENT invokes the provisions of this
Part.

B. DoJ Evaluation Period. If the threatened individual is directed to move into temporary accommaodations during
the DoJ's initial 7 day evaluation period, subsistence payments for this period may be allowed, even if the DoJ
determines that the threat is not serious or no longer exists and the DoD COMPONENT returns the individual home.

*C. Time Limitation (FTR 8301-31.13). The DoD COMPONENT may authorize subsistence expense payments up
to 60 days. Additional periods may be authorized if the DoD COMPONENT determines that an extension is
justified.

*D. Maximum Allowable (FTR §301-31.10)

1. The DoD COMPONENT may pay actual subsistence expenses NTE the maximum allowable amount for the
period the employee/family member(s) occupy temporary accommodations.

2. The maximum allowable amount is the maximum daily amount multiplied by the authorized number of days
the employee/family member(s) occupy temporary accommodations.
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E. Maximum Daily Amount. The maximum daily amount is determined by adding the rates in the following table
for the employee and each family member authorized temporary accommodations.

If the DoD The employee,_or unaccompanied An acco_mpanled A family member
spouse/domestic partner, or other spouse/domestic partner, or a
COMPONENT . - : . under 12 may
. unaccompanied family member family member who is 12 or o
Authorizes: - L receive:
may receive: older may receive:
. . . .75 times the full .50 times the full
Lodging only The full locality lodging rate locality lodging rate locality lodging rate
. .50 times the full
Full per diem The full locality per diem rate '75.) times the full locality per diem
locality per diem rate rate

*F. Actual Expenses Payment (FTR 8301-31.11). The DoD COMPONENT must not pay a per diem allowance
instead of reimbursing actual expenses.

*G. Expenses Covered (FTR §301-31.9)

1. Limitations. Subsistence payments ordinarily are only for lodging costs.
2. Exceptions. Meals and laundry/cleaning expenses may be paid if the:

a. Temporary accommodations do not have kitchen facilities,

b. Temporary accommodations do not have laundry facilities, or

¢. DoD COMPONENT determines that other extenuating circumstances exist which necessitate payment
of these expenses.

*C7340 ITEMIZATION AND RECEIPTS (FTR §8301-31.12 and 301-31.15)

A. Itemization. Actual expenses must be itemized to show the amounts spent daily for:
1. Lodging,
2. Meals, and
3. Other allowable subsistence expense items.

B. Receipts
1. See par. C2710 and DoDFMR 7000.14-R, Volume 9 for receipt requirements.
2. Travelers should retain ALL receipts for tax or other purposes.

C. Exceptions. The DoD COMPONENT may waive all but essential documentation requirements if documentation
compromises the security of any individual involved.
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*C7345 FUNDS ADVANCE (FTR 8301-31.14)

A. General. Funds may be advanced for travel and transportation expenses covered in this Part under DoD
COMPONENT policies and procedures, and IAW Ch 2, Part E.

B. Limitations. Advances must not exceed estimated expenses for a 30 day period computed under par. C7330.

C. Reimbursement to the GOV’T. An employee must reimburse the GOV’T for any portion of the advance
disallowed or not spent.
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*PART H EMERGENCY TRAVEL AND TRANSPORTATION OF EMPLOYEE DUE
TO ILLNESS OR INJURY OR A PERSONAL EMERGENCY SITUATION WHILE TDY
(FTR Part 301-30)

See Ch 7, Part M for Emergency Visitation Travel (EVT))
C7350 GENERAL

*A. Eligibility (FTR 8301-30.1). Travel and transportation expenses may be authorized/approved when an
employee discontinues/interrupts a TDY travel assignment before completion because of:

1. An incapacitating illness/injury not due to the employee’s misconduct, or
2. The death or serious illness of a family member, or

3. A catastrophic occurrence/impending disaster, such as fire, flood, or act of God, which directly affects the
employee’s home.

B. Medical Travel. See par. C7500 for medical travel and transportation allowances when an employee is assigned
to a foreign OCONUS PDS.

C. Emergency Leave from the PDS. GOV’T funded emergency leave transportation from the PDS under this
Part is not authorized.

C7355 DOD COMPONENT RESPONSIBILITY/AUTHORITY DELEGATION

A. Authorization/Approval. A DoD COMPONENT may authorize/approve reimbursement for transportation and
per diem expenses, under this Part, based on the employee's personal situation and the DoD COMPONENT’s
mission.

B. Delegation of Authority. Delegation of authority must be held to as high an administrative level as practicable to
ensure adequate consideration and review of the circumstances surrounding the need for emergency travel.

*C7360 EMPLOYEE RESPONSIBILITY AND DOCUMENTATION (ETR §301-30.3)
A. General. The employee should immediately contact the AO for instructions when:
1. Incapacitated by illness/injury, or
2. Informed of an emergency situation
that necessitates discontinuance/interruption of the TDY assignment.
B. Reimbursement. Payments may be approved after travel has been performed.
C7365 DEFINITIONS
As used in this Part, the following definitions apply:

*A. PDS. In addition to the APP A definition, "PDS" also refers to the home/regular business place as it pertains to
experts and consultants described in5 USC §5703.

B. Alternate Location

1. An “alternate location” is a destination, other than the employee's PDS or the point of interruption, where
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necessary medical services or a personal emergency situation exists.

2. Inthe case of an employee’s illness/injury, the nearest hospital/medical facility capable of treating the
illness/injury is not an alternate location.

C. Employee’s Incapacitating IlIness/Injury

*D.

1. An “incapacitating illness/injury” is one that occurs suddenly for reasons other than the employee's own
misconduct and renders the employee incapable of continuing the travel assignment (temporarily or
permanently).

2. Assudden illness/injury may include a recurrence of a previous medical condition thought to have been cured
or under control.

3. The illness/injury may occur while the employee is at, or en route to/from, a TDY location.

Family (FTR §301-30.2)

1. “Family” means those dependents, defined in APP A, who are members of the employee's household at the
time the emergency situation arises.

*2. For compassionate reasons, and when warranted by the circumstances of an emergency situation, the DoD
COMPONENT may include other members of an employee’s extended family and the family of the employee's
spouse/domestic partner. Individuals named in APP A, who are not dependents/members of the employee's
immediate household, fall within this group.

3. The DoD COMPONENT must evaluate the extent of the emergency and the employee's relationship to, and
the degree of responsibility for, the individual(s) involved in the emergency situation.

E. Personal Emergency Situation. “Personal emergency situation” means:

1. The death or serious illness/injury of an employee’s family member, or

2. A catastrophic occurrence/impending disaster such as a fire, flood, or act of God that directly affects the
employee's family/home at the PDS, and occurs while the employee is at, or en route to/from, a TDY location.

F. Serious IlIness/Injury of Family Member. “Serious illness/injury of a family member” means:

1. A grave, critical, or potentially life threatening illness/injury,

2. Asudden injury such as an automobile or other accident where the exact extent of injury may be
undetermined but is thought to be critical or potentially life threatening, based on the best assessment available,
or

3. Situations involving less serious illness/injury of a family member in which the employee’s absence would
result in great personal hardship for the immediate family.

G. Fire, Flood, or Act of God

1. Fires or floods may be due to natural causes or human actions (e.g., arson) or other identifiable causes.

2. Act of God means an extraordinary happening by a natural cause (as fire, flood, tornado, hurricane,
earthquake, or other natural catastrophe) for which no one is liable because experience, foresight, or care could
not prevent it.

Change 567 C7H-2
01/01/13


http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter301p030.html/category/21868/#wp1201626

Ch 7: Travel Under Special Circumstances C7350-C7375

Part H:

Emerg T&T of Empl Due to IlIness/Injury/Personal Emerg Situation While TDY

C7370 EMPLOYEE’S INCAPACITATING ILLNESS/INJURY

*A. General (FTR 8301-30.4). When an employee interrupts/discontinues a travel assignment because of an

incapacitating illness/injury (par. C7365-C), transportation expenses and per diem may be allowed to the extent
provided below.

B. Per Diem Continuation at the Interruption Point

1. Interruption Point. The interruption point may include the nearest hospital/medical facility capable of
treating the employee's illness/injury.

2. Per Diem. Per Diem:

*3.

a. Is authorized for an employee who interrupts the TDY assignment because of an incapacitating
iliness/injury, and takes any type of leave.

b. Must not exceed the maximum per diem rate for the location at which the interruption occurs.

c. May be continued for a reasonable period, ordinarily NTE 14 calendar days for any one absence. The
DoD COMPONENT may authorize/approve a longer period if justified by the circumstances of a particular
case.

d. Is not allowed while an employee is confined to a hospital/medical facility that is:

(1) Within proximity of the PDS, or

*(2) The one to which the employee would have been admitted if the illness/injury had occurred while
at the PDS(FTR §301-30.5).

Payments from Other Federal Sources (FTR 8301-30.5). Per diem must not be paid or, if paid, must be

reimbursed to the GOV’T if the employee receives hospitalization/is reimbursed for hospital expenses under

any

Federal statute (including hospitalization in a VA/military hospital) other than 5 USC §8901-8913 (Federal

Employees Health Benefits Program) while in a travel status in par. C7370-B.

4. Documentation and Evidence of IlIness

a. The type of leave and its duration must be stated on the travel voucher.
b. No additional evidence of the illness/injury is submitted with the travel voucher.

c. Evidence filed with the DoD COMPONENT is sufficient. This evidence must be IAWOPM annual and
sick leave regulations.

C. Return to PDS/Home

1. General

a. En route transportation and per diem expenses must be allowed for return travel to the PDS when an
employee discontinues a TDY assignment because of an incapacitating illness/injury.

b. Return travel may be from the interruption point or other point where the per diem allowance was
continued (par. C7370-B).

c. If, when the employee's health has been restored, the DoD COMPONENT decides that it is in the
GOV’T's interest to return the employee to the TDY location, such return is a new travel assignment at
GOV’T expense.
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2. Employee’s Attendant/Escort

a. Transportation expenses, but not per diem, are allowed for an attendant/escort for a TDY employee who
becomes ill/injured.

b. An attending physician must certify that it is medically necessary for the employee to be accompanied
by an attendant.

¢. Round trip transportation between the PDS and the TDY station or one way transportation between
those points is authorized for the attendant/escort (B-169917, 13 July1970).

D. Travel to an Alternate Location and Return to the TDY Assignment

1. Conditions and Allowable Expenses

a. Reimbursement for certain excess travel costs may be allowed (par. C7370-D2) when an employee
interrupts a TDY assignment because of an incapacitating illness/injury and takes leave:

(1) For travel to an alternate location to obtain medical services, and
(2) To return to the TDY assignment,
b. This interruption must be authorized with the approval of an appropriate DoD COMPONENT official,

c. The nearest hospital/medical facility capable of treating the employee's illness/injury is not an alternate
location (par. C7365-B).

2. Excess Cost Calculation

a. Reimbursement authorized/approved under par. C7370-D1 is the excess actual travel costs:
(1) From the interruption point,
(2) To the alternate location, and
(3) Return to the TDY assignment,

that exceed the constructed cost of round trip travel between the PDS and the alternate location.

b. The actual travel cost is/are the transportation expense(s) incurred and en route per diem for the travel as
actually performed from the:

(1) Interruption point to the alternate location, and

(2) Alternate location to the TDY assignment.
c. No per diem is allowed for the time spent at the alternate location.
d. The constructed travel cost is:

(1) The sum of transportation expenses the employee would have incurred for round trip travel
between the PDS and the alternate location (had the travel begun at the PDS), PLUS

(2) TDY per diem for the appropriate en route travel time.

The excess cost that may be reimbursed is the difference between the two calculations.
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C7375 PERSONAL EMERGENCY SITUATION

A. Return to PDS/Home

1. Transportation expenses and en route per diem may be authorized/approved when an employee discontinues
a TDY assignment due to a personal emergency.

2. Authorization/approval for return travel from the interruption point to the PDS is required.

3. Anew TDY travel order must be issued if the DoD COMPONENT decides that it is in the GOV’T's interest
to return the employee to the TDY location after the personal emergency is resolved.

4. Contract city pair airfares may be used ICW par. C7375-A.

B. Travel to an Alternate Destination and Return to the TDY Location

1. Anemployee may:
a. Interrupt a TDY assignment due to a personal emergency,
b. Take leave for travel to an alternate destination where the personal emergency exists, and
c. Return to the TDY assignment.

2. Reimbursement may be authorized/approved for transportation and en route per diem as permitted in par.
C7375-C.

3. Contract city pair airfares may NOT be used ICW par. C7375-B.

C. Discount Airfare Use

1. Contract city pair airfares/reduced airfares available to a traveler on official business, should be used for
emergency leave travel authorized in par. C7375-A.

2. Contract city pair airfare is always the first choice if the other discount airfare is an airfare that matches the
city-pair airfare.

3. If a contract city pair airfare is not available, POLICY CONSTRUCTED AIRFARE (see APP A) (including
a lower or equal airfare offered by a non contract carrier limited to a GOV’T traveler on official business, e.g.,
YDG, MDG, ODG, VDG, and similar airfares) should be used.

3. The AO may authorize a less expensive airfare (with/without restrictions) available to the general public and
the traveler may seek a lesser airfare (with/without restrictions).

D. Return to the PDS

1. When the employee is authorized emergency leave return travel, from the interruption/discontinuance
point to the PDS, transportation must be arranged through a CTO, if one is available. See par. C2203.

2. An unused portion of GOV’T funded transportation for the TDY assignment must be used if possible.

3. The DoD COMPONENT and the employee must ensure proper accountability for all unused tickets.
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E. Travel to an Alternate Destination

1. Insufficient Personal Funds. If the employee does not have sufficient personal funds to pay for emergency
leave travel to an alternate destination and return to the TDY assignment, the DoD COMPONENT may:

a. Procure transportation, or
b. Provide an advance of funds for the employee to procure transportation.

2. Reimbursement to the GOV’T. The employee must reimburse the GOV’T for any GOV’T funded
transportation cost/travel advance in excess of the authorized/approved reimbursement.

3. City Pair Airfares. City pair airfares may:
a. Be used only when transportation is entirely GOV’T funded, and

b. May not be used for travel to an alternate destination.
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PART I: TRAVEL AND TRANSPORTATION EXPENSE REIMBURSEMENT WHEN
ACCOMPANYING A MEMBER OF CONGRESS AND/OR CONGRESSIONAL STAFF

C7400 GENERAL
*A. Application. This Part applies to DoD civilian employee travel accompanying a member of Congress,

congressional staff employee and funeral support under the authority in 31 USC §1108(g). DoD COMPONENTS
should refer to the below DoD issuances for guidance.

*1. DoDD 4515.12, DoD Support for Travel of Members and Employees of Congress; and

2. DoDI 4515.19 DoD Support for Congressional Funerals.

*B. Reimbursement. A DoD employee accompanying a Member of Congress/congressional staff employee on
official travel under the authority in 31 USC 8§1108(q) is authorized reimbursement for travel and transportation
expenses for such travel. Reimbursement includes:

1. Transportation accommodations costs on the same class of service used by a Member of Congress/
congressional staff employee(s) that the DoD civilian employee is accompanying, and

2. Per diem/AEA NTE the rate prescribed for a Member of Congress/congressional staff employee(s) that the
DoD civilian employee is accompanying;

provided the DoD civilian employee’s travel is in support of congressional travel authorized/approved by SECDEF
or the Secretary Concerned (par. C3520-C8).

C7405 DEFINITION OF TERMS

A. Member of Congress. For this Part, "Member of Congress" means a Member of the U.S. Senate or the House of
Representatives, a Delegate to the U.S. House of Representatives, and the Resident Commissioner from Puerto Rico.

B. Congressional Staff Employee. For this Part, "Congressional staff employee™ means an employee of a Member
of Congress or an employee of Congress, committee of Congress, or congressional agency.

C. Secretary Concerned. For this Part, "Secretary Concerned" includes SECDEF for a DoD civilian employee
working in other than a military department.

C7410 TRANSPORTATION, PER DIEM, AND AEA RATES

*When travel is authorized under 31 USC 8§1108(qg), transportation service class, per diem, or AEA rates are
prescribed by the Chairman (Leadership) directing the travel and requesting DoD support. The Chairman
(Leadership) authorizes/approves a specified per diem rate/AEA without regard to any established per diem rate.

C7415 OTHER THAN ECONOMY/COACH CLASS APPROVAL CODES

*Approval codes required on documentation for ‘other than economy/coach’ Congressional travel are first class
(FC), and business class (BC) (JTR, pars. C3520-C8 and C3520-C11a).
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*PART J TRAVEL FOR AN EMPLOYEE WITH A
DISABILITY/SPECIAL NEED (ETR Part 301-13)

*C7450 GENERAL (FTR §301-70.400)

A. Provisions

1. Rehabilitation Act of 1973, as amended,

*2. 29 USC 8701 et seq., and

*3. 5 USC 83102 as amended,
B. Palicy. The provisions in par. C7450-A accommodate an employee with a disability/special need by
reimbursing necessary additional travel and transportation expenses incurred in the performance of official travel.

An employee with a special need and an employee with a disability are treated the same.

*C. Applicability (FTR §8302-4.100 and 301-13.1). This Part applies to the following individuals with a disability/
special need:

1. Employee, as defined in par. C7455, incident to TDY/PCS (59 Comp. Gen. 461 (1980)).

2. Employee as defined in par. C7455, on official travel within the PDS limits (CBCA 1795-TRAV, 12 March
2010, B-318229, 22 December 2009).

3. Dependent traveling ICW a PCS, per the Agency’s determination.
4. Tuition free DoDEA dependent student IAW par. C5123.
D. Limitations

1. Payment is authorized for additional travel expenses in par. C7460 that are incurred by an employee/
dependent with a disability/special need to provide reasonable accommodations in the performance of official
travel.

2. Anagency is not authorized to reimburse an employee/dependent with a disability/special need for lodging
unless traveling on official business away from the PDS.

3. The agency may choose any accommodation that is effective. Under the Rehabilitation Act, the employing
agency is not required to provide accommodations that the employee with a disability/special need requests/
prefers.

C7455 DEFINITIONS

The terms below are defined for this Part.

A. Disability. A “disability” means:
1. A physical/mental impairment that substantially limits one or more major life activities;
2. Arecord of such an impairment; or
3. Being regarded as having such an impairment, but the term must not be applied to transitory or minor

impairments. A transitory impairment is an impairment with an actual or expected duration of 6 or fewer
months.
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B. Physical/Mental Impairment. “Physical/mental impairment” means/includes:

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

2. Any mental/psychological disorder, such as intellectual disability, organic brain syndrome, emotional/mental
illness, and specific learning disabilities.

3. "Diseases and conditions such as cerebral palsy, epilepsy, muscular dystrophy, multiple sclerosis, cancer,
heart disease, diabetes, intellectual disability, emotional illness, orthopedic, visual, speech, and hearing
impairments, and similar diseases and conditions.

C. Major Life Activities. Major life activities include, but are not limited to, caring for oneself, performing manual
tasks, walking, seeing, hearing, eating, sleeping, standing, lifting, bending, speaking, breathing, learning, reading,
concentrating, thinking, communicating and working.

D. Substantially Limits. “Substantially limits” means that the employee is:

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

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

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

F. 1s Regarded as Having Such an Impairment. The employee has:

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

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

3. None of the impairments defined in par. C7455-C, but is treated by the employing agency as having a
substantially limiting impairment.

G. Employee with a Special Need. An “employee with a special need” means having physical characteristics not
necessarily defined under disability. Such physical characteristics could include the traveler’s weight, height, or a
similar characteristic.

C7460 ALLOWABLE EXPENSES

The following expenses are payable to an employee with a disability/special need when appropriate IAW Agency/
Service regulations:

1. Transportation and per diem authorized under this Part incurred by an authorized attendant accompanying
the employee. The attendant does not have to be a member of the employee's immediate family.;

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

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

4. Costs incurred as a direct result of the employee's disability/special need for baggage handling ICW public
transportation or at lodging facilities (APP G, Baggage Expenses and Handling Tips);

5. Renting and/or transporting specialized assistance equipment, such as a wheelchair, needed in transit or at
the TDY location; and

*6. Use of other than economy/coach class accommodations when necessary to accommodate a traveler with a
disability/special need per the Agency’s/Service’s other than economy/coach class travel policy. See par.
C2110-J and APP P2, Sec C, FAQ #2 for medical justification of ‘other than economy/coach class’
accommodation use.

7. Service of an attendant, when necessary, to accommodate the employee’s disability/special need. See APP
E1, par. A2l if the attendant traveler is not an employee or member.

C7465 PERSONAL ASSISTANTS FOR EMPLOYEES WITH A DISABILITY/SPECIAL NEED

*A. General. 5 USC §3102, authorizes hiring (with or without pay) a/an:

1. Personal assistant,
2. Reader, and/or
3. Interpreter,

for an employee with a disability/special need traveling on official business, for all or a portion of the travel period
involved.

*B. Travel Expenses. Travel expenses and per diem allowances for personal assistants are the same as those for
employees traveling incident to TDY. See the OPM Training Policy Handbook for further guidance.

C7470 SPECIALLY EQUIPPED AUTOMOBILE TRANSPORTATION BETWEEN CONUS PDSs

*A. Provision. Specially equipped automobile transportation between CONUS PDSs is based on 64 Comp. Gen. 30
1984)).

B. Transportation/Reimbursement. See par. C5248-C concerning transportation by the DoD component concerned
or reimbursement for the transportation cost of a specially equipped automobile by a traveler with a disability/
special need between CONUS PDSs.
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PART K: EMPLOYEE MEDICAL TRAVEL

NOTE: See Ch 7, Part M for Emergency Visitation Travel (EVT).

C7500 MEDICAL TRAVEL AND TRANSPORTATION ALLOWANCES WHEN AN EMPLOYEE IS
ASSIGNED TO A FOREIGN OCONUS PDS

A. General
1. When the Secretarial Process determines that local medical facilities (military or civilian) at a foreign
OCONUS area (APP A), are not able to accommodate an employee’s needs, transportation to another location

may be authorized for appropriate medical/dental care.

2. If possible, medical travel should be scheduled with other nonmedical travel (e.g., RAT or EML (funded or
unfunded)) to avoid separate medical travel.

3. Required medical treatment that cannot be postponed until the employee’s next scheduled travel should be
authorized as medical travel IAW par. C7500-C.

4. When authorized, an eligible employee assigned to a foreign OCONUS PDS is authorized travel and
transportation allowances for travel to/from another location incident to the employee obtaining required health
care (whether or not the care itself is at GOV’T expense) under the conditions and limitations in this Part.

5. Ch 7, Part H provides emergency travel and transportation for an employee due to incapacitating illness,
injury, or a personal emergency situation while TDY.

B. Eligibility
1. Employee
a. An employee must be permanently assigned to a foreign OCONUS PDS.
b. Anemployee is eligible while performing foreign OCONUS PCS travel.
c¢. Alocally hired employee, who does not have a service agreement, is not eligible for this travel.
2. Attendant/Escort. See par. C7530.

3. Accompanying Family Member. The AO may authorize/approve an employee’s family member to travel
with the employee if the AO determines that:

a. The family member is incapable of self care at the PDS, and
b. No suitable care arrangements can be made at the PDS, and
c. The travel is in the GOV’T’s interest.
C. Reguired Health Care Determination. Required health care is medical or dental care that the AO determines is

needed by an employee, stationed at a foreign OCONUS PDS, at which there is no adequate facility to provide
suitable care. This determination must be based on the advice of an appropriate professional certifying physician.

D. Authorized Health Care

1. Medical Care. Qualified medical care is treatment that:

a. Must be completed before the next scheduled RAT, or EML (funded or unfunded) travel, and which,
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b. If delayed, could result in a worsening of the condition, and

c. Includes specialized examinations, special inoculations, obstetrical care, and hospitalization (GSBCA
15948-TRAV, 30 April 2003).

2. Dental Care. Qualified emergency and required dental care are defined as follows:

a. Emergency Dental Care. Treatment of any dental condition causing severe pain and/or that, if treatment
were deferred, would cause permanent and irreparable damage to the teeth or supporting dental structures.

b. Required Dental Care. Treatment that must be done before the next RAT or EML (funded or unfunded)
travel and, if delayed, could result in a need for emergency dental care.

c. Orthodontic Care. Orthodontic care qualifies as required dental care when necessary for proper
occlusion.

d. Periodontal Disease. Periodontal disease treatment qualifies when necessary to prevent permanent,
irreparable damage to the teeth and supporting structures.

E. Unauthorized Health Care. Examples of treatments that are not required health care are:

1. Medical Care: Elective treatment, routine medical examinations, and routine immunizations.

2. Dental Care: Elective treatment, dental prophylaxis (routine cleaning, superficial scaling, and fluoridation
treatment), and elective cosmetic dental treatment.

F. Designated Point. The designated point is:

1. The facility closest to the employee’s PDS, as determined by the AO, at which suitable health care may be
obtained, and

2. Based on the advice of an appropriate professional certifying physician.
C7505 MEDICAL TRAVEL ADMINISTRATION

A. Applicable Requlations

1. Civilian. An employee performing medical travel in any capacity is governed by the JTR.

2. Uniformed Service Member. The JFTR provides the allowances for a uniformed service member serving as
an attendant/escort as part of official duties.

3. Attendant/Escort. See par. C7530.

B. Travel Order. DD Form 1610, Request and Authorization for TDY Travel of DoD Personnel, is used to
authorize travel for medical reasons.

C. Funding. Health care travel expenses are charged to the employee’s organization operating funds.

D. Excess Costs Agreement

1. Before the AO authorizes/approves travel to a location, other than the designated point, (elected by the
employee) for required health care, the employee must agree, in writing, to pay/reimburse the GOV’T's excess
travel and transportation costs incurred by the employee, attendants/escorts, and accompanying family
member(s).
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2. The GOV'T’s cost is based on transportation costs to and from the designated point.
3. Par. C7525 displays a sample excess cost agreement.

E. ‘Other than Economy/Coach’ Accommodations. For full reimbursement, ‘other than economy/coach’
accommodations must be IAW par. C2110-D.

C7510 TRANSPORTATION
A. General
1. Health care transportation must be IAW Ch 2, except as otherwise provided in this Part.
2. AMC resources should be used when the AO:
a. Consults with an appropriate health care provider, and
b. Determines it suitable under the circumstances and reasonably available.

*3. For AMC flight scheduling information see the USTRANSCOM Command Surgeon website.

4. After consultation with a professional certifying physician, the AO may authorize/approve necessary travel
by private airline, ambulance service, or other specialized medical transportation provider.

B. Limitation. An eligible employee is authorized health care transportation from the foreign OCONUS PDS to the
designated point and return to the PDS.

1. Travel to Other Locations. The AO may authorize/approve health care transportation to a location other than
the designated point, if the employee elects and executes an excess cost agreement lAW par. C7505-D.

2. Obstetrical Patients. An obstetrical patient may elect to travel to a/an:

a. CONUS/non-foreign OCONUS area, with transportation at GOV’T expense authorized to the nearest
CONUS POE; or

b. OCONUS location that is not the designated point if the employee elects and executes an excess cost
agreement IAW par. C7510-B1.

3. Dental Patients. An employee is authorized health care transportation for required dental care once a year, in
addition to required dental care done during any other travel. The year begins on the first day of health care
travel for required dental care.

C7515 PER DIEM

A. General

1. TDY per diem is authorized for medical travel for a/an:

a. Employee, accompanying family member(s) and an attendant/escort, subject to the limitations in pars.
C7515 and C7530, and

b. Uniformed member authorized as an attendant/escort, subject to the JFTR and par. C7530.

2. See par. C4555-B3 for per diem when lodging with friends/relatives.
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B. Maximum Number of Days. Subject to pars. C7515-C, C7515-D, C7515-E, C7515-F, and C7515-G, the AO
may authorize/approve per diem for up to, but in no case for more than, 180 days including:

1. Travel time to/from the designated point/elective destination, and
2. Necessary delays before treatment and while awaiting return transportation, and
3. Necessary outpatient treatment periods.
C. Elective Destinations. If an employee elects travel to other than the designated point, per diem may be

authorized/approved for travel periods to and from the elective destination, but for no longer than the constructed
travel time to and from the designated point.

D. Hospital Stays. Per diem is not authorized/approved for an employee during a hospitalization period.
E. Dental Care
1. Unless the AO specifically authorizes/approves a longer period because of extraordinary circumstances, per
diem for periods in pars. C7515-B2 and C7515-B3 for dental patients may not be authorized/approved for more
than:
a. 3 days for emergency dental care, and

b. 1 day for required dental care.

2. Extraordinary circumstances are limited to those situations that, because of the severity of the dental
condition, require more time to complete emergency dental care.

F. Obstetric Care. Anemployee traveling for obstetric care ordinarily leaves the PDS 6 weeks before the expected
delivery date and returns 6 weeks thereafter. The AO may not authorize/approve per diem for obstetric care travel
for a period longer than 90 days, unless an early departure from, or delayed return to, the PDS is medically required.

G. Newborn Infant. A newborn infant is authorized per diem under the same circumstances and conditions as the
mother, except at one half the applicable locality rate.

H. Per Diem Rates. The applicable locality per diem rate applies. If the employee elects health care travel to a
location other than the designated point, the per diem rate is NTE the rate for the designated point.

C7520 EXCESS ACCOMPANIED BAGGAGE

The AO may authorize/approve excess accompanied baggage shipment for medical travel if necessary because of
climatic factors, health care necessity, or other adequate reasons IAW par. C3100-A2.
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C7525 SAMPLE EXCESS COST AGREEMENT

The following is a sample excess cost agreement required in par. C7505-D.

DoD Component Letterhead Date
SUBJECT: Excess Cost Agreement for Travel and Transportation Costs

The appropriate designated point for obtaining medical or dental care for:

Employee Name:

has been determined to be:

(Designated Point)

| agree to pay/reimburse to the GOV’T excess travel and transportation costs incurred by myself,
attendant(s)/escort(s), and/or accompanying family member(s) over what such travel to and from the
designated point would have cost.

Employee’s Signature Date
C7530 ATTENDANTS/ESCORTS
A. Definition. See APP A.

B. Determination. An employee, incapable of traveling alone, requires an attendant/escort. An attendant/escort
may be any person who can provide the necessary assistance required by the employee.

C. Appointment. Any person may be appointed to accompany an employee physically incapable of traveling alone
as an:

1. Attendant, by Medical Authority, or
2. Escort, by the AO.

D. Travel Allowances

1. Uniformed Service Member as an Attendant/Escort. A uniformed service member traveling as an attendant/
escort is authorized JFTR TDY travel and transportation allowances.

2. Civilian Employee as an Attendant/Escort. A DoD civilian employee is authorized travel and transportation
allowances AW the JTR.

3. Other Person as an Attendant/Escort. Another person designated to travel as an attendant/escort is:

a. Issued an ITA or included in the same travel order (identified as an attendant/escort) issued for the
employee; and,

b. Authorized the same travel and transportation allowances as a civilian employee AW par. C7115-C.

E. Attendant/Escort Compensation Agreement

1. The AO may authorize the PDS contracting officer to enter into a contract with a nonfamily member
attendant/escort, including a professional health care provider, to provide for reasonable compensation in
addition to travel and transportation allowances (including excess accompanied baggage shipment expenses)
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under Ch 7, Part K.

2. The compensation amount for a nonprofessional attendant/escort is NTE the prevailing rate in the locality for
the type of services rendered.

3. A professional health care provider attendant/escort ordinarily is unnecessary on AMC medical evacuation
flights.

F. Attendant/Escort Per Diem

1. In addition to per diem for travel periods, an attendant/escort is authorized up to 3 days per diem after arrival
at the treatment site to:

a. Consult the treating health care providers, and
b. Arrange return travel.
2. In extraordinary cases, if the attendant/escort's presence is necessary to the employee’s treatment regimen,
the AO may authorize/approve longer periods of per diem only for a non health care professional attendant/
escort, who is the employee’s family member.
G. Non Concurrent Attendant Travel. Non concurrent attendant travel may be authorized/approved when the need

for an attendant arises during treatment or there is need for an attendant only during a portion of the employee’s
travel.
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C7550

PART L: FAMILY VISITATION TRAVEL (FVT)

See Ch 7, Part M for Emergency Visitation Travel (EVT).
C7550 GENERAL
A. Purpose. FVT enables an eligible employee to travel at GOV’T expense to:

1. The CONUS,

2. A non-foreign OCONUS area, or

3. Other location
to visit immediate family members evacuated from the employee’s foreign PDS.

B. Discretionary Allowance. FVT:

1. Is a discretionary allowance, not an authorized allowance.
2. Expenses are the responsibility of the employee’s command.
3. Is not authorized for travel within the foreign area/country of assignment.

*C. Legal Authority. 10 USC §1599b;22 USC 84081.

D. Allowable Transportation Expenses

1. General. A DoD component may pay for, or an eligible individual may be reimbursed for:

a. The transportation cost from the airport serving the employee’s foreign PDS (or applicable originating

point) to the airport serving the destination authorized for FVT and return; and
b. Airport taxes and transportation between airports (par. C7550-D2).

2. Limitations. Reimbursement is:

a. Authorized only for air and ground transportation between interim airports (e.g., between Narita and
Haneda airports in Tokyo since they are interim airports and the cost is part of the overall transportation

cost).

b. Not authorized for ground transportation between PDS or home (or destination) and the airport.

3. Unauthorized Expenses. Per diem, excess accompanied baggage, and UB charges are not payable or

reimbursable.

E. Eligibility. This Part applies only to an employee, who is a U.S. citizen, assigned to a foreign OCONUS PDS for

a tour of more than one year:

1. Who has a service agreement that provides for return transportation at GOV’T expense to the employee’s

actual residence; and

2. Whose immediate family members were evacuated from the employee’s foreign OCONUS PDS.
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F. Commercial Transportation. The following applies:

1. Commercial transportation must be by the most expeditious mode (ordinarily air service) on direct routing.

2. Indirect routing is permissible only when official duties must be performed en route or when it is to the
GOV’T’s advantage to purchase a ticket in foreign currency at an intermediate point.

3. Accommodations must be in coach (unless ‘other than economy/coach’ accommodations are authorized/
approved under par. C2800-B) or, when air service is not available, minimum first class rail or bus service.

4. Special fares such as excursion fares and round trip fares must be used to the maximum extent prudently
possible.

5. U.S. certificated carriers must be used except as indicated in par. C2800-C.

6. Reimbursement may not exceed allowable transportation expenses actually incurred.

7. Excess and near excess foreign currencies must be used to the maximum extent feasible.
G. Travel Order

1. General

*a. The DD Form 1610 (Request and Authorization for TDY Travel of DoD Personnel) is used to
authorize FVT transportation.

b. Rules concerning transportation accommodations for TDY travel also apply to FVT.

2. Commercial Aircraft. See par. C3500 regarding use of commercial aircraft.

3. Arranging Official Travel. See par. C2400 for arranging official travel.

H. Refund. Anemployee must repay GOV’T paid or reimbursed expenses if FVT is used as a substitute for travel
for which FVT use is not authorized. For example, return to CONUS or to a non-foreign OCONUS area and
resignation.

I. Year. For FVT purposes, a year starts on the:
1. Evacuation date of the employee’s family, or
2. Return date to the OCONUS PDS from RAT.

*J. Charge to Leave. See DoD Civilian Personnel Manual (DoD 1400.25-M) Subchapter 630 Leave, and
Subchapter 1260, Home Leave.

K. Scheduling

1. Activities in foreign countries must schedule FVT to ensure the orderly performance of official duties at all
times.

2. To the maximum extent possible, FVT must be combined with travel required for official purposes.

3. Exceptions to the limitations in par. C7550-M1 may be made through the Secretarial process for valid
reasons, provided that workload and scheduling considerations permit.
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L. Travel to the CONUS/Non-foreign OCONUS Area. The following rules apply.

1. Not more than two round trips to the CONUS/non-foreign OCONUS area may be authorized during a 1-year
period.

2. For part of a year, one trip may be permitted for each full 6-month period of service at an evacuated foreign
PDS.

3. FVT trips to the CONUS/non-foreign OCONUS area may be authorized 3 months after family members:
a. Are evacuated from the foreign PDS, or
b. Located at a safe haven in a foreign country return to the CONUS/non-foreign OCONUS area,

The total cost for visitation travel during a year’s period (par. C7550-1) may not exceed the cost of two
economy/coach round trips to the family’s residence.

4. FVT trips to the CONUS/non-foreign OCONUS area are not permitted within the final 3 months prior to:

a. Scheduled transfer,

b. Departure on RAT, or

¢. Voluntary separation.
5. There must be an interval of at least 3 months between FVT trips to the CONUS/non-foreign OCONUS area.
6. An employee’s absence from the PDS may not exceed a total of 48 calendar days in one year:

a. Including travel time, and

b. Excluding days on duty or official travel status.

7. An employee’s absence from the PDS for each visit to the CONUS/non-foreign OCONUS area should
ordinarily not exceed 24 calendar days, including travel time.

8. An employee ordinarily is expected to spend a minimum of 7 days in the CONUS/non-foreign OCONUS
area.

M. Travel to Visit Dependents in a Foreign Country. The following definitions, rules and limitations apply to travel
to visit dependents in a foreign country.

1. More than two visits to family members in a foreign country may be permitted during a 1-year period
provided the trip costs do not exceed the cost of two economy/coach round trips to the employee’s actual
residence (par. C5556).

2. The cost of the two economy/coach round trips is based on the constructed cost of a round trip to the
employee’s actual residence at the time the first trip in the 1-year period is taken.

3. Avisit to family members in a foreign country may be permitted 4 weeks after family members were evacuated
from the PDS.

4. Visits to family members located in a foreign country are not permitted within the final 4 weeks prior to:

a. completion of tour,
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b. transfer,

c. departure on RAT, or

d. voluntary separation.
5. There must be a minimum interval of 4 weeks between FVT trips to locations in foreign countries.
6. An employee’s absence from the PDS may not exceed a total of 48 calendar days in one year:

a. Including travel time, and

b. Excluding days on duty or official travel status.

7. For a period of less than one year, an employee’s absence may not exceed 48 calendar days divided by the
fractional part of one year.

8. Exceptions to the limitations in par. C7550-M are made through the Secretarial Process.
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PART M: EMERGENCY VISITATION TRAVEL (EVT)
C7600 RELATED INFORMATION

A. Allowable Expenses due to the Death of an Employee/Dependent. Ch 5, Part R.

B. Employee Emergency Travel and Transportation due to IlIness, Injury, or a Personal Emergency Situation while
on TDY. Ch 7, Part H.

C. Medical Travel and Transportation Allowances for an Employee Assigned to a Foreign OCONUS PDS. Ch 7,
Part K.

D. Family Visitation Travel (FVT) when the Immediate Family is Evacuated from the Employee’s Foreign PDS.
Ch 7, Part M.

C7602 GENERAL

A. Purpose. EVT allows an eligible employee assigned at/family member (of an employee) accompanying the
employee at a foreign PDS to travel at GOV'T expense to the CONUS, non foreign OCONUS area, or another
location in certain family emergency situations.

B. Allowance Discretion. EVT is not a discretionary allowance, except that the AO must confirm the need for EVT
and has discretion with regard to authorizing/approving an additional trip and transportation for an additional family
member(s).

C. Restrictions
1. EVT is not permitted for travel wholly within the foreign area assignment.
2. An employee away from the foreign OCONUS PDS:
a. On leave in a CONUS/non foreign OCONUS location, or
b. TDY in a CONUS/non foreign OCONUS location
is not eligible for EVT.

D. Limitations. EVT allowances for an employee on leave in a foreign area, or an eligible family member in a
foreign area away from the employee’s PDS, are limited to the cost of EVT allowances from the PDS.

E. Authority. EVT is authorized in the following circumstances:

1. Medical. A member of the employee’s or the employee’s spouse’s or domestic partner’s immediate family
is seriously ill or injured and faces imminent death (pars. C7610-C and C7628).;

2. Death. A member of the employee’s or the employee’s spouse’s or domestic partner’s immediate family has
died or the eligible family member must accompany the remains of the employee or of an eligible family
member resident at the employee’s PDS in a foreign area who dies in a FOREIGN AREA (APP A) to the place
of interment anywhere in the world (pars. C7610-C and C7630).;

3. Incapacitated Parent. A parent of the employee or the employee’s spouse or domestic partner becomes
incapacitated and travel is necessary to arrange for the parent’s medical treatment or otherwise help assess the
parent’s need for a new living situation or other form of care (par. C7632).; and
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4. Unusual Personal Hardship. An employee or employee’s spouse or domestic partner requires emergency
family visitation in certain exceptional circumstances involving unusual personal hardship other than those
provided in pars. C7602-E1 through E3 (See also par. C7634).

C7604 LEGAL AUTHORITY

*10 USC 81599b; 22 USC 84081 and allowances must be similar to EVT allowances in 3 FAM 3740 of the State
Department regulations.

C7606 FUNDING
EVT expenses are the responsibility of the employee’s command.
C7608 LIMIT ON NUMBER OF TRAVELERS

A. General. Ordinarily, only one family member is authorized travel at GOV’T expense. In exceptional
circumstances, the AO may authorize/approve the travel of additional family members.

B. Exceptions. Additional family members must travel due to:
1. Acritical injury to a dependent child attending school away from the PDS,

2. The death of the employee or an immediate family member at the PDS and the remains are being returned
for interment in CONUS or in a non-foreign OCONUS area,

3. Anursing child needs to accompany the mother, or

4. Preschool children to accompany a single parent.
In such cases, the limitations in these regulations apply to each traveler.
C7610 DEFINITIONS

A. Eligible Employee. An “eligible employee” is an employee who is a U.S. citizen assigned at a PDS in a foreign
area, who has a service agreement that provides for return travel to the employee’s actual residence.

B. Eligible Family Member. Any of the following individuals may be an “eligible family member” if part of the
employee’s household at the OCONUS PDS and are eligible for EVT:

1. A child who is unmarried and under age 21 years or who, regardless of age, is physically/mentally
incapable of self support. The term includes, in addition to natural offspring, a stepchild and adopted child
and a child under legal guardianship of the employee or the spouse or domestic partner when such children
are expected to be under such legal guardianship at least until they reach age 21 and when dependent upon
and normally residing with the guardian;

2. A parent (including stepparent and legally adoptive parent) of the employee/spouse/domestic partner,
when such parent is at least 51% dependent on the employee for support (APP A - DEPENDENT/
IMMEDIATE FAMILY);

3. Asibling (including stepsister/stepbrother, or adoptive sister/brother) of the employee/ spouse/domestic
partner, when such sibling is at least 51% dependent on the employee for support, unmarried and under age
21, or regardless of age, is incapable of self-support; and

4. Spouse or domestic partner.
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C. Immediate Family Member. For this Part “an immediate family member” means the following relative of the
employee:

1. Spouse or domestic partner;

2. A child, including stepchild, adopted child and an individual who is or was under legal guardianship of the
employee/spouse/domestic partner, and spouses thereof;

3. A parent of the employee/spouse/domestic partner; and

4. Asibling (including stepbrother and/or stepsister) of the employee/ spouse/domestic partner for cases of
death.

D. Incapacitation. “Incapacitation” is a physical/mental health condition that may impair an individual’s ability to
continue living independently.

E. Parent. A “parent” is the mother/father of the employee/spouse/domestic partner, including stepparent, adoptive
parent, or an individual who has stood in place of a parent (APP A - DEPENDENT/IMMEDIATE FAMILY). In no
circumstance may an individual be deemed to have more than two parents.

F. AO. The “AQO” is the official delegated the authority at the PDS to authorize/approve EVT.

G. Serious Illness/Injury. “Serious illness/injury” is a circumstance in which a medical official determines that
death is imminent or likely to occur.

C7612 TRANSPORTATION EXPENSES

A. Expenses Allowed. Allowable transportation expenses are paid directly to the provider or reimbursed to the
eligible individual, for:

1. The transportation cost from the airport serving the employee’s PDS (or applicable originating point) to the
airport serving the destination authorized for EVT and return;

2. Airport taxes; and

3. Air transportation, and ground transportation between interim airports. Example: Between Narita and
Haneda airports in Tokyo since they are interim airports and the cost is part of the overall transportation cost.

Par. C7614 contains transportation cost limitations.

B. Expenses Not Allowed

1. Reimbursement for ground transportation between PDS/home/destination and the airport is not authorized.
2. Per diem, and excess baggage/UB charges are not payable or reimbursable.
C7614 TRAVEL LIMITATIONS
A. Routing. Travel from the employee’s PDS (place of temporary abode at which the employee/spouse/ domestic
partner is located because of an official authorization) to the CONUS/non foreign OCONUS location of the
seriously ill, injured, or deceased immediate family member or incapacitated parent must be by the most direct,

usually traveled and inexpensive (based on the least expensive unrestricted economy/coach airfare) route.

B. Indirect Route. Indirect routing is permissible only when official duties must be performed en route or when it is
to the GOV’T’s advantage to purchase a ticket in foreign currency at an intermediate point.
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C. Transportation Costs. In the event the seriously ill, injured, or deceased immediate family member or
incapacitated parent is outside the CONUS/non foreign OCONUS location or the remains of an immediate family
member who died in a foreign area are to be accompanied to a foreign area, the employee’s/spouse’s/domestic
partner’s transportation cost may not exceed the transportation expenses that would have been incurred for travel
between the employee’s PDS and the employee’s ACTUAL RESIDENCE (APP A), unless the presence in the
foreign area of the person to be visited is incident to the employee’s assignment at the foreign PDS.

D. Reimbursement. Reimbursement may not exceed allowable transportation expenses actually incurred.

E. Accommodations. Accommodations must be in coach (unless ‘other than economy/coach’ accommodations
are authorized/approved for medical reasons by the appropriate official designated in par. C3510-A) or, when air
service is not available, minimum first class ship, rail, or bus service.

F. Special Fares. Special fares such as excursion fares and round trip fares must be used to the maximum extent
prudently possible.

G. Authorized Transportation Mode. Air is the only authorized transportation mode (except when ground
transportation is required between interim airports (e.g., between Narita and Haneda airports in Tokyo since they
are interim airports and the cost is part of the overall transportation cost).

H. U.S. Certificated Air Carriers. U.S. certificated air carriers must be used except as in par. C3525.

C7616 ORDER

The DD Form 1610 (Request and Autharization for TDY Travel of DoD Personnel) is used to authorize EVT
transportation for the employee traveling alone or with dependent(s). An ITA is used to authorize EVT
transportation for a dependent traveling without the employee. TDY regulations for transportation accommodations
for TDY travel apply to EVT (par. C3525, use of commercial aircraft; par. C2400, arranging official travel).

C7618 REFUND

An employee must repay GOV’T paid/reimbursed EVT expenses when EVT is used as a substitute for travel for
which EVT use is not authorized. Example: Return to the CONUS or non foreign OCONUS area and resignation.

C7620 CHARGE TO LEAVE

*DoD Civilian Personnel Manual (DoD 1400.25-M), Subchapter 630 Leave, and Subchapter 1260, Home Leave.
C7622 LEAVE UNDER THE FAMILY MEDICAL LEAVE ACT OF 1993

Following are links to websites with information about leave under the Family Medical Leave Act Program.

*A. Form WH-380 “Certification of Health Care Provider” (This optional form may be used by an employee to

satisfy a mandatory requirement to furnish a medical certification (when requested) from a health care provider,
including second or third opinions and recertification (29 CFR 825.306)).

*B. Federal Employee Entitlements under the Family and Medical Leave Act of 1993.

*C. OPM Final Requlations on Family and Medical Leave.

*D. OPM Family and Medical Leave Entitlement/Job Benefits & Protection/Advance Notice and Medical
Certification.

Change 567 C7M-4
01/01/13


http://www.cpms.osd.mil/forms/cpm/cpmlistings.aspx?by=chapter
http://www.dol.gov/regs/compliance/whd/fmla/wh380.pdf
http://www.gpo.gov/fdsys/pkg/CFR-2012-title29-vol3/pdf/CFR-2012-title29-vol3-sec825-306.pdf
http://www.opm.gov/compconf/Postconf00/Leave/herzbrg1.pdf
http://www.opm.gov/oca/fmla/index.asp
http://www.opm.gov/oca/leave/HTML/fmlafac2.asp
http://www.opm.gov/oca/leave/HTML/fmlafac2.asp

Ch 7: Travel Under Special Circumstances C7600-C7636
Part M: Emergency Visitation Travel (EVT)

C7624 EFFECT OF EVT ON RAT

Time spent in a CONUS/non foreign OCONUS area delays the date of RAT eligibility only if the employee has not
accumulated 18 months of continuous service at the foreign PDS (Ch 5, Part K - RAT.

C7626 EVT FOLLOWED BY FVT
A. Waiting Time. If an employee is eligible for FVT, there must be a minimum three month waiting period
following the employee’s return to the PDS from EVT before the employee may depart on FVT to the same

location.

B. Exception to Waiting Time Requirement. An exception to the waiting requirements may be made for valid
reasons by the AO at the PDS.

C7628 EVT FOR MEDICAL REASONS

A. Limit on Number of Trips. The employee/spouse/domestic partner is limited to one round trip for each serious
illness or injury of each immediate family member. If the traveler returns to the employee’s PDS from an EVT visit
and the ill/injured immediate family member subsequently dies, the AO may authorize/approve a second trip under
par. C7602-E2.

B. Procedure. Anemployee’s request for EVT authorization/approval for a medical reason must include necessary
information required to assess the medical condition of the immediate family member to be visited so that the AO
(with the assistance of medical officials if available) can make a determination whether the medical condition of the
family member meets the requirements of par. C7610-G. The necessary information includes:

1. The name and address of the immediate family member, and the family member’s relationship to the
employee or the employee’s spouse/domestic partner;

2. The telephone number of the attending physician or hospital; and

3. The name, address, and telephone number of a person at the family member’s location who may be
contacted ICW the emergency, and the relationship of this person to the immediate family member.

C. Immediate Family Member Located in a Foreign Area. If the immediate family member is located in a foreign
area, the AO must request assistance from the nearest PDS, if any, that could aid in gathering information regarding
the medical status of the family member for whom EVT is requested.

D. Confirming the Need for EVT Travel. After confirming that the family member’s medical status meets the
requirements of par. C7610-G, the AO may authorize/approve the EVT request. The AO must not authorize/
approve any request that does not meet the requirements in par. C7610-G. The employee may request
reconsideration by providing information that enables the AO to evaluate the immediate family member’s condition
at the time of travel.

E. Recording EVT Travel. Any EVT for medical reasons, authorized/approved by the AQ, to visit a parent must be
recorded in the employee’s personnel record.

F. Limiting EVT Travel to Already Identified Parents. EVT is not authorized when the employee/spouse/domestic
partner has already identified two individuals as parents for EVT and (a) subsequent request(s) for EVT elects a
third parental individual to visit.

G. Travel in Advance of Authority Being Provided

1. Employee/Spouse/Domestic Partner Elects to Travel before Authority Is Provided. The employee/spouse/
domestic partner may elect to travel in advance of authorized EVT. Travel expenses may be paid by either of
the following methods. As a:
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a. Personal expense of the employee subject to reimbursement in the event of subsequent approval; or

b. GOV’T expense subject to collection as an overpayment if it is determined that the circumstances for
which EVT was authorized/approved do not meet EVT authority standards.

2. Repayment Acknowledgement. An employee traveling in advance of authority for transportation at GOV’T
expense must execute the following repayment acknowledgement prior to commencing travel:

REPAYMENT ACKNOWLEDGEMENT

“1, certify that | have read and understand the Emergency
Visitation Travel (EVT) regulations in Joint Travel Regulations (JTR), Chapter 7, Part M, and that all
expenditures made by my Command ICW my EVT (or EVT for my eligible spouse/domestic partner)

become my personal financial responsibility and are subject to
collection as an overpayment in the event that approval of such travel is determined to be unwarranted under the
provisions of JTR, Chapter 7, Part M. If | do not repay these funds immediately upon demand, I understand that
the Government may pursue collection of these funds through deductions from salary, allowances, lump sum
payments, or any other remedy.”

Signature Date Typed Name
After execution of the Repayment Acknowledgement, the AO may authorize transportation.

3. After Return to the PDS. In each case in which EVT is taken in advance of EVT transportation authority,
the employee must submit a statement to the AO not more than 30 calendar days after completion of travel,
describing the circumstances for which travel was performed. The statement must include the name, address,
and relationship of the ailing immediate family member and a report from the attending physician or hospital
describing the nature of the illness at the time of travel. The AO determines whether or not the family
member’s medical status at the commencement of EVT met the requirements of par. C7610-G. If the AO
determines that the family member’s status did not satisfy the requirements, all EVT expenses become the
employee’s financial responsibility.

C7630 EVT IN THE EVENT OF AN IMMEDIATE FAMILY MEMBER’S DEATH

A. Limitation. Only one round trip may be taken by either the employee or the spouse/domestic partner in the death
of any immediate family member.

B. Beginning Travel. Travel must begin as soon as practicable upon notice that the immediate family member has
died.

C. Death of Employee/Eligible Family Member. In the death of an employee/eligible family member stationed in a
foreign area (whether death occurs at the PDS or elsewhere in a foreign area), one round trip to the place of
interment is allowable for each eligible family member resident at the PDS (par. C7602-E2).

D. Travel Statement. The employee must provide a statement to the AO within 30 calendar days after travel
completion with the name and relationship (to the employee or employee’s spouse or domestic partner) of the
deceased.

C7631 EVT FOR PERSONAL EXPENSE TRAVEL TO VISIT SIBLING WHO SUBSEQUENTLY DIES
A. General. When the employee, or employee’s spouse or domestic partner, travels at personal expense to visit an
ill or injured sibling, and the visited sibling dies within 45 calendar days of the traveler’s departure from the

OCONUS PDS to make that visit, then the eligible traveler may elect, either (but not both) of the following:
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1. Reimbursement for the round trip visitation travel already taken at personal expense, or

2. Subsequent EVT round trip travel for the interment of that sibling.
B. Limitation. Reimbursement for allowable EVT travel and transportation expenses under par. C7631-Al is
limited to par. C7612-A requirements, and must conform to par. C7614. Par. C7612-B lists unauthorized EVT
expenses.
C7632 INCAPACITATED PARENT
A. Travel Purpose. Travel must be to:

1. Arrange medical care,

2. Arrange home care services, or

3. Evaluate a facility placement

for a parent who has become incapacitated and may not be able to continue living independently.

B. Allowable Circumstances. Examples of circumstances in which this EVT may be approved include:

1. Eyesight of a parent (see par. U7610-B2) (or one who has acted in this capacity) has deteriorated so the
person may no longer be able to continue living independently;

2. A parent/stepparent/adoptive parent (or one who has acted in this capacity) must leave an assisted living
facility because the person requires medical or other care that is not available at that facility;

3. A parent/stepparent/adoptive parent (or one who has acted in this capacity) is showing increasing signs of
dementia and may require placement in a skilled nursing facility; and/or

4. Similar circumstances.

C. Limit on the Number of Trips. EVT for the care of incapacitated parents may not exceed two round trips for the
employee over the lifetime of the eligible employee and two roundtrips for an employee’s spouse or domestic
partner over the lifetime of the employee’s spouse or domestic partner. The employee/spouse/domestic partner may
choose to use both EVT trips in this category ICW the needs of one parent.

Example: Employee takes EVT in 2006 and again in 2010 to care for the employee’s mother. In 2012 the
employee’s father needs to be placed in an assisted living facility. Because the employee already used the two
lifetime round trips to care for the employee’s mother, the employee may not be authorized EVT to care for the
employee’s father.

D. EVT Traveler. The employee may designate the spouse or domestic partner to travel in the employee’s place or
the employee may travel in the spouse’s/domestic partner’s place.

E. Authorization Procedure

1. The employee:

a. Must submit a statement, or certification, to the AO to serve as evidence of eligibility for the EVT
allowance. The submitted documentation must include a statement by the employee indicating the number
of EVT trips already taken by the employee/spouse/domestic partner during their lifetimes under the
authority in pars. C7602-E3 and C7632 (Incapacitated Parent).
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b. Should provide as much detail as available at the time of the request for travel at GOV’T expense that
demonstrates that the request is consistent with the requirements in par. C7602-E3.

¢. May supplement the statement with additional detail as more information becomes available. A sample
certification follows below.

2. At a minimum the certification must include:

a. The number of EVT trips already taken by employee/spouse/domestic partner during their lifetimes
under the authority in pars. C7602-E3 and C7630.

b. The name and address of the parent and that of the care facility if the parent is under temporary care
away from the normal place of residence;

¢. A detailed description of the circumstances for which the EVT allowance is being claimed; and

d. If the parent is other than a biological, step, or adoptive parent, a detailed description of the nature of
the relationship that supports a claim that the individual “stood in the place of” a parent to the employee
or the employee’s spouse or domestic partner.

SAMPLE CERTIFICATION

l, certify that it is necessary for me (or for my spouse/
domestic partner) to travel to the location of my (or eligible spouse’s or domestic partner’s)

parent, who resides

at: to
assist in getting appropriate care or making new living arrangements due to recently discovered incapacity.
I have the following indications that my (or eligible spouse’s or domestic partner’s) parent may not be
able to continue living independently:

| hereby declare that, if approved, this will be my [ JEmployee [ Bpouse[ ]Domestic Partner [first/[]
second eldercare trip at Government expense during my lifetime IAW Joint Travel Regulations, par.
C7632-C.

Signature Date Typed Name

F. Request Submission. The request must be submitted to the AO. The AO must notify the requester of the action
taken on the GOV’T funded travel request.

G. Travel without Prior Authority

1. GOV’T funded transportation is permitted without prior authority. If GOV’T funded transportation is
permitted, the employee/spouse/domestic partner must provide, not more than 30 days after travel completion, a
certification statement detailing the parent’s health status and travel purpose described above. The employee is
financially liable for any expenditure not approved.

2. In the event the employee or the employee’s spouse or domestic parrtner elects to travel in advance of
authority being provided, the following statement must be included in the employee certification:

“l have read and understand JTR, par. C7628-H, that all expenditures made by the Government ICW
my EVT (or EVT of my eligible spouse or domestic partner) (Name) become my personal financial
responsibility and are subject to collection as an overpayment in the event that approval of such
transportation is determined to be unwarranted under the provisions in JTR, Chapter 7, Part M. If | do
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not repay these funds immediately upon demand, | understand that the Government may pursue collection
of these funds through deductions from salary, allowances, lump payments, or any other remedy.”

C7634 UNUSUAL PERSONAL HARDSHIP

A. Personal Hardship. The individual delegated authority for that purpose under criteria established by the DoD
Component concerned may authorize/approve EVT in exceptional circumstances on a case by case basis in
situations involving unusual personal hardship other than those provided for in pars. C7628 (Medical Reasons),
C7630 (Immediate Family Member’s Death), and C7632 (Incapacitated Parent). Requests for authorization/
approval of GOV’T funded travel in this category must detail the exceptional circumstances under which such a
request is made and must include a statement by the employee certifying the nature of the circumstances and any
available documentation relating to the circumstances of the request.

B. Travel without Prior Authority. GOV’T funded transportation is permitted without prior authority. If GOV'T
funded transportation occurs, the employee/spouse/domestic partner must provide, not more than 30 days after travel
completion, a certification statement detailing the exceptional circumstances for which the request for EVT travel is
made and any available documentation related to the circumstances of the request. The par. C7628-H procedure,
regarding travel in advance of authority being provided, also applies ICW EVT travel under par. C7634 for Unusual
Personal Hardship. The employee is financially liable for any expenditure not approved.
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C7600-C7636

C7636 EVT TABLE

EMERGENCY VISITATION TRAVEL

Travel Visitation Action Required Limitation of
Authorized Who May Travel Obijective Authorization by Employee EVT Visit
Medical Employee, or To visit immediate | Authorized by Ch | [JProvide required | Employees and
(Serious Illness or | Eligible Spouse family member 7, Part M medical contact their spouses are
injury) seriously ill or information. limited to one
See pars. C7602- injured, near death [JSubmission of round trip for
El & C7628 repayment each serious
acknowledgement, illness or injury
if traveling in of each
advance of immediate
authorization. family member.
Immediate Employee or Attend interment of | Authorized by Ch | [Cidentify deceased | One round trip
Family Member | Eligible Spouse immediate family 7, Part M family member not may be taken in
Death member (includes more than 30 case of death of
See pars. C7602- siblings). calendar days after any immediate
E2 & C7630) travel completion. family member.
[ISubmission of Travel must
repayment begin as soon as
acknowledgement. possible
following death
notification.
Employee/Family | Employee; Attend interment of | AO must [JRequest AO One round trip
Member Death and employee or authorize/ approve | approval to the place of
Employee/family | Eligible family eligible family number of [JSubmission of interment is
member dies member(s) member who dies travelers repayment allowable for
outside outside CONUS or acknowledgement. eligible family
CONUS/non non foreign members
foreign OCONUS OCONUS area. resident at the
area. See pars. employee’s
C7602-E2 & PDS.
C7630.
Incapacitated Employee or Assist parent Authorized by Ch | [JSubmission of self | NTE two round

Parent
See pars. C7602-

Eligible Spouse

suffering recent
health breakdown

7,
Part M

certification
acceptable to the

trips over the
lifetime of each

E3 & C7632 that threatens AOL eligible
continued [ISubmission of individual (the
independent living. repayment employee and

acknowledgement, the employee’s
if appropriate. Spouse).

Unusual Employee or Exceptional Authorized by the | [JSubmission of any | Decided on a

Personal Eligible Spouse circumstances individual available case by case

Hardship warrant travel delegated documentation basis.

See pars. C7602- otherwise authority for that related to request.

E4 & C7634. precluded by EVT | purpose under [JSubmission of
limitations. criteria established | repayment

by the DoD acknowledgement.
component
concerned.

Footnote:

1 Self certification must include the employee’s statement indicating the number of EVT trips already taken by the
employee/spouse during their lifetime under the authority in pars. C7602-E3 & C7632 (Incapacitated Parent) and must be
accompanied by information provided by the doctor, nursing home or social worker involved in the case.
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PART N: FEML

C7700 FEML TRANSPORTATION

*A. Policy. FEML policy is established in DoDI 1327.06 (Leave and Liberty Procedures), subsection 1.j.(8). This
policy is applicable to a Uniformed Service Member and a DoD civilian employee.

B. Eligibility

1. Traveler . A traveler is eligible for FEML if stationed at an authorized FEML PDS for 24 or more
consecutive months (to include a 12-month tour extended for an additional consecutive 12 months).

NOTE: When a traveler on a 12-month without dependent tour to a FEML area extends for a consecutive
second 12-month tour, the traveler is only eligible for one funded leave transportation program, the COT
(member only), RAT (civilian employee only), or the FEML leave transportation program, but not both.

2. Dependent. The dependent of a traveler serving an accompanied tour at the FEML PDS is eligible for
FEML if:

a. Command sponsored (member only)/authorized (DoD civilian employee), and

b. Residing with the traveler at the FEML PDS. A dependent student attending school away from the PDS
(e.g., in the CONUS) resides with the traveler for FEML eligibility.

C. Authorized Transportation. Once a traveler/dependent meets FEML eligibility, unless otherwise prohibited, the
traveler/dependent is authorized FEML and it is not discretionary.

D. Dependent Travel

1. A dependent may travel independently of the traveler and may travel even if the traveler does not.

2. Student dependent travel from the school to the designated FEML location or an alternate destination to join
the family while on FEML may be authorized. The GOV’T funded transportation cost from the school to the
designated FEML destination or to an alternate location must not exceed the GOV’T’s cost had the dependent
traveled from the OCONUS PDS to the designated FEML destination.

E. Number of FEML Trips

1. The number of FEML trips an eligible traveler/dependent may take depends on the traveler's tour length, as
shown in the table below:

Tour Length Number of FEML Trips Authorized
a. At least 24 months, but less than 36 months 1
(1) Tour extended at least 12 months 1 additional
b. At least 36 months 2
(1) Tour extended for any length of time 0 additional

2. No more than 2 FEML trips are authorized for any overseas tour including extensions to that tour.

3. A DoaD civilian employee signing a renewal agreement is authorized FEML trips based on the above table.
For example, if the employee's tour was 36 months, two FEML trips were authorized during that 36-month tour.
If the employee then signs a renewal agreement for an additional 24 month tour, the employee would be eligible
for one FEML trip during that 24 month tour. See Par. C7700-N if the employee does not complete the FEML
tour length.
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F. Time Limitation. FEML travel:
1. Should not be performed within 6 months of the beginning or end of the 24- or 36-month tour.

2. Should not be performed within 3 months of the beginning or the end of a 12 month extension to a 24-
month/less than 36-month tour.

3. By an eligible traveler/dependent must be performed prior to the FEML tour completion (adopted from
CBCA 1067-TRAV, 26 June 2008).

G. Waiver Authority. A major command is authorized, on a case by case basis, to waive the six month or three
month rule when appropriate. A major command is ordinarily commanded by a 4 star (3 star for Marine Corps) flag
officer.

H. FEML Combined with other Travel. FEML may be taken ICW any other funded leave transportation
program or official travel.

I. FEML Locations/Destinations. APP S contains a list of authorized FEML locations/destinations.

*1. FEML Location. To qualify, a location must meet DoDI 1327.06 requirements and be designated by an
authority listed in par. C7700-15.

*2. FEML Destination. The authorized FEML destination, determined AW DoDI 1327.06, is listed in APP S.

3. Alternate Destination(s). A traveler may select destination(s) different from the authorized destination in
APP S and be reimbursed NTE the cost of GOV’T provided transportation to the authorized destination. Travel
to/from the alternate destination(s) is official travel, and contract city pair airfares may be available for use. If a
traveler travels to more expensive alternate destination(s), city pair airfares are not authorized to any of the
alternate destination(s).

4. Examples. The locations and transportation costs used in the following examples are for illustrative
purposes only and may not reflect current costs.

a. Example 1

A traveler’s PDS is in Bahrain and the authorized destination is Frankfurt, Germany.

There is no city pair airfare between Bahrain and Frankfurt, Germany.

The POLICY CONSTRUCTED AIRFARE (APP A) (incorporating some city-pair airfare connections) is $1,200.

The traveler desires to utilize FEML to Boston, MA.

Round trip city pair airfare to/from Boston: $1,400

Round trip POLICY CONSTRUCTED AIRFARE to/from Boston: $1,600

Since transportation to/from Boston, MA, is more expensive than transportation to/from Frankfurt, Germany, no city
pair airfare may be used to/from Boston. The traveler’s financial responsibility is $1,600 of which $1,200 is
reimbursable.

b. Example 2

A traveler’s PDS is in Brazil and the authorized destination is Miami, FL.

The traveler desires to utilize FEML to St. Louis, MO.

Round trip city pair airfare between Brazil and Miami is: $980

Round trip city pair airfare from Brazil to St. Louis is: $840

Since transportation to/from St. Louis, MO, is less expensive than transportation to/from Miami, FL, the traveler is
authorized city pair airfare to/from St. Louis ($840) NTE the $980 cost to/from Miami.
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5. Location Designation/Recertification

a. Designating Authorities. The following are designating authorities for FEML locations/destinations:

(1) DoD Services: DUSD (MPP) IAW DoDI 1327.06;

(2) NOAA: Director, NOAA Corps;

(3) PHS: Assistant Secretary for Health (ASH), Department of Health and Human Services; and
(4) U.S. Coast Guard: Commandant (CG-12), U.S. Coast Guard.

*b. Designation/Recertification Requests. Designation/recertification requests (for DoD Services) must be
sent through Combatant Command channels to DUSD (MPP) IAW DoDI 1327.06.

J. Transportation

1. Traveler/Dependent. The traveler and dependent may travel together or independently.

2. Restrictions. A traveler/dependent(s) taking a FEML trip:

a. Must use military air transportation on a space available basis if reasonably available to the authorized/
alternate destination, or

b. May use commercial air transportation if military air transportation is not reasonably available, and
c. May not use cruise or tour packages to/from the authorized destination.
NOTE: A commander must determine “reasonable availability” after considering mission requirements,
frequency and scheduling of flights, and other relevant circumstances (including those personal to the
traveler) that affect scheduling FEML.

*3. Procurement. Commercial air transportation must be IAW par. C2800.

4, Reimbursement

a. Transportation and expenses (i.e., ground transportation) between the traveler's PDS and the authorized
air terminal may be reimbursed (par. C4760).

b. Reimbursement is NTE the GOV’T procured transportation cost between a traveler’s PDS and the
authorized destination, plus ground transportation cost (par. C7700-E4a).

5. Transportation Funded by a Host Government. If a traveler/dependent(s) receives transportation funded by
a host government that is comparable to FEML, they are not eligible for a FEML trip.

K. Per Diem. Per diem, meal tickets, and reimbursement for meals and lodging are not authorized for FEML
travel while en route to and from or while at the FEML leave location.

L. Dual Allowances. A traveler/dependent may not receive dual allowances. Therefore, the traveler’s spouse (or
other dependent), serving at the PDS as a traveler of the same or another U.S. GOV’T agency, is eligible for FEML
travel as the traveler’s dependent provided the other agency does not provide comparable allowances.

Example: A member/employee is married to a member/employee. They have two children. The member/employee
are each eligible for one FEML trip. The entire family unit may travel on its collective one FEML trip, or the
member/employee may take separate FEML trips and each child may accompany one parent, but not both.
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*M. Charge to Leave. DoD Civilian Personnel Manual (DoD 1400.25-M) Subchapter 630 Leave, and Subchapter
1260, Home Leave.

N. Repayment of FEML Transportation Costs. A traveler must repay FEML transportation costs if the tour is not
completed, unless the lack of completion is a result of:

1. Compassionate transfer,

2. Management initiated transfer,

3. Involuntary separation through no fault of the employee, or

4. Training needs,

5. Reporting date adjustments between losing and gaining PDSs.
O. Order

*1. DD Form 1610. The DD Form 1610 (Request and Authorization for TDY Travel of DoD Personnel) is
used to authorize FEML transportation (APP 14-A).

2. Travel and Transportation. TDY regulations concerning transportation accommodations and travel apply to
FEML travel.

3. Commercial Air Transportation. See par. C3525.

*4. Arranging Official Travel. See par. C2800.

*P. Legal Authority. Legal authority for FEML is10 USC §1599B; 22 USC §4081(6).
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PART O: REST AND RECUPERATION (R&R) LEAVE TRAVEL
C7750 FUNDED R&R LEAVE TRANSPORTATION

A. Palicy

*1. DoDI 1327.06, subsec. 1.j.(9) establishes the DoD policy for designating locations eligible for funded
R&R transportation.

*2. Under DoDI 1327.06, upon traveler request, the applicable COCOM Commander or the designated
representative who must be at least a general officer, may authorize R&R travel to be taken ICW other
authorized travel, providing the combination of travel is in the DoD’s best interest.

*3. All restrictions outlined in DoDI 1327.06 apply to the USCENTCOM R&R Leave program, unless
otherwise directed in JTR.

B. General

1. Per Diem. Per diem, meal tickets, and reimbursement for meals and lodging are not authorized for R&R
travel while en route to and from or while at the R&R leave location.

2. Travel Order. The DD Form 1610 (Request and Authorization for TDY Travel of DoD Personnel) is used to
authorize R&R transportation (APP 14, par. A). TDY travel and transportation accommodations regulations
also apply to R&R travel.

*3. Arranging Official Travel. See par. C2800.

4. Commercial Aircraft Use. See par. C3525.

*5. Legal Authority for this Part. 10 USC §1599B and 22 USC §4081(6) and (8).

*6. Charge to Leave. DoD Civilian Personnel Manual (DoD 1400.25-M) Subchapter 630, Leave, and
Subchapter 1260, Home Leave.

C. Eligibility

1. General. A traveler is eligible for R&R leave transportation if assigned to a designated location outside the
U.S.

2. Authorized Leave Transportation. The number of R&R leave transportations authorized is:

a. Standard Tour. One per 12 month period.

b. Contingency Tour

(1) One per contingency tour, except as indicated below in item 5.

(2) A contingency tour is ICW and directly tied to a CONTINGENCY OPERATION (APP Al).
(3) R&R is for a traveler who is serving a tour length under a TDY order for duty of 180 or more
consecutive days (to include extensions), and who has served at least 60 consecutive days in one or

more of the locations in APP U.

c. Extended Tour. Two per 18 month or longer period. The traveler must have served 18 or more months
in the R&R location prior to taking a 2™ R&R leave. See par. C7750-E5c.
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3. R&R Travel Combined with other Authorized Travel. Unless it is requested by the traveler, travel under the
R&R leave program may not be combined with liberty, administrative absences, TDY, or travel for other
purposes. If the traveler requests that R&R leave be combined with another authorized travel, the COCOM
Commander may authorize the combined travel, provided it is in the GOV’T’s interest.

4. 60 Consecutive Day Requirement

a. R&R may be taken after 60 consecutive days in the APP U location are completed.

b. The COCOM Commander may waive the 60 consecutive day requirement. This authority may not be
delegated below the General/flag officer level.

D. R & R Locations/Destinations. APP U lists authorized R&R locations/destinations.

*1. R&R Location. A location must meet the requirements of DoDI 1327.06 and be designated by one of the
authorities listed in par. C7750-D5. Do not send designation requests to PDTATAC.

*2. R&R Destination. The authorized R&R destination, determined IAW DoDI 1327.06, is listed in APP U.

3. Alternate Destination

a. A traveler may select a destination different from the authorized destination in APP U and be
reimbursed NTE the cost of GOV’T provided transportation to the authorized destination.

b. Travel to and from the alternate destination is official travel, so available contract city pair airfares may
be available for use.

c. If the traveler travels to a more expensive alternate destination, city pair airfares are not authorized to
the alternate destination.
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4. Examples. The locations and transportation costs used in the following examples are for illustrative

purposes only and may not reflect current costs.

a. Example 1

EXAMPLE 1

The traveler’s PDS is OCONUS Location A.
The authorized destination is OCONUS Location B.

There is no city pair airfare between OCONUS Location A and OCONUS Location B. The round trip
POLICY CONSTRUCTED AIRFARE (APP A) between OCONUS Location A and OCONUS Location
B (incorporating some city pair airfare connections) is:

$1,200

CONUS Location C is the authorized CONUS destination.
The round trip city pair airfare between OCONUS Location A and CONUS Location C is:

$1,000

The traveler desires to utilize R&R to CONUS Location D.
Round trip city pair airfare between OCONUS Location A and CONUS Location D is:

$1,400

Round trip POLICY CONSTRUCTED AIRFARE hetween OCONUS Location A and CONUS Location
Dis:

$1,600

Since transportation to CONUS Location D is more expensive than transportation to OCONUS Location B or

CONUS Location C no city pair airfare may be used to CONUS Location D.

Since round trip transportation for OCONUS Location B is more expensive than round trip transportation for CONUS

Location C, the round trip transportation for OCONUS Location B is used for cost comparison.

The traveler’s financial responsibility is $1,600 of which $1,200 is reimbursable.
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b. Example 2

EXAMPLE 2

The traveler’s PDS is OCONUS Location A.
The authorized destination is OCONUS Location B.

Round trip city pair airfare between OCONUS Location A and OCONUS Location B is: $980

CONUS Location C, is the authorized CONUS destination.

The round trip city pair airfare between OCONUS Location A and CONUS Location C is: $1,400

The traveler desires to utilize R&R to CONUS Location D.

The round trip city pair airfare between OCONUS Location A and CONUS Location D is: $1,200

Since transportation to CONUS Location D is less expensive than transportation to CONUS Location C, the traveler
is authorized the city pair airfare to CONUS Location D ($1,200) NTE the $1,400 cost to CONUS Location C.

5. Location Designation/Redesignation

a. Designating Authority. PDUSD (P&R) is the designating authority for R&R locations/destinations for
DoD Services.

*b. Designation/Redesignation Requests. DoD Services must send designation requests through
Combatant Command channels to PDUSD (P&R) IAW DoDI 1327.06.

E. Transportation

1. Limitations. R&R transportation is only for civilian employees and uniformed members. See JFTR, par.
U7300 for uniformed member R&R transportation.

2. Restrictions
a. A traveler taking an R&R trip may use:

(1) Military air transportation on a space required basis if reasonably available to the R&R/alternate
destination, or

(2) Commercial air transportation if space required military air transportation is not reasonably
available, and

(3) May not use cruise or tour packages to and/or from the authorized destination.
b. Each Commander must determine “reasonable availability” after considering mission requirements,
frequency and scheduling of flights, and other relevant circumstances (including those personal to the
traveler) that affect scheduling.

*3. Procurement. Commercial air transportation must be IAW par. C2800.

4. Reimbursement. Reimbursement must not exceed the GOV’T procured transportation cost between a
traveler’s PDS and the authorized destination as determined in par. C7750-D2.
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5. Time Limitation

a. Standard Tour: Traveler must have served more than 90 days in the R&R location prior to taking 1%
R&R leave.

b. Contingency Tour: Traveler must have served at least 60 days in the R&R location prior to taking R&R
leave. NOTE: Each COCOM Commander is also authorized to waive the 60 consecutive day
requirement. This authority may not be delegated below the General/flag officer level.

c. Extended Tour: Traveler must have served 18 or more months in the R&R location prior to taking a 2™
R&R leave.

F. Official Duty in Iraq, Afghanistan, or Pakistan. Transportation for an eligible DoD civilian employee, on official
duty in Irag and Afghanistan continues while Irag and Afghanistan are designated as a combat zone. An eligible
DoD civilian employee on official duty in Pakistan is eligible effective on or after 26 August 2010; however,
retroactive R&R transportation allowances are not authorized IAW par. C7750-F5. Pakistan R&R transportation

allowances are effective for tour assignment commencing on or after 26 August 2010 and continue until
terminated.

1. Authorized Transportation. The employee:
a. Is authorized round trip transportation to the designated locations provided in APP U,

*b. Must be in an approved leave status while traveling to/from Iraq, Afghanistan or Pakistan and during
R&R breaks, IAW DoD 1400.25-M.

The provisions in Ch 7, Part O must be applied when requesting and authorizing R&R travel.
2. Authority
*a. P.L.109-234 (Sec. 1603, Irag and Afghanistan),

*h 22 USC §4081(6),

*c. OSD (P&R) memo dated 4 May 2007,

*d. P.L.110-417 (Sec. 1102, Iraq and Afghanistan),

*e. OSD (P&R) memo dated 20 October 2008 (Iraq and Afghanistan),

*f. P.L.111-84 (Sec. 1107, Pakistan),

*g. OSD (P&R) memo dated 27 December 2011 (Pakistan),

*h. 5 USC 89904, and

*i. OUSD (P&R) memo of 27 December 2011.

3. Assignment Options. An employee in Irag, Afghanistan or Pakistan is authorized transportation expenses
(but no per diem) associated with R&R as follows.

a. 6 or more Months but Fewer than 12 Months. An employee:

(1) TDY, TCS, or PCS to Iraq, Afghanistan or Pakistan for 6 or more months, but fewer than 12
months, is eligible for one R&R trip, and
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(2) Must serve a minimum of 60 days in Irag, Afghanistan or Pakistan to be eligible for the R&R trip.

b. 12 Consecutive Months. An employee:

(1) TDY, TCS, or PCS to Irag, Afghanistan or Pakistan for at least 12 consecutive months is eligible
for three R&R trips within the 12 month service period, and

(2) Must serve a minimum of 60 days in Irag, Afghanistan or Pakistan to be eligible for the first R&R
trip, and

(3) Should take R&R trips at reasonable intervals; (e.g., the first break after 60 days, and subsequent
breaks every 50 to 60 days).

4. Limitations. An:

*5.

*a. Individual R&R trip duration should not exceed the maximum number of calendar days away from the
official station in Irag, Afghanistan or Pakistan (including travel time) established in the Civilian Personnel
Manual (DoD 1400.25-M) and/or other personnel related written material; and

b. Employee is expected to return to Iraq, Afghanistan or Pakistan following the R&R leave period or be
financially liable for the R&R trip expense.

Retroactive Benefits and Gratuities. Effective 15 June 2006; benefits and gratuities must be granted

retroactively for an employee assigned to Iraq or Afghanistan from the effective period specified in the
authority, when eligibility criteria are met. DoD COMPONENTS must review an employee’s circumstances
assigned to Iraq or Afghanistan within the effective period (in relation with the dates applicable to each
appropriate employee) to determine retroactive eligibility. Retroactive R&R transportation allowances for
Pakistan is not authorized IAW OUSD (P&R) memo dated 27 December 2011.
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PART R: TRAVEL OF CONSULTANT OR EXPERT
C7905 TRAVEL OF CONSULTANT OR EXPERT

*A. Authority. Title 5 USC 85703 and 50 USC, App. 82160 provide authority for travel expenses and allowances
for a consultant or expert who is in an employment status with or without compensation. This Part addresses
authorization for transportation, allowances, and expense reimbursement incident to TDY assignments for these
individuals.

NOTE: APP I, Part 3, par. D and APP E, Parts 1 and 2 for applicable order formats and par. C4562 for per
diem.

B. Conditions. An individual serving without pay or at $1/year is authorized the allowances in pars. C7905-B1,
C7905-B2, C7905-B3, C7905-B4, and C7905-B5. A consultant or expert employed intermittently and paid on a
‘daily when actually employed’ basis may be paid the allowances in pars. C7905-B1, C7905-B2, C7905-B3, C7905-
B4, and C7905-B5 when it is determined to be in the GOV’T’s best interest:

1. Transportation expenses, per diem, and, when appropriate, TDY mileage allowance for POC use, for official
travel between home or place of business and place of duty assignment outside the area in which home or place
of business is located;

2. Transportation expenses for official travel between home or place of business and place of duty when these
places are all located in the same metropolitan or geographic area;

3. Travel expenses for recurring round trip travel between home or place of business and place of duty during
an assignment when it is administratively determined to be to the GOV’T’s advantage;

4. Per diem while at a place of duty assignment away from the area in which home or place of business is
located;

*5. AEA, when justified, as provided in these regulations, except for consultants and experts employed under50
USC, App. §2160).

If more than 130 days of full -time service are performed in any continuous 365-day period, the employment is not
intermittent. When service is not intermittent, there is no authority for per diem or AEA at the regular place of
assignment (35 Comp. Gen. 90 (1955) and 36 id. 351 (1956)). However, per diem authorization is not precluded
ICW other TDY assignments at places of duty away from the regular duty location.
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Ch 7: Travel Under Special Circumstances C7920
Part U: Travel of an Employee Serving as a Labor Organization Rep

PART U: TRAVEL OF AN EMPLOYEE SERVING AS A LABOR ORGANIZATION
REPRESENTATIVE

C7920 TRAVEL OF AN EMPLOYEE SERVING AS A LABOR ORGANIZATION REPRESENTATIVE

A. General. TDY travel and transportation allowances apply when an employee, serving as labor organization
representative, performs travel to attend labor management meetings that are certified to be in the GOV’T’s primary
interest. The term "Labor Organization Representative," as used in par. C7920, means a DoD civilian employee
specifically designated by a labor organization to represent that organization in dealing with management.

B. Certification. Each order for an employee serving as a labor organization representative to attend labor
management meetings must be supported by the certification cited in par. C7920-A, accompanied by a brief
explanation of the certification’s basis. The following certification standards are that the travel is:

1. Incident to attendance at a meeting which is primarily in the GOV’T’s interest;
2. Incident to participation in activities such as joint labor management cooperation committees concerning, but
not limited to, accident prevention, absenteeism reduction, improving communications, ensuring equal

employment opportunity, and maintaining employee productivity and morale;

*3. Not for the purpose of engaging in activities covered by 5 USC §7131(b), which provides internal labor
organization business be conducted only when an employee is in a hon-duty status.
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APP G: Reimbursable Expenses Table (JFTR/JTR)

Appendix G

APPENDIX G: REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL

A. General. This Appendix addresses the more commonly incurred reimbursable expenses. Incidental Expenses (defined as part of
per diem in APP Al) are different than these expenses. Finance regulations should be consulted regarding any required expense

description/documentation on the travel voucher.

*B. Transportation Expenses Incurred in or around a PDS or TDY Location. Reimbursement of these expenses is covered in

JFTRITR, Chs 3, Part D and Chs 2, Part L.

*C. Voucher Submission. DoDFMR, Vol. 9, Travel Policy and Procedures prescribes the voucher submission requirements, with
supporting authority. Funds are obligated IAW finance policy (ordinarily prior to/at the time the expense is incurred).

D. Reimbursable Expenses Table. A traveler is authorized certain necessary travel and transportation related reimbursable expenses
incurred on official business. Some reimbursable expenses are authorized for reimbursement by this Appendix; other reimbursable
expenses require AO authorization/approval. Reimbursable expenses include the following (listed in alphabetical order):

JFTR JTR
REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL
PCS | TDY | PCS | TDY
ATM Use (Civilian Employee).
1. Reimbursable. Administrative fees for ATM use to obtain money with the GTCC up to the amount authorized/approved by the
AO for an ATM travel advance.
X X
2. Not Reimbursable. Administrative fees for an ATM use of a personal charge card.
*3. DoDFMR, Volume 9, Ch 3 for information on personnel exempt from the requirement to use the GTCC.
ATM Use (Uniformed Member)
1. Reimbursement is authorized for administrative fees for ATM use to obtain money with:
a. The GTCC, or
b. An ATM or personal charge card used by personnel exempt (and the traveler must provide the exemption authority) from
GTCC use for official travel,
X X
up to the amount authorized/approved by the AO for an ATM travel advance.
2. Reimbursement for ATM administrative fees related to use of an ATM or personal charge card is at the rate applicable to that
card if an advance is not otherwise provided by cash, check or EFT.
*3. DoDFMR, Volume 9, Ch 3 for information on personnel exempt from the requirement to use the GTCC.
Bagaage, Excess Accompanied (Transportation Cost). Excess accompanied baggage transportation (APP Al ‘Baggage’
definition) costs may be authorized/approved by the AO (JFTR, par. U3105 and JTR, par. C3105). Excess accompanied baggage X X X X
applies to any bag accompanying the traveler for which the airline charges a fee.
Baggage Expenses. Reimbursement may be authorized/approved for necessary travel and transportation related baggage expenses
‘*handling’ incurred on official business per the AO determination. This includes expenses for accompanied baggage that
accompanies a traveler without cost on a transportation ticket such as baggage transfer fee when authorized. Charges relating to bags
may be reimbursed as baggage or excess accompanied baggage expenses (APP A ‘Baggage’ definition) when the Service/Agency
determines the baggage and related expenses are necessary and in the GOV’T’s interest. Baggage expenses are not reimbursable
when the bags and their contents (e.g., golf clubs, presents, etc.) are for personal convenience, permissive travel, personal hobby,
recreational items or are for ineligible traveler(s) not associated with the official travel mission. Reimbursable expenses include:
1. Baggage Transfer. NTE the customary local rates for intermodal transfer, and necessity for the transfer must be explained. X X X X
Intermodal transfer involves transfer of a traveler’s baggage(s) between authorized transportation modes performed during official
travel; not authorized for personal convenience travel.
2. Baggage Storage when charges are result of official business (with explanation).
3. Curbside Baggage Check In Fee
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JFTR JTR
REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL
PCS | TDY | PCS | TDY
a. Uniformed Member. Reimbursement of a fee charged for the use of optional curbside baggage check in service is not
authorized. A tip, separate from the fee itself, is reimbursable.
b. Civilian Employee. Reimbursable only when authorized under JTR, par. C7460-4, for a traveler with a disability/special
need.
Baggage Handling Tips. Reimbursement is authorized/approved for necessary travel and transportation related baggage handling tip
expenses incurred on official business per the AO determination. Baggage handling tip expenses are not reimbursable when the bags
and their contents (e.g., golf clubs, presents, etc.) are for personal convenience, permissive travel, personal hobby, recreational items
or are for ineligible traveler(s) not associated with the official travel mission.
1. Uniformed Member
a. Transportation Terminal. Reimbursement is authorized for customary tips for handling any baggage (personal and/or
GOV'T) at a transportation terminal.
b. Lodging Establishment. Reimbursement is authorized only for transportation related tips for handling GOV’T property at
lodging establishments.
2. Civilian Employee. Baggage handling tips at transportation terminals or lodging establishments are covered by the IE portion X X X X
of per diem and are not items for separate reimbursement except for the following:
a. A traveler with a disability/special need (JTR, par. C7460-4),
b. Handling of GOV’T property,
¢. Handling of a dependent’s personal baggage when the dependent is not authorized per diem while traveling at GOV’ T
expense when unaccompanied by the sponsor, and
d. Handling of a dependent’s personal baggage that the sponsor cannot handle when the dependent is traveling with the
SpoNSor.
Birth Certificate. The cost of a birth certificate or other acceptable evidence of birth for official OCONUS travel. X X X X
Carrier Terminal Fees. Airport transit, service charge/tax, landing, port tax, embarkation/debarkation or similar mandatory charge
assessed against a traveler on arrival/departure from a carrier terminal is authorized when not included in the ticket cost (52 Comp.
X X X X
Gen. 73 (1972)).
Cell Phone Use. When a cell phone is used for official communication, each call must be documented showing the additional cost
incurred outside of the normal usage covered in the cell phone contract. Prepaid communication services (i.e., prepaid phone cards, X X
cell phones) are not reimbursable unless the AO can determine they were used for official business.
Check Cashing.
1. Reimbursable. Fees for cashing U.S. GOV’T checks/drafts issued for travel expense reimbursement in a foreign country. X X X X
2. Not Reimbursable. Fees for cashing salary checks/drafts are not authorized.
Check Costs. The cost of no load electronic financial cards, traveler's checks, money orders, or certified checks for up to the amount
of estimated per diem, and/or AEA, and/or travel expenses for the authorized travel. X X X X
Clerical Assistance. Reimbursable when authorized/approved by the AO. X X
Communication Services. GOV’T owned/leased services should be used for official communications, but when GOV’T services
are not available commercial communications services may be used. Prepaid communication (i.e., prepaid phone cards, cell
phones, subscriber identity module (SIM) cards) or in flight communication services are not reimbursable unless the AO can X X
determine they were used for official business.
Computer Connections. Connections (e.g., Internet connection) used for computers to perform official GOV’T business is
reimbursable when authorized/approved by the AO. In flight computer connections are not reimbursable unless the AO can X X
determine they were used for official business.
Conveyance Costs. Public or special conveyance costs to and from the transportation terminal. JFTR/JTR, Chs 3, Part D. X X X X
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Appendix G

REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL

JFTR

JTR

PCS § TDY

PCS | TDY

Currency Conversion Fees

1. Reimbursable
a. The fee charged ICW currency conversion, including cash conversions.
b. The “international transaction fee” for official qualifying transactions charged by:
(1) GTCC. This 1% charge is listed as a separate line item on the billing statement.

(2) Other than GTCC. When a member (NOT A CIVILIAN EMPLOYEE) is formally exempt from using the GTCC, this
charge on a non GTCC bhilling statement is reimbursable.

2. Not Reimbursable. Losses resulting from currency conversions (63 Comp. Gen. 554 (1984)). NOTE: A traveler is not liable to
pay the GOV'T for gains resulting from currency conversion.

3. Exchange Rates. A traveler who pays with a credit card for OCONUS expenses should check with the credit card vendor to
determine the final bill in U.S. currency prior to travel claim submission. The currency exchange rate at which the credit card bill
was settled may be used to determine OCONUS expenses charged to the card.

4. Supplemental Vouchers. A traveler may have to submit a travel voucher prior to having access to the actual amount billed on
the credit card. When the actual amount in U.S. currency is not known until after the required travel claim submission date, a
traveler should be personally aware of any financial regulations that require submission of a supplemental voucher if the amount(s)
submitted as expenses differ(s) from the actual amount billed on the initial travel claim.

Conveyance, Government. When a GOV’T conveyance is authorized, reimbursement is authorized for allowable expenses
incurred in operating the GOV’T conveyance (other than an Aero Club aircraft) on TDY travel between two points which are a
separate journey. When GOV’T supplies or facilities are not available, examples of allowable expenses are:

1. Gasoline and oil;

2. Parking fees;

3. Repairs;

4. Ferry fares;

5. Bridge, road or tunnel tolls;

6. trip insurance for travel in foreign countries (APP G, Insurance, Driving Related);
7. Guards; and

8. Storage fees.

Disease Prevention Measures. When authorized/approved, charges for inoculations and other disease preventive medical
prophylaxes (e.g., oral antimalarial prophylaxis) that are not available through a Federal dispensary for OCONUS travel. This does
not include travel expenses incurred for obtaining the required inoculations.

Driver (Vehicle) Services. Reimbursable when authorized/approved by the AO.

Energy Surcharge Fees

Green Card. See Passport, Visa, Green Card, Photographs, Physical Examinations, and Legal Services.

GTCC

*1. Late Payment Delinquent Fees. Reimbursable when authorized/approved by the AO only for a traveler in a mission critical
travel category or who, through no personal fault, is unable to file a travel voucher and pay the GTCC bill because of
circumstances specific to the travel. DoDFMR, Volume 9, Ch 3, par. 031306 for definition of mission critical personnel and
processing requirements.

2. Expedited Delivery. Reimbursable when authorized/approved by the AO.
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Appendix G

JFTR JTR
REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL
PCS | TDY | PCS | TDY

3. Chip/PIN Card Issue Fee. Reimbursable when authorized/approved by the AO.
Guide Services. Reimbursable when authorized/approved by the AO. X X
Insurance, Driving Related. Driving related insurance is reimbursable when a Service designated official determines that legal
requirements/procedures of the foreign country involved make it necessary to carry driving related insurance (55 Comp. Gen. 1343
(1976)) to cover potential liability for damage, personal injury, or death to third parties when travel is authorized by GOV’ T X X
conveyance/POC/rental car.
Interpreter Services. Reimbursable when authorized/approved by the AO. X X
Laundry/Dry Cleaning Expenses (Civilian Employee Only)

1. Reimbursable for CONUS Travel. Costs for personal laundry, dry cleaning and/or pressing of clothing incurred during TDY or

PCS travel (not prior to departing from the PDS nor after returning to/arriving at the PDS) are a separately reimbursable travel

expense when travel within CONUS requires at least 4 consecutive nights lodging. X X

2. Not Reimbursable for OCONUS Travel. Laundry/dry cleaning and/or pressing of clothing is not a separately reimbursable

travel expense for OCONUS travel. It is part of the IE allowance included within the per diem rates/AEA authorized/approved for

OCONUS travel.
Laundry/Dry Cleaning Expenses (Uniformed Member Only)

X

1. Reimbursable for CONUS Travel. Costs for personal laundry, dry cleaning and/or pressing of clothing incurred during TDY

travel (not prior to departing from the PDS nor after returning to/arriving at the PDS) are a separately reimbursable travel expense

up to an average of $2/TDY night, in addition to per diem/AEA, when travel within CONUS requires at least 7 consecutive nights

of TDY lodging in CONUS (e.g., 6 nights, no laundry, 7 nights, NTE $14, 8 nights, NTE $16), etc.

NOTE: Laundry/dry cleaning/pressing costs are a reimbursable expense and should only be reimbursed when a cost is

incurred. Example: Member is TDY for 18 days (17 nights) - maximum possible reimbursement is $34. Member incurs $17 for

laundry costs. The amount claimed and reimbursed should be $17 as it does not exceed the allowable $34 maximum. The

member may not arbitrarily claim or be paid $34.

2. Not Reimbursable for OCONUS Travel. Laundry/dry cleaning and/or pressing of clothing is not a separately reimbursable

travel expense for OCONUS travel. It is part of the significantly higher locality IE allowance included within the per diem

rates/AEA authorized/ approved for OCONUS travel.
Legal Service Fees. See Passport, Visa, Green Card, Photographs, Physical Examinations, and Legal Services.
License/Permit, International Driver’s

1. Reimbursable when traveling TDY to a country that requires an international driver’s license/permit.

2. The cost of license/permit photos is reimbursable. X X X X

3. http://travel.state.gov/travel/tips/safety/safety 1179.html for information on driving abroad.

4. This reimbursement applies only to a member/employee but not dependents.
Lodging, Dual. Reimbursable ICW an unexpected event, when approved after the fact (except as provided in par. U4135-B2) by the
AO. Any period of dual lodging reimbursement is limited to a maximum of 7 consecutive days, with extensions beyond 7
consecutive days only if approved by the Secretarial Process, and is NTE the amount of per diem/AEA plus appropriate lodging tax X X
(when separately reimbursable) that would have been paid had the traveler remained overnight. JFTR, par. U4135 and JTR, par.
C4555-F.
Lodging Fees/Daytime Lodging Charges. Reimbursable when authorized/approved by the AO. These include room occupancy
lodging charges for late departure, early arrival, or airport daytime lodging facilities due to travel arrangements that are not for the X X
traveler’s convenience.
Lodging, Mandatory Fees/Charges. Separately reimbursable, in addition to room rate, when the expense is:

a. not optional; and X X
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REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL
PCS | TDY | PCS | TDY
b. approved by the AO.
Fees/charges include, but are not limited to a ‘tourism fee’, a “safe fee’, or a ‘service charge.’
Lodging Reimbursement while on Leave (Uniformed Member Only). Reimbursement is authorized for the actual cost of lodging
retained at the TDY location during leave, NTE the per diem rate lodging portion for the TDY location, for each day during X
contingency operations (JFTR, par. U7225), or authorized/ordered evacuations (JFTR, par. U7226-C).
Lodging Tax (except when ‘MALT Plus’ for POC travel is paid) in the CONUS and non-foreign OCONUS areas (APP A).
1. Reimbursable. Lodging tax reimbursement (CONUS and non-foreign OCONUS only) is limited to the tax on reimbursable
lodging costs. Example: if the authorized maximum lodging rate is $60/night, and lodging that costs $110/night is chosen, tax on X X X X
$60 may be reimbursed, which is the maximum authorized lodging amount.
2. Not Reimbursable. Lodging tax in foreign OCONUS areas is part of per diem/AEA and is not separately reimbursable.
Medical Fees. See Passport, Visa, Green Card, Photographs, Physical Examinations, and Legal Services.
Mission Related Expenses. Mission related expenses are not reimbursable as travel expenses. These include (but are not limited
to) equipment and materials (e.g., batteries, clothing, lost or missing keys (e.g., baggage/luggage, lodging, vehicle, etc.), medical
equipment, parking or traffic ticket fines, tools, film, paper, books, medical supplies), gifts for child care, pet care, hotel concierge,
workout room/gym fees, and similar items. See B-166411, 3 September 1975; B-198823, 10 December 1980; and B-198824, 23
January 1981.
Nonrefundable Room Deposits, Forfeited Rental Deposits or Prepaid Rent, and Early Checkout Penalties when TDY is
Curtailed/Canceled/Interrupted. X X
1. When advance lodging arrangements (including deposits for rental units) are made and TDY is curtailed/canceled/interrupted,
lodging cost reimbursement may be authorized/ approved by the AO.
2. Reimbursement must not exceed the remaining amount of per diem/AEA plus appropriate lodging tax that would have been
paid had the TDY not been curtailed/canceled/interrupted.
*3. 59 Comp. Gen. 609 (1980), 59 id. 612 (1980), 60 id. 630 (1981), and cases cited therein.
4. The AO should consider if the:
a. Traveler acted reasonably and prudently in incurring lodging expenses;
b. Traveler had a reasonable expectation of completing the TDY as authorized,;
¢. Assignment was changed for official purposes or for an acceptable reason beyond the traveler’s control; and
d. Traveler took reasonable steps to obtain a refund once the TDY was officially canceled/curtailed.
*Paper Tickets. Any additional paper ticket cost is reimbursable when authorized/approved by the AO as necessary to meet GOV’ T
requirements (e.g., potential work stoppage by the airline or special circumstances involving international travel to foreign countries). X X X X
Paper tickets bought for personal convenience are the traveler’s financial responsibility.
Parking Fees at a Terminal. Transportation terminal parking fees (while TDY), NTE the cost of taxi fares (including associated
tips) for one round trip to the terminal are authorized. JFTR, par. U4925 and JTR, par. C4760. X X
Passport, Visa, Green Card, Photographs, Physical Exams, and Legal Services.
X X X X
1. Reimbursement Eligibility
a. General. Reimbursement is authorized for a:
(1) Member,
(2) Employee, and
(3) Dependent (member’s and/or employee’s),
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JFTR JTR

REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL
PCS | TDY § PCS | TDY

b. Uniformed Member. Reimbursement authority is for a member who is:
(1) Assigned to a foreign OCONUS area,

(2) Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas as a result of a continued
assignment in a foreign OCONUS area, or

(3) Emergency Technical Support Personnel. See item 5 below.
c. Civilian Employee. Reimbursement authority is for an employee who is:

(1) A U.S. citizen (required when serving under a transportation or renewal agreement in a foreign country, but not for TDY
or a dependent.)

(2) Hired locally or transported to a foreign OCONUS area at GOV’T expense,
(3) Serving under a service or renewal agreement, and

(4) Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas as a result of continued
employment in a foreign OCONUS area, or

(5) Emergency Technical Support Personnel. See item 5 below.
d. Dependent (Member’s or Employee’s). Reimbursement authority is for a dependent who is:
(1) Authorized travel and transportation allowances to/from a foreign OCONUS area, or

(2) Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas as a result of the sponsor’s
continued assignment/employment in a foreign OCONUS area.

2. Acquired Dependent (Uniformed Member Only). A member serving an unaccompanied OCONUS tour who acquires a
dependent OCONUS is not authorized reimbursement of passport and visa expenses for the acquired dependent except when JFTR,
par. U9000-A2 or U9000-A3 applies, and/or the dependent qualifies for travel and transportation from the OCONUS PDS IAW
JFTR, par. U5222-G.

3. Biometric Fees. Biometric fees which are mandatory for passport and/or visa issuance to the traveler is reimbursable.
Biometric data collects the traveler’s measurable physical or behavioral characteristics that can be used to verify the individual’s
identity or compare the identity against other entries when stored in a database. Examples of biometric data are face recognition,
fingerprints, and iris scans.

4. Dependent Fee. Dependent fee is reimbursable except ICW personal travel. Example: The United Kingdom Entry Clearance
Fee is a reimbursable fee.

5. Emergency Technical Support Personnel. A command/activity may be required to have emergency technical support personnel
available for official travel on short notice. These personnel, if directed in writing by the AO to maintain current passports,
mandatory biometric visa requirements and/or visas and/or green cards, may be reimbursed for the preparation expenses/fees paid
for a passport, mandatory biometric visa requirements, visa, green card, photographs for OCONUS travel and physical
examinations required to obtain a visa if examinations could not be obtained at a GOV’T medical facility (as of 11/1/01 obtainable
only in Yokosuka, Japan)).

6. Visa, Green card, and Photograph Fee for OCONUS Travel. These fees are reimbursable ICW official travel. A ‘Green Card’ is
officially known as a U.S. Permanent Resident Card (USCIS Form 1-551). A visa (nonimmigrant or immigrant) is a stamp or
impression placed on a page of a valid passport by a foreign consulate/embassy or U.S. GOV’T empowered to grant permission for
the applicant to enter and remain in that country for a specific period of time.

7. Legal Service Fees. Expenses for legal services that include lawyer fees/charges (except retainer fees) for obtaining and/or
processing applications for a passport, mandatory biometric visa requirements, visa, green card, or changes in status are
reimbursable if local laws and/or customs require the use of lawyers in processing such applications. Reimbursement of legal
service fees for acquired dependent(s), adoption, DHS/INS document processing fees, server fees, dependent custodial matters or
fees for similar related circumstances are personal expenses to the individual which are not authorized.

8. Medical Expenses. Medical expenses associated with obtaining passports, mandatory biometric visa requirements, a visa and/or
a green card, are not reimbursable, except for disease prevention measures (inoculations and other disease preventive medical
prophylaxes (e.g., oral anti malarial prophylaxis) as stated in this APP.

*9. Passport Fees. An official traveler ordinarily travels on a no fee passport. The three types of U.S. passports are: book, card,
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and e-passport. A passport book is a regular passport; an e passport is a regular passport book with electronic biometric data; both
passports can be used for any international travel. A passport card is limited to departure/entry to/from the U.S. through land and
seaport entry between the U.S. and Mexico, Canada, the Caribbean, and Bermuda, and is not authorized for international air travel.
Passport fees are reimbursable when travel on an official order is to and/or from a high threat area or high risk airport by
commercial air and the traveler is authorized to obtain and use a regular fee passport. Those traveling solely by MILAIR or AMC
charter flight are not reimbursed for regular fee passports unless GOV’T transportation became available on short notice (that is,
after commercial travel arrangements had been made and a passport purchased) or the travel priority is sufficiently high to require
backup travel arrangements (which cannot include city pair reservations).
*10. Physical Examination Fees. These fees are reimbursable when required to obtain a visa and the examination could not be
obtained at a GOV’T medical facility (as of 11/1/01 obtainable only in Yokosuka, Japan) (GSBCA 15435-RELO, 9 April 2001). A
dependent’s fee is reimbursable except ICW personal travel. Example: The United Kingdom Entry Clearance Fee is a
reimbursable fee.
11. Order for Visas and Physical Examinations. An order should be issued to authorize/approve (JFTR/IJTR, pars. U2210/C2210
and JTR, APP 12)) travel and transportation at GOV’T expense to:
a. A visa issuing office located outside the traveler’s PDS local area if the traveler’s presence at that office is/was mandatory.
b. Undergo a physical examination required to obtain a visa if travel is/was required to a location outside the traveler’s PDS
local area.
12. Travel Not Required. Actual travel to obtain required documents is not required for reimbursement (e.g., the expenses may be
related to mail).
Personal Expenses. Personal expenses are NOT reimbursable. These include batteries, clothing, lost or missing keys (e.g.,
baggage/luggage, lodging, vehicle, etc.), medical equipment, parking or traffic violation ticket fines, tools, film, gifts, pet care, hotel
concierge, workout room/gym fees, and similar items. See B-166411, 3 September 1975; B-198823, 10 December 1980; and B-
198824, 23 January 1981.
Pet Quarantine. JFTR and JTR, Ch 5, Part | for rules regarding pet quarantine ICW PDT. X X
Phone Calls (Official)
X X
1. The AO:
a. May determine certain communications to a traveler’s home/family are official (i.e., to advise of the traveler’s safe arrival,
inform/inquire about medical conditions, and advise regarding changes in itinerary),
b. Should limit communications to a dollar amount in advance of the TDY, and
*c. May approve charges after the TDY completion, when appropriate (adopted from GSBCA 14554-TRAV, 18 August 1998).
2. Prepaid communication services (i.e., prepaid phone cards, cell phones) are not reimbursable unless the AO can determine they
were used for official business.
Physical Examination Fees. See Passport, Visa, Green Card, Photographs, Physical Examinations, and Legal Services.
Prepaid Phone Cards/Cell Phones. See Communication Services.
Preparatory Travel Expense Reimbursement when the Order is Amended, Modified, Canceled or Revoked. Preparatory travel
expenses, such as fees for traveler’s checks, passport, mandatory biometric visa requirements, visa, green card, and communications
services, incurred prior to the order being changed are reimbursable provided the action taken is beyond the traveler’s control, in the X X X X
GOV’T’s interest, and a refund is unobtainable.
CIVILIAN EMPLOYEE ONLY:
X
Privately Owned Conveyance Tax and License Fee (B-214930, 1 October 1984).
A. General. Some states:
1. Require an ownership tax and license fee for a POC used in the state for over 30 days; and
2. Allow a TDY traveler to apply for an exemption certificate upon first coming into the state.
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http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=30341921c6898210VgnVCM100000082ca60aRCRD&vgnextchannel=30341921c6898210VgnVCM100000082ca60aRCRD
http://www.gsbca.gsa.gov/relo/s1543509.pdf
http://www.gao.gov/assets/400/396237.pdf
http://www.gao.gov/assets/430/429794.pdf
http://www.gao.gov/assets/440/430314.pdf
http://www.gao.gov/assets/440/430314.pdf
http://www.gsbca.gsa.gov/travel/t1455418.txt
http://archive.gao.gov/lglpdf11/125284.pdf
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B. Traveler Paid Charges. If a TDY traveler has applied for and been denied an exemption certificate for ownership tax and
licensing fee by the TDY state the traveler is reimbursed for such fees if all of the following conditions are met:
1. POC use is authorized as being to the GOV’ T’s advantage ICW a TDY assignment (see par. C4725).
2. The traveler’s PDS is not the state in which the TDY assignment is performed.
3. The TDY period is in excess of the allowable time period that the employee would be exempt from state imposed ownership
tax and license fee on a POC.
C. Documentation. Payment documentation of the state imposed charges in the state in which the TDY was performed may be
required.
Privately Owned Conveyance (POC) Use on TDY. In addition to a TDY mileage allowance, the following official business costs
are allowable:
1. Ferry fares, bridge, road and tunnel tolls;
X X
2. Automobile parking fees; (related to official business only (except those incident to PDT)); and
3. Aircraft landing, parking, and tie down fees.
*Reqistered Traveler Membership Fee. Individual traveler membership in a registered and/or trusted traveler program is NOT a
reimbursable expense per JFTR/JTR, pars. U1215/C1215. Use of GOV’T funds to obtain membership in such a program is
statutorily prohibited by 5 USC §5946 per GSA Bulletin FTR 08-05 of 25 June 2008.
Registration Fee. Registration fee reimbursement is authorized/approved when the fee is a condition for attendance. When the
registration fee includes the cost of meals, per diem is computed under JFTR, par. U4165-2b or JTR, par. C4554-B2b. X X
Rental Car Reimbursable Expenses. See Special Conveyance/Rental Vehicle (Includes Rental Aircraft) Reimbursable Expenses
NOTE: Special Conveyance/Rental Vehicles are NOT a reimbursable expense without an AO authorization/approval. APP G lists X X
reimbursable expenses ICW an AO authorized/approved Special Conveyance/Rental Vehicle.
Reports/Correspondence Preparation Services (incl. associated necessary equipment). Services of typists, data processors, or
stenographers and use of computers, printers, faxing machines and scanners are reimbursable when authorized/approved by the AO X X
(B-145883, 1 September 1970 and 15 Comp. Gen. 257 (1935)). This does not cover any materials. Mission related expenses.
Resort Fees. Resort fees, that are mandatory, are authorized. X X X X
*Room Rental. Reimbursable when authorized/approved by the AO only when used for official business. X X
Service and Processing Fees.
1. Service and processing fees (transaction fees) for arranging official transportation, rental car and lodging accommodations are
authorized:
a. Through a CTO/TMC, and
X X X X
b. When a CTO/TMC is not available.
2. Reimbursement is authorized only when every reasonable attempt has been made by the traveler to engage CTO/TMC in the
process and the CTO/TMC is not available, prior to official travel commencement.
Special Conveyance/Rental Vehicle (Includes Rental Aircraft) Reimbursable Expenses X X
NOTE: Special Conveyance/Rental Vehicles are NOT a reimbursable expense without an AO authorization/approval. APP G lists
reimbursable expenses ICW an AO authorized/approved Special Conveyance/Rental Vehicle.
1. CTO Use. A traveler who disregards a special conveyance arrangement made by a CTO must be prepared to provide
justification for additional special conveyance costs before reimbursement (beyond the cost of using the CTO) is allowed.
2. Reimbursable Expenses. When the AO authorizes/approves special conveyance/rental vehicle use for official business, the
Change 313/567 G-8
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http://143.231.180.80/view.xhtml?req=granuleid:USC-prelim-title5-section5946&num=0&edition=prelim
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http://redbook.gao.gov/2/fl0007783.php
http://redbook.gao.gov/9/fl0043469.php
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following expenses are reimbursable:

a. Any ‘per day’ administrative fee called for in the DTMO rental car agreements (including GARS) is authorized.

b. Rental cost, tax and local assessments on rental vehicle users.

¢. Necessary gas and oil.

d. Aircraft landing and tie down fees.

e. Transportation to and from the rental facility, public transit systems, and taxi fares.

f. Parking; ferry fares; bridge, road and tunnel tolls.

g. Traveler access fee (when charged).

h. Garage, hangar, or boathouse rental.

i. Operator’s subsistence.

j. Optional extra collision hull insurance for rental aircraft.

k. Mandatory rental car insurance coverage required in foreign countries.

I. Snow tires. Reimbursement is limited to the rental conveyance upgrade costs necessary for the required non standard

equipment.

m. Global positioning system (GPS) rental, when the AO determines it is necessary for official use.

n. Toll collection transponder installed in rental car when necessary for official use (for both tolls and daily/weekly fee).

Activation of the toll collection transponder, installed in a rental car for optional use, is not reimbursable unless the AO

determines it was necessary for official business.

*0. The cost of buying collision insurance (e.g., collision damage waiver (CDW) adjustment, theft protection, etc.) is

reimbursable only if the insurance is required by the rental company in a foreign area/country to provide full coverage

insurance, or the insurance is necessary for certain classified special operations. See B-204486, 19 January 1982.

p. Breathalyzer installed in rental car when required in foreign country. See item 3e below.

g. Rented Motor Vehicle Damage
*(1) DoD Travelers. A traveler may be reimbursed for personal funds paid to rental car companies for damage sustained
by a rented motor vehicle that is damaged in the performance of official business if the claim is adjudicated as being
payable. The GOV’T may make direct payment to the rental car company instead of the traveler, if appropriate. In either
case, the reimbursement is a reimbursable transportation expense. A request from a traveler or rental company for
reimbursement/payment must be documented and submitted IAW the DoDFMR, Volume 9, Ch 4. Statements, itemized
bills, and an accident report are typical requirements (47 Comp. Gen. 145 (1967)). If damage is to a rental car under the
DTMO rental car agreement, a DoD traveler may file an accident report at the DTMO website
http://www.defensetravel.dod.mil/Rental/.
(2) Uniformed Non DoD Service Member: A request from a traveler or rental company for reimbursement/payment must
be documented and submitted IAW Service written guidance.

r. Necessary nonstandard equipment and any additional charges when authorized in the order. Reimbursement is limited to the

rental conveyance upgrade costs necessary for the required nonstandard equipment.

3. Expenses that Are Not Reimbursable. The following expenses are not reimbursable:

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

b. Rental Car Insurance in the U.S./Non-Foreign OCONUS Location. A traveler is not reimbursed for rental car insurance

coverage purchased in the U.S. or in a non-foreign OCONUS location regardless of from whom the rental car is rented. See 20

above for classified operations.

c. Damage to Rental Car when Being Used on Other than Official Business. Reimbursement for personal funds paid for

damage sustained by a rented automobile while being used on other than official business is not authorized. Example: TDY
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ends on Friday; the traveler delays return to the PDS until Sunday and retains the rental car. On Sunday, the rental car was
damaged. The traveler may not be reimbursed for the cost of repairs since the traveler was not on official duty at the time of
the accident (GSBCA 16477-TRAV, 13 October 2004).

d. Purchase of Equipment. The cost of purchased (as opposed to rented) equipment (e.g., snow tires, GPS, toll transponder), is
not reimbursable.

e. Breathalyzer Replacement Fee. Reimbursement of any element of the breathalyzer fee is not authorized if the breathalyzer is
used while on other than official business, for personal convenience, or if negligence is found by the appropriate authorities.

Storage of Property Used on Official Business. Reimbursable when authorized/approved by the AO.

Technology Equipment. Use of computers, printers, faxing machines, scanners, telegrams, cablegrams, or radiograms is authorized.
Purchased (as opposed to rental) technology equipment (e.g., laptop, computer peripherals or software) is not reimbursable. For
example, reimbursement of rent (or lease) to own of technology equipment is not authorized.

Tips Aboard Commercial Ships (Uniformed Member Only). Tips to stewards and other attendants paid by or on behalf of the
dependents aboard commercial ships are authorized. Service finance regulations should be consulted regarding any required expense
description/documentation on the travel voucher.

Tips for Handling GOV'T Property. Transportation related tips for handling GOV’T property at terminals and lodgings are
authorized. Service finance regulations should be consulted regarding any required expense description/documentation on the travel
voucher.

Tips, Transportation Related. Transportation related tips for taxis, limousines, and courtesy transportation are authorized. Service
finance regulations should be consulted regarding any required expense description/documentation on the travel voucher.

Transportation to/from Terminal. POC transportation costs (ICW TDY travel) to and from the transportation terminal are
authorized. JFTR, par. U4925 and JTR, par. C4760

Travel and Transportation Related Expenses. Travel and transportation related expenses similar to any in this table may be
authorized.

Value Added Tax (VAT) Certificate. The cost of a Value Added Tax (VAT) certificate used to avoid paying TDY lodging taxes is
reimbursable.

Visa and Photograph Fees for OCONUS Travel. See Passport, Visa, Green Card, Photographs, Physical Examinations, and Legal
Services.

Change 313/567
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APP Q: OCONUS Tour Lengths/Tours of Duty JFTR/JTR) Appendix Q1
Part 1: DoD Members

PART 1. DoD MEMBERS
NOTE: For NOAA, see APP Q, Part IlI.

A. Tour Length Establishment. A tour length is established IAW DoDI 1315.18, par. E.3.1.

B. Tour Length Change. Submit a tour length change proposal IAW DoDI 1315.18, par. E.3.1. Do not submit a
tour length change proposal to PDTATAC.

C. Tour Length Exception. The tour length for a DoD member stationed OCONUS is 36 months accompanied and
24 months unaccompanied (except for Hawai’i and Alaska which are 36/36) unless the Military Departments
provide conclusive evidence that a specific tour must be shorter. See DoDI 1315.18, par. E.3.1.1 (12 January 05).

D. Tour Lengths. The following are OCONUS tour lengths for a DoD member only (other than a DoD Attaché):
DoDI 1315.18, par. E3.1.1 (12 January 05):

Country or Area Accompanied | Unaccompanied | Effective Note
Tour (Months)| Tour (Months) Date —_—

All O_CONUS Duty Stations 36 24
Not Listed Below
Afghanistan

Kabul (Personnel assigned to SAO) N/A 12 08-10-07 11
Alaska (except as indicated) 36 36 1

Adak N/A 12

Clear N/A 12

Eareckson N/A 12

Fort Greely 24 12 05-01-04

Galena N/A 12

King Salmon N/A 12

Marine Corps Security Forces 24 12
Albania

Tirana 24 12

Algeria 24 12 12-07-04
American Samoa N/A 12
Argentina 36 24
Armenia

Yerevan (Personnel assigned to ODC) 24 18 07-06-06 10
Aruba 24 18
Australia (except as indicated) 36 24

Exmouth 24 24

Learmonth 24 15

Woomera 24 15
Austria 36 24
Azerbaijan

Baku (Personnel assigned to ODC) 24 18 07-06-06 10
Azores (See Portugal)
Bahamas
Change 313/567 Q11
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Andros Island 24 24
Bahrain 24 12 14
Bangladesh 24 18
Belgium (except as indicated) 36 24
Bertrix N/A 12
Belize 24 18 09-17-04
Benin 24 12
Bermuda 36 24
Bolivia 24 18
Bosnia-Herzegovina
Banja Luka 24 18 06-30-08 15
Sarajevo (Personnel assigned to ODC) 24 18 07-06-06 10
Botswana 24 12
Brazil 36 24
British Indian Ocean Territory
Diego Garcia Island N/A 12
Bulgaria
Sofia 24 12
Burkina Faso 24 12
Cambodia (except as indicated) N/A 12
Phnom Penh (Personnel assigned to NAMRU-2) 24 12 06-21-10
Canada (except as indicated) 36 24
Newfoundland and Labrador 24 12
Argentia 24 12
Goose Bay 24 12
Chad 24 12 05-02-08 12
Chile 36 24
Columbia 24 18
Commonwealth of the N. Mariana Islands (incl. Saipan) 24 12
Costa Rica 36 24
Crete (See Greece)
Croatia
Zagreb 24 12
Cuba
Guantanamo Bay 30 18 04-05-07 2
JTF-GTMO 24 12 04-05-07 2
Marine Barracks 24 12
Curacao (See Netherlands Antilles)
Cyprus (except as indicated) 24 18
Akrotiri 24 12
Czech Republic
Change 313/567 Q1-2
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Prague 36 24

Vyskov 24 12 08-11-11 16
Democratic Republic of Congo
(formerly Zaire) 24 12
Denmark (except as indicated) 36 24

Kalaallit Nunaat (formerly Greenland) N/A 12
Diego Garcia
(See British Indian Ocean Territory)
Djibouti

(DPJGI:?:our:Intglgsigned to SAO) 24 12 04-11-07 11
Dominican Republic 36 24
Ecuador 36 18

Manta N/A 12
Egypt (except as indicated) 24 18

Beni Suef N/A 12

Cairo (ETSS personnel only) N/A 12

Ismailia 24 12

Jiyanklis New N/A 12

Sinai N/A 12
El Salvador N/A 12

Personnel assigned to SAO 24 18
England (See United Kingdom)
Eritrea 24 12
Estonia

Tallinn 24 24
Ethiopia

éde?;f)r?]k;allzzsigned to SAQ) 24 12 04-11-07 11
France 36 24
Georgia

Thilisi 24 18
Germany (except as indicated) 36 24

Donaueschingen 24 12

Geilenkirchen 36 36
Ghana

Accra (Personnel assigned to ODC) 24 18 03-19-07 11
Gibraltar 36 24
Greece (except as indicated) 36 24

Argyroupolis N/A 12

Athens 24 15

Crete 24 18

Souda Bay N/A 12 04-18-97 17
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Drama N/A 12
Elefsis N/A 12
Horiatis N/A 12
Larissa 24 12
Lefkas N/A 12
Parnis 30 18
Patras 30 18
Perivolaki N/A 12
Thessalonki 24 15
Yiannitsa N/A 12
Greenland (See Denmark)
Guam 36 24 10-12-04
Guatemala 36 24
Guyana 24 18
Haiti
Port au Prince (Personnel assigned to ODC) 24 12 11-20-07 11
Hawai’i (except as indicated) 36 36 1
Kauai 30 18
Pohakuloa Training Area 24 18
Honduras (except as indicated) 24 18
Soto Cano AB N/A 12
Hong Kong 36 24
Hungary
Budapest 36 24
Papa 24 15 11-25-08
Iceland (except as indicated) 30 18 10-04-99
USAF (not assigned to a joint activity) 24 12
USMC (not assigned to a joint activity) 24 12
*India (except as indicated) 24 12
*New Delhi (Personnel assigned to ODC) *36 *24 *11-09-12 *18
Indonesia 24 12
Ireland 36 24
Israel 24 12
Italy (except as indicated) 36 24
Crotone 24 15
Ghedi 24 24 02-15-07
Martina Franca 24 18
Mt. Corna 24 18
Mt. Finale Ligure N/A 12
Mt. Limbara N/A 12
Mt. Nardelo N/A 12
Change 313/567 Q14
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Country or Area Accompanied | Unaccompanied | Effective Note
Tour (Months)| Tour (Months) Date —_—
Mt. Paganella N/A 12
Mt. Venda 24 18
Mt. Vergine 24 15
Piano di Cors N/A 12
Poggio Renatico 24 12
Rimini 24 18
Sardinia
Decimomannu Air Base (AB) 24 15
La Maddalena 24 24
Sicily
Comiso 24 12
Jamaica 24 12
Japan (except as indicated) 36 24 3
Akizuki Kure 24 12 12-07-04
Itami (Sapporo) 24 12 12-07-04
Kumamoto 24 12 12-07-04
Kuma Shima N/A 12
MCAS Iwakuni 36 12
Okuma N/A 12
Osaka 24 12 12-07-04
Ryukyu Islands (except as indicated) 36 24
Okinawa
le Shima N/A 12
MCAS Futenma 36 12
MCB Butler 36 12
Seburiyama N/A 12
Sendai 24 12 12-07-04
Shariki N/A 12 11-05-08
Johnston Atoll N/A 12
Jordan (except as indicated) 24 12
Amman 24 18
Kalaallit Nunaat (See Denmark)
Kazakhstan
Astana (Personnel assigned to SAQ) 24 12 08-10-07 11
Kenya (except as indicated) 24 12
Nairobi 24 18
Korea (except as indicated) 36/24 12 03-2-09 4,7
Chongju AB N/A 12 4
Dongducheon (Camps Casey, Hovey, Mobile, Castle) 24 12 4,5,6
Gwangju AB (ROK) N/A 12 4
Joint Security Area N/A 12 4
Change 313/567 Q1-5
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Kunsan AB (US) N/A 12 4
Mujak/Pohang N/A 12 4
Uijongbu (Camps Jackson, Red Cloud, Stanley) 24 12 4,5,6
Kuwait 24 12 9
Kyrgyzstan 24 12
Laos N/A 12
Vientiane 24 12 12-21-06
Latvia
Riga 24 12
Liberia 24 18 06-30-08 15
Libya
Tripoli (Military Personnel Assigned to SCO) N/A 12 10-19-11
Lithuania
Vilnius 24 12
Luxembourg 36 24
Macedonia 24 18
Skopje 24 12
Madagascar 24 12
Malaysia 36 24
Marshall Islands
Enewetok N/A 12
Kwajalein 24 18
Mexico 24 18
Midway Islands N/A 12
Moldova
Chisinau 24 18
Mongolia 24 24
Montenegro
Podgorica (Personnel assigned to ODC) 24 24 01-28-08 11
Morocco (except as indicated) 24 15
Casablanca 24 12
Errachidia N/A 12
Netherlands 36 24
Netherlands Antilles
Curacao N/A 12
New Zealand 36 24
Nicaragua 24 18
Niger 24 12
Nigeria
Abuja (Personnel assigned to ODC) 24 24 04-11-07 11
Norway 36 24 07-07-04
Change 313/567 Q1-6
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Country or Area Accompanied | Unaccompanied | Effective Note
Tour (Months)| Tour (Months) Date —_—
Okinawa (See Japan)
Oman 24 12
Pakistan 24 12 8
Panama (except as indicated) 36 24
Galeta Island N/A 12
Paraguay 24 18
Peru (except as indicated) 36 24
Lima MAAG 30 18
Philippines (except as indicated) N/A 12
Metropolitan Manila 24 18
B\f)?r?tlls.s. Military Assistance Group (JUSMAG-P) 36 24 12-01-11
Poland
Bydgoszcz 24 24 10-21-05
Sczcecin 24 24 10-21-05
Warsaw 36 24
Portugal (except as indicated) 36 24
Azores Islands 24 15
Puerto Rico (except as indicated) 36 24
Caguas 36 18
Isabela 36 18
Juana Diaz 36 18
Ponce (Ft Allen) 36 18
Vieques Island N/A 12
Yauco 36 18
Qatar 24 12
Romania
Bucharest 24 24
Oradea 24 12 09-30-11 15
Russia
Moscow (Personnel assigned to DAO) 24 24 02-15-07 11
Rwanda
Kigali 24 24 10-17-11
Saint Helena (Ascension Island) 24 12
Saipan (See Commonwealth of the N. Mariana Islands)
Sardinia (See Italy)
Saudi Arabia (except as indicated) 24 12 8
Eskan Village, Riyadh 24 12 07-18-08 13
Scotland (See United Kingdom)
Senegal
Dakar (Personnel assigned to ODC) 24 24 03-21-07 11
Serbia
Change 313/567 Q1-7
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Belgrade (Personnel assigned to ODC & BAO) 24 24 06-11-07 11
Seychelles 24 12
Sicily (See Italy)
Singapore 36 24
Slovakia
Bratislava 36 24
Trencin 24 12 09-16-11 10
Slovenia
Ljubljana 24 12
Spain (except as indicated) 36 24
Adamuz N/A 12
Albacete (Los Llanos Air Base — USAF Only) 24 24
Alcoy 30 18
Balearic Islands N/A 15
Ciudad Real N/A 12
Constantina 30 18
Elizondo 30 18
El Ferrol 24 24
Estaca De Vares N/A 12
Gorremandi N/A 15
Moron AB 24 15
Rosas 30 18
Santiago N/A 18
Sonseca 24 15
Villatobas 30 18
Sudan 24 12
Suriname 24 18
Sweden
Stockholm 36 24
Tajikistan 24 12
Thailand (except as indicated) 24 18
Bangkok 36 24
Tunisia 24 18
Turkey (except as indicated) 24 15
Balikesir N/A 12
Cakmakli N/A 12
Corlu N/A 12
Elmadag 24 12
Erhac N/A 12
Erzurum N/A 12
Eskisehir N/A 12
Change 313/567 Q1-8
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Iskendrum N/A 12
Istanbul N/A 12
[zmir N/A 12
Izmit N/A 12
Karatas 24 12
Malatya 24 12
Murted N/A 12
Oratakoy N/A 12
Pirinclik N/A 12
Sahihtepe N/A 12
Sinop N/A 12
Yumurtalik N/A 12
Turkmenistan 24 12
Ukraine
Kiev 24 12
United Arab Emirates 24 12
United Kingdom (except as indicated) 36 24 3
RAF Fylingdales 24 18
RAF Machrihanish (Scotland) 24 18
Uruguay 36 24
Uzbekistan 24 12
Venezuela 24 18
Vietnam 24 12 12-01-03
Virgin Islands 36 24
Wake Island N/A 12
Wales (See United Kingdom)
West Indies
Anguilla 24 18
Antigua 24 12
Barbados 36 24
St. Lucia N/A 12
Yemen, Republic of 36 24 06-30-08 15
Zaire (See Democratic Republic of Congo)

NOTES:

1. Tour-length policies for a member assigned to a duty station within Alaska or within Hawai’i are outlined in

DoDI 1315.18, par. E3.1.

2. Dependents are permitted only when GOV’T QTRS are available.

3. A maximum 48-month tour is permitted for Navy personnel.
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4. Not every member is eligible to serve an accompanied-by-dependents tour in those locations in which such tours are
authorized. Command sponsorship eligibility is controlled by U.S. Forces Korea and is contingent upon the availability
of facilities and services as determined by the USFK Commander. A member, not eligible to serve an accompanied-by-
dependents tour, serves a dependent-restricted tour.

5. Each Secretary of a Military Department has authority to permit a member to reside at these locations while
dependents reside in an area in which housing and services support are available.

6. A member assigned to a location with limited command-sponsorship facilities is required to be counseled and to sign
a memorandum acknowledging the limited command-sponsorship facilities available at that installation, prior to
command sponsorship acceptance.

7. For an area authorized a 36-month accompanied-by-dependents tour, a member may accept a 36- or 24-month
accompanied tour.

8. Due to threat levels, dependents are not currently authorized at this location.

9. Not every member is eligible to serve an accompanied-by-dependents tour in those locations in which such tours are
authorized. Command sponsorship eligibility is controlled by USCENTCOM and is contingent upon the member’s
actual duty assignment. A member, not eligible to serve an accompanied-by-dependents tour, serves a dependent-
restricted tour.

10. OSD (P&R/OEPM) memo dated 6 July 2006 established tour lengths for members assigned to the Office of Defense
Cooperation (ODC), U.S. Embassy located in Yerevan, Armenia; Baku, Azerbaijan; and Sarajevo, Bosnia-Herzegovina.

11. “OSD (P&R/OEPM)” memo dated 31 January 2008 established tour lengths for members assigned to the listed
commands only. If an increase in the number of personnel assigned to the listed country is desired, a subsequent tour
request must be submitted.”

Personnel assigned to the Office of the Defense Cooperation (ODC) in Accra, Ghana; Port au Prince, Haiti;
Podgorica, Montenegro; Abuja, Nigeria; Dakar, Senegal; and personnel assigned the ODC and Bilateral Affairs
Office (BAO) Belgrade, Serbia.

Personnel assigned to the DoD Attaché Office (DAO) in Moscow, Russia, and personnel assigned to the Security
Assistance Office (SAO) Kabul, Afghanistan; Djibouti City, Djibouti; Addis Ababa; Ethiopia; and Astana,
Kazakhstan.

12. PDUSD (P&R) memo of 5 May 2008 designates the accompanied tour as partially-unaccompanied. Adult
dependents only (age 21 or older) are authorized.

13. PDUSD (P&R) memo of 17 July 2008 approves the return of adult non-school age dependents only to Eskan
Village, Riyadh, Saudi Arabia. A member executing an accompanied tour (24 months) to this area will be provided an
opportunity, once in Saudi Arabia, to assess within a reasonable amount of time (90 or fewer days from the member’s
arrival date), whether the member believes that the security conditions under which the family will reside are consistent
with the family’s expectations and personal level of comfort and wellbeing. A member may elect to return dependents to
CONUS IAW DoDI 1315.18 par. E4.5.2.5. and JFTR, par. U5900-D2e, at no cost to the member, and serve an
unaccompanied tour (12 months).

14. USD (P&R) memo of 25 June 2009 approves the return of all dependents to Bahrain. A member executing an
accompanied tour (24 months) to this area must be provided an opportunity, once in Bahrain, to assess within a
reasonable amount of time (90 or fewer days from the member’s arrival date), whether or not the member believes that
the security conditions under which the family will reside are consistent with the family’s expectations and personal
level of comfort and wellbeing. A member may elect to return dependents to CONUS IAW DoDI 1315.18 par. E4.5.2.5.
and JFTR, par. U5900-D2e at no cost to the member, and serve the unaccompanied tour (12 months).

15. May be accompanied by adult dependents age 18 years or older.
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16. PDUSD (P&R) memo of 11 August 2011 allows only adult dependents age 18 years or older on an accompanied
tour. The Commander, United States European Command, may authorize, on a case-by-case basis, non-school age
children, who will not attain 5 years of age during the sponsor’s tour, to accompany the member. This authority may not
be delegated below the Chief of Staff, United States European Command.

17. As an approved exception to assignment tour length policy, a maximum of six naval personnel assigned to any of the
following nine positions at Naval Support Activity, Souda Bay, Crete, may be selected to serve a 24-month accompanied
tour: Commanding officer, Executive Officer, Public Works officer, Air Operations officer, Supply officer, Staff JAG
officer, Port Services Officer, Command Chaplain, and Command Master Chief. In addition, the Air Force officer
assigned to the Senior Air Force Intelligence command position is also authorized to be selected to serve a 24-month
accompanied or 12-month unaccompanied tour.

*18. OSD (P&R/OEPM) memo dated 8 November 2012 established tour lengths for members assigned to the Office of
Defense Cooperation (ODC), New Delhi, India.
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	JTR Cover Letter (01-01-13)
	D.  UApplicable CAP Items and Brief of RevisionsU.  This change includes all material and revisions written in the following CAP Items:
	UCAP 111-12(E)/MAP 126-12(E) -- Inactive Duty Training Outside Normal Commute, Mileage and Permanent AuthorityU.  Changes the reimbursement for the actual cost of gas and oil to a mileage allowance and authorizes the authority to pay IDT outside the n...
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	2I  2600-2615 (Mileage-MALT)
	PART I:  MILEAGE AND MALT RATES
	C2610  CONVERTING KILOMETERS OR NAUTICAL MILES TO MILES

	Effective Date
	Rate Per Mile
	POC
	17 Apr 2012
	$1.31
	Airplane
	17 Apr 2012
	$0.555
	Automobile (If no GOV is available)
	17 Apr 2012
	$0.525
	Motorcycle
	17 Apr 2012
	$0.23
	C2615  SELF-PROPELLED MOBILE HOME

	4B  4550-4567 (Perdiem)
	PART B:  PER DIEM
	C4550  PER DIEM RATE
	C4551  PER DIEM RATE REVIEW
	C4552  GENERAL RULES REGARDING PER DIEM
	NOTE: The 75% rule must be applied to the M&IE rate on the first and last travel days when computing per diem using ‘Lodging Plus’ Computation.
	B.  UMaximum Per Diem Rate
	180 Degrees
	IDL
	E
	Thursday 0900
	See par. C4565, Example 3, for per diem computation method.
	C4554  PER DIEM RULES CONCERNING MEALS
	A.  UM&IE Rate Determination
	C4555  RULES CONCERNING LODGING AND LODGING COST
	A.  ULodging Location Rules
	Example 1
	Total
	M&IE
	Max Lodging
	Location
	$176
	$46
	$130
	A
	$165
	Reimbursement for the Location A Apartment for 5 days

	$46
	$119
	B
	Total
	Number of Days
	Lodging Cost
	$225
	Per Diem for the TDY Assignment in Location B
	First Day


	5
	$45
	Total
	M&IE
	Lodging
	$141 plus lodging tax (NOTE)
	$46
	$95
	Second thru Fifth Day
	(Lodging cost + M&IE)/day x 4 days
	Total
	M&IE
	Lodging
	$141/day x 4 days = $564
	Return day to Location A

	$46
	$95
	Total
	M&IE
	Lodging
	$91
	$46
	$45
	Example 2
	Total
	M&IE
	Max Lodging
	Location
	$147
	$38
	$109
	C
	$176
	$46
	$130
	D
	Reimbursement for GOV’T QTRS for 3 Days
	Total
	Number of Days
	Lodging
	3
	Per Diem for the TDY Assignment in Location D
	First Day


	$25
	Total
	M&IE
	Lodging
	$156 plus lodging tax (NOTE)
	Second and Third Day

	$46
	$110
	(Lodging Cost + M&IE)/day x 4 days
	Total
	M&IE
	Lodging
	$156/day x 2 days = $312
	Day of Return to Location C

	$46
	$110
	Total
	M&IE
	Lodging
	$63
	Example
	1.  A traveler is TDY at a location at which the per diem is $136 ($80/ $56).
	2.  Lodging (apartment & utilities) are obtained on a long term basis for $900/month.
	3.  The daily lodging cost per month is $30 ($900/30 days).
	4.  In June the traveler took leave for 10 days and is authorized per diem for only 20 days.
	5.  The daily lodging rate during June is computed to be $45/day ($900/20).  Since the $45/day lodging cost does not exceed the authorized $80/day locality lodging ceiling, the traveler is reimbursed $45/day for 20 days of lodging in June.

	$38
	$25
	C4558  PER DIEM FOR TRAVEL BY SHIP
	C4563  EFFECT OF ABSENCE ON PER DIEM PAYMENT
	C.  Leave and Non Workday
	C4565  PER DIEM COMPUTATION EXAMPLES
	D.  UExamplesU.  The following are per diem computation examples for specific circumstances:
	1.  UExample 1-TDY Travel
	Example 1: TDY Travel
	2.  UExample 2-TDY Travel
	Example 2: TDY Travel
	Example 5: AOR Per Diem/TDY Travel Overnight – No Lodging Required
	Quick Reference - Per Diem
	TDY Travel of More Than 12 Hours
	Footnotes: See Table # 4
	(1) Departure Day from PDS
	(2) Whole Days of Travel in CONUS
	Quick Reference - Per Diem
	TDY Travel of More Than 12 Hours
	Footnotes: See Table # 4
	(3) Whole Days of Travel – OCONUS
	(4) Day(s) of Return to PDS


	6A    6000-6030 (Evac Tvl)
	C6000  LEGAL BASIS
	A.  Transportation Authority
	1.  Title 5 USC §5725 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.  See Ch 6, Part D for U.S. and non-foreign OCONUS area evacuations.
	B.  Pay and Allowances
	1.  Title 5 USC §5522 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.  See Ch 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...
	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 14 July 1998, DoD (USD (Policy)) 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.  Responsibilities,
	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.
	C6005  FOREIGN AREA EVACUATION
	A.  Applicable Regulations.  See Ch 6, Part C.
	B.  Authorizing/Ordering an Evacuation
	1.  DoS determines when an evacuation from a foreign 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 Forces in a theatre, or
	c.  To accommodate force protection or antiterrorism 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 Com...
	4.  A commander of a COCOM or the senior commander in the country concerned or the DoD Attaché is 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.  There is no DoS presence in the area concerned, and/or
	c.  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;
	c.  Return to actual residence; or
	d.  Transportation to the final safe haven.
	Note: If it is known 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...
	2.  Transportation from the initial safe haven to a final 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 is not authorized/approved for evacuations from foreign OCONUS areas.
	C.  Authorized Transportation
	1.  Except as indicated for limited evacuations in 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:

	7A  7000 (IPA Mobility)
	PART A:  IPA MOBILITY PROGRAM

	7B  7085-7095 (Missing Persons)
	PART B:  MISSING PERSONS CASES
	C7085  GENERAL
	C7090  CONDITIONS
	C7095  RESPONSIBILITY

	7D  7150-7175 (Preempl Interview Tvl)
	C7150  APPLICABILITY
	C7155  AUTHORIZATION
	C7160  RESPONSIBILITIES
	C7165  REIMBURSEMENT
	C7170  FUND SOURCE
	C7175  REIMBURSEMENT CLAIM

	7G  7300-7345 (Law Enf Off)
	PART G:  THREATENED LAW ENFORCEMENT/INVESTIGATIVE EMPLOYEE (FTR Part 301-31)
	C7300  GENERAL
	*C7305  ELIGIBILITY (FTR §§301-31.2, 301-31.3 and 301-31.4)
	C7310  TEMPORARY ACCOMMODATIONS
	*A.  ULocation DeterminationU (1TUFTR §301-31.6U1T).  The DoD COMPONENT determines if lodging is obtained within the PDS area or at an alternate location.

	C7320  RISK EVALUATION
	C7330  SUBSISTENCE PAYMENTS
	A.  UGeneralU.  Subsistence payments may begin as soon as the DoD COMPONENT invokes the provisions of this Part.
	*C.  UTime LimitationU (1TUFTR §301-31.13U1T).  The DoD COMPONENT may authorize subsistence expense payments up to 60 days.  Additional periods may be authorized if the DoD COMPONENT determines that an extension is justified.
	*F.  UActual Expenses PaymentU (1TUFTR §301-31.11U1T).  The DoD COMPONENT must not pay a per diem allowance instead of reimbursing actual expenses.

	*C7340  ITEMIZATION AND RECEIPTS (FTR §§301-31.12 and 301-31.15)
	C.  UReimbursement to the GOV’TU.  An employee must reimburse the GOV’T for any portion of the advance disallowed or not spent.


	7H  7350-7375 (Emerg T&T)
	C7350  GENERAL
	*C7360  EMPLOYEE RESPONSIBILITY AND DOCUMENTATION (FTR §301-30.3)
	C7365  DEFINITIONS
	C7370  EMPLOYEE’S INCAPACITATING ILLNESS/INJURY

	7I  7400-7415 (Congress T&T)
	C7400  GENERAL
	C7405  DEFINITION OF TERMS
	C7410  TRANSPORTATION, PER DIEM, AND AEA RATES
	*When travel is authorized under 31 USC §1108(g), transportation service class, per diem, or AEA rates are prescribed by the Chairman (Leadership) directing the travel and requesting DoD support.  The Chairman (Leadership) authorizes/approves a specif...
	C7415  OTHER THAN ECONOMY/COACH CLASS APPROVAL CODES
	*Approval codes required on documentation for ‘other than economy/coach’ Congressional travel are first class (FC), and business class (BC) (JTR, pars. C3520-C8 and C3520-C11a).


	7J  7450-7470 (Disabled Empl)
	*C7450  GENERAL (FTR §301-70.400)
	C7460  ALLOWABLE EXPENSES
	C7465  PERSONAL ASSISTANTS FOR EMPLOYEES WITH A DISABILITY/SPECIAL NEED
	*A.  General.  5 USC §3102, authorizes hiring (with or without pay) a/an:

	7K  7500-7530 (Medical Tvl)
	PART K:  EMPLOYEE MEDICAL TRAVEL
	C7510  TRANSPORTATION
	C7515  PER DIEM
	C7530  ATTENDANTS/ESCORTS



	7L  7550 (Family Visitation)
	C7550  GENERAL

	7M  7600-7636 (Emerg Visitation)
	REPAYMENT ACKNOWLEDGEMENT
	SAMPLE CERTIFICATION
	C7634  UNUSUAL PERSONAL HARDSHIP
	EMERGENCY VISITATION TRAVEL
	Medical
	Employee/Family Member Death
	Incapacitated Parent


	7N  7700 (FEML)
	7O  7750 (R&R Tvl)
	*3.  All restrictions outlined in DoDI 1327.06 apply to the USCENTCOM R&R Leave program, unless otherwise directed in JTR.

	7R  7905 (Consultant-Expert Tvl)
	PART R:  TRAVEL OF CONSULTANT OR EXPERT
	C7905  TRAVEL OF CONSULTANT OR EXPERT

	7U  7920 (Labor Rep Tvl)
	PART U:  TRAVEL OF AN EMPLOYEE SERVING AS A LABOR ORGANIZATION REPRESENTATIVE

	AppChange.pdf
	G  (Misc Expenses)
	APPENDIX G:  REIMBURSABLE EXPENSES ON OFFICIAL TRAVEL
	Clerical Assistance.  Reimbursable when authorized/approved by the AO.
	Driver (Vehicle) Services.  Reimbursable when authorized/approved by the AO.
	GTCC
	Guide Services.  Reimbursable when authorized/approved by the AO.
	Interpreter Services.  Reimbursable when authorized/approved by the AO.
	Lodging Fees/Daytime Lodging Charges.  Reimbursable when authorized/approved by the AO.  These include room occupancy lodging charges for late departure, early arrival, or airport daytime lodging facilities due to travel arrangements that are not for the traveler’s convenience.
	Nonrefundable Room Deposits, Forfeited Rental Deposits or Prepaid Rent, and Early Checkout Penalties when TDY is Curtailed/Canceled/Interrupted.
	1.  When advance lodging arrangements (including deposits for rental units) are made and TDY is curtailed/canceled/interrupted, lodging cost reimbursement may be authorized/ approved by the AO.
	2.  Reimbursement must not exceed the remaining amount of per diem/AEA plus appropriate lodging tax that would have been paid had the TDY not been curtailed/canceled/interrupted.
	*3.  59 Comp. Gen. 609 (1980), 59 id. 612 (1980), 60 id. 630 (1981), and cases cited therein.
	4.  The AO should consider if the:
	a.  Traveler acted reasonably and prudently in incurring lodging expenses; 
	b.  Traveler had a reasonable expectation of completing the TDY as authorized; 
	Passport, Visa, Green Card, Photographs, Physical Exams, and Legal Services.
	X
	X
	X
	X
	1.  Reimbursement Eligibility
	a.  General.  Reimbursement is authorized for a: 
	(1)  Member, 
	(2)  Employee, and 
	(3)  Dependent (member’s and/or employee’s),
	b.  Uniformed Member.  Reimbursement authority is for a member who is: 
	(1)  Assigned to a foreign OCONUS area, 
	(2)  Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas as a result of a continued assignment in a foreign OCONUS area, or 
	(3)  Emergency Technical Support Personnel.  See item 5 below.
	c.  Civilian Employee.  Reimbursement authority is for an employee who is:
	(1)  A U.S. citizen (required when serving under a transportation or renewal agreement in a foreign country, but not for TDY or a dependent.)
	(2)  Hired locally or transported to a foreign OCONUS area at GOV’T expense, 
	(3)  Serving under a  service or renewal agreement, and
	(4)  Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas as a result of continued employment in a foreign OCONUS area, or 
	(5)  Emergency Technical Support Personnel.  See item 5 below.
	d.  Dependent (Member’s or Employee’s).  Reimbursement authority is for a dependent who is: 
	(1)  Authorized travel and transportation allowances to/from a foreign OCONUS area, or
	(2)  Required to obtain/renew a passport, mandatory biometric visa requirements, and/or visas as a result of the sponsor’s continued assignment/employment in a foreign OCONUS area.
	2.  Acquired Dependent (Uniformed Member Only).  A member serving an unaccompanied OCONUS tour who acquires a dependent OCONUS is not authorized reimbursement of passport and visa expenses for the acquired dependent except when JFTR, par. U9000-A2 or U9000-A3 applies, and/or the dependent qualifies for travel and transportation from the OCONUS PDS IAW JFTR, par. U5222-G.
	3.  Biometric Fees.  Biometric fees which are mandatory for passport and/or visa issuance to the traveler is reimbursable.  Biometric data collects the traveler’s measurable physical or behavioral characteristics that can be used to verify the individual’s identity or compare the identity against other entries when stored in a database.  Examples of biometric data are face recognition, fingerprints, and iris scans.
	4.  Dependent Fee.  Dependent fee is reimbursable except ICW personal travel.  Example:  The United Kingdom Entry Clearance Fee is a reimbursable fee.
	5.  Emergency Technical Support Personnel.  A command/activity may be required to have emergency technical support personnel available for official travel on short notice.  These personnel, if directed in writing by the AO to maintain current passports, mandatory biometric visa requirements and/or visas and/or green cards, may be reimbursed for the preparation expenses/fees paid for a passport, mandatory biometric visa requirements, visa, green card, photographs for OCONUS travel and physical examinations required to obtain a visa if examinations could not be obtained at a GOV’T medical facility (as of 11/1/01 obtainable only in Yokosuka, Japan)).
	6.  Visa, Green card, and Photograph Fee for OCONUS Travel. These fees are reimbursable ICW official travel.  A ‘Green Card’ is officially known as a U.S. Permanent Resident Card (USCIS Form I-551).  A visa (nonimmigrant or immigrant) is a stamp or impression placed on a page of a valid passport by a foreign consulate/embassy or U.S. GOV’T empowered to grant permission for the applicant to enter and remain in that country for a specific period of time.
	7.  Legal Service Fees.  Expenses for legal services that include lawyer fees/charges (except retainer fees) for obtaining and/or processing applications for a passport, mandatory biometric visa requirements, visa, green card, or changes in status are reimbursable if local laws and/or customs require the use of lawyers in processing such applications.  Reimbursement of legal service fees for acquired dependent(s), adoption, DHS/INS document processing fees, server fees, dependent custodial matters or fees for similar related circumstances are personal expenses to the individual which are not authorized.
	8.  Medical Expenses.  Medical expenses associated with obtaining passports, mandatory biometric visa requirements, a visa and/or a green card, are not reimbursable, except for disease prevention measures (inoculations and other disease preventive medical prophylaxes (e.g., oral anti malarial prophylaxis) as stated in this APP.
	*9.  Passport Fees.  An official traveler ordinarily travels on a no fee passport.  The three types of U.S. passports are: book, card, and e-passport.  A passport book is a regular passport; an e passport is a regular passport book with electronic biometric data; both passports can be used for any international travel.  A passport card is limited to departure/entry to/from the U.S. through land and seaport entry between the U.S. and Mexico, Canada, the Caribbean, and Bermuda, and is not authorized for international air travel.  Passport fees are reimbursable when travel on an official order is to and/or from a high threat area or high risk airport by commercial air and the traveler is authorized to obtain and use a regular fee passport.  Those traveling solely by MILAIR or AMC charter flight are not reimbursed for regular fee passports unless GOV’T transportation became available on short notice (that is, after commercial travel arrangements had been made and a passport purchased) or the travel priority is sufficiently high to require backup travel arrangements (which cannot include city pair reservations).
	*10.  Physical Examination Fees.  These fees are reimbursable when required to obtain a visa and the examination could not be obtained at a GOV’T medical facility (as of 11/1/01 obtainable only in Yokosuka, Japan) (GSBCA 15435-RELO, 9 April 2001).  A dependent’s fee is reimbursable except ICW personal travel.  Example:  The United Kingdom Entry Clearance Fee is a reimbursable fee.
	11.  Order for Visas and Physical Examinations.  An order should be issued to authorize/approve (JFTR/JTR, pars. U2210/C2210 and JTR, APP I2)) travel and transportation at GOV’T expense to:
	a.  A visa issuing office located outside the traveler’s PDS local area if the traveler’s presence at that office is/was mandatory.
	b.  Undergo a physical examination required to obtain a visa if travel is/was required to a location outside the traveler’s PDS local area.
	Phone Calls (Official)
	1.  The AO: 
	*Room Rental.  Reimbursable when authorized/approved by the AO only when used for official business.
	Storage of Property Used on Official Business.  Reimbursable when authorized/approved by the AO.

	Q1  (JFTR-DoD Member)


