
(Choose one)

(Must be able to verify employee’s location)

Must be within 50 miles of safe haven

Street

City State Zip Code

Must be within 50 miles of safe haven

Street

City State Zip Code



PRIVACY ACT STATEMENT: Authority:  49 U.S.C. § 114(e), (g), and (m).  Principal Purpose(s):  To provide contact information and to facilitate disaster preparedness and recovery in the 
event TSA employees must relocate due to emergency evacuations in the area of their permanent duty stations by allowing TSA to pre-approve safe havens to aid TSA officials in locating 
displaced employees.  Routine Use(s):  This information may be shared with the appropriate Federal, State, or local agency responsible for investigating, prosecuting, enforcing, or implementing 
a statute, regulation, or order where a record, either on its face or in conjunction with other information indicates a violation of civil or criminal law or regulation, or for routine uses identified in the 
Department of Homeland Security’s systems of records, DHS/ALL-14, Emergency Personnel Location Records and DHS/ALL-19, Payroll, Personnel, and Time and Attendance Records.  
Disclosure: Disclosure of the requested information is voluntary in that no criminal penalties will result from failing to provide the information.  However, TSA Management Directive (MD) 
1100.61-6 requires that employees provide the information.  Failure to comply with the TSA MD and handbook to provide the required information may result in disciplinary action.  Additionally, 
employees who fail to provide the information will be ineligible to receive certain benefits such as emergency evacuation travel pay.



To enhance mission performance, TSA is committed to promoting a culture founded on its values of 
Integrity, Innovation and Team Spirit. 

Note:  Pursuant to Section 101 of the Aviation and Transportation Security Act (49 U.S.C. 114(n)), this directive and all 
related Handbooks, Attachments, and Appendices, establish Transportation Security Administration (TSA) policy and must 
be applied accordingly. 

Emergency Evacuation Planning 
and Procedures

Emergency Evacuation 
Administrative Procedures

Emergency Evacuation 
Administrative Procedures

Emergency Evacuation
Administrative Procedures.
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Emergency Safe Haven Location 
Designation

Emergency Evacuation Administrative Procedures,

Emergency Evacuation Administrative Procedures,

Emergency Evacuation Administrative Procedures



No
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, Handling 
Sensitive Personally Identifiable Information

Emergency Evacuation Administrative Procedures

Emergency 
Evacuation Administrative Procedures,



No
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Emergency 
Dismissals and Closures, Absence and Leave



No

5 



No
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7. Emergency Evacuation
Administrative Procedures

APPROVAL

Signed



SignedSigned



This Handbook and all related Attachments and/ or Appendices contain stipulations to 
implement the provisions of TSA MD 1100.61-6, Emergency Evacuation 
Administrative Procedures.  Until such time as TSA MD 1100.61-6 is rescinded, the 
Management Directive, Handbook, and any Attachments or Appendices are 
considered TSA policy, and must be applied accordingly. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



when authorized



Emergency Safe Haven Location Designation

Absence and Leave
Emergency Dismissals and Closures



primary

any

if authorized,



Unless prevented from doing so by the situation/circumstances, all evacuating employees 
are required to contact the HRAccess National/Natural Disaster Helpdesk at 1-877-872-
7990, their supervisor, or their organization/office, as directed in accordance with TSA
MD 3300.6, Personnel Accountability, within 24 hours (one day) of evacuation to receive 
updated information and to provide interim contact information.  An example of a 
situation/circumstance that may prevent employees from contacting HRAccess, their 
supervisor, or their organization/office includes, but is not limited to, a lack of telephone 
service. 



approved all evacuated employees must 
report for duty on the fourth (4th) calendar day after departure from the PDS



not an entitlement very infrequently

Temporary Duty 
Travel



Government Travel Cards





Government Travel 
Cards

(Note:  The estimate is the same for 
all employees at the same 
airport/office/geographic location 
for a given disaster.)





HRAccess National/Natural Disaster Helpdesk



et seq

as an exception to the procedures in 



, Emergency Evacuation Administrative 
Procedures Emergency Evacuation 
Administrative Procedures.



Temporary Duty Travel
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o

o



o

o

o

Government Aircraft





Per Diem 
Subsistence Expense Allowances







Receipt
Requirements

Receipt
Requirements





Government Travel Cards

Temporary Duty Travel

Administrative Emergency Evacuation Procedures

Administrative Emergency Evacuation Procedures 
Handbook



Administrative Emergency Evacuation 
Procedures Handbook.

Administrative Emergency Evacuation 
Procedures Handbook.
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EMERGENCY PERMANENT DUTY STATION LODGING  

In accordance with its responsibility to provide financial and travel standards to the TSA 
community, the Financial Management Division (FMD) presents the following section of 
the Financial Management Manual (FMM). The FMM applies to TSA organizational 
elements, components, managers and employees. Unless otherwise noted, any questions 
regarding this FMM section should be directed to TSA_Financial_Policy@tsa.dhs.gov.   

1. INTRODUCTION 

Generally, TSA does not provide lodging for employees at their permanent duty 
station (PDS).  However, in the event of an officially declared emergency, TSA may 
find it necessary to provide lodging for employees at or near their PDS in order to 
provide a safe environment for its employees while maintaining continuity of 
essential services to the public. 

This FMM section provides guidelines regarding the provision of lodging for TSA 
emergency employees at their PDS in the event of an officially declared emergency. 
This policy does not apply to TSA employees who are in temporary duty status.  

2. POLICY 

A. TSA may not provide lodging for employees at their PDS, except in anticipation 
of, during, or in the aftermath of an emergency. For example, payment or 
reimbursement for lodging may be authorized if:  

(1) A natural or man-made disaster prompts an officially-declared emergency, the 
area is being evacuated, and it is essential for specified TSA employees to 
remain at the duty station to protect human life by facilitating the evacuation.  

(2) A natural disaster renders a wide area uninhabitable or the roads impassable 
which results in a substantial portion of the workforce being unavailable to 
work. In this case, it may be necessary to provide local lodging to ensure 
reasonable continuity of critical security operations while protecting the 
workforce from an unreasonable risk to life or limb. 
[Authority: Appendix 1.G] 

B. Expenditures for emergency lodging are permitted only when all of the following 
conditions are met: 

(1) There is an officially declared emergency/disaster or another extreme 
emergency involving danger to human life or limb or destruction of Federal 
property (including the continuity of critical transportation operations), 

(2) The provision of lodging is necessary for the protection of life or limb or 
Federal property (including the continuity of critical transportation 
operations), and 
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(3) There are no other cost-effective means to adequately address these dangers. 
[Authority: Appendix 1.G] 

C. Sufficient justification must be provided when requesting funds for emergency 
PDS lodging. Severe weather, commuting difficulties, employee convenience or a 
desire to be ready to serve the public alone do not justify the use of TSA 
appropriated funds for PDS lodging. [Authority: Appendix 1.A] 

D. Alternative means to lodging at the PDS must be considered, including schedule 
adjustments, use of overtime and availability of cots. [Authority: Appendix 1.A]  

E. Employees must not use the Government Travel Card for emergency lodging. 
[Authority: Appendix 1.A] 

F. Restrictions on lodging at the PDS applies to the following method of payments: 

(1) Travel Card 

(2) Centrally Billed Account 

(3) Debit Card 

(4) Voucher (SF-1164) [Authority: Appendix 1.A] 

3. PROCEDURE 

A. Request to purchase lodging for employees at PDS 

In the event of a declared emergency, the Federal Security Director (FSD), acting 
FSD or the Business Management Office (BMO) Director will perform the 
following steps: 

(1) Request approval from the Office of Security Operations (OSO) Regional 
Director to purchase lodging for emergency employees by providing brief and 
clear written responses to the questions listed in TSA Form 423, Application 
for Local Funding in Emergency Conditions (Appendix 3).  

(2) Submit the request via email or as otherwise required by the OSO Regional 
Director. 

(3) The OSO Regional Director, in coordination with the Office of Chief Counsel 
will review the request to determine if it meets all the conditions in the 
following three (3)-part policy test: 

(a) There is an officially declared emergency/disaster or another extreme 
emergency involving danger to human life or limb or destruction of 
Federal property (including the continuity of critical transportation 
operations), 
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(b) The provision of food or lodging is necessary for the protection of life or 
limb or Federal property (including the continuity of critical transportation 
operations), and 

(c) There are no other cost-effective means to adequately address these 
dangers. 

B. Request Merchant Category Code Override 

Once approval for PDS lodging is received from OCC, the OSO Regional 
Director, the FSD/acting FSD or BMO Director, in coordination with the local 
Purchase Card holder, will submit DHS Form 1501, Purchase Card Transaction 
Worksheet (Appendix 4), to the Office of Acquisition (OA) P-Card Component 
Primary Organization Program Coordinator to request a Merchant Category Code 
override. 

C. Terminate Emergency Lodging Agreement 

(1) Upon determination that the local lodging requirement is no longer required, 
the FSD/acting FSD or BMO Director will: 

(a) Notify the OSO Regional Director, 

(b) Terminate the arrangement with the local lodging facility, and 

(c) Resume normal operations. 

(2) The FSD/acting FSD or BMO Director, in coordination with the OSO 
Regional Director’s office will formulate and submit an After Action Report 
to OSO Regional Director. 

(3) The OA’s Field & Strategic Acquisition Support Branch will provide 
quarterly reports of emergency lodging activity and dollars expended by 
BMOs to the FMD. 

(4) FMD will review quarterly reports provided by OA regarding emergency 
lodging expenditures and submit the report to the Office of the Administrator. 
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APPENDIX 

1. AUTHORITIES 

A. Aviation and Transportation Security Act, Pub. Law No. 107-71. 

B. Robert T. Stafford Disaster Relief and Emergency Assistance Act, Pub. Law 
No. 100-707. 

C. Federal Acquisition Regulation 13.3, Simplified Acquisition Methods. 

D. DRS Management Directive (MD) No. 0760.1, Purchase Card Program. 

E. TSA MD No. 1100.61-6, Emergency Evacuation Planning and Procedures. 

F. TSA MD No. 1100.61-1, Emergency Dismissals and Closures. 

G. OA Policy Letter No. 2012-004, Emergency Lodging.  

For more information on these authorities, please visit the below online repository:  

TSA's Online Repository of Financial and Travel Authorities, Acronyms, Roles, 
Systems, & Terms 

2. DEFINITIONS 

Please visit the below online repository:  

TSA's Online Repository of Financial and Travel Authorities, Acronyms, Roles, 
Systems, & Terms 

If any terms require additional information for the purposes of this document, or are 
not defined elsewhere please see below: 

A. After Action Report – A post emergency report that include details of the 
emergency, how it was resolved and the factors used to determine the need for 
emergency lodging. 

B. Emergency – A sudden, unforeseen event that requires action to correct or to 
protect lives or property. For the purpose of this FMM, an emergency would 
include any officially declared state of emergency. 

C. Emergency Employee – An employee who is not dismissed or excused from duty 
in the event of an emergency because the employee holds a position that 
management has identified as necessary to continue mission-essential TSA 
operations during the emergency. The designation of emergency employees may 
vary according to the nature of the situation. 
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D. Lodging – Any space and/or materials such as cots or sleeping bags procured for 
emergency employees to rest while off duty. 

3. TSA Form 423, APPLICATION FOR LOCAL FUNDING IN EMERGENCY 
CONDITIONS 

4. DHS Form 1501, PURCHASE CARD TRANSACTION WORKSHEET 
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