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1. PIRPOSE, This directive satablishes the Office of Surface Hining
Reclamation and Enforcement {OSHRE) policies for offfeial domeatic travel
and transportation where latitude exists for Bureau admipistTative
deternination under the applicable lawe and regulations. It alsc mers
forth some non—discretionary policles and roles which are particularly
eritical and require the special attention of managera and travelars.

These guidelines supplement those set feorth in the Federal Travel
Regulations (FTR}, the Departmental Manual (D), and other offlcial
gources, Thle directive does not contaln all the rules which Tegulate
Governpent travel. Travelers and adoinistrators of Government travel
=ust Tefer to the other officlal sources to obtalnm all the rulep which
govern officisl travel. For this purpome the Fedearal Travel Regulatioms
apd the eppropriste part of the Departmental Manual are provided as
appendices to this directive, As theee Tules are updated revisicas will
ke sent to all offices maintaining & set of the OSMRE directives.

2. DEFINITICHS

- Dfficisl Duty Station. An employes's off clal stetion iz e place
at which he parforms the major patrt of his ducies and is expected
to spend the greater part of his time. (B-1824327, getober 9, 1973},

- Local and Vieiniety Travel. Expenditures for local tramspertation
of employess at their official duty station do not constitute
trave] expenses and are therefore properly chergeable 85 2n
sdministrative expense, rather than as a travel expense {24 Coop.
Gen B58). '

- Residence, The place from which ao eoployee commubed dafily to
work. {B=176650, February 28, 1973, etal), or the place ideatified
oo the Employee's Withholding Allowance Cartificate {Fore W-4 or
W=4A) or the place identified in bleck 5 £ of the travel voucher
form, when the primary reejdence ie located othar than at the
permanent duty etation location

. POLICY/PROCEDURES.

a. Ganeral. Official travel shall be limited to the minisum
necessary to accomplishment of OSMRE's sission. All officlal travel must
be authorized and approved by am official i vhom authority iz vested by
gtatute or regulation or to whot such autherity has been formally
delegated.



When travel is required, the traveler pust plan the trip carefully sa
that it 18 accomplished lu the most econmomfcal and expediticus manner.

Officials autherizing travel are responeible for decermining that the
travel authorlzed {5 pecessaty te the condust of Goveroment business and

that the expenses authorized do not exceed those which are legal and
necessATY.

The traveler is responsible for the followiap matters incideotal te
official travel:

- Obtaining advance authority for the copplete itinerary fmvolved and
for complying with the regulations governlng Government travel.

- Gbraining and submitting with the travel voucher, the necessary
nileage Tecords, recelpee, and other fteas required to documeat the
expenditure of Goveroment funds for travel,

- Securing transportation in accordaoce with approved classes and
Takas,

- Accurately preparing and proaptly submitting travel veuchers to
SuppoTt the expenditure of Government funds for travel. Vouchers
should be submitted within 5 work days of the completion of
travel. In the cass of employees submitting monthly vouchers, they
aust be submizted within 5 work days aftar the end of the caiendar
wonth in which travel was completed.

- Fromptly returning any funds advanced for travel which are not
required for use in the lmmediate future.

B 'Providing securlty for tickets and Goverament Travel Requests

{CTR's) agalnat loss or thaft, and for promptly reporting all
lasses to the Divisieon of Finanelal Managesent.

Travel will be conducted im strict accordance with the appilicable Federal
laws and regulations, lncluding the Federal Travel Regulatlens,
Depactmentsl Manual and OSMRE Directlves.

b Authorizatlion of Travel.

(1) Redelegation of the Director's Authority. Yhe
Director, Gffice of Surface Hining Reclamation and Enforcepent has
redelegated many of hie travel autherities to various OSHRE officials.
These redelegations are to be found In OSHRE Directive OP¥-5 "Delegations
of Authoricy™. Authorities not specifically redelegated in the OFM-3
ditvective are not to be sxercised by OSMRE officiala.

Some of the suthorities redelepgarsed by OFM-5 nre suohject to redelegation
again by the officlals to whom they are delegated. These local
radelegations must be documented in writiog in office directives or
negorandums.



{2) Preparation of Travel Authorizaticne.

(a) Gensral (Unlimited Open) Travel Aunthorization,
Thizs type of suthorizaticon permits an Individual to travel throughout the
Uniced States, ice cerricoriel posseasioos and the Trust Territery of the
Pacific Iclande as may be necessary during the fizcal year for soy
purpose ezcept conference attendance, tralning, foreign travel,
entitlement travel and relocatiovn travel. This type of authorization im
limited in OSMRE to the Ditector apd the Depuey Directors.

(b} Ares (Limited Open} Travel Authorization. Thia
type of authorization persits an individoal to travel withio a defined
geographic area and for a specific purpose duriog the fiscal year withour
further authorization except for conference attendance, training, forelgn
travel, entitlement travel and relecacion travel. The heads of OSMRE
field organizations may iseue area travel suthorizations as required.
irea travel authorizatioms for Headquarters employees pay be ifssued by
the Axsigtant, Director, Finance and Accounting.

{a] Trip Travel muthorization. This type of
suthorlzatlon permice an Individuel to travel on a single trlp to
specified locations for speclfic purposes. Trip auvthorlzatioons arve
rejuired for all OSMRE employees traveling for the purpose of conference
ittendance, training, permanent change of station, forelgn travel and
antit]lement traval. The authorization must clesrly &tate the origin,
destiznatlon(s) and the pericd of temporary duty.

{d} HRequired Statement of Trip Purpose. The Federal
vravel Regulations regulre that the purpose of officisl travel be stated
in the travel suthorlzation. This will be accomplished in QSMRE by
providing the appropriate two digir code from Appendix 8 t- this
Slrecrive. The selected code should be marked in box 11. wm the travel
wtherization form,

(el Regulrement for Titles of Approving Officials.
Since the scethoricy for approving travel has been delegated to
stganizational positiona, not teo officials by name, 1t 1&g required thar
tha title of signing offlcial be provided whenever hefohe exercises that
authority. A person acting on bahalf of the surhorized official must
vrovide the title of that officisl preceded by “Acting”.

c. Travel advances.

(1) Policy. The purpose of making travel advances iz to
elininate the need for travelers to use thelr own fundse for most costs of
official travel.

Undsr normal conditions travelsrs are expected to obteln thelr ctravel
advances by mesns of Treasury check. Fayoment of advances from the
imprest fund should be limited to emerpency sitvatlions vhere
clrcumstaoces will aot allow for sufficient lead tims to abtain the
advance by Treasury check. Travelers should make aTrasgements to request
tzavel advances by Trassury check at least three weeks in advance of the
bepinnfng of a trip. Where the smount of the advance im small {less than
$150) 1t s appropriate to utilize the imprest fund to avoid the
relatively high cost of Treasury check Issuance.
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{27 1imitations on Travel Advances. Generally, travel
advances will be granted on & trip by trip basis, although continuing
~rollover” advances may be allowed for employees in continual travel
gtatus (e.g., 1o travel status at least 501 of the work tioe over a
period of 3 muccessive peonths}. Coprinulng advances will ke monltocred on
a quarterly basis by DFM and at oo time ghould axceed the average of six
weeks Cravel expense as averaged over a thrae month peried.

Those employees deteroiped to be frequent travelera, #ligible to securTs
the Government charge card fros Diners Club, will be limited to an
advance of $35.00 per day unless a apecial Tate has been authorized.

Subsequent travel advaoces will not be allowed for employees with
delinquent cutatanding travel sdvance balances. {For dafiniticn of
delinquent travel advances mee {4) belew).

sdvances for extended temporary duty travel and for permament change of
statjon (FCS) travel will be limited to the funds needed for no more than
30 days-

€3} Diners Club Governpent Charge Card. The Dimers {lub
Sovernment charge card will be pade available to all OSMAE freqient
travelers. Freguent travelers are those employees antlcipated to make at
least five trips om official busloese durling a fiscal year. This
deterpination will be made by the official whe authorizes the employee's
travyel and will be documentad by an approval signature on the form which
must accompany each application for @ charge card. (See Appendix 1}.

when an employee's status changes te that of an infrequent traveler, no
longer eligible for the Government charge cazd, 1t will be thse
- responsibility of the travel avthorizinmg cfficial to ensurs that the card
is —ancelled or that Diners Club 1s instructed not to rensw the card on
the anniversary date. This can be accomplished by telaphone notification
of the Goveroment Charge Catd Coordinater in the Divisien of Financlal
Hanagemant.

f4) Time Frame for Repayment of Travel Advances.
Ourstanding travel gdvances for temporary duty travel will be considered
delinguent 1f mot repald or offset by a travel vourher within 30 days of
coapletion of the travel for which the advance was made.

{5) Recovery of Delinquent Trave]l Advances. Delinquent
travel advances are subject to recovery under provisions of the Debt
Collection Act. After due notice has been given, with oo response from
the traveler, the delinquent amount may be withheld from the traveler’s
pay along with appropriate charges for interest, penalty and
adainistrarive coste. adoinistrative offset agaipst salazy will be made
at the rate of 15%¥ of the disposable salary until the entire amount of
the adviuce has besn recoversd. (See Appendix 2 for the general
conditions applicable to recoveries under the Debt Collection Act). The
exployee may halt this recovery procesds before it beging or at any time
during the salary offset collection by submictiog check fotr the entire
halance due, submitting a travel voucher to offser the indebtedoess,
proposing an scceptable alterpative means to pake Tepsymeat, or by filing
a tequest for a walver of repayment.




(6) Regquests For Exceptions to Travel asdvance Payment and
Recovery Proceduras, Exceptions to these Limlitaticns and procedures may
be approved on an iodividusl basis by the Deputy Directer, Administration
and Finance. The request for exception should be in the form af a
pexcracdum, or, in the case of an emergeacy, by telephone call followed
up by 8 aesorandum, Requests for Headquarters persosnel should be routed
through the Assigtant Directer, Budget and Adeipiptracion. Those for
Field personncl should be routed through the appropriate Asaistant
Director, Field Operations.

d. Acceptance of Transportation and Travel-Related Expense Pald
by Private Parties. The Deparimental regulations state in Part 20.735-4,
"Employes desponelbilities and Coaduer,” that "Except as apeciflcally
authorized by law, when an employes im on official duty (no leave status)
all travel and accospodacions shall be at Government expense aod hie or
het mceeptance of outside relpbursement for travel expenses of services
in kind from private xpurces, elther in his or her behalf or in behalf of
the Government, !s not allowsd (18 D.5.C. 208), Thia includes instances
where an emplovee iz offfclally directed to particlpate In a conventlom,
seainar, or similar mesting sponsored by & privars source for the mutual
interese of Government and the private source. In such instasces,
expenses shall be cherged to the appropriatse burean cor Departaent
appropriation.” Execeptionz te this policy may only be approved on a case
by case bacie by the Daputy Directer, Adminlstration and Finsnce.

e. Travel Promotionsl Materlals and Compensation for Demied
Boarding. The Comptroller Ceneral has ruled that prowmotlonal materials
including compeosation for denled boarding fe.g., bonus flights,
teéduced-fare coupons, cash, merchandise, gifts, credits toward free ar
reduced costs of services or goods, etc.), received by emplovees in
connection with officlzl travel and based on the purchase of a ticketr ar
ather services {e.g., car rental), are properly consldered to be due the
Government and may not be retained by the smployee {see Comptroller
General Declsions, B-21223%, and 8-210717, Appendix 3)}. When an employee
receives such material, the employee will accept on behalf of the Tnited
States and telinquish 1t to the head of hls office.

Coupons that provide for future free or reduced costs of mervices
{rravel) will be retained by the travelar's office and be applied to the
maxioum extent possible agalost future officiszl travel.

Loupons that carry a8 cash surrender value shall be redecoed Immediately
by the traveler. The cazh recsived from redeswed coupons or othar cash
coapensation (1.e., denled boardiog or cancellation of reservations by
carriers, stc.), shall be surrendersed to an OSMREE Collection Officer and
sent to the Division of Financial Management for deposit {n accordance
with Department of Treasutry tequirTemente. All depomits will be credited
to Migcellaneous Recelpt Account Wo. 1699, "Miecellansgus Dividends and
Earnings, Net Otherwiss Claasified™.

Alrlipes are required tec ask for voluntesrs to glve up their reserved
Seate hefore the airling dénles bearding to any passenger with a
reservation. They are free to decermine the ampunt to ke pald to
voluntesrs, Government employees voluntarily vecating a reserved eeat

may retain the payment received from the alrline under the following
conditionsg:
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- Employees should not veoluntarily give up their seats if it
will interfere with the performance of official dutles.

- If an employee voluntarily gives up his/her seat and, 8% a
result, lncurs additlionsl travel expense beyond those which
would have noroally occurted, these additipnal expenses aust
be offset against the payument received by the employee.

- If the employee's travel is delayed during officlal duty
hours, the employee would be charged annual leave for the
additional hours. )

Airlina payments ta volunteers are distinguishable from denied boarding
conpensation, wherein penalty payeents are due the Government.

£. Authorization of Actukl Expennes in Uncsual Circumatances
'mere Per Diem Allowance 1s Insulflclent. The Federal Jravel Regulations
{FIR) provide for authorization of travel on sctual reimbursement basle

where it has been establiighed that the applicable maximum per diea rate
iz inadequate due te gpacial or unuswal clrcumatances.

The followlng procedures for reguesting tates higher than those
zstablished in the FIR address two different clrcumstances which are
ancountered by travelers:

f1) Siruation where the cost of all acceprable lodging in
the area srxcesads the FTR allowance.

The proposing office will cenduect a survey of acceptable lodging
estahiishments 1o the travel location (ser localities listed in Appendlx
1-4 of FTR) to datermine the aversge ledging cost.

1f the average actual lodging cost exceeds by 10X the maxipem lodging
reimbursement rate for the area, the proposing office mpay request
authorization of travel on an actual Telmbursement basis with the zaxizrom
rate not to exceed 1507 of the per diem rate established in the FIR for
the area. The reguired special rate is to be determined by adding the
average lodglug cost determined by survey to the meal and incidental
expense (MAIE) rate established by the FTR. The example below
fempnatrates determination of a specifal rate proposald

Location: Clipton, Oklshema, FTR rate = $57.00 per day
Hotel Survey:

Motel A: § 37.00/day

Motel Bt $ 35.00 day

Hotel Ci $ 40.00/day

Tatal: 112.

Average! $ 37.33

FIR Rars: % 32.00

average/FTR: 117X

Proposed subsistence imbursedent Tate!

Actual avarage lodging: $37.33

FTR MAIE rate: $25,00

s Toral: E 13X )
&
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Approved special rates will not be establisbed for ao ludefinite pericd.
They will be approved for the anticipeted pericd of requirement, e.g.,
touriet season, special event, etc. In no cese will they be approved for
more than one year. If the need st1ll exiets beyood the initlal year

petiod ancther survey will be conducted and a new proposal will be
submitted for approval.

The approviog suthority will be the Depsty Director, Administration and
Ficance. Propoasls will be submitted in the format of the attached
sanple Tequast (Appesdix &), Requeats for Headquarters personzel should
be routed rhrough the Assistaat Director, Budget and Administratism.

Those for fizld personnel should be routed through the appropriate
Agglatagt Pirector, Field Operatioas.

Once the temporary high rate has been approved the rate will be

applicable to actual reimbursement travel authorisaticos 1gaued under
local approval authority.

(2} Situstion where lodpging apdfor mezls can be obtained in
the travel area within the FIR allowances but clrcunetances necessitate

obtaining lodgipg and/or meals at & higher cost.

The FIS allows for the establishment of higher per diem allowances in the
following clrcumstances:

- Where arrangements have been made by others than the eaployee for &
meetisg or confereace whereby attendants are required to lodge

andfor teke thelr pesls at a specifie facility and the price
exceeds the FTR allowance.

- Subsistence costm at the travel locatiom have escalated for shert
periods of time due to speclsl functioms or events.

The conduet of ¢fficial business requires an expenditure for meals
andfor lodging which exceeds the FIR allowance.

The traveler will request suthorizaticn of a higher azllowance before
traveling, if possible. Where it is not possible to secure approval on
the travel authorizatioa the higher rate can be approved on the travel
voucher. The reguest for the higher rate muet set forth circumatances
which make the special rate necessary in aufficlent detall for the
authorizing officisl to make a determinaticn.

The higher rate approved, documented in the travel authorizatlom or oo
the travel voucher, sust be expressed as a separste Tate for lodging and
for meals. The eeparate rates for each category, lodging and seals, will
not excead 150X of the rates estsblished im the FIR. TFor example,
special rates for Washingtom, D.C., vhere the PIR rates are 479 for

lodging and £33 for meals, will pot exceed $118,50 for lodging and $49.50
for meals.

The approving suthority for thie category of epeclal rates will be the
ssslgtant Director for the traveler's orgamization., The approval will
consist of either sigoing the travel authorization which mgtablishes the
higher rate in advance of travel or signlog the travel voucher which
post—approves the higher rate. :
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{3) Trave) Vouchers for Special Rates

When a special rate for M & T E has been approved in excass
of that met in the FTR, the travel voucher will be prepared on an actual
refzburpement basis, i.e., individvel meals will be separately claimed at
actual cost. Itemization is not reguired when the special rate affects
only the lodging rate.

E- $ubsigtence Payments For Extended Traiaing Assignmecte. When
an employee 13 assigned to training at & texporary duty station w ich
will extend beyond 30 cealendar deys, the subsistence rate, applicable

frowm the beginning of the aeslgubent, will be established in accordance
with one of the criteriz below:

- Subsiatence (meals, lodglng and iocidental expenaes} allowance set

at 55 percent of the applicable per dienm rate established iz the FPederal
Trave] Regulatiooe.

- Actusl Bubsisatence expenses. Any payment of actual expenses
exceeding 55 percent of the FIR per diem rate mpust be pupported by
documeatation of the circumstances (e.g., vasvailability of acceptable
lower cost lodging) and pust be approved by the Departwment of the
Interfor 0ffice of Fipancial Mapagement. Payment of actpal subsistence
expenses may aot exceed the applicable full per diem rate ppecified by
the FTR'!

The subsistence payment method selected from the above options must be
documented in the travel authorizatiom. These procedures are in
conformance with the requiremsnts of the Dffice of Personnel Management
Regulationa, 5 CFR 410.603 and Departmental Manval 370 DM 410, 6.2,

h. Special Per Diem Provisiun for Extended Tewporary Duty Other
Than Training. When 2n employee 1s assigned to a temporary duty locatlon
for a period of time in excess of 60 days, comeideration should be given
to establishing a reduced rate for meals and incidental expenses (M&IE).
The reduced rate would be 1o conslderation of the employee’s securing
lodging with housekeeping facilitlies where meals could be prepared at s
lower price than fs obtainable from restaurants. Tha lewer rate should
b¢ negotiated by the officlal authorizing the travel and should be
effective the date that occupancy of lodging with housekeeping facilitles
commenced, The reduced rate should be exprecsed as a flar MEIE rate and
cited in the travel sutherizatiom.

i. Weekend Return to Permenent Duty Station While on Long Term
Temporgry Duty. Employees are occamionally assiguned to tezporary duty
which requires them to be in travel atatus for extended periods. When
the coat of per diem at the tewporary duty station during the non-duty
(week-end) periods will exceed the cost of transportation to ard from the
employee's permanent duty station, the employee may be authorirzed to
return to hia or her permanent duty station at Government expense.

Additionally, even when-the cont of traneportation to and from the
parpanent duty station will execeed the coat of per diem at the temporary
duty location, 1t is the policy of OSMRE to authotize return at
Government expense to the permznent duty Atation for one weekend trip for
each two full work weeks (20 hours) of duty at the temporary duty
location.
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4 travaeler alse has the Qption of returning to his peraanent duty scation
on weekends, when the cogt of trangportaticn exceeds the cost of weckend
per diem, if he f{s willing to pay the Government for the difference
between the total cost and the deferred per diem cost, Only those per
diem costs which are sctually deferred may be used to offset
transportation costs. If lodging hes been obLained op other than daily
bagis and the charge will continge over the veekend, the cost of ledg ing
cannot be used to offget crangportation costs.

3. Lodging Avay from the Temporary Duty Station Locaticn.
Employees in travel otatus who are required to atay ovetoight are expected
to obtain lodging «t the teaporary duty station designated in eheir travel
authorization. However, if an eaployee obtaine lodging eway from the
tenporary duty atatfoo becauss of pereoual prefarence, the allowahls per
diexn rate for lodging shall be limired to that preseribed for the
tezporary duty location.

Travelers having an itinerary requiring muleiple temporary duty locations,
who are unable to reach their next temporary duty station during the
business dey, and who decide to gtop for lodging at an intermediazre polnt,
shall be reimbyrged at the per diem rate for the stopover point.

k. Government Purchase of Lodging andfor Meals. Unless it can be
shown that a significant cost saving can be realized by procuring lodging
andfor meals with & Governgent purchase arder, hotel and motel
accommadat{ions @ill be gbrained by each Government traveler Individually,
vith reimbursement of costs through submission of a travel voucher. In
those instances when a purchase order ig used to obrtain lodging and/or
mexls, the voucher audit copy of the putchase order which 1s forwarded to
the Division of Fimanecial HMansgement must be accompanied by the namez of
the OSMRE eaployees, aod/or persoms om invitational travel, to be provided
lodging and/or weals. The purchase order {temization must be spacifie
encugh to preclude the proviszion of unauthorized setvices by the vendor.
The vendor must be {nstructed to prepare an invoice in such a manner that
It can be determined exactly what was charged for lodging, meals and
miscellansous expenses., (Miscellaneous expense shall inslude such
services as meeting tooms, audiovisual equipment, etc.)

The vendor”s fnvolce must be supported by a list of the individuals
provided lodging and meals under the purchase order, a description of how
@eals were provided within the M & I E rate or a copy¥ of itemized meal
charges demonstrating they are within the M & I E rate, and an official
statement of the room rate,

The purchase ordar will be audited under the same fules which regulate the
travel of Government employees which is refpburged tarough travel
vouchers. The maxfmum awount which can be relmbursed to the traveler
aud/or paid to the vender cannot exceed the per diem rate suthorized for
the location of the hotel and motel. The responsible program office will
tetaln the vendor eupport docuvments for audic putposes,



All persons provided with meala and/for lodgipg uader a Government

- purchase otder must be traveling on official business authorized by a

written travel suthorization. If no other travel expenses for the
particular trip will be claimed by employees through submiesion of a
travel wvoucher, s single iravel authorizaticn can be prepared for all the
participants which will be supported by a list of all individuals covered
by that authorization. The travel of each participant whao will gubwit a
travel voucher must be asvthorized on & separate travel authorfization.

Where individuval meals are provided at nominal or n¢ cost, either
directly or indirectly by a Federal ageucy, per diem will be Teduced.
However, in no instapmce phould the amouat paid to the smployee be reduced
to the point where the empioyee would receive less then the daily
incidental expemse allowsuce of $2,00, The M & I E allowance will not

be reduced for medls provided on common carriers or for compligentary
meals made svalleble by the provider of lodging accommodationa. The FIR

provides the following breakdown for tha M & I E allowauce porticn of the
per diem rate:

M & IE Rate 425 $33
Breakfast $5 t 7
Lunch ] 7
Dinner 13 17
Incidentals 2 2

For each meal provided at Covernmental expense, but without charge to the
traveler, the M & I E rate will be decreased by the appropriate amcunt
shown in thie table.

1. Travel by Air Accowmodations Exceedlng Tourist Class. The
use of air acrommodaticos exceeding tourist class £e prohlibited except
under the limited conditions and procedures covered in this section.

An authorization for use of zir accommodations exceeding tourlst class
shall be obtazined ino advance of the travel unless extenvatlng
circupstances or emergency eituations make advance authorizatios
impessibla. In casem where authorization cannot be requested in advance
the employee muat forward & written requeat for spproval at the earliest
possible time after the completion of travel and include coples of the
travel authorization and travel wvoucher.

Reguests for the use of air accompodations exceeding tourist class shall
be prepared in the form of a memorandun from the employee through the
Director, OSMRE and the Assiatant Secretary, Lands and Mipetale
Mgnagement to the Secretary of the Interior (See Appendix 5), Request
memoTandums will be gubmitted in triplicate to the Deputy Director,
Aduinistration and Finance, and ahall contain the folloewlnp informationt

- Name, grade, and title of the traveler.
- Travel itinerary: dates, times, terminal polots.

= Cost analysis: 1ncurred cost versus next lower ctlass cost.
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Explanation of the circumstences which wgke use of air accommodations
exceeding tourist ciass necessary. The only acceptable Teasons are:

- Space ia not available in tourist claes accommodations oo any
scheduled flights at the time ceceasary to accooplish the purpose
of the travel, which ie 80 urgent that it canmnot be postponed.

- Alr gocomodations excesding tourist class are pecessary becauae
the employee is po handicappad or atherwiss phyaically ippaired
that tourist class accommodations cannot be used. Such condition

xuat be subatantiated by a statement from a coapetent medical
authority.

- Atr accommodations exceeding tourist class have baen determined by
the Secretary of the Interlor to be espential to the puccesgful
perfornance of an agency alssion. :

- Tourist class accommodatiome on foreign carriers do mot provide
adequate manitation or health standards.

- The use of mir acccamodations exceeding touriet class would result

in an overall cost saviangs tc the Government bagsed on economic
congiderations.

NOTE: The situation where the airlioe, due to overbooking, seats the
Government traveler in the firet class mection, but charges the fare for
tourist class, does net require the approval of the Secretary.

m. Prohibiticn on Use of Persopal Funds to Purchase
Traasportation Coating $100 or More. The Department requires that eommon
Carrier tickets costing 3100 or pore be purchased through use ol 2

Goveroment Transportation Requeat (GTR). The only excepticn t¢ this
requirement is that charge cards igsved to Federal esmployees under the
Goverpment contract with Dimera Club, In¢., may be used to purchase
passenger transportation services. No other e¢redit or charge cards may
be used to purchase transportation services in coamection with official
travel. Employees should not use peracnal or travel advance funds to
purchagse ticketa of $100 or more except in emergency clrcuastances.
Emergency circumstances are limited to those situatione where ano enployee
must travel and ceonot purchaae a ticket with & GTR. Traosportation for
a gpouge's house bunting trip and a apouse and family relocation trip
muet be purchased with a CTR or with a charge card issved under the
Government contract with Dimers Club, Inc.

In instavces where persanal fuods exceeding $100 are used to purchase
tranaportatlon, reimbursement of the cost of tranaportation purchased
requires approval by the Deputy Directer, Aduoipistration and Floance.

Failure to obtain the reguired written approval makes the eaployee liable
for all coats exceeding $100.

Request for approval should be in the form of a memorandum from the
employes to the Deputy Director, Adoinietraticu and Fipanoce. {See
Appendix 6). Request ssmorandums, including a copy of the travel
authorization, shall contaln the following inforpation:

- Name and position or title of the employes,
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- Explagation of the emergency circﬁnstances Juatifylcg the use of
cagh inetead of a U5, Government Trameportation Reguest (SF 1169],

or Government charge card, to purrhase transportation costing $100
aT mOTE.

- Name and addresa of the person to whow the request for spproval is
to be returned after action by the Deputy Director, Administration
and Fioance,

When a ticket 1s purchased by means other than a GTR or Governmeat charge
card, the traveler shall assign to the Governmwent the right to recover
apy excesd payments lovolving carrisrs' use of improper rates. The

assigoment is pre-priaoted on the travel voucher fore and shall be
initialed by the traveler,

L. Travel for FPre-Appointwent Interviaws. Limited suthority
exista for the payment by the Goveroment of travel coete for certain
employment candidates for the purpose of iob interviews to ascertain
qualificetions. {See Federal Personnel Manual, Chapter 571).

The categeries of employees eligible for these travel expenses are:
- Coppetitive service positione at GS=~14 and above.

- Unigue positioms at GE-12 and below chavacterized by &n vnusuzl

combination of duties, respomsibilities and qualification
Tequirements.

- Cartain Senlor Executive Service positicos.

- Positicoe for which the Office of Perscnnel Manzgement has
determined there 18 a manpoawer shortage.

- Posltions covered by divect hire authority issued or approved by
OFM for shortage occupations.

The exerclee of this authority Ls subject to prior approval by the Dffice
of Personnel Management. All proposals to pay travel costs for
pre—-4ppoictoent interviews must be submltted to the Asslstant Director,
Bodget and Adoinistration, who, iz comsultation with the DSMRE Peraoconel
Qfficer, will seek the required authorization from DFM.

O Travel of Experts, Consultants and Private Parties Sarving
Without Compensation. The travel coste of private parties traveling on
Goverament business may be pald by the Govermment. All such travel is
subject to Federa} Travel Regulation conditions snd ratea. The Deputy
Director, ddeinfatration and Pioanee, will determine when it ias
-appropriate for the Goverpment to bear the expenae of this travel. 4ll
authorizatiome of thie type of travel are subject to that cfficisl'sa
appraval.

Private parties who are compensated for thair services by mesne of a
purchage arder or contract normally include the cost of any incidental

travel as part of thelr price gquotatico and asecure reimbursement through
submission of an invoice for the service rendered.
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o. Eelabursepent of Wituesses in Legal Proceedings for Travel
asd Per Diew Expensés. The muthority For the pipReat of rravel croeses
of a witness, other thaz a Goverament eaployee tentifying in hie officigl
capacity, attending in any court of the U.5,, or before a 1.5,
maglstrate, or hefore any person authorized to take his deposition

puravaat to any rule or order of a court of the U.5.,, i# contaiped i{n 28
U.5.C 182]1. The expacees authorized for reimbursement are:

- Attendance fee of $30.00 per day for each day in attendance
and for esch day of travel to and from the place of
attendance.

Actual traosportation cost by common carrier not to exceed
the most econonmical rate. The common carrier ticket should
be purchased by the Government with a CTR.

- Privately owned vebicle mileamge at the appropriate rate
published it the current Federal Travel Regulations.

- Toll charges for toll roads, bridges, tunnels and ferries.

- Taxicab fares and parking fees (upon presentation of & valid
parking receipt).

- Subsistence allowanca not to excesd the mazimum allowance Fort
the geographical leocation which {a prescribed by the Federal

Travel Regilations. Lodging receipts wust be submitted with
the witnesgs's claim.

The witness should be advised of bis entitlement to reipbursement of
costs associated with his attendance at court and eseisted in preparing
his ¢laim. The claiw need not be in any particvlar format but should
clearly identify the cost {tems, be gigned by the claimant and provide
the malling address for the reimbursement chack. Parking and lodging

Tacelpts must accompany the claim when these costs are requested for
reimbursement,

The witness's claim ghould be delivered to the administrative office of
OSMRE which 18 knowledgeable of the circumetances of the court
appearance. That cffice should forward the claim for payrent to the
Division of Ficancial Mznagement with a coapleted “Public Voucher for
Fees and Hileage of Witvesses” (SF 1156) (Appendix 9) eigned by the OSHRE
official who has authority for approving expenditure of funds from the
account idencified to fund the reimbureement.

Qs Commuting to & Temporary Duty Location from Residence. The
Federal Travel Regulations (PTIR) state that: ~It ig the reaponsibility
of each department sand agemey to suthorirze only such per diew allavancen

ae are Justified by the circumstances affecting the travel.™
- {PTR 1-7.3.a.)

The Comptroller General’s decisions have long held that per diem ig not a
statutory right and that it fe withic the discretion of the agancy to pay
per diexm oply to the extent it is Decefssry to cover the imerspged
expenaes ariging from the performance of official duty (55 Comp. Gen.
1323 (1976); 31 Comp. Gen. 264 (1952); B-211244, September 27, 1983).
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Accordingly, vwhen an employee 15 commuting daily from hiafher Tesidence

to a temporary duty locatico, erdinary expenses normally fncurred at the

residence locatiou, e.g., meala, will not be reiabursed. In order to be
reisbursed for erpenses incurred while at the resldence location,

employees must show that they are reguired because of the temporaery duty
assigonment and that they are real expensea ahove aud beyond those

normally incurred by an employee living and working at a permanent doty .
station.

For the purpose of {mplementing theae guldelines, the employere's
reaidence will be sesumed to be the home addreas identified by hinm/her on
the Fmployee's Withholding Allowance Certificate {Form W-4J. Thise
ragidence ijdentification 15 that which must. be provided by the traveler
in Block 1f. of the Travel Voucher (SP-1012).

In summary, the cost of lodging, maals end fncidental expenses will not
be reimbursed when incurred at either the permaneat duty statlon or
residence locatioms.

r. Time and Diptance Liwitations on Per Diew Paymeats. When &n
employer on & regulaTr tour o uty is in a travel &tatus Less than 24
hours but more than 10 hours and ledging i1s mot required, the emplovee
nay recelve & per diem allowapce. This applies regardless of the time
travel begiue or ends. A per diex allowance ma not be paid if the
temporary duty station ip 30 miles or less from the official permanent
duty station or from the employee's residence from which he computes
dally to his permaneat duty statlom. The traveler muet incul &Xpenses
over and above those hefghe would have imcurred at the official duty
statlon snd these additional expenses must be specified on the voucher. i
The approving official, by signing the travel voucher, indicates hia/fher
concurrence that the traveler did incur additricnal expenses. This
concurrence ig sufficient for voucher sudit purposes.

E- Charter Transportation Servlces. Charter transportation
services obtained from anm air or ous commerclal carTier chall be procured
by means of a Government Tremeportation Request {(GTR) and be billed on =
Public Voucher for Transportation of Paspengers {§F~1171). If the
charter service refuses to accept a GTR, e .purchase order may be used.
The terma of the chartar must be reduced to writiag and elgned by the
Government represeatative and the carrier representetive. When possible,
the terms should be shown onm the reverse side of the GIR.

Charter air services eontracted for by OSMRE will only be for atreraft
certified by the Department of the Interior's 0ffice of Aireraft Services
(DAS). Contract alrcraft must be flown only by pilots certified as
qualified by OAS. For further information on these requirements consult
the Department Manual, Parts 350 through 353, Aviatiocn Management.

Two general categories are recognlized for the use of alreraft chartared

from a commercial source, or apothar Government Sgency, for eofficial
business:
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(1) Employee Officlal Travel. The cost of the charter ia
attrituted to official travel wheno the purpose of the flight 1s to
trapgport people from polnt to podnot and the sircraft does not depart
from and return to the same pofnt on the same day. All use of charter
aircraft, whether obtained from a compercial or Government scurce, for

official travel is subjisct to the prior approval of the Deputy Director,
Adminiatration and Finance. Such EiE_Ef-gﬁi_Eﬁifter sircraft will only

be allowed when one or more of the followlng criteria apply:

- Charter service is the only air service available to the
destination point and its use results in & cost eaving to the
Government when compared to ground travel.

- Scheduled mirline service i available but mo poorly timed fn

relation to travel requirements that a net cost seviog would result
from the use of charter aircraft.

- Emergency travel requiremente to meet 8 degdline or commitment
which could not be met by using a echeduled carrier.

- Use of charter aircraft is essential to the acconplishment of the
travel's oblective, An exapple is the nead to make overflighte of
winlng areas for programmatic purposes while in travel status.

{2} Other Than Employee Official Travel. Charter aircraft
uyse for normal official business, e.g. inepection overflighta, taking
place within & single work dey, is not considered official travel and
hence do&s not require special approval. Use of charter aircraft for
cther than emplovee cfficial travel does not require prior spproval of
the Deputy Director, Administration amd Floance.

t. Use of Government Vehicles. Government vehlcles include
those owned by OSMRE, obtained from a GSA motor pool or leased by the
Coverament from a commercial eource.

The only purpose for which a Government vehicle may be vsed is the
acconplichment of official busipess, While an employee i5 in authorized
travel status, officig] btweiness may include trangportation from the

vorkeite to ledging and to obtain meals and other gssentials such as
laugdry gervicea,

GCovernment wvehicles may only be parked at an emplovee's residence when a
cost savings to the Covernmént can be demonstrated snd such use is
specifically authorized in writing by the official authorizing the
employee’s travel. The most common circumstapce for overnight parkiuvg at
au epployee’s resldence is where the employee will be traveling in
official capacity to a work site which ia closer to the enployee's

residence than to hia/her office and it {a not necessary for the employee
to first report to the office,

Specifically prohibited is the use of a Goveroment wvehicle simply to
provide traosportation batwees the employee's dowmicile and permanent duty
station unleea auch use im empential to the protection of 11fe and
property or is approved in advance by the Department of the Intericr
Aspistant Secretary — Poliey, Budget and Admindstration.

15



The mipious mandatery penmalty for using or authorizing the use of a
Governpent vehicle for other than official purpoess ia suspension from
duty without compensation for thirty days. Wors specific information
coocerning the use of Government vehiclea can be found in the
Departmental Mapual 205 DM 9,1, Federal Property Management Regulations

41 CFR 101-38.3, and Departwent of the Interlor Regulations 43

u. Ose of Rented Vehicles. OSMRE employees on ghort term
tenporary duty {IDY}, assignments are no longer required ta use the
General Services Administration {GSA) Interagency Motor Pool System
(IMPS) as the primary source for motor vehiclea. frngtead, the first
gources for short term TDY rravelers are the comperclal sources listed In
the Federal Travel Directory.

While not required to uee the IMFS ae the primary aource, OSMRE TDY
travelsrs may contioue to do ac vhen vehicles are available, The IMF3
will maintazin curreat TDY aservice in those areas where there are no
commerclal contractors, The IMPS will contioue to be the source of
supply for long term (wore thau 20 daye) TDY vehicle needa.

The cost of vehicles Tented from commercial sources while in travel
statue will mot be charged directly to OSMRE. The traveler pust pay for
the rental and obtain reiebursemeat of the cost later through & travel
voucher. Travel advances may include the estimated cost of rental
vehicle wher auch uee is authorized. The rantal rece{pt ouet aceampany
the travel voucher whep submitted. The uae of rental vehiclae must be
specifically iocluded in the travel authorization.

Commercisl rental agencies uauslly require that the Government traveler
show his/her authorizatlen before allowing the GS& contract Tate oT
foregolng the tax charges, GSA motor pools tequire that the Govarnment
traveler furnish GSA Billed Office Address Code {BOAC) credlt card or be
able to furnieh the BOAC number. The ROAC number should he avallable
from the administrative services organization for each office.

The cost of collision damage walver, ¢ollision damage or personal
accident insurance iz not reimbursable for travel withino the Unlted

States, imcluding Alasks, Rawall, Puerte Fico or U.5. territories and
poeEessions.

Employees may be reimbursed for the cost of damage to rented vehicles up
to the deductible amount contalned in the reatal contract If the dapege
osccurs while the vehicle is batng uaed for offieisl businesa. Such costs
may be clained on the eannyee's travel voucher, with proof of payment
acd written explamation of the circumstances which cauvsed the damage.
Claime may slternatively be made on Form SF-11#%4 (Clalm For Reisbursement

For Expenditures On Official Bueinems) when the cost ia incurred in &
local traneportation eitustion where a travel voucher would not be filed.

When & rental company is willing to £ile ita claim directly with OSHRE,
ingtead of charging the employee, thia is done by means of a tort ¢laim.

15

L.



o

¥, Use of Privately Qwned Vehicles. The use of privately owned
vehicles (POV) may be authorized for official purposes when it has been
deternined that common carrier transportation or Government~furnighed
conveyances are unavallable or thelr use interferes with the performance
of cfficial budinees, This determinstion im to be made by the official
avthorizing the travel and reflected as a specific approval of privately
owned vehicle use in the travel authorization. Curreat reimbursement
rates for the uee of POV are mavailable 1o the Federsl Travel Regulations.

W. Eaployee Piloting of Privstely Owned Alreraft on 0fficial
Businean, An Incidental Pilot im any Governwent eaployee who acts as
pllot—in-command of an alrcraft while on official Covermment businsps and
whose position description does not include epecific pilet's duties.

This c{rcumstance arimes when an employee with a pilot's license propoaes
to fly his/her own plane or oce leased or remted by the Governmeut to
accoplish cfficial business, transportation of self and others,
surveillance flighte, transportaticn of equipment and materiala, ete.

Any Incidental Pilor performing dutiesa as pilot-in-command on any
Department mission must meet the pinimum flyipg time and rating
gualificatigns established by the DOI 0ffice of Afrorafr Services {DAS).
Incidental Pilote must obtain a DOI Pilot Qualification Card prior to
piloting any flights on efficial business., The card will be reguested by
weans of a memerandum, setting forth the requesater's qualifications,
forwarded to the Director, 0fflce of Alrcraft Services through the
Director, Office of Surface Mining. All holders of DOI Pilot
ualification Cards will be flight checked annually by a designated DAS
check pllot or FAA-GADO exanmiper, or seml-annually in the case of
Instrument rating., 4n incidental pilot must have a "Letter of
duthorizarion™ frow the Director, DSHMRE, which must be renewed annually.

More detailed inforsation on thepe reguirements fan be found 1n the
Departments]l Manual 350 DM 4, “Policy on Incidental/Dual Function Fllots".

x. Use of Travel Ageneies. The use of travel agencies for
obtaining domestic papsenger transportation merviees for official
Government travel ia generally prohibited., The only exception 1e the use
¢f travel ageuncles which have contracted with GSA to provide domestic
travel pervices for Government ageocies at certain locations.

Travel agencles other than thoge voder G5A contract may be utilized only
when the travel isg

- Within foreign countries {except Canada or Mexico)
- Batween foreign countries.

- Prom forelgn countriea to the Duited Statee and its posassaions
vpder certaio conditions,

¥. Reivbureement for Tramsportaticn at the Permanent Duty
Station, The cost of transportation at the permanent duty station
location furnlahed by privately owned vehicle, rental vehicle, taxil or
public transportstion may be reimbursed, wheo such transportation ie
guthorired by the mupervisor, subject o the guldelipnes aset forth below:
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(1) POV Mileage. Round trip mileage between the residence
apd the commou carrier termipal will be allowed igo connectinn with
official travel, at the rate satablished {n the PIR. When che POV 1ig aot
parked at the common carrier terminal, Tousd trip mileage sill be allowed
for the trip from the residence to termipal agd for the trip from
terminal back to residence. Thisa mileage will be ipcluded for
reizbursement on the travel voucher gubaitted for the asaoclsted official
travel away from the permsment duty station.

Round trip mileage between the Tesldence and the perzanent duty statlion
will be allowed on the day of travel for employees &riving s POY to the
perasnent duty mtation to pick up & Goverament vehicle with which travel
is accomplished away from the permanent duty atatiocn.

POV mileage will be paild for travel to a tewporary duty station at the
permanent duty statlon location, when use of POV for this purpose inm
guthorized by the auperviecr. G&ince 1t ip the employee's respouaibllity
to furnish and bear the expense of tranaportation between his of har
residence and the permanent duty ststion, the mileage allowance will be
ligited to one of the optioms below:

- When the employee ia required to report to hia/her pertwanent duty
statfon, prior to traveliog to the Lemporary duty station, mileage

w11l be pald frow the permanent duty station to the temporary duty
stetion.

- When the employee is suthorized to travel directly from his/her
residence to the temporary duty statiem, nileage will be pald for
the distance between residence and temporary duty station which
céxceeds the distance beiween regidence and permacent duty gtation.
Whepn the distance between residence and temporary duty station i8
legs than or equal to the distance between residence and permanent
duty etation, no wileage will be paid.

¢ince this transportation does not entall travel away from the permapeat
duty station locatlen, relmbureement for these costs will be obtained by
sutmirtal of a "Claim for Relmburgement for Expenditures on O0fficial
Business" {(SF-11l64).

{2) Parking., FParkinog feess will be allowed for a POV at the
permanent duty statien location jn the following circuasstances!

- At a temporary duty statlon when use of POV has been authorized by
the aupervisoT4d.

- When the emplayee leaves his POV at the permanent duty station
location, pleks up a Gevermment owvned vehicie and enters on
officis] travel away from the permanent duty atation.

- When the employee leaves his POV at a comaon carrler terninsl and
enters on official travel away from the psrmanent duty atatlion.

Travelers will slsc be reimbursed for parking fees for Government owned
vehicles and rental cars used on cfficial busineas.

18



(3} POV Cost Reloburgement Limitation. Iz authorizing use
of a POV for tranaportation at the permanent duty atation, aad io
deternining the amount to be reimbursed, the coat of alternative
transpertation methods; buw, taxi, Government ocwned vehisle; should be
ronsidered. The determining factor ahould e achleving the mlnloum cost
to the Governmant., When determining the amount of theae costs to be
reiombureed they should be limited to the loweat cost of the feamible
alterpatives. For example, an employss may choose to drive his/her POV
to the airpert and leave it in a parking facility until return from
official travel. If the cast of this arrangement excesds the coat of
taxia between residence and the terminal then reimbureszent should be
lipited to what 1t would bave been if he/she had utilized this more
economical method., Circuvstances other than employee preference may have
dictated the use of the higher priced alternative and if this 1s the case
it should be mo ncted oo the travel voucher to avoid a reduction.

g, Digcount Fares and Contract Airlipes, Two sources of reduced
air fares are available to Goveroment travelerst

(1} Diecount Fares. HReduced rates are azvailable for
certain travelers, time=, dstes, routes, and airline companies.
Discounts may be in the form of reduced ticket cost, cagh rebates,
coupons redeenable agalnst future travel or other schemes for refunding
value to the traveler. The Government traveler ie respooeible for
cbtaining fares at winimum cost considericg all such rebates and for
obtaining these coupons, gifts, and cash bonuvsee, when offered, and for
survendering them to the designated adeministrative official who will
ensure thet the benefit is realized by the Sovernment.

Eﬁ;.uyeea purchasing dimcount ticketa, where there is a conslderable
potential saving to the Goverament, will mot be liable for the cost of &
nonrefundabla fare if the travel had been authorized and If the trip

cancellation resulted from circumatances beyond the control of the
travelar,

{2) Contract Airlines., The GCeneral Servicas Administraticn
has contracted with verfious airlinee to provide discount air
transportation for Covernment employees when they are traveling batween
specified city paira. OSMRE employees are required to seek out and
utilize theae contract airline amervices unleas one or wore of the below
listed conditions exist.

- Space on any echeduled flight of the contract carrier e
unavailable in sufficfent time to accomplish the purpose of the travel,

- On the bagis of a total cost comparimon for the trip the use of
another airlioe is less costly to the Government. Total costs ghould
intlude items such as coat of travel from reeidence to airport, flight
time (value of lost productive time), totsl per diem for the trip,
aitline fare, cost of travel from alrpotrt to hotel, etc.

- The scheduled flight of the contract carrier ia mot compatible with
DOI's policiew apnd practices regarding travel during scheduled work

houre. (See Departmental Manual 370 DM €10 for DOI poliey regardicpg
travel cutside of the hours of 7:00 a.m. to 7:00 p.m.)
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aa. Traveler's Responsibility for Trangportation Ticketp and
Government Travel Requeats (CTR'm).

{1) Unused tickete and GTR's - Travelers aTe conaidered to
have unused tickets when:

- Travel was pot performed after the ticket waa obtelned,

- Travel wes terminated short of the destipation to which the

ttapeportaticn request was drawn or for swhich cash payment wag made
and the ticket iesued.

- Services actually furnished were of lege value or different
character from thome originaliy peid for or gpecified on the
tranaportation request.

- The return portion of a round-trip ricket wap not used.

Travelers are accountsble for all transportaticn tickets, Government
Transportation Requests {GTR'a) or other transportation procurement
documents recelved by them in conmecticn with thelr official travel.

If tripe are cancelad or itiperaries changed after tickets {or GTR's} are
igsued to the traveler, the traveler is 1iable for the value of the
tickets issued uwntil all ticket coupoas have beem used for officlal

_ fyavel pUIpPOEeA OT all unuvaed tickete or coupone &Te properly aceountad
for on the travel voucher.

All unused tickets or partlally unueed tickets not returned to the
carrier or travel agency for credit or exchange must be forwarded by the
traveler to the offlce which processes hig/her travel vouchers for
payment.

When a carrier or travel agency 15 required to make & rafund for a
ceturned or exchanged tlcket, the traveler ghould furmish the “Bill
charges to” address. For USMRE, this address l1s:

affice of Surfece Mining Reclamation and Euforcement
P.0. Box 25065

Denver Federal Center

Degver, CO 80225

Unused ticketa purcheged with » Govermment enployee's Diners Club charge
card zuet be returped by the traveler to the carriasr or travel agency
that imsued the ticket. The fssuipg carrier or travel agency will

provide the traveler with a zeceipt and accowplish the credit with Dloera
€lub.

(2) Lost or Stclan Common Carrier Ticket. Upon diacovery
of a missing common carrier ticket the traveler oust lspedfately notify
the neareat ticker office{s) of those carriers with which transportation
has been scheduled on the loat ticket. Should thia notificaticn to the
carrier be withip the time limitm prescribed by the carrier, the traveler
a:dkuSHRE may be relleved of monetary liability for the cost of the lost
tickets.
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Although the Inftial notification way be by telephone, the traveler will
be required by the carrier to fill out certain forms should the ticket
oot be recovered prior to purchasicg a replacesesnt ticket. The traveler
will be required to purchase, either with CTR or petrscoal fundse, a
replacement ticket for contlinuing the scheduled travel.

The traveler must eubmit written notice of the ticket loss with pertipent
detsils (who, when, where, how, etc.) with hie travel voucher. Pailure

of travelers to take timely action wmay subject them to liabilicy for
resulting monetary losses.

When there is an additiopal charge for reimsuance of a loat ticket it
%i{l]l be paid by the Goverpment voless the Loss of the tisket 1s due to
the gross negligance of the traveler to provide adeguate security for the
ticket 1o his/her poeseasion. in cases of gross negligence, the traveler
may be required to pay for the cost of ticket relssuance.

{3) Lost or Stolen GTR. When a GIR in the poeseasiocn of &
traveler or other accountable perscn is lost or atolen, a telephone
notification should be made at once, followed Ilmmediately by written
notificetion of such loss or theft, ineluding a complete etatement of the
attendant circumstances, to the Iissuing adwinistrative office and the
Division of Financial Managemwent. '

1f the GIR was filled put to the extent of ghowing the carrier anpd
services deasired from 4 designated point of origin, the person
accountable for such reguest shall prooptly furnish to the carrler as
well &8 other locsl Initial carriers, specific information on the loat or
stolen document, and requeet that It uot be honored. Such advice should
ba confirmed . a writing aod a copy promptly tramsmitted to the issuing
edminfatrative office and the D'vision of Finaneial Managemest, Under no
civcumstance shall GTR'=s that have beer reperted lost or stolen be used
subsequently to obtain traneportation or accommodations i1f such documents
are found or recovered. When found these documents are to be marked
"CANCELLED" and forwarded to the Division of Financial Management.

gb, Preparation, Audit and Pavypent of Travel Vouchers.

{1 HBeguirement for Use of Authorized Travel Voucher Form,
The FIR requires that all claims for reimbureement of costs Incurred in
travel away from the permanent duty station be subtmitted only on the
authorized travel voucher form {SP-1012). Relimbursepsut claime for local
tranaportation costa at the permanent duty statieon should be claized cn
the “Claie for Reipbursement for Expenditures on Official Business” form
(EF-1164}.

Reimhuirsemsnt for local travel costs (mnd other local expenditure claims)
may be included on & travel voucher with reimbursement claimed for travel
away from the permanent duty statlon. Ino thie cape, the local
reimburgegent items shall be listed separately from the travel claim
items. .
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{(2) Voucher Copy of the Travel Authorlzation. A copy of
the travel authoriration sust be available to the voucher auditor at the
time the travel voucher 1s avdited to verify that the costs claimed were
duly authorized., This im accomplisbed, in the case of trip travel
authorizetiens, by submitticg the voucher copy of the authorlration with
the travel voucher. For travel approved under an srea travel
autherizaticon, the woucher eopy of the suthorization must be submicted
with the firat travel voucher filed. Subsaquent area travel vouchers
muat be accompanied by a machine copy of the travel suthorization.

{3) Approval of Travel Vouchere. Wouchers for
reinbursenent of expenses for travel perforwed under a travel
guthorization must be administratively approved by the cfficial who
signed the 1nitlal travel authorization, or an official suthorized to act
in his/her behalf. The adminfstrative approval ie not intended to
confirm the eligibility of the expense items claimed by the traveler but
only to confirm the official necessity for the travel, the fact that the

travel 414 ocour and that the {temz claimed for reimbursement are within
the scope of thoae intended to be aothorized.

When coat ltems proper for payment undar the Federal Travel Regulations
are inclvded on an approved travel voucher, they will be paid even though
not epecifically Includsed in the travel authorizatien. Approval of the
travel voucher will conaritute post-approval of all allowable items not
specifically cited in the travel authorizetion.

Since the authority to approve travel vouchers has been delegated to
crganlzational positions, not to officials by came, it is required that
the title of the signing officlal be provided in block 14 of the travel
voucher form {§F=1012), When a peraon approves a travel voocher while
acting in behalf of the authorized cfficial he/ehe must provide the title
of the authorized official preceded Ly TActing™.

{4) BRegulred Certification. When a ticket is purchased
with the traveler's perscpal funds (canh, check, private credit and or
Diners Club Government charge card) the traveler must assign his/her
rights to the United States in coonectlon wlith the purchase. This is
aecomplished by initialing block 13 of the travel voucher form.

i5) Meiiing Address for Reimbursement Checks. It is
important that the traveler provide the complete malling addrese on the
travel voucher, including the tip code, even when the traveler inteads to
have the check sant to his office. The addrees must be provided on each
voucher submitted.

{6) PReceipts, Ticket Stuba and Memorandum Coplee of GTR's.
The Federel Travel EeguE:tInnl require thdt recelpts be nuEEIt:eE with

the travel woucher for the foliowing iteme:

- Expanditures in excess of $25.00:

Meals [for actual subsistence mxpenss vouchers only)
Tazis

Parking
Cost of traveler'se checks, woney orders, or certified checks
purchased i{n copnection with official travel.
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- Expandituree for any amount

Lodging

Exteaa Baggage

Baggage transfer and checkipg chargea.

Clerical assistance, stencgraphie or typing socurces.

Eental of typavriters, portable computers, recording equipment, erc.
Service of guides, interpretation, parkere, vehicle drivezs,
Storape of property.

Operating expensss of POV (gamoline, oil, garage remtal).

Rental of rooms for official buainess.

Shipments, freight or sxpress.

Telegrans, ¢ablegrams, radicgrams.

Long diatance telephone messages, except where coln box telephone
is umed and so stated in travel voucher.

Copien of reccrdes furnished by State officials,

Cagh paymegnte for passenger tranaportation services.

Receipta should be originales (aot copies) but peed not be eigned by the
vendor's representative, The traveler certifies the validity of receipts
by silgning the travel woucher with which they are submitted. It is not
the responsaibility of the voucher examiner to determine whether or not
recelpts are genuine, only to ansure that they contain the necessary

information. The traveler's copy of the common carrier tickete must be
submitted with the travel wvoucher.

1f the common carrier ticket was purchased with ano izodividusl GIR, the
buff copy of the GTR pust be submitted with the travel wvoucher. If the
ticket was purchaged from a travel agency under contract with GSA, and 2
GTR was lasued for a gro'p of tickets pur:hased duriog & period of time,
the GTR buff copy will nut be submitted with the tra el voucher, but the

face of tha voucher must cite the GTR number applicable to tha ticket
purchase,

{7} Voucher Audit, Vouchers ahall be sudited by the
voucher examiner for conformance with the laws, regulations and rules
applicable to Government travel. Apy exrpsnses oot clesrly allowed by
these guldelines wiil be dieallowed. The voucher examiner is oot
auvthorized to waive any of the atatutory or regulatery requiremsnts.

Bequests for walver from regulatery requlirementa must be aubmitted AE
apprnpriete, to the following efficiela.

Deputy Directer, Administration acnd Finance
Asglstant Secretary, land and Minerals Hanagement
Comptroller General of the United States

Statutory raquirements stated in law may not be waived except by
Congreasionzl sction.

{(8) Payment of Vouchers from Imprest Punds. After & travel voucher has
been zudited, and certifled for payment by an officially demignated
certifying offfcer, it may be paid from an lmprest fuod {f the net
payment does pot exceed $100. Utilizatioco of the imprest fund, rather
than paying by Treasury check, not only speeds up payoant to the traveler
tut alac reduces the capt of the reipburesment traceaction.
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4. REFORTING REQUIREMENTS. None.

5. REFERENCES .

Federal Property Manegement Regulations (FPPMR)
41 CFR 101-7 "Federal Travel fegulaticns.”
41 CFR 101-38.3 "0fficial Use of Goverament Motor
Vehiclen.”
41 CFR 101=-41 "Transportatica Documeztation and Audie”,
Department of the Ioterior Regulutions
43 CFR 20,735-9 "Raimbursement of Travel and Related
Expenses.”
43 CFR 20.735-15 (b) "Misuee of Government Motor

Yehirles or Alrcraft.”

Department of the Interisr Manual
205 DM 15,0 “General Delegations - Travel and
Transportatlion.”
209 pM 7.1 "Delegations — Assiatant Secretary, Loand and
Minerale Management.
216 DM 2.1 "Delepations — Office of Surface Mining,
General Administrative Delegation.”
347 DM "Travel and Transportation of Employeen”
350 DM 4 "Follcy on Incidental /Dual-Function Pilota™

¢iviilan Persomnnel Law Manual — U.5. Gensral Accounting
DEELice.

Titie I1I - Travel
Title IV - Helocation

Office of Surface Mining Directives System

OPM - 5, 3.6, (24) "Delegation of Authority = Travel”
ADS —~ 7 "Moter Vehlels Management™

G, EFFECT ON OTHER DOCUMENTS. Thise directive supersedes the followimg
directives:

TRV-1 "Travel Policies and Procedures,” 8/13/82 and Amendments to
TRV~l pumbered TRV-1-1 through TEV-1-11.

7 EFFECTIVE DATE. Date of iseauve.

a. CONTACTS,

Questlons concerning relocatiom travel {PLS}: Relocation

Coordipator, Staff of Aseistant Director, Budget and Administration, FIS
343-4293.

{uestions concerning geceral travel policier and proceduraa:
Chief, Divisicon of Financlal Mapagebent, FIS 776-0331.
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Appendix |

DEFARTMENT OF THE IKRTERIOR

{BUREAUSOFFICE)

EMPLOYEE ACKXOWLEDGEMENT .

I certify that I have received, read, and understand the memorandum (with
attachments), Subject: Employee Rights and Obligations Related to Use of
Contractor-Issued Chayge Cards, and that I will abide by such rules, regula-
tions, and ether instrucrions as may be issued by the General Services
Adzinistration, Department of the Intericr, and Diners Club, Ine., pertaining
to’ the use of any card issued to me for purposes of conduccing official

Covarnment cravel.

Employee Signature and Date

Xame and Title {Tvpe or PFrint)

NOTEZ:  This acknewledgenment must accompany the completed applicarion for a
charge card.,

APFROVAL OF TRAVEL ALTHORIZING OFFICLAL

The above namsed OSMRE employee meets the "Frequant Traveler” criteria and is
approved for issvance of a Government charge card.

Travel authorizing official sipnature

Yame and Title (Type or Print)

a1



Appendix 2

CEET COLLECTION GENERAL NOTICE

Authority for Debe Collection:

Faderal Claims Collection Act of 1966, B0 Star 109
Dabr Collection Act of 1582, 96 Stat 971

Ganeral Accounting. Office Regulations:
Faderal Claimz Collectien Stardards, 4 CPr 10]1-105
Standard. for Waiver, ¢ CFR 91

Department of the Interior Marpsl:
Collection of Debra, 344 M
Debt Collection, 370 DM 550
Cash Mansgement, 338 OM 1

Office of Personnel Management Regulationa:
FPay Mdministration (General), 5 CFR 550
Ratiremant, 5 CFR 831

Hotification Requirements. The recuiremants for notifving a Federal erployes
of indebtedness to the United States are to be found in the GAD requlaticns at
4 TR 102.2 and the Departmpent of the Interior Persomnel Mamal at 370 DM S50,

10,7,

e

Thisse requirements include notifying the employes of:
The axact basis of the debt,

The applicable standsrds for assessing intersst, peraltiesa amd
adminjstrative costs,

The date by which payment is +0 be made,

The Government intention to recover the amount owed Dy administrative
offset against current salary.

The amount, frequency, approximate beginning dase and duratisn of mawrcoil
deducticns.

Tha right to inspect and copy Government records on which the debs
deterpiration is based.

Tha right to entar into & written agreement for a repayment schedyle
diffarimg from that of the bureau as long as the terms of the proposed

repayment schedule are agresabls to the bureau.

The right to & hearing on the existence of amount of the debt or the
terma of a repayment schedule conducted Ty an administrative law judge.
or by a hearing official not under the conirsl of the head of the
Departmant, if a reguest for a hearing is fijed,

The method ard tize pericd {or requesting a hearing.



(2}

-~ . That the timely filing of a petition for a hearing will stay the
comancenant of collection procesdings.

—~  The name, adireas and talephcra number of a bureau official who may be
contacted if the employee wishes to review the racords Or to obtain
information. :

Intersst, Penalties and Administrative Costa. The Governpent is raquired to
ASSERS Enmnt. peraities and administrative costs in the collection of
delinquant debt repayments:

-= Interest, Tha interest rate £o be charged is that establishad by the
fepartoent of the Treasury and in effect at the tima the letter of
notifieation is sent. Interest will be charged if the debt la not paid
within 30 days of the notification letter date ard will tw charged as
of the date of notitication. The interest charge will be computed for
a fractional part of tha year on the basis of the actual namber of days
within thi period inwvolved. Currently, this intereat rate is

— FPermlty. Tha penalty rate ls presently establishad at 6%. This is
applied as an annual interest charge. Tha panalty will be charged for
all debts not repaid within 90 days of tha notification letter date and
the initial assessmant will be applied against the balance outstanding
on the 3lat day following notification date. After the initial psnal-y
‘charge, the peralty rate will be added to the interest rate 17 secure a
blended rate to be applied against subsagquent payments.

— Administrative Cost, Administrative costs, subject to Tecovery from
the debtor, include:

o Coat of producing demand letters sfter the inirial 30 day notice.
o Cost of smployee time spant on delinquent account processing.
o Cost of ascounting for collecticn and reproduction costs.

Hormally, administrative costs will not be charged employees since
aubsegmt (emand letters are not required and collections will be
acoemplished by autcmated collection and accounting systems.

Collection by Administrative Offset Against Salary, Federal sgencies may
collect amounta the GoveITment Dy erploywes throuch pay daductions.
Salary offsets in the Department of the Interior ars limited to no more than
15% of disposable pey. Disposable pay is that part of gross pay remaining
after all applicable statutory deductiona {Srate and Federal income tax.
Medicare or FICA, IRE or other court ordered garnishments), Deduction from
pay will not begin sconer than the pay day oceurring at least 45 days after
tha notification date. Pay deductions are subject £0 the requiranent to
collect intersst, panalty charges and administrative costs on delinguent
'mt’-- ’ . .

f=3

Ay

= 4 Lol g =1



{3)

feviews, Haari argd Waivera:

Reviews, Ragquests to inspect and copy the Goverrmyent records on «hich
the debt daterminaticon is based must De submitted in writing within 30
days of the notification letter date, The requast will effect a sus-
pansion of collecticn activity until the review is complated. The
address for submitting the review recuest is:

oftice of Surface Mining
B. 0. Box 28065
Denver Federal Canter
Danver, Colorado 80225

Hearings, An employes may petition for a hearing. The written peti-
Tionm muat be filed directly with the Departmenc’s atfice of Hearings
and Agpeals within 15 calendar days of receipt of the notification
letter. The address for filing the petition iss

Dirsctor, Office of Hearings ard Appeals
U. 5. Dapartment of the Interior
4015 Wilscm Boulevard
Arlington, VA 22203

The petition should identify and explain the facts,.evidance and wit-
neases whnich support the amployes's position. A oopy of the pecition
shall ke sent by the employee to the contact person named in the noti-
fieation letter. Collection action will be suspanded until a final
decision {8 rendered by the hearing official.

Waivers. A Federal employes may redquest 2 waivar in whole or in pars
of & claim arising cut of an erronacus payment of pay or allowances,
Wajvers may be approved in an amouamt aggregating not more than £500 Ty
a designated official within the Office of Surface Mining. Wajvers in
axcess of $500 must be submitted to the Office of the Comptroller
General, Waiver requests muat De wibmitred in writing within 30
calendar days of the notificarion letter to avoid charging of interes:
on the dabt, A written -aiver Tequeat will serva to sugpend collection
acticn until a decision has been rendered.

Payrant of intereat can only be waivel when the Jdebt is antiraly paid
within 30 days following notificaticon or when a claim is compromisad
under the provisions in 4 CFR 103 *Standards for the Compromise of
Claims®. A claip may be ocompremised if the deptor is unable to pay the
full amount within a reasonaple time.



Camn Gon | DECISIONS OF THE COMPTROLLER GENERAL ° 229

[B-210717}
Travel Expenses—Air Travel—Bonuses, Glfis, elc.

The ganeral rule s that 2 Federal amployss & ﬂbl?ﬂlﬂ ta nexount for -n:rr}m. g

Lty or benefic cecwived from privale souTTE IRCEST ta Le performhanod alficial

duty. This rule applioh 1o ptusdions whert an HOplOYSE $HUITE & promouonal pro-

mmmtd :‘f ar weling wnd, while truveling o0 olficial Busines. recavel &
nt as & rmult of entanng that promotisnal program.

Travel Expenses—aiir Travel—Bonuses, Gifua, etc.

A bapus ticket recuved by an empiur-u as 3 reault of trips peid by poth appropo-

piad funds white oo official Lrivel an personal funds u the propuerty of the trn-

ment wnd rousd b turted mow the approprata official of the Goveroraent LM amo-

plotes Wil 10 pRFLICIDATE LT the Bonus ProgTRE and retaf. the benefit [rem the

mﬂm.hn.hculdm « certan that all tripe wcluded in the bonul progTam AFW
id trom perscnal funds

Travel Expensce—Air Travel—Bonuses, Glits, eic.

an employes whe eniers @ prometional progam mponscred by wiriinm which in-
clodes fres upgrade of secvice first clams, membarmbup o clubu. and check-cankang
pri dewm niot have 1o turm i such bmnefits 10 Lhe Government The Goverd-
mmthu urﬁ-hh tn use guch benelis, snd thete is ho rtaant, for Amployiet ROT 18 Wk
Iuﬁh anuiits.

Travel Expenses—Alr Travel—Baonusecs, Gifta, etc.

A discount for future travel recarved by employss while on afficial travel, which in
sither ron-tranaferaole o1 carries AD REPIFROCD datk. Btill 1 property of the Govern-
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Appendix &

" United States Department of the Intcnnr
OFFICE OF SURFACE MINING
Reclanados and Eoforaemant
WASHINGTON, DA 20240

To: Deputy Director, Administration and Finance

From: )

Sbject: Request ﬁo: sp-:u.l Ill.tl Applinhlt w ml Expanse Travel
Rl L UL Sl

1. LOCATIONM:

2. ESTAELISHED FTR PATE
a., Meals and Incidental Expenses (MeIE) =

b. Ledging ' -

e ——————

¢, Total Per Diem Rate -

————————

3, LODGING CCST SUTVEY

a. Ledqung .Name:

Mdress:

Telephane:

Single Room Rate:

B. Lodging Name:

Miress:

Telephone:

Singls Room Rate:

C. mm Slpoma

Addresn:

Telephone:

Single Foorc Rate:

et



d, Awrage Lodging Rate:

a. Progoeed Special Rate for Actual Experise Travel
Feimbursement:

PTR MLTE Rate (2a) + Aversge Lodging Rate (3d) =

REASON FOR HIGH LODGING COST:

5.

PRCPOSED SPECIAL RRTE PERIOD:

hpproval




Appendix 3

United States Department of the Interior
OFFICE OF SURFACE MINING
Reclamation and Enforcement
WASHINGTON, D.C. 20240

in Reply
Rafer To:

|

HMemorandum

To: " The Secretary

Through: Assistant Secretarty, Land and YMinsrals Management
Director, Office of Surface Mining Reclamaticon and Enforcenent

Froo: Erplovee's Mame, Grade, and Pasitlon ar Tirle

Subject: Reguest for approval of Alr Accommodations Excesding
Tourisc Class

{Rcdy of ¥emorandun)

Concur:
hAssistanr Secratary, Date
Lang and Minerals Management
Congur:
Director, Office of Surface Mining Date
feclamezion and Enisrcement
A-proved:

The Secrstary of che Interior Dace

After The Secretary of the Interier action, please return this request To.

Director, Office of Surface Mining
South Interior Bullding

1951 Constitution Avenus, K.W.
washington, D.C. 20243



Appendiv £

United States Department of the Interior
OFFICE GF SURFACE MINING
Reclamaton and Enforcement
WASHINGTON, D.C 20240

in Reply
Refer To:

|

Hemo randum
Ta: Deputy Director, Administration and Finance
From: Employee's Kame, Grade, and Posicivn or Title

Subjecc: Approval of Use of Cash to Purchase Transportation Costing
5100.00 or More

Body of lecter explaining emergency circumetances
Justifying use of cash instesd of a GTR Lo purchase
transportation coscing $L00 or more.

-

- Approved:

Deputy Dirsctor, Date
Administsrcion and Finance



Appendix 7

CoST COMPARISOR

The following example presants an employae living in Reston, Virgilnia, travel-
ing to Denver, Colorado.

CONTRACT NON-CORTRALT
AIRLINE AIDLINT
Residence (O airport taxi g 30.00 5§ 3.0
Travel time o airport {14 hr.] 36.37% [k hr.) G, LE"
Flight tize ' | (6 3/4 Br.) 127.66% (4 brs.) T84
Adlrport To hotel taxi 5.00 5.00
Far diem coumplate trip | 150, Q0% 130, 00%*
Hotel to airpert taxi 5.00 3.90
Flighe time (6 3/4 hr.) 127.64* {3 hrs.) 56.73
Travel time t9 residence {1% hr.} ag_ 47% {% hr.) 4,46
Arpozt o rnﬁidence raxi o 30.00 5.00
Airline fare - round trip 256 .00 Liu 30
TOTAL COST 5783.02 SH35.29

|
|

% Value of lost productive time G5~16/5.

#xIncrease per diem required for ¢ne additional dav of dutby.



TRAVEL COTE

Aprendix B

TRAYEL PURPOSE GOBFS
TRAVEL PURPCSE

cc

™

a7
RE

s

5P

5y

uo
L

COMFERENCE:  Attendance at 3 convention, conference, av
geminar for the purpose of observation or education,
with no formal participation in the proceedings

ENTITLEMENT: Travel to which an employee or dependent iy
- entitled as a result of assignment fFor example: Home
leave, educational travel, emergency leave, of medical
jeavel )

{HFORMATION REETING: httendancé at a meeting to discuss
general agency gperatians, policies, or +opics of
general {nterest

oTHER: Any reasons not covered in the other travel types

AELOCATION: Permanent change of station at Government
axpense

SPECTAL MISSITN: To carry out & snecial agency mission
{ for sxampie: Td transport witnesses, or to provide
security for 2 persor ar shipment}, or any travel by
faderal beneficiaries

* cpEECH DR PRESTHTATION: To make A snegeh, presentation,

or to deliver a paper

=1TE ¥ISIT: Yisit to & particuiar site for gperational or
managerial purposes (For example: Audit, recair,
negotiations, oF technical assistancel

TRAINING: Travel o0 attend a training class

UNLIMITED CPEN (Ganeral authorization}

{IMITED CPEM [ Ares authorization)

B2l



Biasgard Foron 1L
e Al 2000 PUBLIC VOUCHER Voueher NO. corooerovoeeeecs o
11184 l.'nn
FEES AND MILEAGE OF WITNESSES Schedule No. v s
Case Na, oo
us. MAID BY

4 - -
Arrerdlix =

{Dwparmment. Borsau, of Eslaihislms i)

The UNITED STATES, Dr.

To payeea whose claima are attached hereto, for travel made, services
rendered, and/or per dism in liew of subzistence as witnesses for the
United States before the

(Fnites al st ar bskid)

at . . -
1| Lasnithirn}
duzing the period from R B oo e eeres e eanrr sttt A 19,....
in the case of -
Elmﬂ'_[ARY OF PAYMENTS
b 1 S — _. payee(s) listed Of oemovoem - ahest{a): Total amount of voucher, i
[ cartify that this voncker, LORHALNG Of mi e sheetip), i correct and proper for payment in
the amount 6f 5o
[ TE | nmh-lml-m-n T
T R

ACCOUNTING CLASSIFICATION

Paid by eheck{s} or by cash. as noted on the attached sheets.

P T I R AR LT R

-
| A



Memorandum

To:

From:
Subject:
Beference

Pirective

United States Department of the Interior
QFFICE OF SURFACE MINING
Reclamation and Enforcement
WASHINGTON, D.C. 20240

SEP 30 187

Ditector

Deputy Directoers
Assistant Directors
Field Qffice Directors

Chief, Pivislion of Management Services

Directive - TRV-1

Offige of Surface Mioing ‘Reclamation and Enforcement

TEV-1, dated TFugust 25, 12E7.

Thie Table of Contents should have been attached to OSMBE Directive TRV-1.

Attachpant



PURPOSE

TRV-1 TEMPORARY DUTY TRAVEL POLICIES AND PROCEDURES

TARLE OF COWTENTS

DEFINITIONS

POLICY/FPROCEDURES

‘B 'General

b. suthorlzation of Travel

(1)
£2)

(1}
{2}
(3)
(4)
(5)
{6}

d. Acceptance of Transpertation and Travel Related Expense

Redelegation of the Director's nuthuriéy
Preparation of Travel Avthorizations

{a) Ceneral (Unlimited Open) Travel authnrizati;n
(b) Area {Limited Open) Travel Authorizatiom

{c) Trip Travel Autherizaticm

{d} Required Statement of Trip Purpose

(e) Requirement for Titles of Approving Jfficlals

Travel aAdvances

Policy

Limitatioos on Travel Advances

Diners Club Govermnment Charge Catd

Time Frama for Repayment of Travel Advances
Recovery of Delinquent Travel Advances

Requeats for Exceptioms tc Travel Advance Payment

and Recovery Frocedures

Faid by Private Partles

£, Travel Promotional Materlals and Compensaticn for

Denied Boarding



E»

k.

i.

P

AH.thﬂrizatiuu of Actual Expenses in gnusual circubstances
Where per Diem Allewance ls insufficient
£1) Situstions Wnere the Cost of All Acceptable
Lodging in the Area Pxceeds the FTR Allowances
{2} Situations Where Lodgiog endfor Meals can be
¢btained in the Travel Area Within the FIR
Allowances but Circumstances Neceasaltate
Obtaining Lodging andf/or Meals at n.Higher Cost
Subslstence Payments for Extended Tralning Ascignments
Special Per Diem Provision for E;tendEd Temporary Duty
cther than Training
Weekend Return to Permanent Duty Statico While on Long
Term Temporary Duty
Lodging Away from the Temporary Duty Locatico
Government Purchase of Lodging aud/or Meals
Teavel by 4ir Accommodations Exceeding Tourist Class
Prohibition ou Use of Personal Funds to Purchase
Transportation Costing $100 or wore
Travel for Pre-Appolntment Interviews
Travel of Experts, Consultants and Private Parties
Serving Without Compensaticn
Reigbursement of Witnesses in Legal Proceedings for
fravel and Par Diem Expenses
Commuting to a Temporary Duty Locaties from teaidence
Time and Dietance Limitations on Per Diem Paymenis.
Charter Transportation Servicea
{1} Empluy;e Dfficdal Travel

(2} Other than Empluyee Official Trawvel

il

16

11

12

12

13
13
14
14
15

15



¥a

Z»

4.

akb.

Uae of Government Vehicles

Use of Rented Vehlcles

Use of Frivately Owned Vehicles

Employee Piloting of Privately Owned Alrecraft on
Bfficizl Business

Uge of Travel Agencies

Reinburseneutzfpr Transportation at the Permazent
Duty Statiom

{1} POV Mileage

{2) Parking

(3) POV Cost Reimbursement Limitation

ﬂiscoﬁnt Fares and Contract Alrlines

(1) Discount Fares

{2) Contract Airlines

Travelers Responsibility for Transportetion Tickets
apd Doveroment Travel Regueats {GTR':)

{1) Uunused Tickets and GTR's

{2) Lost or Stolen Common Carrier Tlcket

{3} Lost or Stolen GIR

Preparation, Audit acd Payment of Travel Vouchers

{l) Requirement for Use of Authorized Travel Voucher

Form

{2) Voucher Copy of the Travel Authorization

{3) Approval of Travel Vouchere

{4) Tequired Certificatiom

(5) Hailiing Address for Reimbursement Checks

{6} Receipts, Ticket Stubs and Hemorandum Copies

of GTR’s
(7} Youcher Audit
(8) Payment of Vouchers from Imprest Funds

111

15
16

17

17

17

17
18
18
19
15
19

1%

20
20
20
21

21

a2
22
2

22

22
23
23



4. REFORTING PEQULEEMENTS

3.  REFERENCES

6. EFFECT ON OTHEE DOCUMENTS
7.  EFPECTIVE DATES

8.  CONTACTS

APPENDICES

- Appendir 1 - Emplnyee‘s dcknowledgement and Supervisor's
- Approvel for Govermment Charge Card
- Appendiz 2 ~ Debit Collection General Notice
- Appendix 3 - Comptroller General's Decisions Regarding
Bonuses, GIfte, ete. Recelved from Afrlines
- Appendiz & - Sample Reguest for Speclal Per Dlem Rate
- 4ppendix 5 - Sample Letter Requestlng Approval of Alr
' Accommodations Excesding Tourist Clasgs
- Appandix & - Sample Letter Requesting Approval of Use of
Cash to Purchase Transportation Costing $100 or More
- Appendix 7 ~ Sample Cost Comparison to Justify Use of
Non-Contract Airline
- Appendix B - Travel Purpose Codes _
- Appendix 9 - Publie Voucher for Feec and Hlleage of
Hitnesses (SF-1156)
- -Appendix 10 - Federal Travel Begulations
- Appendix 11 - Department of the Interior Manual, Part 347 -
Travel and Transportation of Employees

iv
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24

24

24

24

A-1l

A=12

A-12
A=14

A=15

o



