Travel Handbook                                                                                                           1 April 2001

1  April 2001                                                                                                         Travel  Handbook


CHAPTER 1

GENERAL

1-1.  PURPOSE:  This pamphlet establishes standards that are applicable to travel by military members and technicians of the Illinois Army National Guard.  The purpose is to clarify applicability of the Joint Travel Regulations to military members and technicians of the Illinois Army National Guard.  It provides instructions for processing requests for travel and travel vouchers for payment.

1-2.  POLICY REGARDING OFFICIAL TRAVEL:  Only the amount of travel necessary to accomplish the mission of the National Guard effectively and at minimum possible cost will be authorized.  Order issuing authorities will ensure that only essential travel is approved considering the costs, time and mission.

1-3.  SCOPE:  This pamphlet combines pertinent travel procedures from various National Guard regulations, published letters, and unpublished policies.  Most instructions used in this publication are extracted from DFAS Manual 37-1,  JTR,  and the JFTR to provide information not otherwise available to travelers due to the limited distribution of those regulations.

1-4.  PENALTY FOR WILLFULLY MAKING A FALSE CLAIM:

a.  When it is determined that an individual has falsified a travel claim voucher, reimbursement to the government for the amount of the erroneous payment will be required.

b.  The penalty for making a false claim is a maximum fine of $10,000 or maximum imprisonment of five (5) years, or both (18 U.S.C. 287).

1-5.  FRAUD, WASTE AND ABUSE IN TRAVEL CLAIMS:

a.  The basic management of travel lies with the Order Issuing Authority to authorize only that amount of travel necessary to accomplish assigned missions at minimum cost.  After a command decision is made that certain travel is necessary, and orders are issued, responsibility for cost consciousness and prudent action is passed to the traveler and the approving official. Each traveler is expected to exercise care in incurring expenses.  The travel Approving Official is responsible for insuring that minimum costs are incurred by individuals whose travel he/she has approved.

b.  The Comptroller General has consistently ruled that expense reimbursement shall be limited to actual and necessary expenses in the conduct of official business.


c.  Audits by various agencies have pinpointed the following as high value items when considering fraud, waste and abuse:



(1)  Excessive local transportation (taxi, rental car expenses).



(2)  Altered or invalid lodging receipts.  Claim includes lodging receipts which appear altered, have a single/double occupancy annotation altered, or are “stationery store” receipt forms.

d.  When examination of the travel claim gives reason to suspect fraud, the USPF0 for Illinois or disbursing station may request additional data in the form of written explanatory statements signed by the claimant; receipts; travel approving official's endorsement (which may be entered on the reverse of the travel claim or on a separate sheet); or any other form of evidence to alleviate doubt.  Suspected fraudulent vouchers will not be returned to the claimant.  When, in the opinion of the Comptroller for IL ARNG, evidence provided fails to remove the suspicion of fraud, the claim will be referred to the Criminal Investigation Division (CID) for investigation.

1-6.  COMMUTING DISTANCE:

a.  Commuting distance is the distance a member may be expected to travel from home to Temporary Duty Station when departing at a reasonable hour on the reporting date and arriving at the hour on which normal duty day commences.

b.  Normal commuting distance is that area which is within the limits of the duty station and the metropolitan area around that station which is ordinarily served by local common carriers, or with a local commuting area of duty station the boundaries which are determined by local service directories, or separate cities, towns, or installations adjacent to or close to each other, within which the commuting public travels during normal business hours on a daily basis.   (See Commuting Distance Maps – Appendix A)  In those instances where the commander feels that exceptions to the commuting distance rule should be established, written justification should be submitted to the USPFO Comptroller.


c.  Those who elect to commute from their TDY point to their home are not authorized per diem for those days.

1-7.  STANDARDS OF ADEQUACY:

         a.  Scope:  This paragraph provides guidance to be used in determining the standards of adequacy criteria for transient quarters.  It applies to installations, either owned or controlled by the National Guard, and to Active Army and Air Force installations when they are utilized by National Guard personnel.  These minimum standards do not apply to duty under field conditions.  The installation commander of a given facility will be the final authority in determining whether quarters meet the prescribed standards of adequacy.   Military necessity is not a factor in this determination.

b.  The adequacy standards established in this regulation apply equally to male and female personnel.

c.  Field Conditions:  When participating in maneuvers, war games, training tests or in field exercises military personnel and technicians will be provided quarters without regard to adequacy standards.

d.  Students and Trainees:   Commanders of training activities may determine that all TDY students or trainees (school, course, or short training deployment) must reside on the installation in order to effectively complete training requirements.  Students and trainees who must reside on the installation may be required to occupy government quarters irrespective of AR 210-50, Chap 4.

e.  Active Army Installations:  The standards of adequacy established in AR 210-50, Chap 4, apply to Army National Guard personnel when utilizing quarters on Active Army installations.

f.  Active Air Force Installations:  The standards of adequacy established in AFP 34-602 apply to Army National Guard personnel when utilizing quarters on Active Air Force installations.

g.  Army National Guard Installations:  The standards of adequacy established in AR 210-50, Chap 4, apply to Army National Guard personnel when utilizing quarters at Army National Guard installations (state operated training sites and armories).  The National Guard Professional Education Center at Camp Robinson, Arkansas, is considered an exception to quarters criteria as defined in the above regulation.  The student quarters especially designed and constructed to conform to the particular needs of the PEC Training Center are deemed adequate for the occupancy of all students, instructors, and attendees; regardless of rank or grade and, as such, will be utilized with the per diem rates prescribed in JTR, Volume II, Sec C 4552.

h.  Air National Guard Installations:  The standards of adequacy established in AR 210-50, Chap 4, apply to Army National Guard personnel when utilizing quarters at Air National Guard installations other than ANG Field Training Sites.  Field Training Sites are maintained to provide facilities for Annual Training, gunnery exercises and similar operational deployments.  Quarters at these training sites are adequate for ARNG members and employees when participating in such exercises or deployments.

1-8.  MILITARY NECESSITY:  Regardless of standards of adequacy or occupancy, military necessity shall be the overriding consideration in determining occupancy requirements when, in the judgment of the responsible commander, the billeting of an individual in a government (Federal/State) owned or controlled facility is required for mission accomplishment, contingency operations, training or maintenance of a disciplined source.

1-9.  UTILIZATION AND ASSIGNMENT:



a.  Military Status:

(1)  Utilization:  Army National Guard members will utilize available adequate quarters based on standards of adequacy applicable at the installation where duty is performed.

(2)  Assignment:  Army National Guard members are entitled to be assigned quarters commensurate with their military grade under the applicable policy of the installation where duty is performed.

b.  Technician Status:

(1)  Utilization:  Army National Guard employees in a technician status will utilize available adequate quarters based on the standards of adequacy applicable at the installation where duty is performed.

(2)  Assignment:  The very nature of the technician program and the unique role of the technician are derived from military structure mission, operations and training.  Because of this military role and the subsequent relationship that it engenders with the active forces, it is essential that National Guard personnel in technician status also be assigned to quarters commensurate with their appropriate grade under the applicable policy of the installation where duty is performed.  Exceptions are training courses at certain locations that require technicians to attend in a civilian status, which includes quarters and civilian attire. The orders will indicate the specific requirements in effect for each period of special training.

(3)  Technician personnel shall be expected to occupy government quarters.  When suitable and fully adequate quarters are offered to a technician and the technician elects not to accept them, the technician will not be entitled to the quarter’s portion of the per diem or actual expense allowance while residing in private quarters.

1-10.  STATEMENT OF NON-AVAILABILITY OF QUARTERS AND/OR MESS:

a.  Certificates of non-availability of quarters for temporary duty shall not be issued to military/technician personnel where adequate housing is reasonably available.

b.  Military personnel/technicians will be authorized reimbursement for private quarters when:

(1)  If quarters are not available, the travel order or voucher must document the nonavailability (by confirmation number, if provided by the service in its registration process, otherwise, the member will note the date the attempt to acquire reservations was made, the phone number, and the point of contact at the billeting office).



(2)  Documentation of nonavailability on the order or voucher is required to support reimbursement of commercial lodging expense.

1-11.  SERVICE CHARGES FOR QUARTERS:

a.  Personnel who are not entitled to per diem allowances will not be assessed service charges for occupancy of government quarters.

b.  Personnel who are entitled to per diem may be assessed service charges for utilization of government quarters.  Reimbursement for this charge will be claimed on travel voucher.

1-12.  CLARIFICATION OF THE TERM “MILITARY INSTALLATION” WHEN PERFORMING TDY:  This means the installation must be owned and operated by the United States Government (thereby exempting state owned/operated installations or armories).  The place at which TDY is actually performed will be the governing factor.  For example, if on TDY to the Pentagon, use of government quarters is not required even though military installations are in the near vicinity.  On the other hand, for TDY to Fort Meyer or Fort Belvoir, quarters would be utilized or a Certificate of Non-Availability must be secured.

1-13.  CONTRACT LODGING:  Contract Lodging will be used as a last resort in providing lodging for members in an IDT, AT, or ADSW status.  Preferred method will be for the member to pay for lodging and file a travel voucher for reimbursement. 
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