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CHAPTER 6 

OTHER REIMBURSABLE EXPENSES

6-1.  REIMBURSABLE EXPENSES:   Reimbursement will be allowed for necessary  miscellaneous expenses incurred by a traveler in connection with the transaction of official business.  Receipts will be required when an item exceeds $75.00 unless specifically stated.  (Lodging expense, rental cars, and registration fees require a receipt, regardless of the cost.)


a.  RENTAL CARS:  



(1)  Must be authorized in the travel orders and must have a receipt regardless of costs.



(2)  The traveler/requesting official will contact the transportation officer or individual responsible for providing travel support, prior to departure on any trip where special conveyance is contemplated so that a determination can be made as to whether or not the utilization of a vehicle from the GSA Interagency Motor Pool or GSA Contract Rental at the travelers destination is practical.  Reservations can also be made at this time.



(3)  When selecting rental cars regulations require the reservations for rental cars to be made through the SATO, whenever possible.  The Transportation Officer (TO), Commercial Travel Office (CTO), or any official traveler making his/her own reservation will select the lowest cost rental service that meets the members official requirements.  An individual attending a workshop, training, etc., will not obtain a minivan to transport other non-IL ARNG participants without prior approval.  Justification will be required from the traveler for individuals who appear to have acquired a rental car above their actual mission requirements.  The following guidelines will be used when making rental reservations depending on the amount of baggage according to length of stay:




(a)  1 or 2 travelers - compact to intermediate,




(b)  3 travelers - intermediate to full size,




(c)  4 travelers - full size to minivan,




(d)  5 or more travelers - minivan.



(4)  Rental car reservations will be made with participating rental companies as identified by the Military Traffic Management Command (MTMC).  Negotiated agreements between the MTMC and the rental companies have liability, full comprehensive and collision coverage.  Additional insurance is not required.  Should the official traveler obtain additional insurance, the cost of the insurance is not reimbursable on the travel claim unless the traveler is OCONUS.



(5)  Other reimbursable expenses related to rental cars include hiring charge, gas, and oil.


b.  IN/AROUND MILEAGE: (Travel between place of lodging and place of business and between place of business and place where meals are purchased).  Reimbursement for transportation between the above stated places is authorized when suitable meals and/or lodging cannot be purchased at the place of business, and it is authorized on the orders in advance.  Reimbursement is limited to:



(1)  One round trip daily between place of lodging and place of business.



(2)  One round trip daily between place of business and nearest available place where meals are purchased.



(3)  Not to exceed 30 miles for each daily round trip unless subsequently approved by the travel approving official on the travel voucher.



(4)  Reimbursement is authorized for actual bus, streetcar, subway, ferry, or other public carrier fares paid by the traveler.  When a private auto is used, reimbursement is paid only to the traveler responsible for the operating expenses of the private auto, regardless of the number of passengers who accompany him/her.


c.  TAXI, BUS, STREETCAR, OR OTHER PUBLIC CARRIER 



(1)  Expenses to and from carrier terminals.



(2)  Expense between carrier terminals when required by a change in mode of travel. 



(3)  Expense to hotel and place of business.


d.  FERRY FARES, ROAD, BRIDGE AND TUNNEL TOLLS -  These items are reimbursable for travel outside the limits of the permanent duty station by Government conveyance, auto rental, and taxicab.  Such fares are reimbursable for travel by private conveyance subject to constructive itinerary entitlements.


e.  CASH FROM AMERICAN EXPRESS:  (ATM Machine)  The 1.9% cost for using the government charge card for cash requirements is reimbursable.  However, the 1.9% charge will only be reimbursed up to the amount of the per diem rate for that location for those expenses where the card cannot be used, generally, for the food cost only.  

Example:  5 days TDY @ $34.00 per day - per diem



$34.00 x 3 = $102.00 x 1.9% = $1.93



$25.50 x 2 = $ 51.00 x 1.9% = $.96   (First and Last day only 75%)

Total reimbursement for a cash advance is $2.89.


f.  TRAVELER’S CHECKS, MONEY ORDERS, OR CERTIFIED CHECKS.  The cost of these items necessary for normal expenses incurred incident to TDY travel are reimbursable when the total value of such instruments does not exceed the per diem and travel expenses administratively estimated for the ordered travel.


g.  REGISTRATION FEES.  These fees are reimbursable for attendance at meetings.  If the fee includes the furnishing of lodging or meals, state on the travel voucher the number of nights lodgings and/or number of meals furnished.  If no lodging or meals are included, so state on the travel voucher.  Registration fees require a receipt and must be authorized in advance on the order.


h.  OFFICIAL TELEPHONE CALLS.  These calls, both local and long distance, are reimbursable provided they are itemized.  These calls will be itemized by showing the date, the number called, total amount expended, and contain the statement that the calls were on official business and in the interest of the government.  

i.  ALLOWABLE TIPS


(1)  Taxicab and airport limousine tips not to exceed 15% of the fare.



(2)  When free transportation is furnished by a hotel/motel to terminal.



(3)  Tips for Sky Caps at the airport and hotel porters are normally NOT reimbursable.


j.  EXCESS BAGGAGE - Expenses incident to the shipment of excess baggage are reimbursable when authorized in the orders.  Receipts are required for this expense for all amounts.


k.  PASSPORT, VISA, AND CHANGE OF STATUS FEES.  These fees are reimbursable, with receipts.


l.  AIRPORT TAXES, LANDING FEES, PORT TAXES, BOARDING TAXES, AIRPORT FEES OR SERVICE CHARGES.  These fees are reimbursable, with receipts.
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