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CHAPTER 1
 GENERAL
1‑1.  PURPOSE.  This regulation provides an overview of entitlements and allowances and authorized while in a travel status.  It includes information on some of the most common expenses incurred while performing duty away from the normal duty station.  It also serves as an aide for Approving Officials to determine what constitutes necessary and reasonable expenses associated with conducting official business.  Every soldier and employee is encouraged to become familiar with the contents of this publication.

1‑2.  FRAUD, WASTE AND ABUSE.  It is every traveler's responsibility to exercise the same care in incurring expenses while traveling on official business that a prudent person would while traveling on personal business.  Expenses must be limited to only those necessary to complete the mission.  When expenses appear excessive, unnecessary, or fraudulent, the claimant should provide a statement with the travel voucher explaining the necessity of the expenses incurred.  Reimbursement will be denied for any part of a claim that is unauthorized or unsupported.  Claims that appear fraudulent will not be paid, but will be referred for investigation to the Criminal Investigation Division (CID).

1‑3.  RELATIONSHIP TO OTHER FEDERAL TRAVEL REGULATIONS.  The Joint Federal Travel Regulations (JFTR) and Volume II, Joint Travel Regulations specify entitlements to travel and transportation allowances for military personnel and civilian employees.  Army Regulation 37‑106 interprets and clarifies the JFTR and JTR as they relate to Army personnel.  This regulation does not authorize additional allowances nor deny personnel the right to be reimbursed for expenses authorized by the JFTR or JTR.  It does, in some instances, define the limit of prudent expenditures for some allowances.  Any discrepancies between this regulation and the JFTR, JTR or AR 37‑106 will be resolved in favor of the Federal regulation unless they relate to local procedure or standards of prudence.

1‑4.  RESPONSIBILITIES.                                                       

    a.  United States Property and Fiscal Officer.

        (1)  Providing technical assistance in the area of travel entitlements and settlement procedures to all elements of the <State> Army National Guard.

        (2) Assuring that each travel voucher contains the information and supporting documents necessary to establish entitlement for payment.

        (3) Determining the type and amount of allowances due the traveler and processing the claimant's voucher in a timely manner for payment by the Finance and Accounting Office.       

        (4)  Processing requests for advance payment of travel allowances.

        (5)  Maintaining adequate records to prevent duplicate payments for the same period of duty.       

        (6)  Controlling and coordinating the Citicorp Diners Club Government Travel Card System for eligible travelers within supported activities and units. 

        (5)  Forwarding suspected fraudulent claims for investigation.

    b.  Order Authorizing Official.                                                
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        (1)  Ensuring that travel is directed only when necessary and when such travel is in the best interest of the government.

        (2) Issuing written orders to substantiate payment of travel and transportation allowances.                      

        (3)  Coordinating with the transportation office for the procurement and issue of Government Transportation Requests (GTR) and reservation of special conveyances such as rental cars.                                              

        (4)  Providing travelers with information concerning government quarters  and dining facilities available for use at the travel destination.    

 

    c.  Commander/Supervisor.

        (1)  Requesting orders for the performance of official travel.

        (2)  Informing the traveler of the purpose, restrictions or special requirements of the mission.                                                  

        (3)  Informing the traveler of entitlements and limitations to avoid any misunderstandings which could lead to the traveler spending money from personal funds that can't be reimbursed.

        (4)  Reviewing travel vouchers to ensure their completeness, accuracy, and consistency with the purpose of the travel.  Appendix A is a checklist which commanders may use as a guide for reviewing travel vouchers.

        (5)  Reconciling with the traveler any questionable expenses.

        (6)  Forwarding any suspected fraudulent travel voucher to the USPFO for further review and appropriate action.  

    d.  Traveler.

        (1)  Pre‑planning travel to maximize the productivity of each trip.    

        (2)  Becoming knowledgeable about the vicinity of the travel destination to take advantage of government lodging and dining facilities in the area.

        (3)  Reviewing travel orders for correctness prior to departure.

        (4)  If required, submitting a request for advance payment of travel allowances sufficiently in advance of travel to permit processing of the request and issuance of a check prior to departure.                                       

        (5)  Exercising prudence when incurring expenses while traveling on official business.

        (6)  Obtaining receipts and maintaining adequate records to substantiate expenditures for which reimbursement will be claimed. 

        (7)  Obtaining non‑availability certificates when government lodging or 

dining facilities are not available.

        (8)  Submitting a properly completed travel voucher with supporting documents within five (5) days following completion of travel.
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CHAPTER 2
 PREPARATION OF REQUEST FOR TRAVEL ORDERS
2‑1.  PREPARATION OF DD FORM 1610.  Instructions for preparation of DD Form 1610 are detailed below.  Figures 2‑1 and 2‑2 are samples of completed forms. 

    a.  Item 1 ‑ Date of Request:  Use day, month, year format; e.g., 25 Jul 89.

    b.  Item 2 ‑ Name and SSN:  Enter travelers name and social security number. 

    c.  Item 3 ‑ Position title and grade or rating:  For military personnel, enter position and rank.  For civilian employees enter position and GS/WG rating.  DO NOT show military rank on civilian travel orders.

    d.  Item 4 ‑ Official station:  Enter location of permanent duty station.

    e.  Item 5 ‑ Organizational Element:  Enter Department, organization, or unit to which traveler is assigned and UIC.  Personnel not actually employed in a unit, should list their place of employment; i.e., USPFO, MATES, CSMS, MILPO, SPMO, etc.; rather than their military unit of assignment.    

    f.  Item 6 ‑ Phone number:  Enter the phone number of the unit or department of the traveler.

    g.  Item 7 ‑ Type of orders:  Enter, as appropriate, TDY, amendment, group, confirmation, repeated, rescission, or revocation.

    h. Item  8 ‑ Security Clearance:  Enter only if access to classified data is anticipated during the travel.  Otherwise, leave blank.

    i. Item  9 ‑ Purpose of TDY:  Enter a concise description of duty to be performed.  Do not use a vague, generic description such as "Support Recruiting and Retention Activities."

    j.  Item 10(a) ‑ Approx. No. of Days of TDY (Including travel time):  Enter the best estimate of the duration of the TDY assignment.  This amount may be exceeded by the lesser of, the number of days entered or seven days, without requiring a travel order amendment.

    k.  Item 10(b)  Proceed O/A (Date):  Enter the date travel will begin. Travel may begin as much as seven days before or after the indicated date but is not before the date the travel order is signed.

    l.  Item 11 ‑ Itinerary: Enter, in order, a complete description of the places the traveler will go, beginning with the travelers home or place of duty and returning to the travelers home or place the travel ends.  If it is expected that the traveler may need to alter the described itinerary to accomplish the mission, enter an "X" in the box preceding "Variation Authorized".  "Variation Authorized" is not intended to eliminate the need for proper planning, but rather to allow for changes when the actual itinerary necessary to complete the mission is uncertain.

    m.  Item 12 ‑ Mode of Transportation:  Enter an "X" in the appropriate block to indicate the mode of travel authorized.  If a mode other than privately owned conveyance (POC) is indicated, travelers are authorized reimbursement for use of POC to the transportation terminal.  If travel by POC is authorized, the order authorizing official must determine whether use of a POC is more advantageous to the Government or for the travelers convenience.  Enter an "X" in the appropriate box to designate this determination.
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    n.  Item 13 ‑ Per Diem:  Leave blank.  To be completed by order authorizing official.

    o.  Item 14 ‑ Estimated Cost:  Leave blank.  To be completed by order authorizing official.

    p.  Item 15 ‑ Advance Authorized:  Leave blank.

    q.  Item 16 ‑ Remarks:  Enter any information necessary to clarify special authorizations or instructions applicable to the travel being performed.  Sample remarks that may apply are contained in Appendix B, AR 310‑10 and <STATE>GR 690‑921. 

    r.  Item 17 ‑ Requesting Official:  Enter the name, title and signature of the commander, supervisor or designated representative requesting issuance of travel orders.                     

    s.  Item 18 ‑ Approving Official:  Enter the name, title and signature of the designated approving official.  If the approving official and the order authorizing official are the same, enter "Same as block 17."

    t.  Item 19 ‑ Accounting Citation:  Leave blank.  To be completed by order authorizing official.

    u.  Item 20 ‑ Order Authorizing Official:  Leave blank.  To be completed by the order issuing official.

    v.  Item 21 ‑ Date Issued:  Leave blank.  To be completed by the order authorizing official.

 

    w.  Item 22 ‑ Travel Order Number:  Leave Blank. To be completed by the order authorizing official.

2‑2.  AUTOMATED TRAVEL ORDERS.  Orders issued for military TDY travel will, in most cases, be published using the automated order format.  Commanders will submit requests for orders on a DD Form 1610 as outlined in paragraph 2‑1, above.

2‑3.  AMENDMENT OF TRAVEL ORDER.                                              

    a.  Order authorizing officials may change or correct issued travel orders by issuing an amendment.  An amendment may, within certain limitations, be issued before, during or after completion of travel for the purposes indicated below.

        (1) To recognize some essential aspect of travel not known in advance.

        (2) To change the period, place or purpose of travel.

        (3) To include omitted information.

        (4) To change allowances for unperformed periods of travel.

        (5) To correct erroneous information or clerical errors not affecting

reimbursement retroactively.

    b.  Retroactive Prohibition.  Order authorizing officials may not issue an amendment with retroactive effect which will increase or decrease the travelers entitlement to per diem, other allowances or change the basis of entitlement thereto on travel performed under the authority of a previously issued travel order (28 CompGen 732).  These officials may verbally authorize amendments, but must issue a written amendment as soon as possible after verbal authorization.                                               
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    c.  Effective Date of Amendment.  The effective date of an amendment is the date of issuance, unless a later date is specified. 

    d.  Requesting Amendments.  Commanders may request amendment of an order by completing and forwarding a DD Form 1610.                                  

        (1)  Complete items 1 ‑ 6 and 17 ‑ 22 as usual.                     

        (2)  Enter "Amendment" in item 7.                                      

        (3)  If the amendment affects any of items 8 ‑ 12, enter the amended information for the appropriate item.  Leave all unaffected items blank.      

        (4)  In item 16, cite the travel order being amended and describe any other changes not identified in items 8 ‑ 12. (Sample at Fig 2‑3)

2‑4.  REVOKING OR RESCINDING TRAVEL ORDERS.                                

    a.  Revocation.  To revoke an order, write "REVOKED" in bold letters across the face of the original copy and return it to the Order Authorizing Official.  Only orders under which NO PORTION of the travel was performed may be revoked.                                           

    b.  Recession.  Orders under which only a portion of the travel is performed may be rescinded for the non-executed portion of the travel.  To rescind the unexecuted portion of the travel, write "RESCINDED EFFECTIVE   (date)  " in bold letters across a copy of the orders and forward to the Order Authorizing Official.         

    c.  Orders MAY NOT be rescinded nor revoked after performance of the travel. 
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CHAPTER 3

PUBLICATION OF ORDERS

3‑1. GENERAL.  Reimbursement of travel expenses is not authorized without orders issued by proper authority.  Normally, written orders will be published prior to commencement of travel.  Requests for travel orders must be submitted to the order issuing authority a minimum of thirty (30) days prior to the effective date of travel. In unusual circumstances, the order issuing authority may issue a verbal order directing official travel.  However, a confirming written order must be issued as soon as possible thereafter to support the travel claim.  Emergency travel requirements that do not permit a written request in accordance with the above schedule must receive telephonic approval from the order issuing authority BEFORE travel may begin, and must be followed up by a written request.

3‑2.  AUTHORITY TO ISSUE.  The Program Manager from whose funds the travel expenses will be paid is the Order Issuing Authority. Orders may only be issued by, or with the concurrence of the Order Issuing Authority. Normally, orders should be published not later than twenty (20) days prior to the date of departure.  This will allow adequate time for the Transportation Office to make necessary transportation reservations.  It will also give the traveler adequate time to plan the trip and apply for and receive advance payment of travel allowances, if desired.
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CHAPTER 4

ADVANCE PAYMENT OF TRAVEL ALLOWANCES
4‑1.  AUTHORIZATION FOR ADVANCES.  The advance payment of travel allowances is only authorized in connection with actual or impending travel supported by written orders.  Allowances are payable in accordance with the provisions of Chapter 5, AR 37‑106.  Generally, only one advance will be made under the same set of orders.  If the nature of the duty or conditions of travel change and the change will require the expenditure of additional money, the traveler may apply for a supplemental advance.

4‑2.  REQUEST FOR TRAVEL ADVANCES. 

    a.  Travelers desiring to receive an advance must submit DD Form 1351 with five (5) copies of their travel order to USPFO‑<STATE>, ATTN: Travel Section.  Requests  for advances must reach the travel section at least fifteen (15) days prior to the departure date.  (See Fig 4‑1).             

    b.  The following statement of understanding must be typed in Section VI of the DD Form 1351 and signed by the traveler.

"A SETTLEMENT VOUCHER MUST BE SUBMITTED WITHIN 5 DAYS OF COMPLETION OF TRAVEL.  IF A SETTLEMENT VOUCHER IS NOT SUBMITTED WITHIN 30 DAYS, THE AMOUNT OF THE ADVANCE AND A $15.00 ADMINISTRATIVE FEE WILL BE DEDUCTED FROM YOUR NEXT REGULAR PAY.

IF YOUR TRAVEL ITINERARY CHANGES TO WHERE SUBMISSION BY THE SETTLEMENT DATE IS NOT POSSIBLE, YOU MUST NOTIFY THE USPFO‑<STATE>, ATTN:  TRAVEL SECTION AT COMMERCIAL (612) 632‑6631, EXT 7163 OR DSN 871‑7163.  THE ABOVE STATEMENT SERVES AS THE NOTIFICATION  LETTER REQUIRED BY PARAGRAPH 5‑6, AR 37‑106.              

I HAVE READ AND UNDERSTAND THE ABOVE."

                                (Signature)

4‑3.  AMOUNT OF ADVANCE PAYMENT.                                   

    a.  The amount of a travel advance will approximate 80% of the daily per diem rate times one less than the number of days of travel, to a maximum of thirty (30) days.  The estimated cost of other expenses such as rental cars and registration fees will be added on. 

    b.  The Monetary Allowance in Lieu of Transportation (MALT) payable for use of a privately owned vehicle will only be paid upon settlement of the travel claim.  It will not be included in an advance payment.

    c.  Full time support personnel (technician, AGR, or civilian) who are eligible to participate in the Government Credit Card Program are limited to the M&IE, but not the lodging, portion of the daily per diem rate for the travel location plus any identifiable miscellaneous expenses not normally paid with a credit card.  This limitation applies to all personnel eligible to receive a credit card, whether or not the individual applies for a card.
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     d. The availability of government quarters and rations and the associated cost dictates the daily per diem rate used in computing advance payment amounts. Unless specified otherwise in the travel orders, advance payments for duty to be performed at military installations will be computed as if both quarters and mess are available for military personnel and quarters are available for civilian employees.  For orders to service schools, it is assumed that quarters and mess are available and only the incidental expense portion of the per diem will be payable.

    e.  Advance travel payments will not be made for amounts of $100.00 or less.

4‑4.  SETTLEMENT OF TRAVEL CLAIMS CONTAINING ADVANCES.                         

    a.  Travelers are required to file their travel claims, whether or not involving advance payments, within five (5) days following completion of travel.  Failure to file a claim involving an advance payment within the required time frame may result in collection action as indicated in paragraphs 4‑6 and 4‑7. 

    b.  Normally, all travelers will file their claims with the travel section of the USPFO for <State>.  However, in some instances, it may be necessary to file a travel claim with the supporting Finance and Accounting Office at the travel location.  If a traveler receives an advance payment through the USPFO‑<STATE> and subsequently settles the claim at another finance office, a copy of the settlement voucher should be forwarded to the USPFO‑<STATE> Travel Section to preclude erroneous collection of a non-cleared travel advance.                                                          

    c.  Advance and settlement vouchers processed by USPFO‑<STATE> will be paid by the Finance & Accounting Office at Fort McCoy, WI.

4‑5.  COLLECTION OF TRAVEL ADVANCES.                                           

    a.  Every effort will be made to obtain payment from the traveler to settle amounts due the Government for unsettled or overpayment of travel advances.  When the amount of advance or overpayment has not been settled within 30 days after completion of the travel, the advance will be considered delinquent.  THE AMOUNT DUE WILL BE DEDUCTED FROM THE TRAVELER'S NEXT REGULAR PAYROLL (MILITARY OR CIVILIAN).

    b.  When an advance is issued and the travel is not performed, or postponed indefinitely, the traveler should immediately return the advance payment to the USPFO‑<STATE> Travel Section.  If repayment is not made, action will be initiated to have the advance collected from the individual's next regular payroll.          

4‑6.  INTEREST, PENALTIES, and ADMINISTRATIVE CHARGES (DELINQUENT ADVANCES).   

    a.  Authority.  The Debt Collection Act of 1982 authorized collection of interest and handling charges from individuals who do not promptly settle advance travel payments and the outstanding amount becomes "delinquent".  Delinquent payments are defined as receivables that remain unpaid 30 days from the due date established by statute or notice in indebtedness.

    b.  Administrative Charge.  A $15 administrative charge is assessed on all delinquent accounts to cover the cost of processing and handling.  This charge is automatically assessed on the thirty‑first (31st) day after completion of travel if an advance was drawn and the claim is not processed.  In cases where a claim was processed which resulted in an amount due the Government, the      charge is assessed on the thirty‑first (31st) day after notification of the debt.  This is a one time charge for each delinquent account.

    d.  Penalty.  A penalty of 3% per year is assessed on any portion of a debt that is delinquent more than ninety (90) days.  The charge accrues from the first date of delinquency (thirty‑first day after due date) and continues to accrue until the debt is paid in full.                                 
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    c.  Interest.  Interest charges are part of all late payments whether the debt is paid in a lump sum or by installments.  The interest rate in effect at the time the debt becomes delinquent is charged throughout the life of that debt.

    d.  Application of Payments.  Payments will be applied first to penalty and administrative charges; second, toward accrued interest; and third, toward the remaining balance due.                                                   

  Examples:                                                               

    (1)  Soldier A receives a travel advance and does not file a travel claim within thirty days following completion of travel.  On the thirty‑first (31st) day the travel section will notify either the military or technician pay section to collect the amount of the travel advance plus the $15 administrative charge.                                                                      

    (2)  Soldier B receives a travel advance.  When the claim is processed, the advance was found to be $200 more than the entitlements.  Soldier B is notified of the debt on 1 March 1994.  Soldier B pays $100 on 1 May 1994  and the balance on 15 July 1994.  On 31 March 1994, a $15 administrative charge is assessed.  Of the $100 paid on 1 May, $15 is used to pay the administrative charge and the remaining $85 is applied to the debt, leaving an unpaid balance of $115.  Since the debt remained unpaid on 29 June 1994 (the 91st delinquent day) penalty and interest is charged accrued back to the first day of delinquency (31 March 1994).  The payment on 15 July must be for the unpaid balance of $115 plus the accrued interest penalty.                     
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CHAPTER 5

IDT AND ADT TRAVEL

5‑1.  GENERAL.  The pay status and location of training dictate a soldier's entitlement to travel and transportation expenses when ordered to active or inactive duty training.

5‑2.  INACTIVE DUTY TRAINING WITH PAY.  Members ordered to inactive duty training with pay for one or more days are not entitled to travel or transportation expenses from their home or place of abode to their unit of assignment/attachment.  However, soldiers ordered to perform inactive duty training at a location other than that of their unit of assignment/attachment may be entitled to reimbursement for travel expenses.  Per diem and travel allowances are payable for the necessary travel time required, even though the member may be entitled to only one day of inactive duty training pay.  Payment shall not be made in the absence of appropriate orders.

5‑3.  INACTIVE DUTY TRAINING WITHOUT PAY.  Soldiers ordered to perform inactive duty training without pay at a location other than that of their unit of assignment/attachment are entitled to temporary duty allowances prescribed in Chapter 4, Parts E, H, I and K, of JFTR when authorized on the orders. No travel per diem allowances are payable for any period the soldier is at the location of their unit of assignment/attachment.

5‑4.  ACTIVE DUTY TRAINING WITH PAY.  Soldiers ordered to active duty training with pay for periods of 20 weeks or less are normally entitled to per diem and travel allowances when the order authorizing official determines the location of training is outside of commuting distance from the soldier's home or place from which ordered to active duty.  Soldiers within commuting distance of the place to which ordered are not entitled to per diem, but may receive reimbursement of actual expenses when the nature of the duty requires them to remain overnight and their orders so state.  All soldiers are entitled to reimbursement for one round trip travel if government provided transportation is not available or group travel is involved.   

5‑5.  ACTIVE DUTY TRAINING WITHOUT PAY.  Orders will be published at battalion or next level command when duty is at their unit or home station.  The Office of the Adjutant General must publish orders directing soldiers to perform active duty training without pay at a place other than the location of their unit or home station.  Individuals are entitled to temporary duty allowances prescribed in Chapter 4, Parts E, H, I and K of JFTR when authorized on the orders.  No travel or per diem allowances are payable for any period members are at their training duty station.

5‑6.  COMMUNITY RELATED ACTIONS.  When non‑pay orders are required for an individual to participate in community related actions, the request must be approved by <STATE>AG‑DPT‑MS (Military Support) prior to battalion/or next level command publishing the order.  The publishing organization will provide Military Support with one copy of the order, 10 days prior to the reporting date.

5‑7.  ACTIVE GUARD/RESERVE (AGR).  AGR personnel are entitled to travel allowances whenever they are ordered to perform duty at a location other than their permanent duty station (PDS).  When performing training under field conditions, allowances are only payable for travel to and from the training site, not while at the training site.  For example, an AGR member whose PDS is St Paul travels to Camp Ripley for annual training is entitled to per diem and travel expenses between his/her home or PDS and Camp Ripley during both legs of travel.  While at Camp Ripley, training is considered to be under field conditions and no per diem is payable.  This also applies when unit IDT is considered to be under field conditions, such as weekend firing.
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CHAPTER 6

ANNUAL TRAINING 

6‑1.  GENERAL.                                                                

    a.  No per diem or actual expense allowance is payable to soldiers ordered to annual training when:                                                     

        (1)  Both government quarters and mess are available.

        (2)  The order authorizing official determines that the home or place from which ordered to duty are within commuting distance of the training station.

        (3)  The soldier commutes on a daily basis to the training station, regardless of the distance involved.

    b.  A monetary allowance in lieu of transportation (MALT) is not payable when Government transportation is directed or when Government transportation is actually used, regardless of the mode of travel directed or authorized.

6‑2.  ANNUAL TRAINING (MEMBERS TRAVELING AS A UNIT).                           

    a.  Members ordered to annual training who are required to report to a rendezvous point, or unit headquarters, are not entitled to travel allowances between home and rendezvous point.

    b.  Advance party personnel and other members authorized individual travel who are not required to report to the rendezvous point are entitled to travel allowances between their homes and the training duty stations.

    c.  A member who is authorized to report late, or who is released early and will not return, is entitled to transportation at government expense.

6‑3.  YEAR ROUND ANNUAL TRAINING   Entitlement to travel and per diem allowance for individuals ordered to annual training (not as part of a unit), depend upon:

        (1)  The availability of government quarters and mess at the AT site. NOTE:  It is the current Department of the Army policy that National Guard personnel on annual training will be provided government lodging at no cost to the military member.  Any associated costs will be billed to the USPFO.

        (2)  If the individual's home is within commuting distance of the AT site.

        (3)  The mode of travel directed in the orders.

        (4)  The mode of travel actually used.

6‑4.  TDY FROM THE AT SITE.  A member who is performing AT, either as part of a unit or as an individual under the year‑round AT program and is ordered TDY to a location other than the AT site, is entitled to travel and per diem as shown below.

    a.  MALT if use of POV is authorized as more advantageous to the government.

    b.  Reimbursement for the cost of commercial transportation is authorized, in lieu of MALT, if travel was performed by common carrier and transportation requests were not available to the member. 

    c.  When TDY is performed at a location outside commuting distance of the AT site, per diem allowances are payable for the TDY period plus allowable travel time.
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6‑5.  ADVANCE AND REAR DETACHMENTS.                                            

    a.  Travel allowances are payable for advance and rear detachments.  Travel reimbursement is subject to the limitations in paragraphs 6‑1.b. and c.

    b.  Entitlement to per diem for advance detachment personnel ceases at the  time of arrival at the AT site. Per diem entitlement for personnel on  rear detachment begins at the time of departure from the training site.  All interim periods are considered to be field duty.
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CHAPTER 7

MEDICAL TRAVEL
7‑1.  MEDICAL EXAMINATIONS.  Members of the <State> Army National Guard who perform travel away from their home stations for the purpose of obtaining medical care for injury, illness or disease incurred in the line of duty are entitled to transportation or transportation and meals as indicated below.  For purposes of this regulation, medical care is defined as medical examinations, treatments and appearances before medical and physical evaluation boards, associated with injuries or illnesses incurred in line of duty.  In these situations, members will be ordered to active duty without pay.  Per diem allowances are not authorized during the period while at the medical facility.  This paragraph does not prohibit payment of pay and allowances to those members otherwise entitled to continuation of active duty pay and allowances due to an injury or disease in line of duty incapacitation.

7‑2.  HOSPITALIZATION, MEDICAL EXAMINATION AND APPEARANCE BEFORE MEDICAL BOARDS.  

    a.  A member who performs travel incident to hospitalization, medical examinations or appearance before a medical evaluation board is not entitled to payment of mileage or MALT or subsistence.

    b.  The member is entitled to transportation at government expense or reimbursement of actual transportation costs as well as the subsistence costs as follows:

        (1)  If Government transportation is not available (to include the use of transportation requests), reimbursement is authorized for the actual cost of transportation.  All claims for reimbursement of transportation costs must be supported with receipts. (See Figure 7‑1 regarding POV travel reimbursement).

        (2)  Subsistence for members while traveling may be furnished by means of box lunches or meal tickets.  If subsistence is not furnished, members may be reimbursed the actual cost of meals purchased while in a travel status. When authorized reimbursement of expenses, the member must support reimbursement claims with receipts and list the expenses in block 5 of DD Form 1351‑2.  Example:  Breakfast: $2.12; Lunch: $3.25; Supper: $5.15.  Reimbursement will not exceed the maximum allowable rates for meals purchased on meal tickets as prescribed by VOL 1, JFTR.

7‑3.  HOSPITALIZED WHILE IN IDT TDY STATUS.  A Soldier disabled/injured in line of duty while performing temporary duty is entitled to the hospital benefits, pay and allowances and other compensation provided by law or regulation for a member of the Regular Army of corresponding grade and length of service (32 USC 318).  No per diem allowance is payable for any period of temporary duty while a patient in a hospital.

7‑4.  MEDICAL TRAVEL OF AGR PERSONNEL.  AGR personnel who are ordered to a medical facility within the local travel area, to take a required physical examination, or to obtain a medical diagnosis and/or treatment, are considered to be on official business and may be reimbursed for such travel.  Travel to a government or private medical facility on a voluntary basis to obtain a medical diagnosis and/or treatment, are not considered to be on official business, and reimbursement is not authorized.  Voluntary travel includes travel following a required physical examination to obtain medical treatment for a condition discovered during such physical examination.  Reimbursement will be made for travel to a medical facility outside the local travel area to obtain medical care unless such care is elective in nature. 
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CHAPTER 8

OTHER TRAVEL
8‑1.  SERVICE SCHOOLS.                                                         

    a.  For the purpose of this chapter, service schools are defined as schools held at an active army post or Government installation.

    b.  It is the responsibility of the individual to report to the post billeting officer to determine if Government quarters are available prior to making arrangements for accommodations off post.

8‑2.  SERVICE SCHOOLS ‑ LESS THAN TWENTY (20) WEEKS.                                         

    a.  Personnel who attend service schools for less than 20 weeks are entitled to travel and transportation allowances as indicated below.

        (1)  Transportation in kind, transportation requests or MALT for the official distance.

        (2)  Meal tickets or per diem for the lesser of the authorized travel time or the travel time actually used.

        (3)  Rations in kind or per diem while at school.

        (4)  Shipment of personal effects (not to exceed the temporary duty weight allowance) and professional books and papers.  (VOL I, JFTR.)

    b.  When, during a period of duty for a service school less than 20 weeks, the period of duty must be extended by an additional period of less than 20 weeks due to unforeseen circumstances, per diem allowances will be continued for the entire period.

    c.  When a period of duty for service schools less than 20 weeks is extended and the extended period is more than 20 weeks, no per diem will be payable beginning on the date of the extension order.

    d.  When no specific mode of transportation is specified in the order and the member travels at his/her own expense, payment of MALT and per diem for allowable travel time is authorized.  The final responsibility for determination of allowable travel time rests with the USPFO for <State>.

    e.  The rate of per diem payable while at the school is based on the availability of government quarters and mess at the school.  The determination of the availability of government quarters and mess at the school is the responsibility of the installation commander.  The traveler must obtain a certificate of non‑availability for meals or lodging when applicable.

8‑3.  SERVICE SCHOOLS ‑ TWENTY (20) WEEKS OR MORE.                      

    a.  When a member is ordered to active duty for twenty (20) weeks or more, such travel is permanent duty travel.  The school becomes the permanent duty station and the member is entitled to permanent change of station (PCS) travel allowances.

    b.  No per diem is payable regardless of the availability of government quarters or mess.

    c.  The following allowances are authorized for permanent change of station travel:
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        (1)  Transportation in kind or transportation requests or MALT for the official distance.

        (2)  Meal tickets or per diem for the lesser of travel time authorized or actually used.

        (3)  Transportation of household goods (VOL I, JFTR).  (Must be authorized in the order.)

        (4)  Transportation of dependents (Paragraph M7000, VOL I, JFTR). (Must be authorized in the order).

    d.  When a service school lasting twenty (20) weeks or more is conducted at more than one location, per diem is payable at any location where the period of duty is less than twenty (2) weeks.                                        

8‑4.  ARMY AREA SCHOOLS/UNIT SCHOOLS.                                        

    a.  Army area schools/unit schools as discussed in this chapter are schools conducted within the State of <State> and not those conducted at an active army post.

    b.  Mileage or MALT is payable to the owner/operator of a vehicle if use of a privately owned vehicle is determined to be more advantageous to the government.  Reimbursement is not authorized if government transportation is directed, or actually used, whether or not directed.

    c.  Per diem is payable if the order issuing official determines the soldier to be outside of commuting distance of the training station.

    d.  Per diem is not payable when the member is within commuting distance of the training station.  However, if the nature of duties require the soldier to remain overnight at the training station, the soldier may claim reimbursement for the actual cost of meals and lodging in excess of those which would be procured on other days when the member is not prevented from commuting. 

8‑5.  RESERVE ENLISTMENT PROGRAM (REP 63 TRAINING).                           

    a.  Enlisted members undergoing their initial period of active duty for training, to include the Advanced Individual Training (AIT) Phase under provisions of the Reserve Enlistment Program (REP‑63), are not entitled to per diem while at the training duty station. 

    b.  Enlisted members traveling to duty stations in connection with the REP‑63 program are entitled to travel and transportation allowances for the period of travel. 

        (1)  USPFO <State> or the Military Entrance Processing Station (MEPS) will furnish transportation requests and meal tickets for travel from home of record to the initial duty station.  No reimbursement is authorized, unless transportation requests and meal tickets are not available to the member at the time and place required, in which case the member is entitled to reimbursement for the actual cost of transportation at the rate of $.25 cents per mile for the official distance plus reimbursement for the actual expense of meals procured during the period of allowable travel time (receipts required) not to exceed the maximum allowed by the JFTR.
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        (2)  Members are entitled to transportation at government expense from the basic training site to the AIT site. Government transportation may be furnished or a mileage allowance may be authorized. The order issuing authority at the basic training site has the authority to direct use of government transportation for such travel.

    c.  A member who is granted leave while on REP training is not authorized government transportation or reimbursement for travel while on leave.  All travel performed while on leave is at the member's expense, except that a member granted leave between basic training and AIT could be authorized mileage from the basic training site to the AIT site, if government transportation for such travel was not directed.

8‑6.  LOCAL TRAVEL IN AND AROUND THE PERMANENT DUTY STATION.       

 

    a.  Reimbursement for transportation expenses in the area of the permanent duty station (PDS) may be authorized for travel between: 

        (1)  office or duty point and another place of duty;

        (2)  places of business;

        (3)  residence and place of business other than office or duty point. 

    b.  Authority to approve and fund reimbursement of local travel in and around the PDS rests with Support Personnel Management Officer for all FTS personnel involved in FTS activities.  The Camp Ripley Commander can approve  and will fund local travel reimbursements associated with Camp Ripley Site Support.  The Plans, Operations and Training Officer is the approval authority and will fund, all other local travel requirements.  Local travel in and around the PDS should be extremely limited since a government vehicle is generally available at the PDS for local travel.

    c.  Claims for reimbursement of local mileage around the PDS will be submitted on a Standard Form 1164.  The SF 1164 will be reviewed by the individual's commander/supervisor and approved by the officer indicated in paragraph b, above.

8‑7.  LOCAL TRAVEL IN AND AROUND THE TEMPORARY DUTY STATION.      

    a.  Reimbursement for transportation expenses in the area of a temporary duty station may be authorized for travel between:

        (1)  place of lodging and place of business;

        (2)  places of business;

        (3)  place of business or lodging and the nearest place to obtain a meal when a suitable meal cannot be obtained at the place of business or lodging.  b.  

    b.  Local transportation reimbursement is limited to:                      

        (1)  one round trip daily between place of lodging and business;

        (2)  not more than three (3) round trips daily between the place of business or lodging and the place where meals are procured with any trips in excess of one per day subject to approval by the commander or order issuing official; and                                                                 

        (3)  not to exceed 30 miles for each round trip; or                    

        (4)  if attending a service school, not to exceed the distance within which suitable lodging and meals were available as indicated by a statement from the school commandant or installation commander.

    c.  Travel vouchers requesting reimbursement for local travel must be supported by a statement from the soldier certifying that Government transportation was not available and detailing the transportation performed, to include the purpose and cost of local transportation (number of miles if POV is used).                         
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CHAPTER 9

PREPARATION OF TRAVEL VOUCHERS
9‑1.  EVIDENCE OF TRAVEL.  The travel voucher (DD Form 1351‑2) and supporting documents constitute an official record for payment of travel and transportation allowances.

9‑2.  FORMS UTILIZED IN THE PREPARATION AND SUBMISSION OF TRAVEL VOUCHERS.

    a.  DA Form 31, Request and Authority for Leave

    b.  DA Form 4556, Airline Service Request

    c.  DD Form 730, Unused Transportation Ticket Request (prepared by USPFO‑<STATE> Traffic Branch)

    d.  DD Form 1351, Advance Request

    e.  DD Form 1351‑2, Travel Voucher or Sub voucher

    f.  DD Form 1351‑2C, Travel Voucher or Sub voucher (Continuation)

    g.  DD Form 1351‑3, Statement of Actual Expenses

    g.  DD Form 1351‑5, Non‑availability of Quarters and Mess

    h.  DD Form 1351‑6, Multiple Travel Payments List

    i.  DD Form 1610, Request and Authorization for TDY Travel of DOD Personnel

    j.  SF Form 1164, Claim for Reimbursement for Expenditures on Official Business

    k.  SF Form 1170, Reimbursement of Unused Tickets (prepared by USPFO‑<STATE> Traffic Branch) 

9‑3.  PREPARATION OF TRAVEL VOUCHERS.                                          

    a.  General.  All TDY settlement vouchers will be prepared on DD Form 1351‑2 (Fig 9‑1 through 9‑7), DD Form 1351‑2C, Travel Voucher or Sub voucher (Continuation), (Fig. 9‑8), if appropriate.  The forms may be typewritten or may be printed with black or blue‑black ball point pen.  Press hard so all copies are legible.  DO NOT use pencil or felt tip markers.  The original copy of the voucher must bear the original signature of the traveler.  Carbon impression or machine reproduced signatures are not acceptable.  Pen and ink corrections or lined out items must be initialed by the person making the correction or change.  The last copy of the completed travel voucher is returned to the traveler as the payee copy. Do not pull copies of DD Form 1351‑2 from the packet.  All five copies are needed for processing the claim.

    b.  Block‑by‑block instruction (DD Form 1351‑2).  Most items are self‑ explanatory; however, the following additional information/clarification is provided:

        (1)  Heading.

             (a)  Name.  Enter the surname, in CAPITAL letters, before the first name and middle initial.
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             (b)  Grade/Rank.  The civilian grade or military rank must be the same as that listed on the travel orders.  DO NOT show military rank if travel is performed in a technician status.

             (c)  Social Security Number.  Self‑explanatory.

             (d)  Check Mailing Address.  Enter the complete mailing address, including zip code.  Do not enter armory addresses as checks may not be sent to the armory.

             (e)  Duty Phone Number.  Enter the duty phone number at which the traveler can be reached during normal duty hours should a question arise during processing of the travel claim settlement.

             (f)  Organization and Station.  Enter the organization or station to which the claimant is currently assigned.  Technicians filing claims for travel in a technician status should show their technician rather than military organization and station, if not the same. 

             (g)  Travel Orders.  Identify the organization issuing the travel order, the order number and date issued.  Include, also, the same information for any amendments to the basic travel order.

             (h)  Prior travel payments.  For all prior payments, list the amount, disbursing office voucher (DOV) number, date received, place paid or disbursing station symbol number (DSSN).  This includes all advance payments, accrued per diem payments and prior settlements received for the particular trip.  Attach a copy of the voucher for each prior payment shown. Most information necessary to complete this block can be found in the upper right corner of the payee copy of the prior vouchers.  If traveling under repeated TDY orders, do not list payments or attach vouchers for prior, separate trips.

        (2)  Itinerary (block 1).

             (a)  General.  The itinerary must be constructed in a chronological  sequence of travel, showing location of stops or changes in transportation mode. Start with the time of departure from home, office, unit or other point of departure at the permanent duty station.  Itinerary should end with the return to home, office, unit, or other point of arrival at the permanent duty station.  For military members, the point of departure and return from leave should be at the same place as stated in the order. (When leave is taken by military personnel, these dates and times must be the dates and times as shown in blocks 18 and 22 of DA Form 31).  All locations of overnight stops, changes in mode of transportation, or delays where a claimed expense is incurred must be listed.  All times will be shown using the 24 hour clock method. Dates will be in the day‑month‑year (DDMMMYY) format.  The itinerary must reflect the actual travel performed, to include returns to the members home or PDS even if for personal reasons.

            (b)  Place.  Show the city/town and state where each stop occurred. If stop is at a transportation terminal, this information may be added for clarification, e.g., St Paul, <STATE> Airport. DO NOT use unauthorized abbreviations such as TRF for Thief River Falls nor non‑descriptive phrases such as HOR or home.  Use of uncommon abbreviations or non‑descriptive only serve to create confusion and delay processing of the claim.

            (c)  Mode of Travel.  The mode of travel is entered using a two (2) letter code.  The first letter indicates the type of transportation and the second letter indicates the mode of transportation.  The codes are listed on the reverse side of the DD Form 1351‑2.
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            (d)  Reason for Stop.  Enter the code from reverse side of DD Form 1351‑2 which most closely describes the reason for the stop.  DO NOT use a code other than those indicated.

        (3)  Cost of Lodging.  (block 2).

            (a)  List in the appropriate block corresponding to the location in which the expense was incurred, the total cost of lodging only.  Do not include the cost of meals, phone calls, or other services.  If paid in foreign currency, convert the amount to US dollars and show the exchange rate in block 5.  

            (b)  If the lodging receipt indicates more than one person was using the room, the traveler must identify the other occupants and prorate the room charge if shared with another government traveler or indicate the government single room rate if shared with a non government traveler.

            (c)  Attach the original lodging receipt to the travel claim.  If the lodging receipt is lost, a statement from the traveler explaining the loss and which shows the date, place and cost of lodging is an acceptable substitute.

        (4)  Number of Meals (block 3).  Indicate in the top left portion of this block the number of government meals AVAILABLE, with or without charge, in a government dining facility.  When no meals are AVAILABLE in a government dining facility, indicate "O".  When government meals are AVAILABLE, annotate block number 15 of DD Form 1351‑2 which meals (B, L, D,) and indicate if provided at no charge, food cost only, or food cost plus surcharge were paid. When block 3 and 15 of DD Form 1351‑2 are not completed the DD Form 1351‑2 will be paid as if all meals were AVAILABLE without cost to the traveler.    

        (5)  POV Miles (block 4).  In situations where travel by POV is authorized as more advantageous to the Government for any portion of official travel and the traveler is responsible for paying the operating expenses, the traveler will be reimbursed for the official distance traveled.  The number of miles traveled (one way) must be shown in all cases where reimbursement is being claimed for POV mileage.  If a traveler is driven to a transportation terminal or rendezvous point by another person in a vehicle which the traveler is owns and maintains, the traveler may claim the round trip mileage by entering "RT" after the mileage entered in this block.

NOTE:  When use of POV is indicated, the appropriate box in block 9 of the DD Form 1351‑2 must be checked, i.e., owner/operator or passenger.  

        (6)  Reimbursable Expenses (block 5).  List in chronological order, any mission oriented miscellaneous reimbursable expenses:  include an explanation, where necessary, and amount expended.  Attach required receipts.  Paragraph 10‑3 provides a more detailed explanation of reimbursable expenses.

        (7)  Long Distance Telephone Calls (block 6).  Title 31 USC 680(a) requires specific approval for reimbursement of any long distance telephone, or similar communication service costs.  This approval is required regardless of the number of calls, cost or any prior authorization.  See paragraph 10‑3h for further information.

        (8)  TRs/MTAs/MTs (block 7).  Enter "NONE" if no Transportation Requests or meal tickets were issued.  If issued, whether used or not used, enter the ticket number and enter city and state under the "FROM" and "TO" columns where transportation was to be provided at government expense.
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        (9)  Leave Statement (block 8).  Civilian employees should fill in this statement when applicable.  Military personnel must have a DA Form 31 if leave was taken in conjunction with TDY and will be charged leave in accordance with military procedures.

        (10)  POV Travel (block 9).  If the traveler used privately owned vehicle for any portion of the travel, this block must be completed to show whether they  were the owner/operator of the vehicle or a passenger in a vehicle belonging to someone else.  Reimbursement will not be considered if block 9 is left blank, even if "PA" is shown in the itinerary.  A rental car which is rented at the traveler's own expense is considered a privately owned vehicle for purposes of travel reimbursements.

        (11)  For DO Use Only (block 10).  Do Not Use This Block.

        (12)  Payment Desired (block 11).  Self‑explanatory: however, due to current DA policy, most payments are made by check.  Be sure to provide a full check mailing address in the heading.   Be sure to spell out street addresses, cities, states and zip codes.

        (13)  Per diem requested (block 12).  Do not use this block.  It has no application to military travel under the Military Lodging Plus per diem rate.  When traveling in a high cost area the traveler automatically received maximum per diem rate for that locality.

        (14)  BAS Rate (block 13).  Leave blank.

        (15)  Signature of Claimant and Date (block 14).  Be sure to sign and date the voucher.  Unsigned vouchers WILL NOT be processed.  They will be returned to the traveler.  Travelers are reminded that when signing a travel voucher, they are certifying that all statements on the voucher are true and complete.  Even if the voucher was prepared by another person, the traveler is totally responsible for all statements or representations made on the travel voucher. The penalty for willfully making a false claim is a maximum of $10,000 or maximum imprisonment of 5 years, or both.

9‑4.  SUPPLEMENTAL TRAVEL VOUCHER.  When a travel claim is under paid, whether due to miscalculation or nonpayment of authorized expenses, the soldier must prepare and submit a supplemental travel voucher to receive the additional amount.  The DD Form 1351‑2 must be completed exactly as the original voucher.  The initial payment must also be shown in the Prior Travel Payments block (Fig 9‑6).  Type or print the word "SUPPLEMENTAL" on the top center of the voucher in large red letters.  Provide an explanation of what is due the soldier in block 15, or on an attached sheet.  A supplemental voucher must be reviewed in the same manner as an initial travel claim.  Attach the following documents to the voucher. 

 

    a.  A legible copy of the original DD Form 1351‑2,

    b.  A legible copy of the automated DD Form 1351‑2 from the initial payment,

    c.  Five (5) copies of the travel orders.
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CHAPTER 10

DOCUMENTATION REQUIRED FOR SETTLEMENT OF TRAVEL CLAIM

10‑1.  DOCUMENTS REQUIRED FOR SUBMISSION.  The following documents are required for submission/support of travel claims.

    a.  Five copies of DD Form 1351‑2 and DD Form 1351‑2C, if required.  DO NOT PULL ANY COPIES.

    b.  Four copies of each travel order and amendments, or DD Form 1610.

    c.  Two copies of statements of non availability of government quarters and/or messing facilities, when applicable.

    d.  Receipts.  The original and one copy of the following when reimbursement is claimed.

           (1)  Lodging, regardless of cost.

           (2)  Rental car charges and all gas receipts.

           (3)  Registration fees or tuition cost.  (When authorized in the order)

           (4)  All other reimbursable expenses greater than $25.00, i.e., taxis, travelers checks, official long distance calls, etc.

           (5)  Lost receipts ‑ requirement for statement:

                (a)  If copies of transportation requests or similar documents are lost or destroyed, the traveler must attach a statement which provides a complete explanation of the travel involved which includes the name of carriers, type of accommodations and points between which transportation was furnished.

                (b)  Receipts will be required for lodging unless they are impracticable to obtain or have been inadvertently destroyed or lost.  If a receipt is lost, destroyed or impracticable to obtain, the traveler must attach a statement to that effect (see figure 10‑1).  Such statement must include the date, location, establishment name and amount paid for lodging.  In any instance where the receipt covers the joint occupancy of lodgings, i.e., room shared with another person or with a member of the traveler's family, the traveler must identify the other occupant with a statement such as "accompanied by spouse" or "room shared with SSG Jones".  If the other occupant is not an official traveler, the single government rate must also be shown.  The travel section will pay the lesser of the amount claimed or the pro‑rated share of the room cost in all cases where more than one occupant is shown on the receipt and no explanation is provided with the claim.

    e.  DA Form 31 for military members, if leave is taken in conjunction with TDY.  Copy 2 of the DA Form 31 must be submitted with the travel voucher and must be completed IAW AR 630‑5.

10‑2.  STATEMENT PERTAINING TO GOVERNMENT QUARTERS AND MESS.                   

    a.  General.  When TDY is performed at a government installation, it will be assumed that quarters (for civilian and military) and mess (for military only) are available unless one of the statements discussed below is provided.  When quarters are available, reimbursement will not be made for use of commercial accommodations.  When a government dining facility is utilized by military or civilian travelers, they are required to pay the per diem or surcharge rate for all meals consumed unless specifically exempted.
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        (1)  Reimbursement for non government quarters or mess will be disallowed unless one of the following is provided:

            (a)  Statement of non‑availability of government quarters and mess issued by the TDY site Billeting Officer (see Figure 3‑1).

            (b)  Statement on the orders that the utilization of existing government facilities would adversely affect the performance of the mission (not appropriate on orders for travel to service schools).

        (2)  The Air Force publishes a regulation which indicates facilities available at the various Air Force Installations.  The regulation also requires the billeting officer to provide a DD Form 1351‑5 to Army personnel if facilities are not available.

    b.  Lodging at the home of a friend or relative.  If a traveler stays with a relative or friend while traveling, no cost for lodging will be allowed whether or not any payment for lodging was made to the relative or friend.

10‑3.  REIMBURSABLE EXPENSES.                                                    

    a.  Hire of Special Conveyance (taxi, bus, streetcar and subway).

        (1)  When utilizing commercial transportation, the traveler may be reimbursed for the cost of special conveyance to and from their residence or office to the transportation terminal on both departure and return.

        (2)  Receipts are required for fares greater than $25.00.            

    b.  Allowable tips.  Tips incidental to transportation expenses, when itemized, are reimbursable as follows:

        (1)  Tips to pullman porters or similar train attendants overseas, not to exceed $1.00 each calendar day.

        (2)  Customary tips for handling of personal baggage (except at hotels).  The number of pieces of baggage handled and place will be shown on the claim.

        (3)  Tips given exclusively for handling government property at hotels.  Reimbursement is not authorized for tips or fees for handling personal baggage as well as government property at hotels except to the extent that it can be shown that a separate charge or additional cost was experienced for handling the government property.  The number of pieces of government property handled must be shown on the claim.

        (4)  Tips to taxi or limousine service drivers are limited to 15% of the total fare.  If the 15% tip does come out in a 5 cent multiple, the tip may be rounded up to the next nickel.

        (5)  A traveler who uses transportation furnished without charge by a hotel, motel, or similar facility for travel between a common carrier terminal and such hotel, motel, or similar facility may be reimbursed for tips given to employees operating such transportation, not to exceed $.50 for each one‑way trip.

    c.  Checking and Transfer of Baggage.  Checking and transfer of baggage, when itemized, is reimbursable.  State the date, where paid, the number of bags, and amount paid, i.e., 26 Dec 88, baggage check, El Paso Airport, 2 bags, $1.00.
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    d.  Expenses incident to shipment of excess baggage.  Excess baggage expense is reimbursable when authorized in the travel orders.

    e.  Rental Cars.  When the travel orders authorize the use of a rental car, the traveler will be reimbursed the cost of the a rental car and fuel necessary for official travel.  Reimbursement will be limited to the government contract rate for the smallest size car necessary to complete the mission.  The government contract rate includes unlimited mileage and insurance coverage in the basic charge.  Therefore, insurance and mileage charges are not reimbursable if a contract company is available for use.  Receipts are required for the vehicle rental and fuel purchases.  Reimbursement will not include miles driven, gasoline used, or time charged for personal use.  If a traveler uses the rental car for personal use, the traveler must attach a statement of the time and mileage used for personal use to the DD Form 1351‑2. The traveler must refuel the car prior to turn‑in, rather than have it refueled by the rental agency at a much higher rate.  In cases where the car in not refueled prior to turn‑in, the travel section will determine the per gallon rate for reimbursement.  

    f.  Ferry fares, road, bridge and tunnel tolls.  These expenses, when itemized, are reimbursable for travel outside the limits of the permanent duty station by government or special conveyance. They are not reimbursable during POV travel.

    g.  Registration fees.  To be reimbursable, registration fees must be authorized in the travel order and documented by a receipt.  If the registration fee is not itemized, information regarding whether or not meals or lodging were furnished with cost of the registration must provided.  Listed below are guidelines for registration fees charged by the following activities:

        (1)  Army sponsored ‑ not chargeable; therefore, not reimbursable.

        (2)  Sponsored by other Federal agencies ‑ reimbursable.

        (3)  Private organizations ‑ see AR 1‑211.

    h.  Official long distance telephone, telegraph and similar communications. The cost of official telephone, telegraph, cable, or similar communications services are reimbursable when incident to the duty being performed.  To obtain reimbursement, the traveler must identify the total cost in block 5 of the travel voucher and attach a statement identifying the party called, explaining the necessity of the calls and itemizing the costs.  The reviewing official must forward the voucher to one of the officials authorized to approve long distance communications services.  That official must sign in block 6 to approve reimbursement.  The officials authorized to approve long distance communications services are:          

        (1)  AGO Chief of Staff,

        (2)  USPFO for <State>,

        (3)  Assistant USPFO for <State>,

        (4)  Camp Ripley Commander.

 

    i.  Passport, visa, and change of status fees are reimbursable when incurred incident to performance of TDY.

    j.  Taxes, airport taxes, landing fees, port fees.  These or similar taxes or fees incurred incident to official travel are reimbursable.

    k.  Traveler's Checks.  The cost of traveler's checks in an amount necessary for normal expenses incurred incident to official travel are reimbursable. 
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    l.  Transportation Terminal Parking Fees.  Parking fees at transportation terminals from the day of departure until the day of return to the terminal are reimbursable.  When departing from the Minneapolis/St Paul International Airport, travelers should utilize one of the off premise parking lots rather than the lot at the terminal if they will be gone two days or more.  These lots charge a lower daily rate and provide free shuttle service to the terminal building.  Travelers who use the terminal lot will be reimbursed the lesser of the actual cost at the terminal lot or the constructive cost of parking at an off premise lot.

    m.  Reimbursement for cost of transportation.

        (1)  Limitation on reimbursement.  Except when the use of POV is authorized or approved as more advantageous to the government.  Reimbursement 

for transportation is limited to the constructive cost of transportation had a transportation request been issued.

        (2)  Travel directed by government conveyance.  When travel is directed to be performed by government conveyance and such conveyance was available but travel was performed by any other mode, reimbursement of the cost of is not authorized.

        (3)  Orders direct utilization of transportation requests.  When travel orders direct, as distinguished from authorize, the issuance of transportation requests but the traveler travels by any other mode, reimbursement is not authorized unless the transportation requests were not available at the time and place required.  Orders directing the issuance of a transportation request by the USPFO for <State> will not be amended to change the mode of transportation subsequent to the issuance of the transportation request or purchase of the ticket.

NOTE:  Only travel agencies under contract to the U.S. Government may be used to secure passenger transportation. If a traveler is not aware of this policy and purchases transportation for official travel with personal funds from a travel agent, reimbursement will not exceed the cost which the government would have incurred had a contract agency been used.  In such cases, the member will be advised that recurrence of such use of travel agents will result in denial of any reimbursement for the transportation so provided unless it can be demonstrated that the member had no alternative.

n.  Fees charged for cash advance drawn from an Automatic Teller Machine on a Government Credit Card are an reimbursable expense.  Travelers will be reimbursed 2.75% of a figure not ot exceed 100% of the authorized M&IE rate for the TDY area.

10‑4.  TRAVEL BY PRIVATELY OWNED VEHICLE.                                      

    a.  If travel by POV is authorized as more advantageous to the government, the traveler will be reimbursed at the per mile rate in effect at the time of the travel.

    b.  If POV is used, the traveler may also be reimbursed for local mileage  as indicated in paragraph 8‑6 or 8‑7.
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CHAPTER 11
ADMINISTRATIVE REVIEW AND SUBMISSION OF TRAVEL VOUCHERS
11‑1.  RESPONSIBILITIES OF THE ORDER REQUESTING OFFICIAL.                     

    a.  Review the travel order to ensure it is correct as to date and location of duty, mode of travel, and any other specific instructions or authorizations related to the mission.                                                       

    b.  Ensure the traveler is aware mission requirements and of travel entitlements.

    c.  Assist the traveler in preparing the travel voucher and supporting documentation.

11‑2.  RESPONSIBILITY OF REVIEWER.  Within five days after return, the traveler must complete a travel voucher (DD Form 1351‑2) and forward it to his commander/ supervisor for review prior to submission to the travel section for processing.  The following paragraph, extracted from AR 37‑106, explains the purpose of this review.

"The purpose of the review is not to compute the payment but rather to insure that the claim is complete and proper.  This review does not constitute approval of items requiring approval by specific statutes or regulations."

    a.  Areas that require special attention are listed below:

        (1)  Be sure that the requesting authority for TDY orders is established at the appropriate command/supervisory level.

        (2)  Assure that authorization of variations on itinerary are valid.  Carte blanche authority in this area is unacceptable.

           (3)  Assure that authorization for use of rental cars and other reimbursable expenses are valid, and attach are original receipts.

    b.  After travel is completed and the voucher is prepared, a supervisory review is necessary before forwarding to the USPFO for processing.  The reviewing official must, after assuring that the DD Form 1351‑2 is completed correctly and that the reimbursement expenses claimed are consistent with the accomplishment of the mission, type or write "REVIEWED", the date, and sign the DD Form 1351‑2, using the space above block 10.  The reviewed must sign the form.  Initials are not acceptable.  Travel vouchers that are not properly signed will be returned to the commander/supervisor for review and signature.     

11‑3.  SUGGESTED ITEMS FOR SUPERVISORY REVIEW.                                 

    a.  To preclude duplicate payments, any advance or partial payments made for the period of TDY must be entered.  Provide a paid copy of the advance voucher (DD Form 1351).

    b.  The travel itinerary should be consistent with the dates and duty locations shown in the order.  If the DD Form 1610 authorized a variation from the order itinerary, any variation should be clearly necessary to mission accomplishment.  Variations should be authorized sparingly.
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    c.  The lodging cost at each location point should be documented by an original receipt.  Ensure that other occupants of the room, if any,  are identified and, if applicable, the single government rate is shown.

    d.  If duty is at a government facility, the traveler must report the number of government meals (B,L,D) available and indicate the amounts paid for meals. 

    e.  If POV mileage is claimed, ensure the indicated mileage is reasonable and that the traveler has checked the "owner/operator" or "passenger" box in item 9.

    f.  Miscellaneous expenses incurred during official duty can be reimbursed only if clearly warranted or specifically authorized by the travel order.  Receipts are necessary to support amounts in excess of $25.  Registration fee must be authorized on orders.

    g.  If the reimbursable expenses include official telephone calls, the calls must be separately approved in block #6 by the designated official.             

    h.  Transportation Requests, if used, must be recorded in block #7 and the traveler's copy (itinerary sheet) should be attached to the voucher.  The lowest cost transportation that meets mission requirements should always be used.

    i.  Ensure the traveler acknowledges periods of leave taken in conjunction with the official travel.

    j.  Reconcile with the traveler any confusing or questionable items. 

    k.  Review all travel vouchers for indications of waste, fraud, and abuse of public money. The supervisor will take the following actions on vouchers identified as fraudulent, wasteful or abusive.

           (1)  Inform the traveler's chain of command/activity director.

           (2)  If the chain of command/activity director also suspects possible travel fraud, then the travel voucher should be forwarded directly to the Financial Manager, USPFO‑<STATE>.

           (3)  The Financial Manager will review the voucher and if considered fraudulent, forward to the Criminal Investigation Division for investigation. 

11‑4.  RESPONSIBILITY OF THE TRAVELER.                                          

    a.  Submit all travel vouchers within five (5) days after completion of travel.

    b.  Review all items prior to submission of all travel claims.

    c.  Submit all travel vouchers to the proper reviewing official, ensuring that all required documentation is attached, complete and legible.               

    d.  Retain a photocopy of the travel voucher and all receipts or documents.  
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CHAPTER 12
COMMUTING DISTANCE
12‑1.  COMMUTING DISTANCE.  The order issuing official will determine whether or not travel is within commuting distance.  In making this determination, such factors as the  availability of public transportation, availability of highway networks, weather and road conditions and general commuting practices of the public.  A standard mileage radius CANNOT be used to determine commuting distance.

12‑2.  ENTITLEMENTS WHEN WITHIN COMMUTING DISTANCE. Per diem is not payable for travel which is determined to be within commuting distance.  However, travelers are generally entitled to payment of MALT for one round trip.

12‑3.  DUTY REQUIRING THE TRAVELER TO REMAIN OVERNIGHT    In those instances where the duty location is within commuting distance, but the nature of duty requires the individual to remain overnight, the orders must contain a remark such as "Due to the nature of the mission, the traveler is required to remain overnight at the duty station and reimbursement of actual expenses is authorized.  The traveler must complete a DD Form 1351‑3 to itemize actual expenses.  Only expenses which are over and above those which would normally be incurred had the traveler not been prevented from commuting will be reimbursed.  The normal rules for supporting claimed expenses with receipts and other documents apply.            
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                                   CHAPTER 13
                       COMPUTATION OF PER DIEM ALLOWANCES
13‑1.  MILITARY/CIVILIAN LODGING PLUS PER DIEM.  Unless authorized reimbursement under the actual expense method, per diem entitlements are computed using the lodgings plus system.  Under this system, maximum rates are established for each geographic area.  The maximum rate for each area is computed by adding the rate for lodging to the flat rate for meals and incidental expenses (M&IE).  The maximum rate for lodging varies between geographical areas, with a minimum or $40.00.  The M&IE rate is $26 unless the area is as a "high‑cost" area in which case a daily rate of $30, $34 or $38 applies.  The minimum rate of $66 applies to all locations in <State> except for those indicated below.   

LOCATION                  LODGING    +    M&IE    =    MAXIMUM RATE

Data should be included applicable to your state

(Rates for other areas may be obtained from the Travel Section at USPFO‑<STATE>.)

13‑2.  GENERAL RULES.                                                           

    a.  The rate used is based on the location of the traveler at 2400 hours. The actual lodging cost, not to exceed the authorized lodging rate, is added to the M&IE rate for the area to obtain the daily rate.   

    b.  On the day of return, the preceding day's M&IE rate is used.

    c.  On the day of departure and day of return, per diem is computed using quarter day increments.                                                  

    d.  No per diem is authorized for travel performed under orders which is completed entirely within a 10 hour period.  Military personnel who are required to procure meals at personal expense from other than a government dining facility may be reimbursed for such meals, not to exceed two meals.  The traveler must submit a travel voucher to claim reimbursement.                                                  

    e.  Daily per diem allowances will be reduced by standard rates for all meals available to a military traveler in a government dining facility.  Meal deductions for civilian travelers are based on meals actually consumed.                 
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