
AGENCY FOR INTERNATIONAL DEVELOPMENT

\

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
October 26, 1992

TRANS. MEMO NO.
22:350

-,

Handbook 22 - Travel and Transportation

Chapter 10, Federal Travel Regulations, the following FTR
changes have been made:

1) GSA Bulletin FTR 4, reimbursement of higher actual
subsistence expenses for travel to Augusta (Richmond County),
Georgia, covering travel during the period April 7-14, 1992;

2) GSA Bulletin FTR 5, reimbursement of higher actual
subsistence expenses for travel to Oshkosh (Winnebago County),
Wisconsin, covering travel during the periods July 31-August 6,
1992;

3) FTR Amendment 25. travel expenses of federal employees with
disabilities. effective March 6. 1992; and

4) FTR Amendment 26. 1992 omnibus technical and editorial
corrections. effective June 30. 1992.

FILING INSTRUCTIONS:

1. REMOVE PAGES:

FTR Checksheet for Amend 24

REPLACEMENT PAGES:

FTR Checksheet for Amend 26

2.

3.

4.

'\

) 3./

4.

File the memorandum for GSA Bulletins 4 &5 and FTR Amendments 25 &26
in front of the chapter behind the memorandum for Amendment 24.

Replace the appropriate pages with the corresponding new pages.

Initial the Transmittal Memorandum Checksheet (in the back of the
Handbook binder) beside TM 22:350.

KEEP "FHIS:IRANSMITTAL MEMORANDUM. wh1 ch has an up-to-date Checkli st for
tnls Handbook on the back.

. .~ .' ".' .

Ffle"this 'tM22:350 t" the front of the handbook. binder; discard TM
sheet 22:349.

* * * * * * *

Address questions about this Handbook. to FA/AS/TT (202) 647-8426.

For additional copies of this Transmittal contact FA/AS/ISS (703) 875-1641.
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DATE

1-22-76

Various

12-31-80

8-31-81

11-5-81

4-16-86

Various

8-19-87

12-30-87

Various

12-30-87

Various

10-17-88

6-16-88

Various

5-8-89

Various

10-16-89

CHECKLIST FOR HANDBOOK 22
TRAVEL AND. TRANSPORTATION

AUTHOR OFFICE: FA/AS/TT

MATERIAL TRANSMITTED

NOTE regarding sex-biased
language in handbooks

Page 9A-TC-3 of the Table of Contents for
Appendix 9A

Pages 9-1 thru 9-7 of Chapter 9

Chapter 7

Pages 9A-TC-l and 9A-TC-2 of the Table of Contents
for Appendix 9A

Chapter 11

Pages llA-l and llA-2 of Exh. llA of Ch. 11

Chapter 12

Pages 9A-27 thru 9A-31 , of Appendix 9A, Ch. 9

Re1ssuance in its entirety

Pages 9A-32 and 9A-32a of Appendix 9A

Chapters 1, 2, 4, 5 in their entirety

New Handbook Index

Exhibits 4A and 48 of Chapter 4

TC 1-6, TC 15-25, of the Table of Contents
and pages 9A-l thru 9A-4 of App. 9A, Ch. 9

Pages 6-1 thru 6-6 of Ch. 6

Pages TC-26 thru TC-32 of the Table of Contents

Pages 8-3 thru 8-4, Exh. 8A of Chapter 8

.It:L.]Q.

22:21

22:26

22: 115

22: 129

22: 142

22:241

22:259

22:275

22:283

22:289

22:290

22:295

22:298

22:308

22:313

22:316

22:321

22:323



>- DATE MATERIAL TRANSMITTED nuID .

.~ Various Pages 9Al-9 thru 9Al-24b of App. 9Al 22:325
,.- •Various Pages TC-7 thru TC-14 of the Table of Contents 22:328

3-1-90 Pages 3-1 thru 3-2, 3-5 thru 22:333
3-15, 3A-1 thru 3F-1, of Chapter 3

6-1-90 Exhibit 6A of Chapter 6 22:336

7-1-90 Exhibit 6B of Chapter 6 22:337

5-2-91 Pages 9A-5 thru 9A-23, 9A-45 thru 9A-68d, 9A-69 22:343
thru 9A-92, 9Al-l thru 9Al-84 of App. 9A &9Al

7-10-91 Pages 3-3 and 3-4 of Chapter 3, Pages 9A-33 22:344 •thru 9A-42, of App~9A

.. 7-18-91 Pages 8-1 and 8-2 of Chapter 8 22:345

Various Pages 9A-43 thru 9A-44a, 9A-68e and 9A-68f, 22:347
9A-93- thru 9A-98, of App. 9A, ChI 9

4-16-92 Chapter 10 entirety 22:348

5-5-92 Exhibit 6C in entirety 22:349

10-26-92 GSA Bulletins FTR 4 &5 and FTR Amendments 25 &26
of Chapter 10 22:350 •

•

•



AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
May 4, 1992

TRANS. MEMO NO.
22:349

\

)
/

Handbook 22 - Travel and Transportation

Exhibit 6C, Maximum Per Diem Rates for Within CONUS.

SUPERSEDES:

Exhibit 6C (TM 22:342).

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside 1M 22:349.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 22:349 in the front of the handbook
binder; discard TM sheet 22:348.

* * * * * * *

Address questions about this Handbook to FA/AS/TT (202) 647-8427. I
For additional copies of this Transmittal contact FA/AS/ISS (703) 875-1641.



/

DATE

1-22-76

Various

12-31-80

8-31-81

11-5-81

4-16-86

Various

8-19-87

12-30-87

Various

12-30-87

Various

10-17 -88

6-16-88

" Various
I

/

5-8-89

Various

10-16-89

CHECKLIST FOR HANDBOOK 22
TRAVEL AND TRANSPORTATION

AUTHOR OFFICE:FA/AS/TT

MATERIAL TRANSMITTED

NOTE regarding sex-biased
language in handbooks

Page 9A-TC-3 of the Table of Contents for
Appendix 9A

Pages 9-1 ~hru 9-7 of Chapter 9

Chapter 7

Pages 9A-TC··1 apd 9A-TC-2 of the Table of Contents
for Appendix 9A

Chapter 11

Pages llA-l and llA-2 of Exh. llA of Ch. 11

Chapter 12

Pages 9A-27 thru 9A-31, of Appendix 9A, Ch. 9

Reissuance in its entirety

Pages 9A-32 and 9A-32a of Appendix 9A

Chapters 1, 2, 4, 5 in their entirety

New Handbook Index

Exhibits 4A and 4B of Chapter 4

TC 1-6, TC 15-25, of the Table of Contents
and pages 9A-l thru 9A-4 of App. 9A, Ch. 9

Pages 6-1 thru 6-6 of Ch. 6

Pages TC-26 thru TC-32 of the Table of Contents

Pages 8-3 thru 8-4, Exh. 8A of Chapter 8

TM NO.

22:21

22:26

22:115

22:129

22:142

22:241

22:259

22:275

22:283

22:289

22:290

22:295

22:298

22:308

22:313

22:316

22:321

22:323



Various

Various

3-1-90

6-1-90

7-1-90

5-2-91

7-10-91

7-18-91

Various

4-16-92

5-5-92

MATERIAL TRANSMITTED

Pages 9Al-9 thru 9Al-24b of App. gAl

Pages TC-7 thru TC-14 of the Table of Contents

Pages 3-1 thru 3-2, 3-5 thru
3-15, 3A-1 thru 3F-1, of Chapter 3

Exhibit 6A of Chapter 6

Exhibit 6B of Chapter 6

Pages 9A-5 thru 9A-23, 9A-45 thru 9A-68d, 9A-69
thru 9A-92, 9A1-1 thru 9Al-84 of App. 9A &9A1

Pages 3-3 and 3-4 of Chapter 3, Pages 9A-33
thru 9A-42, of App. 9A

Pages 8-1 and 8-2 of Chapter 8

Pages 9A-43 thru 9A-44a, 9A-68e and 9A-68f,
9A-93- thru 9A-98, of App. 9A, Ch. 9

Chapter 10 entirety

Exhibit 6C in entirety

TM NO.

22:325

22:328

22:333

22:336

22:337

22:343

22:344

22:345

22:347

22:348

22:349

•

•

•

•

•



AGENCY FOR INTERNATIONAL DEVELOPMENT

)

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
April 16, 1992

TRANS. MEMO NO.
22:348

)

)

Handbook 22 - Travel and Transportation

Chapter 10, Federal Travel Regulations, has been reissued to
include complete updated FTRs with the appropriate amendments.

SUPERSEDES:

Chapter 10 in entirety (TM 22:324)

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 22:348.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 22:348 in the front of the handbook
binder; discard TM sheet 22:347.

* * * * * * *

Questions about Handbook contents, address to FA/AS/TT (202) 647-8427.

For copies of this Transmittal, contact FA/AS/ISS (703) 875-1641.
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DATE

1-22-76

Various

12-31-80

8-31-81

11-5-81

4-16-86

Various

8-19-87

12-30-87

Various

12-30-87

Various

10-17-88

6-16-88

Various

5-8-89

Various

10-16-89

CHECKLIST FOR HANDBOOK 22
TRAVEL AND TRANSPORTATION

AUTHOR OFFICE: FA/AS/TT

MATERIAL TRANSMITTED

NOTE regarding sex-biased
language in handbooks

Page 9A-TC-3 of the Table of Contents for
Appendix 9A

Pages 9-1 thru 9-7 of Chapter 9

Chapter 7

Pages 9A-TC-l and 9A-TC-2 of the Table of Contents
for Appendix 9A

Chapter 11

Pages llA-l and l1A-2 of Exh. llA of Ch. 11

Chapter 12

Pages 9A~27 thru 9A-31, of Appendix 9A, Ch. 9

Reissuance in its entirety

Pages 9A-32 and 9A-32a of Appendix 9A

Chapters 1,,2, 4, 5 in their entirety

New Handbook Index

Exhibits 4A and 48 of Chapter 4

TC 1-6, TC 15-25, 'of the Table of Contents
and pages 9A-l thru 9A-4 of App. 9A, Ch. 9

Pages 6-1 thru 6-6 of Ch. 6

Pages TC-26 thru TC-32 of the Table of Contents

Pages 8-3 thr.u 8-4, Exh. 8A of Chapter 8

TM NO.

22:21

22:26

22: 115

22: 129

22:142

22:241

22:259

22:275

22:283

22:289

22:290

22:295

22:298

22:308

22: 313

22:316

22:321

22:323



DATE MATERIAL TRANSMITTED TM NO.

Various Pages 9Al-9 thru 9Al-24b of App. 9Al 22:325

Vari'ous Pages TC-7 thru TC-14 of the Table of Contents 22:328 •3-1-90 Pages 3-1 thru 3-2, 3-5 thru 22:333
3-15, 3A-l thru 3F-l, of Chapter 3

6-1-90 Exhibit 6A of Chapter 6 22:336

7-1-90 Exhibit 68 of Chapter 6 22:337

1-1-91 Exhibit 6C of Chapter 6 22:342

5-2-91 Pages 9A-5 thru 9A-23, 9A-45 thru 9A-68d, 9A-69 22:343
thru 9A-92, 9Al-l thru 9Al-84 of App. 9A &9Al

7-10-91 Pages 3-3 and 3-4 of Chapter 3, Pages 9A-33 22:344 •thru 9A-42, of App. 9A

7-18-91 Pages 8-1 and 8-2 of Chapter 8 22:345

Various Pages 9A-43'thru 9A-44a, 9A-68e and 9A-68f, 22:347
9A-93- thru 9A-98, of App. 9A, Ch. 9

4·-16-92 Chapter 10 entirety 22:348

•

•

•



AGENCY FO~ IHTE~TIOHAL DEVELOPMENT

HANDBOOK TRANSMITTAL ME"ORANDU~

MATERIAL TRANSMITTED:

DATE
September 9, 1991

TRANS. MEMO NO.
22:347

'\
I

/

Handbook 22 - Travel and Transportation
Chapter 9 - Foreign Service Travel

Due to printer's error, pages 9A-43 thru 9A-44a, pages 9A-68e
and 9A-68f, and pages 9A-93 thru 9A-98 have been reissued to
reflect correct pagination.

SUPERSEDES:

Pages 9A-43 thru 9A-44a, 9A-68e and 9A-68f, and 9A-93 thru 9A-98 (TM 22:344)

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 22:347.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 22:347 in the front of the handbook
binder; discard TM sheet 22:346.

* * * * * * *

Address questions about this Handbook to MS/AS/TT (667-8290).

For additional copies of this Transmittal contact MS/AS/ISS.



DATE

1~22-76

Various

lZ-31·80

8-31-81

11-5-81

4-16-B6

Various

8-19-87

12-30-87

Various

12-30-87

Various

10-17-BB

6-16-88

Various

5-B-89

Various

10-16-89

Various

Various

Various

Various

3-1-90

6-1-90

7-1-90

Various

Various

1-1-91

5-2-91

7-10-91

7-18-91

Various

Various

CHECKLIST FOR HANDBOOK 22
TRAVEL AND TRANSPORTATION

AUTHOR OFFICE: HS/AS/TT

MATERIAL TRANSMITTED

NOTE regarding sex-biased
language in handbooks

Page 9A-TC-3 of the Table of Contents for
Appendix 9A

Pages 9·1 thru 9-7 of Chapter 9

Chapter 7

Pages 9A-TC-I and 9A-TC-2 of the Table of Contents
for Appendix 9A

Chapter 11

Pages IIA-I and IIA-2 of Exh. IIA of Ch. II

Chapter 12

Pages 9A-27 thru 9A-31, of AppendiX 9A, Ch. 9

Reissuance in its entirety

Pages 9A-32 and 9A-32a of Appendix 9A

Chapters I, 2, 4, 5 in their entirety

New Handbook Index

Exhibits 4A and 48 of Chapter 4

TC 1-6, TC 15-25, of the Table of Contents
and pages 9A-I thru 9A-4 of App. 9A, Ch. 9

Pages 6-1 thru 6-6 of Ch. 6

Pages TC-26 thru TC-32 of the Table of Contents

Pages 8-3 thru 8-4, Exh. BA of Chapter 8

Chapter 10

Pages 9AI-9 thru 9AI-24b of App. 9AI

Pages TC-7 thru TC-14 of the Table of Contents

Chapter 10 Amendments I &2

Pages 3-1 thru 3-2, 3-5 thru
3-15, 3A-l thru 3F-l, of Chapter 3

Exhibit 6A of Chapter 6

Exhibit 68 of Chapter 6

Chapter 10 Amendments 7 &8

Chapter 10 Amendments 5 &6

Exhibit 6C of Chapter 6

Pages 9A·5 thru 9A-23, 9A-45 thru 9A-68d, 9A-69
thru 9A-92, 9AI-I thru 9AI-B4 of App. 9A &9AI

Pages 3-3 and 3·4 of Chapter 3, Pages 9A-33
thru 9A-42, of App. 9A

Pages 8-1 and 8-2 of Chapter 8

Chapter 10 Amendments 10 &II

Pages 9A-43 thru 9A-44a, 9A-68e and 9A-68f,
9A-93- thru 9A-9B, of App. 9A. Ch. 9

TM NO.

22:21

22:26

ZZ:115

22:129

22: 142

22:241

22:259

22:275

22:283

22:289

22:290

22:295

22:298

22:308

22:313

22:316

22:321

22:323

22:324

22:325

22:328

22:331

22:333

22:336

22:337

22:33B

22:340

22:342

22:343

22:344

22:345

22:346

22:347

e

•

e

•

e.



AGENCY FOR INTERNATIONAL DEVELOPMENT
.

I..

;

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
August 23, 1991

TRANS. MEMO NO.
22:346

Handbook 22 - Travel and Transportation - Chapter 10, Federal Travel Regulation

Amendment 10 transmits changed pages to the 1989 edition of the
Federal Travel Regulation {FTR} to implement a uniform worldwide
lodgings-plus per qiem \vstem and to incorporate related changes
in all affected parts ot the FTR.

Amendment 11 transmits changed pages to the 1989 edition of the
Federal Travel Regulation {FTR} to increase the maximum dollar
limitations on reimbursement for allowable real estate sale and
purchase expenses incident to a change of official station.

SUPERSEDES:

Update the FTR by inserting the revised pages provided with Amendments 10 and
11, in accordance with the instructions contained in the GSA transmittal
letter under "Filing Instructions."

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet {in the back of the Handbook
binder} beside TM 22:346.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 22:346 in the front of the handbook
binder; discard TM sheet 22:345.

* * * * * * *

Address questions about this Handbook to MS/AS/TT {667-8290}.

For additional copies of this Transmittal contact MS/AS/ISS.



~

".
MlE

1-22-76

Various

12-31-80

8-31-81

11-5-81

4-16-86

Various

8-19-87

12-30-87

Various

12-30-87

Various

10-17 -88

6-16-88

Various

5-8-89

Various

10-16-89

Various

Various

Various

Various

3-1-90

6-1-90

7-1-90

Various

Various

1-1-91

5-2-91

7-10-91

7-18-91

Various

CHECKLIST FOR HANDBOOK 22
TRAVEL AND TRANSPORTATION

AUTHOR OFFICE: MS/AS/TT

MATERIAL TRANSMITTED

NOTE regarding sex-biased
language in handbooks

- --- _.-
Page 9A-TC-3 of the Table of'Contents for.
Appendix 9A

Pages 9-1 thru 9-7 of Chapter 9

Chapter 7 _

Pages 9A-TC-I and 9A-TC-2 of.the~Table of Contents
for Appendix 9A

Chapter II

Pages IIA-I and l1A-2 of Exh. IIA of Ch. II

Chapter 12

Pages 9A-27 thru 9A-31,
of Appendix 9A, Chapter 9

Reissuance in its entirety

Pages 9A-32 and 9A-32a of Appendix 9A

Chapters I, 2, 4, 5 in their entirety

New Handbook Index

Exhibits 4A and 48 of Chapter 4

TC 1-6, TC 15-25, of the Table of Contents
and pages 9A-I thru 9A-4 of App. 9A, Ch. 9

Pages 6-1 thru 6-6 of Ch. 6

Pages TC-26 thru TC-32 of the Table of Contents

Pages 8-3 thru 8-4, Exh. 8A of Chapter 8

Chapter 10

Pages 9AI-9 thru 9AI-24b
of App. 9A1

Pages TC-7 thru TC-14 of
the Table of Contents

Chapter 10 Amendments I &2

Pages 3-1 thru 3-2, 3-5 thru
.3-15, 3A-I thru 3F-I, of Chapter 3

Exhibit 6A of Chapter 6

Exhibit 68 of Chapter 6

Chapter 10 Amendments 7 &8

Chapter 10 Amendments 5 &6

Exhibit 6C of Chapter 6

Pages 9A-5 thru 9A-23,
9A-45 thru 9A-68d, 9A-69 thru 9A-92 of App. 9A,
9AI-I thru 9AI-84 of App. 9AI

Pages 3-3 and 3-4 of Chapter 3, Pages 9A-33
thru 9A-44a, Pages 9A-68e thru 9A-68f,
9A-93 thru 9A-98, of App. 9A

Pages 8-1 and 8-2 of Chapter 8

Chapter 10 Amendments 10 &II

IM....tm.

22:21

22:26

22:115

22: 129

22: 142

22:241

22:259

22:275

22:283

22:289

22:290

22:295

22:298

22:308

22:313

22:316

22:321

22:323

22:324

22:325

22:328

22:331

22:333

22:336

22:337

22:338

22:340

22:342

22:343

22:344

22:345

22:346

•

•

•

•

•



AGENCY, FOR INTERNATIONAL DEVELOPMENT.

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

DATE
July 18, 1991

TRANS. MEMO NO.
22:345

Handbook 22 - Travel and Transportation

The Privately Owned Conveyance/Vehicle (POV) mileage rates has
been changed from 24 cents to 25 cents.

SUPERSEDES:

Pages 8-1 and 8-2 (TM 22:323) of Chapter 8.

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 22:345.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 22:345 in the front of the handbook
binder; discard TM sheet 22:344.

* * * * * * *

Address questions about this Handbook to MS/AS/TT (647-8290).

For additional copies of this Transmittal contact MS/AS/ISS.



CHECKLIST FOR HANDBOOK 22
TRAVEL AND TRANSPORTATION

AUTHOR OFFICE: MS/AS/TT •
DATE MATERIAL TRANSMITTED TM NO.

1-22-76 NOTE regarding sex-biased 22:21
language in handbooks

Various Page 9A-TC-3 of the Table of Contents for 22:26
Appendix 9A

12-31-80 Pages 9-1 thru 9-7 of Chapter 9 22: 115

8-31-81 Chapter 7 22: 129 •11-5-81. Pages 9A-TC-l and 9A-TC-2 of the Table of Contents 22:142
for Appendix 9A

4-16-86 Chapter 11 22:241

Various Pages llA-l and l1A-2 of Exh. llA of Ch. 11 22:259

8-19-87 Chapter 12 22:275

12-30-87 Pages 9A-27 thru 9A-31, 22:283

•of Appendix 9A, Chapter 9

Various Reissuance in its entirety 22:289

12-30-87 Pages 9A-32 and 9A-32a of Appendix 9A 22:290

Various Chapters 1, 2, 4, 5 in their entirety 22:295

10-17-88 New Handbook Index 22:298

6-16-'88 Exhibits 4A and 4B of Chapter 4 22:308

Various TC 1-6, TC 15-25, of the Table of Contents 22:313 •and pages 9A-l thru 9A-4 of App. 9A, Ch. 9

5-8-89 Pages 6-1 thru 6-6 of Ch. 6 22:316

Various Pages TC-26 thru TC-32 of the Table of Contents 22:321

10-16';89 Pages 8-3 thru 8-4, Exh. 8A of Chapter 8 22:323

Various Chapter 10 22:324

•



DATE MATERIAL TRANSMITTED TM NO.

Various Pages 9Al-9 thru 9Al-24b 22:325
of App. 9A1

Various Pages TC-7 thru TC-14 of 22:328
the Table of Contents

Various Amendment 1 &2 22:331

3-1-90 Pages 3-1 thru 3-2, 3-5 thru 22:333
3-15, 3A-1 thru 3F-1, of Chapter 3

6-1-90 Exhibit 6A of Chapter 6 22:336

7~1-90 Exhibit 68 of Chapter 6 22:337

Various Amendments 7 and 8 22:338

Various Amendments 5 and 6 22:340

1-1-91 Exhibit 6C of Chapter 6 22:342

5-2-91 Pages 9A-5 thru 9A-23, 22:343
9A-45 thru 9A-68d, 9A-69 thru 9A-92 of App. 9A,
9A1-1 thru 9Al-84 of App. 9A1

7-10-91 Pages 3-3 and 3-4 of Chapter 3, Pages 9A-33 22:344
thru 9A-44a, Pages 9A-68e thru 9A-68f,
9A-93 thru 9A-98, of App. 9A

7-18-91 Pages 8-1 and 8-2 of Chapter 8 22:345



CHECKLIST FOR HANDBOOK 22
TRAVEL AND TRANSPORTATION

AUTHOR OFFICE: MSjMOjPAjPB

Various

1-22-76

Various

'\ 9-14-78
)
I

12-31-80

MATERIAL TRANSMITTED

Complete Handbook

NOTE regarding sex-biased
language in handbooks'

Page 9A-TC-3 of the
Table of Contents for
Appendix 9A

Circular to Appendix 9A
(FAMC No. 767)

Pages 9-1 thru 9-7 of
Ch. 9

TM NO.

22: 1

22:21

22:26

22:80

22:115

DATE

10-17 -88

Various

Various

12-28-88

6-16-88

MATERIAL TRANSMITTED TM NO.

New Handbook Index 22:298

Pages 9A-33 thru 9A-42, 22:302
9A-61 thru 9A-68d of App.
9A, Ch. 9

Pages 9A-5 thru 9A-20 22:304
of Appendix 9A, Ch. 9

Pages 9A-45 thru 9A-50a of 22:307
App. 9A, Ch. 9

Exhibits 4A and 48 22:308
and the checksheet

Pages 9A-51 thru 9A-60 22:228

Chapter 11 22:241

Pages llA-l and l1A-2 of 22:259
Exhibit llA of Ch. 11

22:316

22:324

22:325

22:328

22:331

22:333

22:336

22:337

22:338

22:340

Pages 6-1 thru 6-6 of Ch. 6

Amendments 5 and 6

The Table of Contents and 22:313
pages 9A-I thru 9A-4, 9A-73
thru 9A-87 of App. 9A, Ch. 9

Exh 6B

Exhs 6A

Amendments 7 and 8

Pages TC-25 thru TC-32 of 22:321
the Table of Contents, pages
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USE OF PRIVATELY OWNED CONVEYANCE

9A33

9A33

9A34

9A34

9A34

9A34

9A34

9A34

9A34

9A34

9A34

9A35
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CHAPTER 1

I N T ROD UC T ION

1A.

\
!

j

Purpose

This Travel and Transportation Handbook codifies policy, regulations,
and procedures governing all domestic and international travel financed
by the Agency for International Development (AID) regardless of the type
of AID funding utilized; e.g., operating expenses, contract, loan,
grant, or other. Such travel includes the movement of personnel and
dependents and the shipment, handling, and storage of their effects and
motor vehi cl es. The contents of thi s handbook are deri ved from three
distinct sources. Two of them are included in this handbook in their
entirety. They are:

* 1. lInifonn Foreign Affairs (Travel) Regulations (6 FAM 100).
(Included as Appendix 9A, to Chapter 9 of this handbook)

!
/

1B.

2. Federal Travel Regulations (Federal Property Management
Regul ati ons, Secti on 10l-7). (Incl uded as Chapter 10 of this handbook) *
The third source, Standardized Regulations (Government Civilians,
Foreign Areas), is pUblished by the Department of State and distributed
to selected offices domestically and all foreign service posts.

Authority

The Agency authority for travel and transportation is derived
principally from the Foreign Assistance Act of 1961, as amended, the
Foreign service Act of 1980, as amended, and the Federal Travel
Regulations. Policy guidelines on control of official travel as
established and periodically issued by the Office of Management and
BUdget (OMB) are followed by the Agency.

,,. * lC. Appl icabil ity

The Uniform Foreign Affairs (Travel) Regulations govern the travel of
members of the Foreign service and their families, the shipment and
storage of their furniture, household and personal effects and their
privatetly-owned motor vehicles, and apply to travel and transportation
within the United States as well as overseas. For' AID, these
regulations also apply to FC schedule employees of participating
agencies (PASA), including commissioned officers of the Uniformed
services assigned to AID programs overseas. These regulations do not
apply to AID Third-Count~ National employees (TCNs).

-Ie -fc
ofC Revi sed
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* The Federal Travel Regulations govern the travel of civilian employees
of the Government under the authorities contained in 5 United States
Code 5701-5709 including, but not limited to General Schedule (GS),
General Manager (GM), Senior Executive Service (SES), PASA and
Invitational Travel. -Ie -fC

Scope -Ie

In carrying out the responsibi1 ities inherent in these authorities, the
Office of Management Operations (M/SER/MO) develops and promulgates
policies and procedures and, through the Travel and Transportation
Management Division (M/SER/MO/TTM), administers and coordinates the
travel and transportation activities for the Agency. Also inherent in
these responsi bil iti es is the central control and mai ntenance of
accountable instruments; i.e., Government Transportation Request (GTR),
Government Bill of Lading (GBL). utilized in meeting travel and
transportation needs of AID. When required, certain of these
authorities (e.g., issuance of GTRs or GBLs) may be further delegated to
responsible officials in other offices in AID/W. Overseas, accountable
instruments are controlled and maintained by individual AID r~issions.

* Revised
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CHAPTER 2

GLOSSARY

Definitions of terms and explanations of related abbreviations/acro~ms in
this Glossary are only applicable to the travel regulations contained in this
handbook. They are pub1 i shed here for easy reference and most are di scussed
in detail in other chapters of' the handbook. Additi ona1 i nformati on
concerning the subject matter covered by these definitions mqy be found in
Secti on 6 FAM 117 of App. 9A to Chapter 9.

~ ACCOMMODATIONS -

1) First Class - Air travel accommodations at a higher cost than that
for standard - econoo\y cl ass accommodati ons, but lower than premi um fare.

2) Premium Fare - Air travel accommodations at a cost higher than that
for standard first-class accommodations.

3) Business Class - Air travel accommodations at a cost lower than
first-class accommodations and higher than the standard, econoo\y fare.

4) Economy - Standard coach fare, unrestricted, subject to seasonal
vari ances. * *

~ ACTUAL SUBSISTENCE EXPENSE - Reimbursement of actual costs of lodging,
meal s, and miscellaneous subsistence expenses incurred in the performance of
official travel (HB 22, Chapter 6, Section 6C; 6 FAM 157).

AGENCY/AI D- The Agency For Internati ona1 Development.

AID/W - Headquarters of the Agency for International Development located in
Washington, D. C. and Vicinity.

AIRFREIGHT - Employee property authorized to be transported by air under the
unaccanpanied baggage or 1~ette all owances. (6 FAM 147.2/3) -Ie

AIRWAYBILL - (See AWB)

)

*

APPROVAL - Preliminary oral or written consent by a designated approving
officer to perform official travel. Approving officers normally sign the form
AID 5-8, Request and Authorization of Official Travel, prior to commencement
of travel. Under excepti ona1 circumstances, the approvi ng officer mqy approve
travel after it has taken place providing that such approval applies only to
that travel performed in accordance with applicable travel regulations.
(Uniform Foreign Affairs or Federal Travel Regulations).

-\' Revised
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AUTHORIZATION - The process by which the authorizing officer certifies that
the requested travel confonns to AID travel pol icies, .procedures and
applicable regulations; that the request has been approved by a designated
approving officer; that all necessary clearances and special approvals have
been obtained; and that all necessary infonnation is contained on the fonn AID
5-8, Request and Authorization of Official Travel. Normally, authorization is
written authority committing the U.S. Government to pqyment for actual and
necessary travel, transportation, and miscellaneous allowable expenses which
mqy be incurred in the perfonnance of approved official travel.

~ AWB (AIRWAYBILL)- A numbered document prepared and issued by an air carrier ~
for the shipment of goods and containing details of the shipment, route, and
charges.

BAGGAGE - Personal and/or official property of a traveler for use while en
route or immediately upon arrival at destination.

1. Accompanying baggage -- the property that accompanies a traveler to
final destination. (6 FAM 147.1)

•

•

•

•a. Free allowance -- Generally, for economy class domestic travel
on American air carriers, a maximum of two checked bags whose combined
dimensions (length + height + width) do not exceed 106 inches while no
one bag mqy exceed 62 inches in the sum of its dimensions. Generally, •
44 lbs. by weight for international travel.

b. Excess allowance -- Normally limited to one (1) unit for
international travel in order to make the total amount of baggage
authorized equal to the free allmiance of first-class

Note: (A) Unit is A maximum of one bag which does not exceed 62
inches in the sum of its dimensions or 22 lbs. when excess baggage is
costed on a weight basis.

2. Unaccompanied baggage (UAB) -- the property nonnally shipped in
advance of departure for the traveler's use immediately upon arrival at
final destination. (6 FAM 147.2)

3. Lqyette allowance -- A separate and distinct airfreight shipping
allowance of 250 pounds gross weight that mqy be authorized for a
newborn child or adopted infant less than 6 months of age who is a
dependant of an employee assigned to a post abroad where American or
other suitable layettes are unavailable locally and thus need to be
obtained or purchased in the U.S. or elsewhere. (6 FAr., 147.3)

CONFERENCE/MEETING/SE!'''INAR - Organized gatherings which deal with broad,
general topics and at which the Agency should be represented--not working
sessions dealing with specific matters such as project or technical reviews •

•
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CONSUMABLES ALLOWANCE - An allowance for the shipment of consumab1es which is
separate from and in addition to the allowance for shipment of HHE effects.
(6 FAM 162.3; 6 FAH H-161.4)

CONTINENTAL UNITED STATES - (See CONUS)

CONTRACT AIR CARRIERS - Commercial air carriers under contract with the
General Services Administration to provide federal agencies reduced-cost air
travel for official travel to and from specified city-pairs (domestic and
international) •

-~ CONTRACT EMPLOYEES -

/

'\
)

./

1. Personal Services (PSC) -- an individual under contract with AID
thereby estab1 i shi ng an emp1 oyer-employee re1 ati onshi p.

2. Institutional -- personnel in this category are employees of the
contracting institution and their employer is responsible for the
shipment of all their effects, the purchase of their transportation,
etc. (The exception is when purchase of transportation or shipment of
airfreight is to be paid by using excess currencies or trust funds.)
The U.S. Despatch Agents do not become involved in these cases. Travel
is perfonned with tourist passports.

CONUS (CONTINENTAL UNITED STATES) - The contiguous/contenninous 48 States and
the District of Columbia.

CUBIC RULE - As a nonna1 practi ce of commercial ai r carri ers, the wei ght upon
which shipping costs are assessed when the weight/measure rati 0 of a shipment
exceeds 1 pound to 166 cubic inches.

DEPENDENTS - Persons re1yi ng upon. an employee for support. Generally, these* are an employee's spouse and ul111arried children under 21 years of age or
regardless of ages incapable of self-support. (6 FAM 117K) ~

DIRECT TRAVEL - Official travel between authorized points of origin and
dest'ination via the most expeditious and usually traveled route (6 FAt~ 131.2).

DUTY POST - Location where an employee is officially assigned.

EFFECTS - All personal property associated with the home and all personal
effects belonging to an employee and the immediate family when shipment or
storage begins, which can be legally accepted and transported as household
goods by an authorized commercial carrier in accordance with the rules and
regulations established or approved by an appropriate Federal or State
regulatory authority, except items such as, but not limited to, the
following: automobiles, trucks, vans, boats~ airplanes, mobile homes, camper

-Jc Revised
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trailers and farming vehicles; live animals, birds, fowls and reptiles,
cordwood, building materials, property for resale, disposal, or commercial use
(See FTR Ch 2, Para 2-1.4h and 6 FAM 117).

EXCESS FOREIGN CURRENCY - U.S. Treasury-owned foreign currency which is in
excess of the normal requirements of U.S. Government Agencies within that
country. (6 FAM 128.1)

FAH (See FOREIGN AFFAIRS HANDBOOK)

-\It FEDERAL TRAVEL REGULATIONS (FTR's) - A handbook of travel regul ations
promulgated by the General Services Administration (GSA) governing travel,
transportation, and related allowances of civilian officers and employees of
the government departments and agencies whose travel is authorized under 5
U.S.C. 5701-5709 including, but not limited to GS, GM, PASA and Invitational
travel. (Included as Chapter 10 of this handbook).

FLY AMERICA ACT - The public law which established a legal requirement that
all Government-financed air travel be performed on American-fl ag carriers
where such service is available (6 FAM 134).

FOREIGN AFFAIRS HANDBOOK (FAH) - Volume 6, Chapter H-100 (6 FAH H-100) is a
handbook of uniform State/AID/USIA procedures and gUides entitled "Travel,
Transportation and Storage of Effects". (Included as Appendix 9A1 of Ch. 9).

FTRs (See FEDERAL TRAVEL REGULATIONS)

GBL (See GOVERNMENT BILL OF LADING)

GEBAT (See GOVERNMENT EXCESS BAGGAGE AUTHORIZATION TICKET)

GENERAL SERVICES ADMINISTRATION (GSA) - The Government Agency responsible for
the promulgation of regulations governing travel, transportation, and
relocation allowances and entitlements of Federal officers and employees whose
travel expenses are authorized under 5 U.S.C. 5701-5709.

GOVERNME NT - The Governnent of the Uni ted States of Ameri ca

GOVERNMENT BILL OF LADING (GBL) - A number controlled document prescri bed
for government procurement of and billing for freight transportation services
furnished for the account of the United States.

GOVERNMENT EXCESS BAGGAGE AU1~ORIZATI~l TICKET (GEBAT) - A number controlled
document issued by air carriers in connection with passenger transportation
tickets to pay for authorized excess accompanying baggage. iC
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~ GOVERNMENT TRANSPORTATION REQUEST (GTR) - A number controlled document used
by the U.S. Government to procure passenger transportation services for
official travel. (6 FAH H-l27)

GROSS WEIGHT (GWT) - Total packed weight of shipment, including outer
containers and pack'ing materials. Allowances for accompanied and
unaccompanied baggage and the shipment of a layette are granted on a gross
weight basis. (6 FAM 162.1-1)

GSA (See GENERAL SERVICES ADMINISTRATION)

") GTR (See GOVERNMtNT TRANSPORTATION REQUEST)
/

GWT (See GROSS WEIGHT)

HANDBOOK 22, TRAVEL AND TRANSPORTATION (HB 22) - The AID handbook, entitled
"Travel and Transportati on", consi sti ng of procedures, gui des, and regul ati ons
governi ng all travel of i ndi vi dual s and transportation of thei r effects \'Ihen
funded by AID

HB 22 - (See HANDBOOK 22, TRAVEL AND TRANSPORTATION)

HHE (See HOUSEHOLD EFFECTS)

HOUSEHOLD EFFECTS (HHE) - Articles normally shipped by surface transportation
consisting of household furnishings and personal effects for use by an
employee and his/her family. (See Effects) -te
INDIRECT TRAVEL - The porti on of any trip that devi ates from the most usually
traveled route (6 FN4 117/131.3)

INVITATIONAL TRAVEL - Travel authorized at u.S. Government expense for
non-Government employees, both U.S. and non-U.S. citizens. (Chapter 7,
Section B).

JFTR (JOINT FEDERAL TRAVEL REGULATIONS) - Consists of the Unifonn Foreign
Affai rs (Travel) Regul ati ons, the Federal Travel Regul ati ons and the Joi nt
Travel Regulations of the Department of Defense combined in a three volume set.

JOINT FEDERAL TRAVEL REGULATIONS - (See JFTR)

MEETING - (See CONFERENCE)

MILEAGE - Establ ished method for reirnbursement of travel costs based on a
specifi ed monetary amount per mil e travel ed. Odometer readi ngs and/or the
Rand-McNally Mileage Atlas are used as a basis for computing mileage to be
allowed. (Chapter 7, Sec. 7A4.d, and 6 FAM 145).

~ Revised
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MISSION DIRECTOR/AID REPRESENTATIVE - The senior AID. official at an overseas
post.

MOTOR VEHICLE - A motor vehi cl e owned by the employee or a member of the
employee's family who is authorized to travel to the post of a type used for
private conveyance of passengers by land and used by the employee and/or
employee's family primarily for personal transportation. (6 FAM 117/165)

NET WEIGHT (NWT) - Weight of actual effects plus necessary wrappings, small
containers and material used to cushion fragile items, etc. Does not include
large outer containers, lift vans, etc. The household effects (HHE) and
consumables allowances are granted on a net weight basis. (6 FAM 162.1)

NWT (See NET WEIGHT)

~ OCONUS - Locations outside the continental United States (CONUS).

PARTICIPATING AGENCY SERVICE AGREEMENT (PASA) - An arrangement through which
a U.S. Government Agency or Bu~au agrees to perform specific jobs for AID
us"ing its own personnel. Nonnally, PASA personnel travel and are granted
allowances under AID regulations. They remain on the pqyroll of their parent
Agency and such services as securing passports and visas are nonma11y
performed by the parent Agency. Generally, after arri val at an overseas post,
it becomes the responsibility of AID to provide travel and transportation
services to the PASA employee in accordance with Agency and/or Mission policy.

PARTICIPATING AGENCY - (See PASA or RSSA)

PASA (See PARTICIPATING AGENCY SERVICE AGREEMENT)

PASSPORT - A travel document attesting to the identity and nationality of the
bearer. In the United States, passports are issued under the authority of the
secretary of State. (HB 22, Chapter 5)

PER DIEM - Allowance granted in 1ieu of reimbursement of actual subsi stence
expenses. (6 FAM 150; Chapter 6). -Ie

1) LODGING PLUS (Domestic) - A method of computing per diem in lieu of
actual subsi stence whereby reimbursement is l"imited to the cost of
lodging rounded to the next whole dollar plus a flat dollar amount for
meals and miscellaneous incidental subsistence expenses (M&IE) with
total expenses not to exceed the maximum locality per diem rate set by
GSA. (Chapter 6, Section 6C).

2) FLAT LOCALITY RATE (International - based on the quarter (1/4) day
system) - maximum rate established by the Department of State for an
i ndi vi dual overseas local ity 1odgi ng, meal sand incidental expenses.

". Revised

•

•

•

•

•



\

I,

"\
)

\
/

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 22 22: 295 June 16, 1988 2-7

3) STANDARD CONUS RATE - Maximum rate permitted for a locality within
the Continental/Conterminous United States not assigned a specific
local ity rate.

4) NON-FOREIGN AREAS - Per diem rates established by the Department of
Defense for Alaska, Hawaii, the Commonwealth of Puerto Rico and
possessions of the United States.

POV (PRIVATELY OWNED VEHICLE) - (See MOTOR VEHICLE)

PRIVATELY OWNED VEHICLE (POV) - (See MOTOR VEHICLE)

iC RESOURCES SUPPORT SERVICE AGREEMENT (RSSA) - Similar to a PASA, except that
RSSA personnel are not assigned overseas. Generally, for TOY travel, AID/W or
the parent agency will make travel arrangements. ~

REST STOP - An authorized stop normally not exceeding 24 hours whenever the
trip is in excess of 14 hours duration including scheduled stopovers of less
than 8 hours. Per diem is authorized. A rest stop is not authorized on an
indirect routing. (6 FAM 132.4)

RETREAT - Organized group withdrawal from the everyday working environment for
stUdy, and instruction under a director.

RSSA (See RESOURCES SUPPORT SERVICE AGREEMENT)

SEMINAR - (see CONFERENCES)

SHIPMENTS -

1. Actual Expense Shipping -- An international or domestic shipping
service, also called IIPack-and-Crate Method,1I in which the Governnent
handles separately all of the different phases of effects shipments.
International shipments destined for or shipped from the U.S. under this
method are forwarded and received at U.S. ports of entry through the
U.S. Despatch Agent.

2. Residence-to-Residence Shipping -- An international or domestic
shipping service, also called IIThrough Bill of Lading Service,1I
providing all necessary labor and materials required for a complete
moving service from residence at origin to residence at destination
under the control and responsibility of a single transportation
company. International shipments under this method are not handled by
the U.S. Despatch Agent.

*Revi sed
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3. COIlID1uted Rate Shipping -- Amethod of shipping, usually for
domestic shipments, whereby the employee is completely responsible for
the entire move of his effects including the packing and carriage. The
employee pqys all expenses and claims reimbursement according to the
rate schedules published by the General Services Administration (see FTR
2-8. 3). An advance of funds mqy be obtained to defray these costs.

STANDARDIZED REGULATIONS (GOVERNMENT CIVILIANS, FOREIGN AREAS) - A handbook
published and maintained by the Allowances Staff of the Department of State
containing regulations governing the several allO\'lances associated with
overseas service of Government civil i an personnel.

STATE - The Department of -State.

TOY (See TEMPORARY DUTY)

TEMPORARY DUTY (TOY) - Official duty at a location other than employee's
regular duty post.

TMC (See TRAVEL MANAGEMENT CENTER)

TRANSFER - Change of duty post.

TRAVEL MANAGEMENT CENTER (TMC) - A commercial travel office operated by a
travel agent under contract with the General Services Admi ni strati on (GSA) to
provide travel services to a specified Government agency consistent with the
travel regulations applicable to that Agency.

TRAVEL STATUS - Period of time beginning upon departure from duty post and
ending upon return to the same duty post or arrival at a new duty post.
During this period extending into or over weekends and/or holidqys, the
traveler must be: traveling to a location where he will attend to official
business, waiting transportation, performing an authorized rest stop, or
returning to his post. Annual leave or leave without pqy will be charged for
workdqy absence due to delays for personal stopovers. No per diem is paid for
personal stops.

TRAVEL VOUCHER - Claim for reimbursement of travel-related expenses submitted
at the completion of an official trip. Standard Form 1012 issued for this
purpose. (Chapter 11 )

TRUST FUNDS - A fund establ ished to account for receipts that are held in
trust for use in carrying out specific purposes and programs in accordance
with an agreement or a statute.

UAB (UNACCOMPANIED BAGGAGE) - (See BAGGAGE)

•

•

•

•

•
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) USAID (The Uni ted States Agency for Internati onal Development) - Commonly used
to denote an overseas Mission of the Agency.

u.S. DESPATCH AGENT - An office under the Department of State that arranges
forwarding of household effects and privately owned automobiles for U.S.
Governllent direct-hire employee and dependents assigned abroad. Serves as a
"commercial broker" for the U.S. Government. Acts on behalf of all U.S.
Governnent Agencies ·in connection with goverrment paid sh·ipments.

)

)
/

UNIFORM FOREIGN AFFAIRS (TRAVEL) REGULATIONS - A set of regulations governing
the travel, transportati on, and rel ated allowances of Foreign Service
personnel and their dependents, household and personal effects. (6 FAM 100)

UNITED STATES - The 50 States, Di strict of Col urnbi a, Commonwealth of Puerto
Rico, Virgin Islands, and the Trust Territories.

VISA - An endorsement made by an authorized representative of a country,
testifying that the passport has been examined and found "in order, and
pennitting passage to the country making the endorsement.
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CHAPTER 3

THE TRAVEL AUTHORIZATION

3A. Genergl

The Request and Authorization of Official Travel (form AID 5-8),
constitutes the legal basis for performing official travel and incurring
related expenses. Each travel authorization (TA) must specify the
purpose of travel, the authorized points of departure and final
destination, and expenses each traveler is authorized to incur whether
the Government is to pay related expenses directly or reimburse an
employee for expenses already incurred.

3B. Approving Officials

1. Temoorary Duty nDY) Travel from AID/W

a. Assistant Administrators, the Counselor to the Agency, the
General Counsel, the Inspector General and their deputies; Directors and
Deputy Directors of Offices and Staffs reporting directly to the
Administrator; or persons formally designated to act in the capacities
of these officials may approve travel for personnel under their
jurisdiction including Foreign Service employees on rotation assignment
in AID/W, experts, consultants and employees on detail.

b. Approving officials designated in Section 3Bla above may
redelegate the authority stated therein to one other senior official
such as their Executive or Administrative Officer, or the Head of the
Bureau Management Office; except for the Assistant to the Administrator
for Management Services (AA/HS) who, because of the large size of the
Offices concerned, may rcdelegate such authority to heads of Bureaus and
Management Offices and their deputies. The total number of approving
officials may not exceed three (3) for anyone Bureau, Office or Staff
reporting directly to the Administrator, or two (2) for those reporting
to the AA/MS.

c. The Director, Office of Management Operations (MS/MO) is
delegated the authority to approve travel for the staff of the Office of
the Administrator. .

d. Only Presidential appointees assigned to AID/W may approve
their own travel. However, notification of their foreign travel, both
official and unofficial, must be submitted to the Department of State's

* Revised
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3Bld
Executive Secretary through AID's Executive Secretary and Departmental
clearance obtained prior to such travel. It is the responsibility of
the Executive Management Staff (EMS) or Administrative Officer of the
Bureau or Office approving the travel to assure that the
notification/clearance requirement to the appropriate Geographic Bureau
of the Department of State (State) has been met (Exhibit 3E). The
format shown in Exhibit 3F should be followed in providing such
notification to State at least two (2) weeks prior to the commencement
of travel.
Copies of the notification will be forwarded to the Travel and

iC Transportation Management Division (MS/MO{TTM). MS/MO/TTH will monitor
all TA's to ensure that Department of State clearance has been obtained
prior to releasing approved tickets and/or Government Transportation
Requests (GTRs).

e. Assistant Administrators, the Counselor to the Agency, the
General Counsel, the Inspector General, Directors of Offices and Staffs
reporting directly to the Administrator, (or persons formally designated
to act in the capacities of these officials), may sign on the approval
line of form AID 5-8 for their own travel after obtaining advance
approval of their travel itinerary from the Administrator or Deputy
Administrator and complying with 3B1d above. Such travel approvals are
subject to the limitations of Sections 3Cla through f.

2. Invitational Travel

•

*•

•The officials indicated in Sections 3B1a and b, Mission Directors,
AID Representatives, and their deputies and designees to those positions
may approve invitational travel, regardless of location, for persons
whose services are considered to be essential to Agency programs except
that only the Director or Acting Director, Office of Personnel
Management (PFM/PM) may approve invitational travel for pre-employment
interviews and for witnesses in adverse action hearings involving Agency
employees. (See HB 22, Ch. 7, Section 78 for details.)

3. Assignment Travel - AID/W

The Director, PFM/PM, or his/her designee, may approve the travel, •
transportation and storage of effects incident to a personnel action,
home leave, or evacuation of Foreign Service employees as set forth in
Delegation of Authority No. 1101 and amplified in Section 6 FAM 121.3
(HB 22, Ch. 9, App. 9A).

•
Revised
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3B
4. Travel from and within Overseas Missions

The Mission Director, AID Representative and their deputies and
their designees may approve travel as outlined in Section 6 FAM 121.3-3
(HB 22, Ch. 9, App. 9A).

3C. Exceptions

1. Temporary Duty (TOY) Travel from AID/W

a. First Class Air Accommodations

Exceptions to allow the use of first class air accommodations
(except travel by the Administrator and Deputy Administrator) may only
be approved by the Deputy Administrator. This authority may not be
redelegated. (See HB 22, Ch. 7, Section 7A4a(l) for details.)

b. Business Class Air Accommodations

The use of business class air travel accommodations is
authorized for the Administrator, Deputy Administrator, Counselor to the
Agency, Inspector General, Assistant to the Administrator for
Management, Assistant Administrators or officials designated to act in
any such capacity.

Presidential appointees at the Assistant Administrator level or higher,
or encumbents of designated positions of equivalent rank, continue to be
entitled to business class accommodation on transoceanic flights or
international flight segments over seven hours.

On TOY only, a traveler may opt for business class accommodations in
lieu of a rest stop on scheduled flights in excess of 14 hours
(including scheduled stopovers of less than 8 hours) on a usually
traveled route. Additionally, business class air travel accommodations
may be authorized by the Chief of HS/MO/TTH when 1) exceptional
circumstances essential to the accomplishment of the mission require its
use, 2) persons have certification from State or Embassy medical
authorities (business class accommodations may be authorized on flights
of any duration) or 3) there is no space available and the official
travel is so urgent that it cannot be postponed.

c. Actual Subsistence Expense

Exceptions to allow reimbursement of actual and necessary
subsistence costs on an actual subsistence expense basis are approved
only by the Director of HS/MO for AID/Wand approved by the senior AID
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official or his/her designee at an overseas post (See HB 22, Ch. 6 for
details.) Requests for retroactive approval of actual subsistence
expenses can only be approved by the Director, HS/MO.

d. Conference Travel

Travel for attendance at conferences, meetings and seminars is
limited to not more than two members of a Bureau or independent office.
Not more than five representatives of AID/Washington may attend such
events. Waivers of the two per Bureau or five from the Agency limits
can be approved only by the appropriate Associate Administrator for all
line offices and Bureaus, and by the Deputy Administrator for staff
elements of the Agency. The Associate Administrator for Finance and
Administration will be responsible for monitoring compliance with these
limitations.

e. Retreats

. Permission to schedule overnight retreats, staff conferences
and Mission Directors meetings must be granted by the relevant Associate
Administrator for all line elements and by the Deputy Administrator for
all staff elements not subordinate to an Associate Administrator.
Retreats, conferences and Mission Directors meetings should be scheduled
at least 45 days in advance and in consultation with the Office of the
Administrator to permit senior management involvement where appropriate. *•

f. TOY Short-Term Training

Travel of AID/W employees for Agency sponsored training
programs must be approved by the Director, (PFM/PM) and/or one designee.

g. Participant Training Travel

Travel for participant training may only be approved by the
Director, Office of International Training (OIT) and/or one designee.

2. Invitational Travel

Exceptions in connection with invitational travel are approved as
indicated in 3Cla, 3Clb and 3Clc except that Mission Directors, AID
Representatives and their deputies and designees may approve other
exceptions for travel they have approved. This authority may not be
redelegated.

3. Assignment Travel - AID/W

See 3Cla, 3Clb, and 3Clc

4. Travel From and Within Overseas Missions

See 6 FAM 121-3.3 (App. 9A.)

~ Revised
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3D. Authorizing Officials

1. Temporary Duty (TDY) Travel From AID/W

a. AA/MS is delegated authority to authorize all travel,
transportation and related expenses properly approved by the officials
indicated in 3Bla and 3Blb.

\

b. AA/HS may redelegate the authority to authorize travel,
transportation and related expenses to the Director of (MS/MO). This
authority may be exercised by persons who are performing the functions
of designated officers in an acting capacity.

c. Within "SINO, authorization of all routine travel requests will
be performed by (MS/r~O/TT").

2. Invitational Travel

Authorizing officers are as indicated in 3Dl. In addition, Mission
Directors, AID Representatives and their deputies and designees may
authorize invitational travel approved in the Mission.

3. Assignment Travel - AID/W

The Director of PFM/PM, may authorize travel, transportation and
storage of effects incident to a personnel action, home leave, or
evacuation of Foreign Service employees as set forth in Delegation of
Authority No. 1101 and amplified in 6 FAM 121.3 (App. gAl.

4. Travel from and within Overseas Missions

The Mission Director, AID Representative or their deputies and
designees may authorize travel as outlined in 6 FAM 121.3 (App. 9A).

3E. Preparation

1. Travel Authorizations

The Request and Authorization of Official Travel (TA), form AID 5-8
(Exhibit 3A), is an eight-page carbon interleaved form which, when
authorized, is the legal basis for the traveler to incur allowable
expenses for which he/she will be reimbursed either directly or
indirectly by the Government. A TA is prepared for each individual
traveler except dependents whose authorization for assignment,
separation, retirement, etc. is always under the sponsoring employee's
name. A TA may also be prepared for reimbursement of conference and

* Revised
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•registration fees when those fees are not chargeable to training
regardless of whether or not travel is involved. All copies of the TA
must be legible; therefore, the form is to be typewritten and
corrections are made by either erasing the original and all copies or
"X"ing over the error. Strikeovers, correction fluids and tape are not
allowed. The annotated spaces are completed as follows:

Authorization number - leave blank. Will be completed by MS/MO/TTM
or appropriate office if program funds used.

Date - leave blank. Will be completed by MS/MO/TTM, or appropriate
office if program funds used.

Item 1 - Name and Address of Traveler Traveler's name (last name,
and first in all caps) job title, and home or office address.

Item 2 - Status of Traveler Specify type of funding and indicate
when travel is invitational. If travel is to be charged to an
appropriation or allottee code other than that from which the employee
is paid, a notation to that effect will also be included (e.g.,
Population, Regional Funds, etc.). If Mission funding is used, three
(3) copies of the Mission telegram containing the fund citation must
accompany the TA request.

When a Mission or a post is authorized by AID/W to prepare form AID •
5-8 as a charge against AID/W funds, the Bureau/Office prepares a
telegram which is cleared through PFM/FM/WAOD before it is sent. The
telegram should contain the fund citation, appropriation, budget plan
code to be charged, the amount reserved for per diem and travel costs,
and the cost of carrier transportation. The Mission must (1) notify
PFM/FM/WAOD by telegram when the TA is issued and the amount obligated,
and (2) instruct the traveler to deliver a copy of the TA to PFM/FM/WAOD
and MS/MO/TTM upon arrival in Washington, or if the traveler, for
whatever reason, fails to bring copies of his/her TA with him, then,
he/she must immediately notify the mission so that the mission can
transmit copies of the TA to PFM/FM/WAOD and MS/MO/TTM when the it is
issued. The telegram serves as an advice of charge or administrative •
reservation in PFM/FM/WAOD. The TA is the obligation document for ~

travel.
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Item 3 - Social Security Number (SSNl Enter SSN. When traveler is
other than an AID employee and SSN is not available, merely show "No
SSN."

•
~ Revised
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Item 4 - Official station Traveler's official station and
designated post of assignment mean the same, e.g. "Washington, D.C." or
"New York". In the case of Invitational travel, consultants, other
government employees, etc., the traveler's home/office address including
city and state is the official station.

Item 5 - Defines use of document.

Item ~ - Applicable Regulations Check box for AID Handbook 22 for
Foreign Service employee; check Federal Travel Regulations for General
Schedule employee as appropriate.

Item 7 - Itinerary, Purpose, and Special Authorizations Show that
official travel is authorized from the point of origin to the place or
places of TOY in the sequence that the travel will be perfot'med.
Indicate the city and state and/or city and country as cities with
identical names are located in more than one state or country. Transit
stops, transfer points, and rest stops are not included in the
itinerary. Indicate the number of days at each TOY point and return the
traveler to the point of origin, if applicable. For overseas TOY,
authorize within country travel as may be necessary and obtain all
necessary AID Geographic Bureau and Mission clearances and when
required, Department of State Geographic Bureau clearances. (See HB 22,
Ch. 7, Section 7A2.)

If dependents are also being authorized to travel, indicate the
number of dependents, their names, their relationships to the sponsor,
the dates of birth for children, the point of travel origin and
destination.

In preparing Invitational travel, be sure to note whether or not
Security clearance is necessary. (See HB 22, Ch. 7, Section 7B2.)

Item 7A - Purpose Use one of the eight travel purpose categories
listed in Exhibit 3B. If the purpose is not shown in the list, do not
use "Other"; but in one or two lines, specify the nature of the duty to
be performed at each place indicated for official TOY. (The terms
"Official Business," "To Investigate," "See Ref. Cable," are not
considered sufficient explanation of the purpose of travel.)

Item 7B - Special Authorization When it is known that first-class
air transportation must be requested as an exception to the regulations,
a statement to this effect is included in the TA. The justification is
prepared separately and submitted with the TA to MS/MO for appropriate
action. (See HB 22, Ch. 7, Section 7A4.) *

>I- Revi sed
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Any additional or unusual expense to be incurred in connection with

proposed travel; for example, actual expense basis, mixed modes of
transportation, excess official baggage, extra fare trains, etc., must
be specified. The requesting office is required to furnish with the TA
a separate detailed justification for each additional or unusual cost.
(For per diem, see HB 22, Ch. 6, for other expenses see HB 22, Ch. 7,
Exhi bit 7A.)

When travel by privately owned automobile is authorized as
advantageous to the Government, justification must be included, such as
inadequacy of common carrier or savings to the Government by carrying
other official travelers. (See HB 22, Ch. 7, Section 7A4c.)

For international air travel, when it is deemed necessary and
appropriate, include a statement authorizing each traveler to carry
either 22 lbs. or one unit of excess accompanied baggage in addition to
the carrier's free allowance. Where applicable, indicate allowances for
shipment of unaccompanied baggage, shipment and storage of household
effects and shipment or storage of privately owned vehicle. (See
"Baggage" in Glossary, HB 22, Ch. 2).

For GS employees on TOY travel outside the continental limits of the
United States include the statement: "Fees are authorized for items
outlined in Sections 301-3.1 and 301-9.1 through 301-9.3 of the Federal
Travel Regulations".

Justification(s) are to be in the form of a memorandum signed by an
official authorized to approve exception(s). They are prepared in
triplicate and distributed as follows:

Originals: Submitted with travel voucher

Duplicate: Retained in MS/HO/TTM with copy number 6 of TA

Triplicate: Kept by traveler

Item 8 - Appropriation limitation symbol Leave blank. Will be
completed by the Bureau/Office funding the travel or the appropriate
office when program funds are being used.

Item 9 - Allotment account symbol Leave blank. Will be completed
by the Bureau/Office funding the travel or the appropriate office when
program funds are being used.

-Ie Rev i sed
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Item 10 - The Requesting Office Symbol; i.e., the Bureau, Office or

Mission that is funding the travel. When travel is funded by a
Bureau/Office other than the one to which the traveler is assigned,
include in block 7 directly above block 8 the statement: "Authority:
Memorandum from AA/ , of (date) Subject: Request for TDY
Assistance." If Mission funded, use the telegram that provides the
appropriation, allotment, other funding data and include in block 7
directly above block 8 the statement: "FUNDS AVAILABLE per (country,
telegram number and date)."

Item 11 - Date The date the TA is prepared by originating office.

Item 12 - Approving Officer Signature and Title Signature of person
designated to approve travel as shown in 3BIa through 3BIe for the
Bureau/Office to which the traveler is assigned, except for short-term
TDY training TAs which are funded and approved by the Office of
Personnel, and participant training travel which is approved and
authorized by the Director of OIT.

Item I2a - Other Required Approval Signature of a person designated
to approve an exception under 3CIa through 3eIe, or when travel is being
funded by an office other than the Bureau/Office to which the employee
is assigned, the signature of an official authorized to obligate travel
funds for the employee's Bureau/Office.

Item 13 - Signature of Authorizing Officer/Title A person delegated
the authority to sign the Request and Authorization of Official Travel,
form AID 5-8, for the Agency.

2. Amending Travel Authorizations (TACs))

An amendment to a TA is normally an addition or deletion to the
itinerary or other special authorizations contained in the original TA
and uses the identical fiscal data (funds); i.e., authorization,
appropriation and allotment numbers, as the original. Thus when a TA
amendment is required, it should only be amended to cancel it in its
entirety; to change the reimbursement rate for per diem before travel
commences; to add to, delete a portion of, or change the routing of the
itinerary; to authorize additional expenses such as rental of
automobile, charter of airplane, etc. However, the TA cannot be amended
to change the name of traveler or the funds to which the travel is
charged. In those instances, the original TA.is canceled and a new TA
written for the correct person or funds. Amended TAs will be required
when travel is performed seven (7) days before or after the scheduled
date of travel shown on the original TA.

* * New Material
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•3E2 A TA cannot be amended to charge a portion of travel to different
funds; in such cases a new TA must be written in conjunction with the
original TA. "In conjunction \"Jith" indicates an addition to the
original travel, signals that different funds are used and that a new TA
number will need to be assigned. (See 3E2b)

When conditions or a change in plans require an amendment of the
travel order after the TA has been obligated, the originating office
prepares a form AID 5-8 for the amendment. A copy of the original TA is
attached to the amendment. The amendment is cleared, approved, and
authorized in the same manner as the original TA, including any further
obligation or deobligation of funds. If authorization of the amendment •
is obtained after, the traveler has departed, the originating office
immediately notifies the office or Mission where the traveler is
temporarily located to enable the traveler to make any necessary
alternate arrangements. The notification must contain the authorization
number, date authorized, fund citation, the amount reserved for per diem
and travel costs, and the cost of carrier transportation.

Travel orders or amendments prepared by Missions and chargeable to
AID/W funds will cite complete AID/W accounting information, including
the seven-digit TA number. (See 3El, Item 2.)

a. Amendments

The TA amendment must refer to the original TA number and date.
Block 7 of form AID 5-8 would begin as follows:

Travel authorization number (authorization number) dated (month,
day, year) is hereby amended to authorize •.. "

b. In Conjunction With

•
"In conjunction with" authorizations are approved and authorized

as stated in 3B and 3C depending upon the funds being used. Although
assigned a new authorization number for the change of funding, the "in
conjunction with" must refer to the original authorization that it •
relates to. Block 7 of form AID 5-8 would begin as follows:

"In conjunction with (authorization number) dated (month, day,
)"year ...

3. Approval and Authorization after Travel has Commenced

When a TA is prepared, amended or written "in conjunction with"
another TA after the travel has commenced, the following statement must
be included in Block 7 of form AID 5-8:

•
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"Administrative approval is granted for payment of allowable
expenses incurred prior to the issuance of this authorization."

4. When Travel Is Not Performed

If the authorized travel is not performed, prepare a TA amendment
to cancel the original TA to assure deobligation of funds. Only the
signature of the Approving and Authorizing Officers are required unless
the obligated funds were charged to an office other than the one to
which the traveler is assigned, in which case the signature on behalf of
the employee's office is needed for "Other Required Approval." (See 3E,
Item 12 and Item 12a.)

Block 7 of form AID 5-8 would read:

"Travel authorization number (authorization number) dated
(month, day, year) is hereby canceled in its entirety."

Functions of the Authorizing Office

The authorizing office estimates costs, assigns an authorization number,
object code, and enters same on the TA, as well as the appropriation and
allotment account symbols. The form is then obligated and signed by the
Authorizing Officer. At this time the TA number and fiscal data are
entered on any Advance of Funds form SF-I038 request which may have been
submitted with the TA. (The form AID 5-8 authorization number is used
as the obligation number.)

Distribution of the completed TA is made as follows:

1. For TAs issued by MS/MO/TTM, the distribution is as follows:

a. If AID/W funded:

Copy Number:

1, 8 - Traveler

2, 4 - PFM/FM/WAOD

3 - Travel Management Center

5 - (PFM/FM/WAOD together with SF-I038)

6 - MS/MO/TTM chron file

7 - Initiating office

Revised
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b. If Mission funded:

Copy Number:

1 - Traveler

2, 4, 8 - Mission

•

*

3 - Travel Management Center

5 - PFM/FM/WAOD together with SF-I038, regardless
of whether or not advance is requested

6 - MS/MO/TTM chron file along with 3 copies of
funding cite cable.

7 - Initiating office

2. For TA's issued by PFM/PM/FSP or PFM/PM/EPM, distribution is as
follows:

Copy Number;

1 - Traveler

2 - Mission Controller or PFM/FM/WAOD as applicable

3 - Travel Management Center

4 - MS/MO/TTM

5 - PFM/FM/WAOD

6 - MS/HO/TTM

7, 8 - PFM/PM/FSP or PFM/PM/EPM

3. For TA's issued by Missions, distribution is as follows:

Copy Number;

1 - Traveler

2, 8 - Mission Controller

3 - Travel Management Center

•

•

•
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4 - MS/HO/TTH, unless on TDY overseas, then should be mailed to

mission.

5 - PFM/FM/WOAD, AID/W employees change of post assignments

6 - As appropriate, one of the U.S. Dispatch Agents listed
below. For additional information on port of discharge for air and
surface shipments, see 6 FAH 165.3-1 to 165.3-3.

Parkway Towers, Building B
458B U.S. Route One South
Iselin, NJ 08830-3013

403 U.S. Customs House
Gay and Lombard Streets
Baltimore, MD 21202

555 Battery Street
San Francisco, CA 94111

\
)

P.O. Box 522396
General Mail Facility
Miami, FL 33152

7 - Copy to post of transfer

Other distribution as prescribed by needs of individual Mission.

3G. Miscellaneous (AID/W TDY)

1. Assistance in completing the TA may be obtained from HS/HO/TTH.

2. When completed, the TAs are to be forwarded to HS/HO/TTM.

3H. Notification and Clearance of Foreign Travel

1. General

a. As part of a continuing program to reduce U.S. employment
abroad, the Executive Branch has directed that the workload at overseas
posts be reduced by holding the number of official visits to the minimum
necessary to accomplish our work. To implement the instructions of the
Executive Branch, the Department of State has established special
notification and clearance procedures to minimize official Executive
Branch travel to "overburdened" posts which are, from time-to-time,
especially overburdened by traveler support requirements. However,
existing procedures concerning travel by Assistant Administrators and
above and concerning travel of all levels to Taiwan and certain Middle
Eastern posts remain valid. (See Exhibit 3C for specific countries).

~ Revised
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b. The Foreign Assistance program, by its nature, requires program

and management oversight, and coordination of bilateral, mUlti-lateral,
and private sector participation, resulting in a high volume of
AID-financed official travel. Such travel is constrained by limited
Operating Expense (Of) funds. Considering these facts, and AID's
long-standing cooperative relationship with State and with U.S. Missions
on such matters, AID and the Department have adopted a simplified
procedure for coordination and clearance of AID travel to overseas posts.

2. Policy

To achieve an effective balance among competing requirements and
restraints, each person who plans or approves official travel is
expected to:

-- minimize international travel by limiting it to essential
business of the Agency;

-- consider the workload such travel imposes on individuals and
entities overseas and;

•

•
-- organize travel plans sufficiently in advance to allow

coordinated consideration of the total support burden placed on a post
by visitors at any given time, or a specific country situation which •
would suggest a change or deferral of travel schedule.

3. Contractor and Grantee Personnel

AID-financed international travel of contract and grantee personnel
(both direct and host country) is subject to the procedures described in
Section 752.7002 of the AID Acquisition Regulations. (48 CFR 7-752.70).

4. Clearance Procedures

Established AID clearance and notification procedures, as set forth
in HB 22, Ch. 7, Section 7A2, remain ineffect for all official AID
travel. In addition, the criteria shown on Exhibit 3D will determine •
whether or not State Department notification/clearance is required.
When it is required, the procedure will be as follows:

a. AID/Washington-Initiated travel. In those circumstances when
Departmental notification/clearance is necessary for
Washington-initiated travel, it is the responsibility of the Executive
Management Staff (EMS) or Administrative Officer of the Bureau/Office
approving the travel to assure that the notification/clearance
requirement to the appropriate Geographic Bureau of State (Exhibit 3E)

•
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has been met. The format shown in Exhibit 3F should be followed in
providing such notification to State at least two weeks prior to
commencement of travel. All such requests will be submitted through the
EMS of the appropriate AID Geographic Bureau for travel within an AID
region or MS/MO/TTM for other overseas travel. ~

b. Field Mission-Initiated Travel. When personnel from one AID
mission plan to visit a city where an overburdened post is located, the
AID mission approving the travel is responsible for obtaining the
necessary clearance from the post to be visited.

5. Need for Awareness of Current Status

AID country desks must maintain constant liaison with their
counterparts in State to stay abreast of country situations which might
influence the degree of AID travel intensity which may be considered
reasonable at any particular time. State desks have also been reminded
of their responsibility to keep their AID counterparts advised in this
regard.

Exhibits:
~,

J 3A -
/

38 -
3C -
3D -
3E -
3F -

AID 5-8, Request and Authorization of Official Travel
Travel Purpose Categories
List of Overburdened Posts and Middle East Countries on
the Official Travel Advisory
Criteria
State Department Contacts
Request Format

~ Revised
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EXHIBIT 3/\
1\10 li~ 11D-80l AUTHORIZATION HUMBER

AQENCY "OR INTERNATIONAl.. PI'.:VELO~MENT

REQUEST AND AUTHORIZATION OF OFFICIAL TRAVEL DATE:
(See nMlrle of oopy 8 (EmploV99'. Copy) for Privacy Act StlItement)

1. NAME AND ADDRESS OF TRAVELER 2. STATUS OF TRAVELER 3. SOCIAL SECURITY
o ADMINISTRATIVe EMPLOYEE NUMBER

o OTHER {Spt!df.l·J

,
4. OFFICIAL STATIONI

/

EO.
Th .. documenl becom..s an ~ulho"lalionof off,ciallrave' onlv when lhe cerlilic.... ol aUlhorizalion has been signed bV the desigr.ated aUlhor"
ing officer. This travel is ordered on offici,,1 busin... for lhe convenienc.. of the government. Vouche.. Ih.>uld bft submitted prompllv as
pr()v,dlkf in tht! applicAble regul.,ionl.

APPLICABLE REGULATIONS: Tr~vel and necessary expenses are aUlhorized in ac~ordance Wilh lhe 0 AID Handbook Numh", 22.o Federal Travel R.gulallons. ~nd the maximun, per diem under lhese regulalions i, allowable unl..s olherwise nOled in itllm 6.

7. ITINERARY, PURPOSE AND SPECIAL AUTHORIZATION

j
/

S. APPROPRIA nON LIMITATION 9. ALLOTMENT ACCOUNT SYMBOL
SYMBOL

10. REQUESTING OFFICE SYMBOL 11.0ATE

12.

APPROVING OFFICER SIGNATURE AND TITLE OTHER REQUIRED APPROVAL

13. CERTIFICATE OF AUTHORIZATION-I CERTIFY that lhis au.horira.,on has been aPproved es .odicaled in item 6

SIGNATURE OF AUTHORIZING OFFICER TI"rLE

IMPORT ANT Everv Vouch... and M....age Concerning lh,s Trevel MUll Re .... to AUlho,izellon Number end Dete et Top. 1

COpy FOR TRAVELER - SEE REVERSE SIDE
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IMPORTANT INSTRUCTIONS TO THE TRAVELER

;:Ol.:-'=-~\ T~ECF r:uL!::s TO AVOID i)IFFICUL TiES ANC' INSUP:: PROMPT REIMBURsEMEi-n OF YOUR TRAVtL EX
"'E~5ES ;'-1Ev ,\PE NO; A SUBSTi ru~E FOR THE "l'LL REGULA r IONS UNDER WHICH YOU ARE TRAVELING. BuT THEY
WILL REMIND 'fOU OF SOME OF THE IMPORTANT THINGS YOU MIGHT OTHERWISE OVERLOOK.

PROVIDE YOURSELF WITH A HANDY NOTE BOOt< AND KEEP CAREFUL TRACK OF

•

DO NOT RELY ON YOUR MEMORY FOR THIS IMPORTANT AND NECESSARY INFORMATIO~

OBTAIN RECEIPTS (And Attach Them to Your Voucher) FOR:

II ,,,,,,' '" .~
i

4. If excess baggage is carried8nd~not specificattfprovided for in yourtravet authorization;1m"'exptamrtion'justifyTngthe-'
official necessity for it must accompany your claim for reimbursement in addition to the receipt. ~ •

3. Follow exactly your travel authorization given on the revese side. Do not stop over any place en route unless authorized to
do so, l.xcept in an emergency which must be fully explained in your voucher. It win not be considered an emergency if
you delay because your baggage does not arrive on schedule. If this happens. do not wait for it but leave word for it to be
sent after you:" .• ~'~I·~'--·J:··:;:ic. ")~ -" ';.,-. J' _:-·-·-j;~:.liH:~· ;"~';:A -:-::~,-:-;-;~;.,-,,-'--':~-- . .' .•-.. :. ".: -..

2.

a Date, hour and minute of every departure and ar
rIVal, every change from one type of conveyance to
another. and every crossing 01 an international
boundary where a change in per diem is involved.

b Every cash payment for which you will claim reim
bursement. Note the date, place, purpose, and
amount. the latter in local currency i you are
abroad.

c. Serial number of each Government Transportation
Request used. the nature and value of the service or
accommodation received, and the name of the
transportation company.

(also name of boat used if traveling by sea)

a. All items of expenditure of more than $1. except for
local taxicab fares and baggage transfer charges.

b. Steamer chairs and rugs (no allowance for steamer
cushions).

c, All purchases of foreigh currency, showing the rate
of conversion and the commission charged.

d. When transportation reguests are used and no claim
is to be made for per diem or other exp8nses. you
must still prepare a voucher indicating dates and
points of travel, means of transportation, numbers
of transportation requests used, and citation to your
travel order.

e. Number of pieces of baggage carried, and the
weight if carried as excess baggage or shipped by
express. .

f. If you take any leave of absence While in travel
status. exact date and hour of departure from and
return' fo duty status. If any extra travel is per
formed for personal reasons, the extra time taken is
chargeable to leave and the extra expense must be
borne by the traveler.

d. All cash purchases of transportation or of Pullman
accommodations (PUllman stubs for the latter). But
you must use Government Transportation Requests
whenever possible for official travel. (Never use
them for personal travel.)

e. Excess baggage carried. showing weight and
terminal POints.

•

•

•

All adjustment in connection with United States Government transportation must be processed t11rough the office to
pay the carrier's bill. Travelers. issuing officers. or private individuals are not authorized to receive funds or credits for
unfurnished service or unused tickets or portions thereof iS8ued in exchange for transoortation requests,

5. The traveler shall sooiriilJlidiiiitfy'wlth his travel voucher areport'lmeac••n-s\ance'"which(.a) travel fi'~ffianyterminated
short of the destinattefl-t&whifJh atrlffi5portatioo-request wa&dfawn; (b) serv~aettt{tH'tfurntsh~areof a lesser value or .
different character frbtn''ft1b~'b1'rmr1~",,~pecifledon a requEfS!'w1'\1ctr f'tas nor been ~dc~r'idors~d:or (cl any portion of a: i
transportation ticket is not used. 'Such report shall identify the pertinent transportation request, set forth the attendant
facts and circumstances and transmit therewith any unused tickets or coupons. When there are no unused tickets or
coupons to - reflecr',tMe unfurnlsheettransportation servtc'es ttre';;,·jtraVelar-mgpkt•.endeavgr. ttl':;,!i~cure wrlnen

... acMowl~otlhe,aikiation .1Om.~he--Gaf.f'i8F'8rep...I&RIIlU"&klJ~Ulhill cp(QQr1";aillw<l-OUn»~Qlels-tQ~O"Q~.
with the foregoing and thus protect properly the interests of the United States may subject them to responsibility for any resulting
losses.

• - ~ .. ,1 I' 01' <'!'. ' ...

•

John M
Best Available
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EXHIBIT 38

Travel Purpose Categories

Site visit: Visit to a particular site in order to personally perform
operational or managerial activities; for example, oversee programs, grant
operations, or management activities for internal control purposes; carry out
an audit, inspection, or repair activity; conduct negotiations; provide
instructions; provide technical assistance.

Information meeting: Attend a meeting to discuss general Agency operations,
review status reports or discuss topics of general interest. If a site visit
is to be conducted as part of the same trip, consider the entire trip to be a
site visit.

Training attendance: To receive training.

Speech or Presentation: To make a speech or a presentation, deliver a paper,
or otherwise take part in a formal program other than a training course.

Conference attendance: To attend a conference, convention,
seminar or symposium for purposes of observation or education with no formal
role in the proceedings.

Relocation: To move from one official duty station to another (same as a
Permanent Change of Station or PCS move).

Entitlement travel: Travel to which an employee (or dependent) is entitled as
a result of an assignment: for example, R&R or home leave.

Special mission travel: To carry out a special Agency mission, for example,
provide security to a person or a shipment (such as a diplomatic pouch); move
witnesses from residence to other locations; cover travel by Federal
beneficiaries and other non-employees.

Other travel: To travel for reasons (purposes) which are not shown in one of
the other eight (8) categories. State specific reason(s), not "other".

NOTE: Include sufficient detail for clarity; e.g., "Site visit to assist
USAID in preparation of Mission Operating Budget," or "Training in operation
of word processing equipment.")
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EXHIBIT 3C

LIST OF OVERBURDENED POSTS FOR WHICH NOTIFICATION OF
ALL EXECUTIVE BRANCH USG OFFICIAL TRAVEL IS REQUIRED

/

/

,\
I
j

Abidjan (Embassy)
Amman (Embassy)
Bangkok (Embassy)
Beijing (Embassy)
Belgrade (Embassy)
Bogota (Embassy)
Bonn (Embassy)

Brasilia (Embassy)
Brussels (Embassy)
Cairo (Embassy)
Caracas (Embassy)
Dakar (Embassy)
Dublin (Embassy)
Geneva (US Mission)
Hong Kong (Consulate General)
Jerusalem (Consulate General)
Jidda (Embassy)
Khartoum (Embassy)
London (Embassy)
Madrid (Embassy)
Mexico (Embassy)
Moscow (Embassy)
Muscat (Embassy)
Nairobi (Embassy)
Ottawa (Embassy)
Panama (Embassy)
Paris (Embassy)
Pretoria (Embassy)
Rio de Janeiro (Consulate General)
Rome (Embassy)
Sao Paulo (Consulate General)
Tel Aviv (Embassy)
Tokyo (Embassy)
Warsaw (Embassy)

Ivory Coast
Jordan
Thailand
China
Yugoslavia
Columbia
Federal Republic

of Germany
Brazil
Belgium
Egypt
Venezuela
Senegal
Ireland
Switzerland
Hong Kong

Saudi Arabia
Sudan
Great Britain
Spain
Mexico
USSR
Oman
Kenya
Canada
Panama
France
South Africa
Brazil
Italy
Brazil
Israel
Japan
Poland

MIDDLE EAST COUNTRIES ON THE OFFICIAL TRAVEL ADVISORY
AS OF MAY 9, 1980

Afghanistan
Iran
Iraq
Kuwait
Lebanon
Libya
Pakistan
Syria
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EXHIBIT 3D

CRITERIA TO DETERMINE NEED FOR STATE DEPARTMENT
~TIFICATION/ClEARANCE OF AID-FINANCED OVERSEAS TRAVEL

TO OVERBURDENED POSTS

I. Department of State Notification/Clearance is Required for:

1. All overseas travel of senior Agency officials (Deputy assistant
Administrator or higher).

2. All temporary duty travel of subordinate officials when one or more
of the following conditions exist:

a. It is known or may reasonably be anticipated that the traveler
will need to contact the Embassy for administrative consultation or to
receive any support services.

b. The traveler will need to consult with host country officials on
matters involving foreign policy. (This does not include routine
working-level consultations involved in the development or implementation
of projects within approved country programs.)

c. The traveler will need to consult with officials of an
international organization for which State has established a u.s. Mission
or liaison Office.

d. The traveler expects to have media exposure and, or high-level
contact with affected host country groups.

II. Department of State Notification/Clearance is Not Required except for
travel of senior Agency officials when one or more of the following
conditions exist:

1. The travel is in response to a direct request from the post for
assistance .

2. The travel is of an operational nature in connection with AID
administrative or program matters which requires only a brief stopover in
the host country.

3. Travel is interrupted for an approved rest stop, or for reason of
personal convenience including rest and recuperation (R&R) and traveler
will not require any support services from the Embassy or consultation
with host country officials on matters involving foreign policy.
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EXHIBIT 3E

STATE DEPARTMENT CONTACTS FOR
OVERSEAS TRAVEL CLEARANCE PROCESS

A. For all official overseas travel by Assistant Secretaries and equivalent
and above, and travel by any U.S. Government employee to Taiwan and
countries listed on the travel advisory:

Address:

Executive Secretariat
Room 7241
Department of State
Washington, D.C. 20520

Tel: 647-7559

B. For official travel to overburdened posts by U.S. Government employees
below Assistant Secretary level and equivalent:

1. Africa: For travel to Abidjan (Ivory Coast), Dakar (Senegal),
Khartoum (Sudan), Nairobi (Kenya), Pretoria (South Africa)

Address:

Post Management Officer
Office of Executive Director
Bureau of African Affairs (AF/EX)
Room 3513
Department of State
Washington, D.C. 20520

Tel: 647-1842 or 647-1790

2. Latin America: For travel to Bogota (Colombia), Brasilia (Brazil),
Caracas (Venezuela), Mexico City (Mexico), Panama City (Panama), Rio de
Janiero (Brazil), Sao Paulo (Brazil)

Address:

Post Management Officer
Office of the Executive Director
Bureau of Inter-American Affairs (ARA/EX)
Room 3256
Department of State
Washington, D.C. 20520

Tel: 647-4460 or 647-4434
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3. East Asia: For travel to Bangkok (Thailand), Beijing (China), Hong
Kong, Tokyo (Japan)

Address:

Special Assistant
Office of the Assistant Secretary
Bureau of East Asian and Pacific Affairs (EAP/EX)
Room 6205
Department of State
Washington, D.C. 20520

Tel: 647-6600

4. Near East and South Asia: For travel to Amman (Jordan), Cairo
(Egypt), Jerusalem (Israel), Jidda (Saudi Arabia), Muscat (Oman), Tel
Aviv (Israel)

Address:

Chief, Post Management
Bureau of Near Eastern and South Asian Affairs
(NEA/EX)
Room 4249A
Department of ,State
Washington, D.C. 20520

Tel: 647-4889

5. Europe: For travel to Belgrade (Yugoslavia), Bonn (FRG), Brussels
(Belgium), Dublin (Ireland), London (U.K.) Madrid (Spain), Moscow
(U.S.S.R.), Ottawa (Canada), Paris (France), Rome (Italy), Warsaw, (Poland)

Address:

Deputy Executive Director
Bureau of European and Canadian Affairs (EUR/EX)
Room 5428
Department of State
Washington, D.C. 20520

Tel: 647-5954

6. International Organization Office - Geneva: For travel to Geneva
(Switzerland)

Address:

Executive Director
Bureau of International Organization Affairs (IO/EX)
Room 1509
Department of State
Washington, D.C. 20520

Tel: 647-9326

•

•

•

•

•
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EXHIBIT 3F

REQUEST FORMAT

DATE _

TO (Fill in State Department addressee)

FROM

SUBJECT: Notification of Foreign Travel

Traveler's Name and Title:

Date's) of Travel:

Cities/Countries to be Visited:

Purpose:

Anticipated Contact with U.S. and Foreign Officials:

State Department Post Service Requested:

DATE _

TO {Requesting Agency Addressee}

ATTN {Name and phone number of Agency contact}

__________The Department of State has no objection to this travel.
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CHAPTER 4

T R A VEL A D V A NeE S

'\
J

/

4A.

4B.

Purpose

This chapter sets forth Agency policy and guidelines relating to the
provision and recovery of travel advances. Travel advances are made for
the express purpose of providing persons authorized to travel at
Governnent expense with funds in an amount estimated to be suffici ent to
meet necessary allowable travel expenses excluding those costs which
must be met through use of Governnent Transportati on Requests (GTRs).
Chapter 57, Subchapter I, Section 5705 of Title 5 United States Code
authorizes the provision of travel advances to individuals traveling on
official Government business. The head of the Agency or his/her
designee is responsible for ensuring the recovery of travel advance
funds.

Policy and Guidelines

1. Provision of Advances

a. A travel advance, for other than invitational travel, m~ be
made in an amount up to the realistically estimated total of necessary
allowable travel expenses excluding those costs which must be met
through use of GTRs. However, the maximum amount advanced may not
exceed the estimated requirement for 60 calendar d~s in a travel status.

An advance for invitational travel shall be limited to 80% of the
realistic estimate of allowable per diem expenses only for any period of
time in a travel status not exceeding 60 calendar d~s.

When the travel exceeds 60 calendar d~s, the traveler m~ obtain funds
~ for the additional portion of the trip through submission of a travel

voucher 1iquidating initial advances. ¥-
b. The amount advanced to Foreign service nati onal employees

shall be determined by the appropriate approving official and based on
the circumstances in each case.

c. Normally, employees shall obtain travel advances from their
official duty station prior to commencement of travel. New Foreign
Service employees shall obtain advances in AID/W Employees being
reassigned from one post to another shall obtain an advance" from the
post they are departing.

-tt Revised
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d. Suppl emental advances are authori zed en route only when an
amended authorization extends the period of the travel, or an emergency
situ ati on exits.

e. Advances shall be made in the currency dictated by law and
travel circumstances.

2. Recovery of Advances

a. In the event the travel is either canceled or indefinitely
postponed, the traveler must rep~ the amount of the advance immediately.

b. Travelers who have received an advance for a single trip must
rep~ the advance immediately upon completion of the travel.

Rep~ment is accomplished, upon submission of the travel voucher, by
applying the amount of the reimbursement due against the amount owed to
the traveler. Any amount of the balance which is in excess of the

JI. amount due the traveler is refunded to the Agency and not applied to
subsequent travel authorizations. ;r

c. When a traveler is in frequent or continuous travel status and
peri odic reimbursement vouchers are sutInitted, the full amount of travel
expenses all owed m~ be reimbursed to the traveler without deduction of
his/her advance. Rep~ent of the advance is made at the time the final
reimbursement vouchers are submitted.

d. Generally, employees departing AID/W or mission for reasons of
home leave, reassignment, or termination rep~ all outstanding advances
except for the advance issued in connection with the employee's final
departure travel.

e. At the end of each fiscal year, employees holding travel
advances shall (This applies only to persons who have standing advances
(blanket TAs)):

(1) Refund anY outstanding travel advance(s) and/or

(2) SutInit a claim immediately after the close of the fiscal
year for all travel performed through September 30, for whi ch cl aims
have not preViously been sutxnitted, indicating whether or not the amount
claimed is to be applied to the travel advance or reimbursed to the
traveler.

-k Rev; sed
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')
/ f. When advances are detennined to be outstanding for an unduly

long peri od, they are to be recovered promptly. Recovery may be by
deducti on from reimbursement vouchers, vol untary refunds by the
employees, or by such other 1egal method of recovery as m~ be
necessary. Among these are deductions from salary, retirement credits,
or a~ other amounts due the employee or his/her estate from the U.S.
Governnent.

4C. Procedures for Obtaining Travel Advances

1. Application

a. A properly executed Request and Authorization of Official
Travel, form AID 5-8, (TA) constitutes evidence of authorization to
perform official travel.

b. A traveler requiring a travel advance makes application for
the advance on Advance of Funds Appl icati on and Account, Standard Form
1038 (Rev. 10-77) (see Exhibit 4A).

(l) Sul:rnit SF-1038 in original and 2 copies.

(2) Make no entry in the block labeled "Account No. 1I on
SF-1038.

"\

2. Ap2!'oval

a. U.S. citizen employees - normally no approval beyond the
employee signature on the SF-1038 and an approved travel authorization
is required. An exception may be given when additional authorization is
detennined to be required by the authorizing/certifying officer or by
the EMS office of Bureaus having the authority to approve their own
travel.

b. Foreign national employees - Executive/Management officer (or
other officer perfonni ng such functi ons) or desi gnee.

"-i c. Invitational travel - in order to protect the interest of the
i U.S. Governnent in these situations while at the same time recognizing

the problems presented to the non-Government traveler, the request for
an advance must be approved by the AID official who has approved the
travel and be accompanied by a copy of the document entitled
IIResponsibility of AID-Financed Travelers Using Invitational Travel
Orders II referred to as "Traveler Responsi bil ity, II whi ch has been
completed and signed by the traveler in the spaces provided. (See

~ Exhibit 4B) Said document indicates, when signed, that the traveler ~
has been made aware of and acknowledges the extent of his/her
responsi bil i ty

* Revised
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for (l) correct perfonnance of official travel authori zed, (2)
submission of a travel voucher immediately upon completion of travel,
and (3) accounting for any outstanding advance(s} of travel funds.

3. Receiving Advance

a. The signed SF-1038 (an original and 2 copies together with a
copy of the TA and, as appropri ate, a signed copy of the "Traveler
Responsibilityll document) is submitted to obtain the advance as follows:

(l) In AID/Washington - if TOY travel:

(a) 'The completed travel authorization and SF-1038 are
forwarded to the Travel and Transportation Management Division,
M/SERft40/TTM, for processing, estimation of funds required including an
estimate of travel funds which may be advanced if requested, and
issuance.

(b) M/SER/MO/TTM forwards a copy of the issued travel
authorization accompanied by the SF-1038 (and a copy of the IITraveler

Jf. Responsi bil ityll document where appropri ate) to PFM/FM/WAOD/FS.
Travelers should arrange to have travel advance checks mailed to their
bank or residence. If, however, a traveler finds it necessary to pick
up his/her travel advance check at the cashier's office, PFM/FM/CAD,
the travel authorization and SF-1038 must be submitted to PFM/FM/WAOD/FS ~
at least ten (10) working days prior to departure, and should indicate
IITraveler Pickup. II Where someone else will be picking up the traveler1s
check, the cashi er must be provi ded with a memorandum desi gnati ng the
person authorized to pick it up.

(c) When both cash and a check are involved, two sets of
the SF-1038 are required. One set for the cash porti on and one set for
the check. Indicate "CASH ADVANCE II and/or IIExcess Baggage ll in the
IIREMARKS II block on one set of the SF-1038's.

(d) Offices ordering travel shall provide sufficient
lead-time to pennit the issuance of a check. However, if a cash advance
is required, the traveler may request a cash advance of up to $300 cash
and/or $100 for costs of authorized excess accompanied baggage per
traveler with the balance, if any, payable by check.

This cash advance may be picked up from the cashier's office in
M/SER/MO/TTM after the request has been approved by the designated
certifying officer with the presentation of proper 1.0. and, when
necessary, if picked up by another party, a memorandum to the cashier
authorizing the designated person to receive the advance.

-Ie Revised
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(2) In AID/Washington - if Foreign Service assignnent travel.

(a) Obtain advance prior to departure to post of
assi gnnent.

* (b) Have PFM/PM backstop office forward approved *
travel authorization and SF-1038 to rVSER/MO/TTH for same action set
forth under 4C3a{l) above.

(3) At Post

(a) Fon~ard completed travel authorization and SF-1038
to the Controller's office (or office perfonning such functions) for
processing.

(b) The timing requirements and availability of cash
and/or dollar checks varies from post to post depending on size and
location of disbursing office.

Exhibits:

4A: SF-1038, Advance of Funds Application and Account

4B: Fonn AID 710-2, Responsi bil ity of AI D-Fi nanced Travel ers Usi n9
Invitational Travel Orders

-Ie Revised
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EXHIBIT 4B

AGENCY FOR INTERNATIONAL DEVELOPMENT

RESPONSIBILITY OF AID-FINANCED TRAVELERS

USING INVITATIONAL TRAVEL ORDERS

All travel authorized and funded by AID must be performed in accordance with
the Federal or Foreign Service Travel Regulations specified on the Request and
Authorization of Official Travel referred to as a Travel Authorization (TA) or
travel order, (Form AID 5-8). (See AID Handbook 22). Special note should be
taken of certain requirements, as follows:

- Under PL 93-623, all U. S. Government-financed travel must be (with
certain exceptions) on American-Flag carriers on a usually traveled route.
"When a travel er devi ates from a usually travel ed route, and \Jhere such
indirect travel is wholly or in part subsidized by the fare payable by the U.
S. Government in connection with the official itinerary, the traveler is
responsible not only for any additional cost attributable to the indirect
travel but for any diversion of revenues from U. S. Flag air carriers"
(Decision of the Comptroller General No. B-138942).

- AID travelers are reimbursed for subsistence expenditures on a
lodging-plus, flat-rate, or actual expense basis contingent upon locale of
travel, i.e. domestic (city) or international; however each method is subject
to established limitations and governing regulations. For certain localities
overseas, reduced per di em rates apply when a "staff house" or other low-cost
facility is used.

- Immediately upon completion of official travel, the traveler must
suanit a Travel Voucher (SF-10l2), with one copy of the TA and receipts for
allowable items costing $25.00 or more. When reimbursement is on actual
expense basis, all items claimed must be itemized, including cost of each meal
and receipts for lodging are required without exception.

- The traveler must account for any outstanding advance(s) of funds
immediately upon completion of travel. If travel is canceled or indefinitely
postponed, the advance must be repaid in full immediately. An advance is an
accountable loan of U.S. Government funds to cover allowable travel costs
incurred in the performance of official travel.
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- Individuals authorized to travel under Invitational Travel Orders should
acquaint themselves with applicable travel regulations to avoid personal
financial 1iabil ity for any travel cost or rel ated expense. For exampl e, AID
regulations limit the amount of funds advanced for invitational travel.
Questions should be directed to the AID official approving the travel.

STATEMENT FOR PERSONS TRAVELING UNDER INVITATIONAL TRAVEL ORDERS

I acknowledge my personal responsibility for (l) correct
performance of official travel authorized under TA
No. dated ' , (2) submission of a travel
voucher lmmediately upon completion of travel, and (3)
accounting for any outstanding advance(s) of travel funds.

•

•
Name:

Date ----

Signature:

Telephone : Home
Offi ce ----------
Address: Home
Office -----------

Attachments: Travel Voucher (SF-l 012), one set Travel Voucher, Prepared
sampl es •

•

•
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CHAPTER 5

PASSPORTS

5A. General

1. Pol icy

All U.S. citizens traveling internationally on AID official
busi ness must carry in their possessi on val i d U.S. passports with the
visas necessary for each trip. This applies to AID direct hire
employees, personnel of Participating Agencies (PASA), consultants,
experts and personnel of other Government Agencies on detaoil to AID
IITolJrist Cards ll or IIRegular passports ll should not be used by personnel.
in these categories for official business travel. (This does not apply
to those persons perfonning international travel on business in relation
to or as a direct result of their employment under an AID funded
contract or to invitational travelers.) A passport is the property of
the United States Government and shall be returned to the Government
upon demand.

2. Entitlement

All full-time U.S. citizen employees of the U.S. Government
incl udi ng mil itary personnel permanently stati oned abroad under the
direction of a U.S. Chief of Mission, are entitled to receive diplomatic
passports; dependents of these individuals are also eligible for such
passports.

For purposes of the issuance of diplomatic passports, Foreign Affairs
Agencies are defined as the Department of State, the United States Arms
Control and Disarnl~nent Agency (ACDA), the United States Information
Ageocy (USIA), and the Agency for International Development (AID).

Categories of personnel eligible for diplomatic passports include, but
are not 1imi ted to:

a. Foreign Service personnel of the foreign affairs agencies.

b. Civil Service personnel of the foreign affairs agencies.

c. United States Goverrnnent personnel who have been accorded
diplomatic titles.

d. Inspectors and auditors, inclUding consultants, of the foreign
affairs agencies and the Defense Intell igence Agency, and plJbl ic members
of foreign affairs agency and Defense Intelligence Agency inspection or
audit te~s.
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e. Diplomatic couriers and personnel of foreign affairs agencies
serving as non-professional couriers.

f. Forei gn affai rs age ncy security and communicati ons office rs,
technicians, and specialists.

g. Uni ted States Government personnel assi gned to Forei gn Service
posts where the Department has determined diplomatic passports are
necessary for reasons of security or unusual local conditions whi ch
prevent the accomplishment of assigned duties without diplomatic
passports.

h. Naval Construction Battalion (Seabee) personnel assi gned to
the Naval Support Unit, Department of State.

5B. Types of U.S. Passports

1. General

a. Where appropriate, dependents m~ be issued the same type of
passport as that to which the person traveling internationally on AID
official business is entitled and has been issued. In those cases
whereby both spouses are entitled to a diplomatic or official passport
by virtue of their both being employed by the Govermlent, the type of
passport issued will be that type passport which most closely represents
their individual status and position with the Government; further, the
type of passport issued to other authori zed dependent family members
will be the type issued the individual spouse who claims such family
members as dependents for tax purposes.

b. Nonnally, an individual m~ not hold and concurrently use both
a diplomatic and an official passport although two or more separate
diplomatic/official passports m~ be issued, held, and concurrently used
by one person in order to facilitate, due to special circumstance and
need, international travel to and/or through certain countries.

2. Diplomatic Passport

A diplomatic passport is issued to a person in the diplomatic
service or to a person having diplomatic status either because of the
nature of the foreign mission or by reason of the office held. All
bearers of diplomatic passports should be aware that under international
law, possession of the document (diplomatic passport) alone provides no
diplomatic status, privileges or immunities; such personnel remain fully
subject to local immigration and customs 1aws and m~ be arrested for
vi 01 ati ons.

•

•

•

•

•
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A diplomatic passport m~ be issued for a period of time less than the
nonnal five-year period of validity; e.g., for the duration of an
assignment to a specific country, for the duration of a specific
short-tenn foreign mission, for the duration dur"ing which a specific
office is held, etc. (see 22 CFR 5l.3(c).

J. Official Passport

An official passport is issued to an official or employee of the
U.S. Govermlent proceeding abroad in the discharge of official duties.
(See 22 CFR 5l.3(b)).

4. Regular Passpor.t

A regular passport is issued to a private U.S. citizen proceeding
abroad for personal or business reasons. This includes those persons
perfonning international travel on business in relation to or as a
di rect resul t of employment under an AID funded contract. Where
appropri ate, a "No-fee" regul ar passport m~ be issued for a newborn
family member of an individual entitled to the use of a diplomatic or
official passport. (see 22 CFR 5l.3(a)).

5. Other

a. Al iens

(1) Employees or dependents who are non-U.S. citizens must
travel on passports issued by their country of citizenship. Fees in
connection with visas for aliens are to be paid by the employee and are
reimbursabl e.

(2) Spouses and dependents who are legal resident aliens of
the United States and intend to return to the United States after an
absence abroad of more than one year, must apply for a liRe-entry Pennit"
prior to departure from the United States. Application must be made at
an office of the Immigration and Naturalization Service of the United
States, in the district where the alien resides, using fonn 1-131.
Appli cati on and arrangements for use of such document is the personal
responsibility of the individual concerned and cannot be handled by the
staff of the AID Travel and Transportation Management Division
(M/SER/t·10/TTM) •

(3) All al iens should obtai n "Certificate of Campl i ance"
(Sailing Pennit) from the nearest office of the U.S. Treasury
Department, Bureau of Internal Revenue, prior to departure, in the
district where the alien resides. This certifies that the traveler has
no outstanding tax liability to the United States.
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b. Refugees

Non-U.S. citizen dependents, other than legal alien residents
of the United States (See 5B5a above), of a person entitled to a
diplomatic or official passport mqy perfonn international travel only
through use of a "Refugee Travel Document". Appl icati on for such
document should be made at an office of the Immigration and
Naturalization service of the United States, in the district where the
refugee alien resides, using fonn 1-570. Application and arrangements
for use of such document is the personal responsibility of the
individual concerned and cannot be handled by the staff of M/SER/MO/TTM •

5C. Amendments, Extensions, and New Issue

1. Amendments and Extensions

Amendments and extensions will be entered into passports by the
Office of Passport services in the United States or the U.S.
Embassy/Consulate overseas to indicate special conditions such as the
foll owi ng:

a. Extensi ons

A passport specifying a 1imited time period of validity mqy be
extended for additional periods of time when requests for such action
are supported by appropriate justification of need inclUding an
amendment of a travel authorization, but this mqy not exceed the nonnal
maximum period of validity of the passport. Extensions mqy be
accomplished by the U.S. Embassy/Consulate overseas but usually only
with prior documented clearance of the Office of Passport Services in
the United States.

b. Restrictions

Specific passport restrictions on travel mqy be imposed or
lifted only by endorsement of the Office of Passport services in the
Uni ted States or the U.S. Embassy/Consul ate overseas.

c. Change of Name

An individual's change of name mqy be shown by amendment.

d. Additions to Passports

A separate diplomatic or official passport is required for
each individual family member traveling. A newborn family member's name
mqy not be included by amendment to an existing diplomatic or official
pas sport. (see 5B4).

•

•

•

•

•
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2. New Issue

a. New diplomatic or official passports m~ be issued only by the
Office of Passport Services in the United States.

b. New regular passports m~ be issued by the Office of Passport
Services in the United States or the U.S. Embassy/Consulate overseas.

o

o

o

u

50.

5E.

*
5F.

Signatures in Passports

Passports and passport applications must be signed by the persons to
whom the passports are issued except that a passport for a child under
13 years of age may be signed by the parent or legal guardian.

Visas

1. Most countries require visas, which m~ be entry, transit,
residence, and/or exit. Applications, pictures, International Health
Cards and other certified documents m~ be requi red for presentation to
a country I s Embassy before a' vi sa is issued. The time peri od for which
visas are issued depends upon the length and/or purpose of the visit to
a country. Multiple entry/exit/transit visas issued on a limited
validity basis, covering repeat travel in, out, or through the country,
are granted by some countries.

2. Visas are normally required in diplomatic and official passports
used for official and/or personal travel and m~ be requi red in regu1 ar
passports if used for official business travel.

3. M/SER/MO/TTM requires a written request fran employee in order to
process a request for visas. Notification of need for visas given when
applying for a passport, in itself, is insufficient and may cause undue
delays in processing. ~

Lost or Stolen Passports

The loss or theft of a valid passport should be immediately reported to
the Office of Passport services in the United States or the U.S.
Embassy/Consulate overseas. An application for a new passport to
rep1 ace a val id passport which has been lost, stolen, or mi sp1 aced must
be accompanied by a properly completed form OSP-64, "Statement Regarding
Lost or Stolen Passport".

* Revised
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5G. Responsibilities

1. Department of State - Office of Passport Services

Detenni nes the type and the conditi ons under which passports are
issued. An AID sponsoring letter fonll AID 5-255 (Passport Request),
issued by M/SER/MO/TTM, is required for issuance of all passports to be
used for official business purposes. Sponsoring letters are not
accepted if not signed by a designated official.

2. AID/W Office of Management Operations - Travel and Transportation
Management Division

Serves as Liaison Office with the Office of Passport Services,
Department of State, assists personnel and their dependents, including
new appointees, through instructions and furnishing proper passport
applications, prepares and issues AID sponsoring letters for issuance,
amendment and extension of passports and obtains necessary visas for
official travel. Normally, passport(s) are not released to travelers
until a Travel Authorization has been issued covering the proposed
travel for which the passport is to be used. M/SER/MO/TTI4 is
responsible to the Office of Passport Services, Department of State for
ensuring proper requests and usage of diplomatic and official
passports. (Note: PASA agencies are responsible for obtaining
passports, amendments and extensions, and visas for their own employees
and dependents.)

3. Mission

Issues sponsoring letters for employees and dependents to be
forwarded with passport applications filed abroad. Obtaining the
necessary visas for official travel is governed by policy of the
individual Mission.

4. Employee

It is the personal responsibility of the employee to apply for
his/her passport and have his/her dependents apply for passports at the
earliest possible time in advance of actual need. Itis also the
employee1s responsibility to be fully aware of expiration dates of
passports, visas, entry/exit permits, and a~ necessary amendments to
the passports of his/her entire family. Overseas, the Mission may
assist through recording and monitoring expiration dates (See 51). If
employee and/or dependents are in the Uni ted States and requi re
assistance with passports or visas, the passport(s) should be forwarded
with a note explaining action to be taken and the address and telephone
number where they can be contacted, to the TRAVEL AND TRANSPORTATION
MANAGEMENT DIVISION, AGENCY FOR INTERNATIONAL DEVELOPMENT, WASHINGTON,
D.C. 20523. Necessary actions will be taken and passports returned as
soon as possible.

•

•

•

•

•
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5H. AID/Washi ngton Procedures

1• New Passports

M/SER/MO/TTM will send instructions for applying for passports to
new appointees, employees already on the rolls and their dependents,
together with a blank passport application bearing the stamp "AID/W Pick
Up" and a properly executed sponsoring letter (form AID 5-255).

a. Passport Requirements

(1) Each passport application requires two photographs
(duplicates) of the applicant, Full Face, thin paper, light background,
211 X 2" in size. The photographs must have been taken not longer than 6
months prior to the date of the passport application. Most lIinstant ll

type photographs are not acceptable for use as passport photographs.
Individual photographs must be furnished for each person applying for a
separate passport. The fee for obtaining passport photographs is
reimbursable. Prospective travelers applying for passports in the
Washington, D.C. area may obtain an authorization letter, form AID
5-248, Request for Photographs, from ~VSER/MO/TTM to have passport
and/or visa photographs taken and processed, in limited quantities, at
the Department of State photography facility located in the main State
Department office building (New State).

(2) Proof of United States citizenship is required when
applying for a passport. This must be in the form of an original birth
certificate, or certified photostatic copy, if either is obtainable. To
be acceptable, it should bear the written signature of the registrar and
the seal of his/her office and indicate that it was filed within a year
of the date of birth. If filed more than a year after the date of
birth, it must indicate that the report was filed by a person having
personal knowledge of the birth or that the report was supported by
acceptable evidence. If a record of birth is not obtainable, a
statement from State or local authorities stating that no record exists
must accompany other evidence, such as a baptismal certificate or an
affidavit by a parent, physician, nurse or midwife, or anyone having
personal knowledge of the birth. An expired United States passport is
acceptable evidence of citizenship. A person claiming citizenship by
naturalization must submit his/her certificate of naturalization.

b. Procedures

(1) Prospective travelers applying for passports in the
Washington, D.C. area must obtain a sponsoring letter from M/SER/MO/TTI4
which must be presented with the application to the Office of Passport
Services.
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.
(2) Prospective travelers applying for passports outside of

the Washington, D.C. area will present the sponsoring letter, 2
photographs and the request for the issuance of the passport to a State
or Federal court, or U.S. Post Office. However, applicants in Boston,
MA; Chicago, IL; Detroit, MI; Honolulu, HI; Houston, TX; Los Angeles,
CA; Miami, FL; New Orleans,.LA; New York, NY; Philadelphia, PA; San
Francisco, CA; Seattle, WA; and Stanford, CN should apply at the U.S.
Passport Agency Office in those cities. The court or Passport Agency
will forward the request with the completed passport application to the
Office of Passport Services in Washington, D.C. There is no fee for the
execution of an application for a diplomatic or official passport if the
application is made at a Federal court, U.S. Post Office, or U.S.
Passport Agency; however, some State courts will charge an execution fee
whi ch is reimbursabl e.

(3) The Office of Passport Services in Washington, D.C. will
~ send the newly issued passports to M/SER/MO/TTM, where the necessary

visas, if previously requested, will be obtained. However, some
embassies require the passports to be signed before visas can be
obtained.

(4) When exceptional circumstances indicate a need for an AID
official (otherwise not entitled) to have a diplomatic passport (see
5A2), written request for such a passport must be made to the Assistant
Secretary for Consular Affairs, Department of State. This request will
be prepared by the originating AID/W office or overseas Mission for the
signature of the AA/M stating the basis for the request and including
the date of departure, duration of the journey, places to be visited,
and desired date of release of the passport to AID This letter should
be forwarded to the AA/M under cover of an action memorandum and a copy
of documents must be furnished to M/SER/MO/T1M. Request for a
diplomatic title, which if granted provides entitlement to a diplomatic
passport, should be coordinated with Personnel Backstop Officer,
PFM/PM, of the concerned official and a copy of such request must be ~
furnished to M/SER/MO/TTM.

2. Changes to Diplomatic and Official Passports

Only the Office of Passport Services, Department of State can make
changes in diplomatic and official passports. When diplomatic and
official passports carry limitations that reqUire change, they are to be
forwarded to M/SER/MO/TTM which in turn submits them to the Office of
Passport Services accompanied by a sponsoring letter indicating the
changes required. (See 5Cl).

~ Revised
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3. Retention and Validity of Passports

Diplomatic and official passports are valid for a maximum of 5

*
years. Diplomatic passports are issued to AID Foreign Service personnel
and their dependents, to General Schedule employees of the Agency, and
to certain other AID/W officials based upon the position occupied. In *
the latter case, when the employee's position is changed and it has been
determined that the duties of the new position do not establish a
continued official need for the employee to have a diplomatic passport,
the employee should turn in the passport and, as and when required,
apply for an official passport for use in the conduct of official
business. Foreign Service personnel and their dependents keep their
diplomatic passport(s) in their possession so long as they are abroad on
official business (assignment); however, the passports may be turned in
to M/SER/MO/TTM for storage upon employee's assignment to AID/W. AID/W
personnel may turn in their diplomatic and official passports to
M/SER/MO/TTM for storage upon completion of each overseas trip.

4. Use of Passports for Incidental Personal Travel

Bearers of diplomatic and official passports who are serving abroad
are entitled to use these passports for incidental personal travel.
Employees (and their dependents) stationed in the United States are
authorized to use their diplomatic and official passports for personal
travel only when such travel is incident to their official travel
abroad. The personal travel in these cases must be such that the use of
the passport is not questioned by the foreign governments concerned.

5. Surrender of Passports

a. AID employees and their dependents must forward their
passports to M/SER/MO/TTM upon separation from the service prior to
payment of final salary.

b. Personnel of Participating Agencies must forward their
passports to their parent agency upon completion of travel.

6. Time Regui rement

It should be noted that a minimum of 5 working days is required for
the issuance of a new passport and 3 working days for amendments. In
addition, at least 3 working days must be allowed for securing each visa
requi red. (In some instances, foreign Embassi es requi re consi derably
longer time).

* Revised
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51. Mission Procedures

1. New Passports

a. Passport Expiration Record

In order to prevent del~s and confusion in scheduling
official travel, the r~ission Executive Office should maintain a record
of passport expiration dates for their personnel. Approximately 3
months in advance of a passports' expiration date, the employee should
be alerted to the need to apply for and obtain a new passport for
himself/herself or his/her dependents.

b. Request for New Passports

(1) Prior to submitting an application for a passport, the
employee or dependent is to contact the Mission Executive Officer who
will prepare a "passport Request (Sponsori ng) Letter" addressed to the
Deputy Assistant Secretary for Passport Services, Department of State,

~ Washington, D.C. 20524. (see Exhibit SA) This letter is to be ~
attached to the passport application accompanied by 2 photographs and
wi'll validate the passport application for diplomatic or official
passports. It establishes the identity of the applicant as an AID
employee or dependent and verifi es entitl ement to such passport. It
must indicate the employee's name (or if for dependents, both the
dependent's names and the name of the employee), title and grade of
employee, place of application, and date of application. Further, the
letter must designate the American Foreign Service Office to which the
passport is to be forwarded. It is the responsibility of the Mission
Executive Officer to ensure that these requirements have been met. A
copy of the letter is to be forwarded to M/SER/r~O/TTM, AID/W•. (See
Exhibit 5A) •.

(2) Any subsequent inquiry regarding the status of new
passport issuance will refer to the above-mentioned letter and its date
and should be directed to the M/SER/MO/TTM, AID/W.

(NOTE: The passport appl icati on executed abroad is different from the
application executed in the United States, see exhibit 58 for
application executed in the United States.) Persons requesting a
passport in the U.S. should contact the office of Travel and
Transportati on Management (M/SER/MO/TTM). Thei r toll-free number is
800-368-01 04.

c. Application

Each person 13 years' of age or over for whom a passport is to
be issued must apply in person to an officer authorized to administer
oaths and accept passport applications at the American Embassy/Consulate

JI. Revised
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nearest to that person's duty station. A passport application and
diplomatic passport information form (DPIF) must be completed for each
diplomatic passport to be issued. The completed application will be
presented to the above-specified office with the following:

(l) Mission IIpassport Request (Sponsoring) Letter. 1I (See
paragraph "I b above).

(2) The same photograph requirements as stated in paragraph
5Hla(l).

2. Passport Amendments and Renewals and Visas

The Mission will furnish such letters of request as may be required
to obtain necessary passport amendments and renewals and visas.

3. Surrender of Passports

If an AID employee separates abroad, official or diplomatic
passports of the employee and employee's dependents must be surrendered
to the Mission. It will then be necessary for the employee to 'Obtain
regul ar passports at hi s/her personal expense for use abroad and return
to the United States sUbsequent to date of employee's separation.

4. Transmission of Passports

When it is necessary to send passports to AID/W or other posts
(e.g., to obtain visas,) pouch facilities must be used.

5. U.S. Citizen Employees Hired by the U.S. Government While Abroad

Such employees and their dependents who are or may be required to
perform international travel as a result of employment by the U.S.
Government may apply for official passports.

Sufficient time must be allowed for the application to be forwarded to
the Office of Passport Services, Department of State, Washington, D.C.,
be acted upon and the passport(s) issued and forwarded vi a pouch to
place of application, in accordance with part SIlc above.

(NOTE: Mission should emphasize to all official travelers the
importance of having all required visas. The employee is responsible
for obtaining visas prior to entering any country requiring visas.)

5J. Forms, and Usage

1. The below listed forms will be used in accordance with the purpose
contained in reference portions of this Chapter 5:
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a. PASSPORT APPLICATION, fonn DSP-ll; AID/W use (see 5H2; 5Il).

b. APPLICATION FOR PASS>ORT BY MAIL, fonn DSP-82; AID/Wand
MISSION use (see 5Ib).

c. APPLICATION FOR AMENDMENT OF PASS>ORT, fonn DSP-19; MISSION
use (see 5Cl).

d. STATEMENT REGARDING LOST OR STOLEN PASSPORT fonn DSP-64; AID/W
and MISSION use (see 5F.)

e. NOTICE TO APPLICANT CONCERNING BIRTH RECORDS, fonn r~-343;

AID/W and MISSION use (See 5Hla(2)).

f. PASS>ORT REQUEST, fonn AID 5-255; AID/W sponsor letter (See
5Hl; 5Hlb(l)).

g.PASSPORT REQUEST, unnumbered; MISSION sponsor letter (See
5Ilb; 5Ilc(l));

h. REQUEST FOR PHOTOGRAPHS, fonn AID 5-248; AID/W use only (See
5Hla(l) ).

i. REFUGEE TRAVEL DOCUMENT, fonn 1-570 (See 5B5b.)

j. APPLICATION FOR ISSUANCE OR EXTENSION OF PERMIT TO RE-ENTER
THE UNITED STATES, fonn 1-131 (See 585a(2)).

k. CERTIFICATES OF COMPLIANCE, fonns 1040C and 2063 (see 5B5a(3)).

Exhibit: 5A - Passport Request (Sponsoring) Letter
58 - AID Fonn 5-255, Passport Request

•

•

•

•

•
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UNITED STATES A.I.D. MISSION TO ( Country)
C/O AMERICAN EMBASSY

( City, Country )

TO Deputy Assistant Secretary for Passport Services
ATTENTION: CA/PPT/WNS/SD

FROM ( Nane )
(Executive Officer USA.l.b./Country)

SUBJECT: Passport Request

It is requested that a (Diplomatic/Official) passport be issued to
the below named applicant.

APPLICANT: NAME : _....:(~La;.;..;s..;.t--:...)_, ( First) , (Middle)

o
STATUS: _(_). A. J.D. Employee _(_) Dependent

_(_) Other { Explain ) _

( Last )

POST USAID/ (Country)

It will be appreciated if the passport will be forwarded to the
American (Embassy/Consulate) at (City),
(Country) •

cc: Agency for International Development
Travel and Transportation Management Division
Washington, D.C. 20523

o

iC)

EMPLOYEE: NAME

GRADE

APPLICATION DATE

( First) , ( Middle)

_____ POSITION

AND PLACE: ,--- ----- -----



AGENCY FOR INTERNATIONAL DEVELOPMENT

WASHINGTON, D.C. 20523

Exhibit SB
(Tr~ 22 :295)

C)
TO

Department of State
Passport Office

FROM
Travel and Transportation Management Division

Employee's Name Passport Number Issue Date

Complete when applicant is applying for passport(s) outside of the Washington Metropolitan area Place of Birth

Home Add ress Home Telephone No.
(include area code) Date of Birth

Position Title Diplomatic Title Effective Date

Personal Rank D OPIC D IPA D JCC

D FS - D GS - D AD- D ADF 0 PASA

Post Departure Date Type of Passport Requested

0 DIPLOMATIC o OFFICIAL

Service Required Assignment (Tour of one year or more) TDY (Tour of less than one year)
REVALIDATION 0 NEW ISSUEo (add Daaes, etc.) .

COMPLETE WHEN DEPENDENT(S) IS/ARE APPL YING FOR PASSPORT REVALIDATION

DEPENDENT'S NAME DATE OF BIRTH PLACE OF BIRTH PASSPORT NUMBER ISSUE DATE

SUBJECT: Passport Request

o

o

o
Remarks

ATTENTION CLERK OF COURT OR PASSPORT AGENT: Please accept applications for Official or Diplomatic passports for the
r", above-named AID employee and any listed dependents, in accordance with Section 350 of the Clerk of Court Handbook. After proper

[ ) execution the applications should be forwarded to the Passport Office, Department of State, Washington, D.C. 20524. A copy of the
\ .....-.../ letter MUST accompany each application in place of the regular passport fee.

AI D 5-255 (2-86) See reverse for Privacy Act Statement

DEPARTMENT OF STATE, PASSPORT OFFICE



PRIVACY ACT STATEMENT

The information solicited on this form is authorized by, but not limited to, those
statu tes codified in Titles 8, 18, and 22, United States Code, and all predecessor statutes
whether or not codified, and all regulations issued pursuant to Executive Order 11295
of August 5, 1966. The primary purpose for soliciting the information is to establish
citizenship, identify, and entitlement to issuance of a United States Passport or related
facility, and to properly administer and enforce the laws pertaining thereto.

The information is made available as a routine use on a need-to-know basis to person
nel of the Department of State and other government agencies having statuatory or_
other lawful authority to maintain such information in the perfonnance of their offi
cial duties; pursuant to a subpoena or court order; and, as set forth in Part 171, Title
22, Code of Federal Regulations (see Federal Register, Volume 42, pages 4979J
through 49795).

Failure to provide the information requested on this form may result in the denial of
a United States Passport, related document, or service to the individual seeking such
passport, document, or service.

o

o

o

o
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CHAPTER 6

PER DIEM

6A. General

~ 1. When a person is away from his/her home station on official travel
for the U. S. Government, a per diem allowance is generally prescribed
to cover the costs of lodging, meals, and incidental expenses (Lodging
plus MIlE). For travel within the contenminous United States (CONUS),
the per diem rates will be based on the lodgings-plus system. While
travelling in foreign localities, the per diem rates are those as
pUblished in the Standardized Regulations. Per diem rates are
established by the following U. S. agencies:

a. For CONUS - by the General Services Administration pUblished
in the Federal Register and 1n the Federal Travel Regulations. The
Federal Travel Regulations are found in HB 22, Ch 10.

b. For Alaska, Hawaii, Commonwealth of Puerto Rico, the Canal
Zone and possessions of the United States (Nonforeign or OCONUS) - by
the Department of Defense, listed in the Civilian Personnel Per Diem
Bulletins pUbl ished in the Federal Register and "in the Standardized
Regulations published by the Department of State.

c. For localities in any foreign area (including the Trust
Territory of the Pacific Islands) situated outside of the places
indicated above - by the Department of State, published in the
Standardized Regulations (Government Civilians, Foreign Areas).

2. The basis for establishment of the per diem allowance is the cost
of living at a particular locali~ or within a particular country.
Current maximum reimbursement rates for domestic, nonforeign and foreign
locations are shown in Exhibits 6A, 6B, and 6C to this chapter. The
maximum rates are not authorized when free or low cost lodging an~als

are provided.

3. The per diem allowance rate is established on each travel *
authorization in advance of actual travel. In this regard, the
Comptro11 er General has stated that:

lilt is the general ru1 e that travel orders may not be revoked or
modified retroactively so as to increase or decrease the rights which
have accrued or become fixed under the law and regulations, when the
ordered travel has been performed. An exception to this rule has been

.)C Rev; sed
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recognized when an error is apparent on the face of the original orders,
or when there has been a full disclosure by the administrative office
concerned of all· the facts and circumstances surrounding the issuance of
such orders and the record established that some provision previously
determined and otherwise authorized and definitely intended was omitted
through error or inadvertence in preparing the original orders. 23
Compo Gen. 713 (1944); 24 ide 439 (1944).11

~ 4. The per diem allowance is distinguished from transportation
expenses and other miscellaneous travel expenses cited in Ch 10 of HB 22
(the Federal Travel Regulations), Part 1-7.1(b)5 and Part 1-9.1.

6B. Per Diem Basis

1. Per diem is paid to General Schedule (GS) employees in accordance
with Chapter 1, Part 7, of the Federal Travel Regulations, (HB 22, Ch
10). For Foreign Service (FS) employees of the foreign affairs
agencies, per diem nonma11y is paid in accordance with 6 FAN 150 (HB 22,
Ch 9).

The standard, maximum rate within the CONUS is currently $66 per
day; however, per diem 1ocali~ rates have been estab1i shed for many
cities which exceed the standard amount of $66. While en route on
international flights in excess of 6 hours the rate is $6.

2. If the maximum authorized per diem rate for a given local ity is
changed by appropriate officials after a traveler begins travel, the
traveler is paid at the changed rate as of the date that the new rate
became effective, unless a lower rate is specified in the travel
authorization. Authorizing officers are not to authorize a per diem
rate in excess of the needs of the traveler. (See 4a below)

3. Maximum Rates

a. Nonforeign localities

(1) The rates applicable in nonforeign localities will be
based on the lodgings-plus system. For all CONUS locations not
specifically listed, the standard maxillllB per diem rate of $66 is
prescribed.

(2) Receipts for lodging must be submitted with the travel
voucher whenever such expenses are incurred. -Ie

* Revised

•

•

•

•

•



*

/

./

!
Trans. Memo. No. Effective Date Page No.

, ,

AID HANDBOOK 22 22: 316 May 8, 1989 6-3

(3) The maximum per diem rates include a fixed allowance for
IDeals and incidental expenses, known as the MIlE rate. The MIlE rate is
p~able without itemization of expenses or receipts.

(4) Under the lodgings-plus system, the total of the two
amounts (lodgings plus the MIlE) m~ not exceed the maximum per diem
rate for the location.

b. Foreign localities

The maximum per diem rates applicable for travel in foreign
localities are reimbursed at the established rate unless a lower rate is
established on the travel authorization.

c. Rates applicable while traveling, includ'ing stopovers

(l) The maximum per diem rate for travel within CONUS between
the authorized points of origin or destination and points of exit or
ent~ in international travel should be computed as shown under FTR,
Chapter 1, Part 7.7(b). (see HB 22, Ch 10)

(2) The maximum per diem rate allowed for travel within
foreign countries between authorized points of origin or destination and
points of exit or ent~ in international travel is as shown in 925 Per
Diem Supplement, to the Standardized Regulations. (see Exhibit 6B of
thi s chapter)

(3) Computation of per diem payments for travel by airplane,
train, or ship, to, from or between localities outside CONUS (excluding
travel entirely within one locality) including a~ stopover of less than
6 hours will be in accordance with 6 FAM 153.3(1), HB 22 Ch 9.

4. Reductions in Per Diem Allowances

a. Authorizing officers shall assure that travel authorizations
permit, within the applicable rate, only such per diem allowances as are
justified by the C'lrcumstances surrounding the travel.

5. Reduction for Meals and Lodging

a. When lodging is not required

(l) For travel within CONUS of less than 24 hours when a
night's lodging is not required, per diem shall be allowed in accordance
with FTR, Chapter 1, Part 7.7. (see HB 22, Ch 10) -Ie

*Revi sed
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iC (2) For travel outside CONUS of less than 24 hours when a
night's lodging is not required, the applicable per diem rate shall be
reduced by 50 percent.

b. When provided free or at nominal cost

(1) Within CONUS, where meals and/or lodging are furnished
without charge or at a nominal cost by a Federal Government agency at a
tempora~ duty station, an appropriate deduction shall be made from the
authorized per diem rate in accordance with FTR, Chapter 1, Part 7.7(b).
(see HB 22, Ch 10)

(2) When traveling outside CONUS, and meals are furnished
without charge by a U. S. Government agency, the applicable per diem
rate is reduced 5 percent for each breakfast, 10 percent for each lunch,
and 20 percent for each dinner. When meal s are furnished to an employee
at a nominal cost by a U. S. Government agency, the foregoing deductions
are offset by the amounts actually paid by the traveler.

(3) When traveling outside CONUS, if lodging is furnished at
no cost, the per diem will be reduced by 50 percent. When lodging is
furnished at a nominal cost, the per diem will be 50 percent plus the
nominal cost of lodging.

(4) For dependents travel i ng wi th an employee at the
emp10yee's expense, charges for lodging and/or meals ~11 be made
directly to the employee.

6. While on Temporary Duty in the United States

•

•

•

For the purpose of this section, II temporary duty" means a period of
consultation, orientation, training, promotion panel service, other •
temporary detail, or any combination thereof, authorized in a travel
order and performed while detailed to a location rather than assigned
there.

a. When a period of temporary duty in the United States is
expected to last for 6 months or less, employees generally will be
detailed to the location and per diem will be authorized in accordance
with the rates described in 6 FAN 154.3-3, HB 22, Ch 9.

b. If the duty is expected to last more than 6 months, employees
usually will be assigned to that location with travel and transportation
for family and effects authorized and no per diem will be paid other
than while in travel status. -Ie .-

-lCRevi sed

•
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6e. Actual Subsistence Expense Basis

1• General

,
\

J

/

'\
)

/

*
Travel on an actual subsistence expense basis may be authorized or

approved only by the Director, Office of Management Operations,
M/SER/MO for AID/W, and the Mission Director or AID Representative for
the respective Mission when it is detenmined in advance that unusual
circumstances of a travel assignment require expenditures in excess of
the max"imum per diem local ity rates. Specific authority shoul d be
indicated in the Travel Authorization or by Amendment to same prior to
travel taking place. If circumstances require retroactive
authorization, only the Director, M/SER/MO, can approve.

2. Conditions Warranting Authorization or Approval of Actual Expense
(See 6 FAM 157.1 through 157.4, HB 22, Ch 9)

Examples of unusual circumstances of a travel assignment that may
require expenditures in excess of the statutory maximum per diem
allowances are as follows:

a. Accompanying or escorting a foreign dignitary which requires
use of hotel accommodations and other expenses in excess of the
traveler's maximum per diem allowance.

b. Performing travel in a locality at a time when all hotel rates
there are unusually high because of special events, conventions, etc.

c. Attending a conference, meeting, or convention where meals and
lodgings must be procured at a prearranged place and the lodging costs
absorb all or practically all of the maximum per diem allowance.

3. Maximum Daily Rates and Reimbursement Limitations

a. Travel Within CONUS

(1) Maximum daily rates for subsistence expenses shall not
exceed 150 percent of the applicable maximum locality per diem rate
(rounded to the next highest dollar) prescribed.

(2) Reimbursement shall be limited to the actual subsistence
expenses of anyone day if they are less than the maximum daily rate
authorized. Reimbursement for meals and incidental expenses shall not,
under any circumstances, exceed 150 percent of the M&IE rate applicable
to the temporary dUty location. *
* Revised
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,.. b. Travel outside CONUS

(1) The reimbursement of actual and necessary daily
subsistence expenses shall not exceed 150 percent of the applicable
foreign travel per diem allowance (rounded to the next higher dollar) or
the applicable per diem allowance plus $50, whichever is greater.

4. Mixed Travel (Per Diem and Actual Subsistence Expense)

Travel may be authorized or approved on both a per diem basis and
an actual subsistence expense basis during a single trip when travel is
performed in several locations. However, only one method of
reimbursement (prescribed per diem or actual subsistence expense) shall
be au tho ri zed withi n the same day. .

•

•

•
In instances of mixed travel involving both per. diem and actual
subsistence expense, the method of reimbursement and authorized rate for
a calendar day (beginning at 12:01 a.m.) shall be determined by the
location where the lodgings are obtained for that day. For example,
when a traveler performs authorized mixed travel in a per diem area for
part of a day and completes that day's travel where he/she performed
official duty and obtains lodging, the traveler should be reimbursed
under the actual subsistence expense method for the entire day where the
lodgings were obtained.

5. Itemi zati on of Expenses

All travelers authorized actual expense are required to submit with
their travel vouchers an itemized list of the amount spent daily for
expenses incurred. This llSt must lndicate the amount spent daily for:
(1) lodgings, (2) meals (cost of each meal must be listed separately), •
and (3) all other items of subsistence expense. Receipts should be
obtained whenever possible for all allowable expenses cost"jng $25 or
more and miscellaneous expenses regardless of the amount. Receipts are
required without exception for lodging whenever such expenses are
incurred under the actual subsistence method of reimbursement.

Exhibits:

6A: Civilian Personnel Per Diem Bulletin for travel in the nonconterminous
United States and other nonforeign areas.

68: Standardized Regulations (Governme~t Civilian, Foreign Areas) Per Diem
for travel in foreign areas.

6C: Per Diem allowances for travel within CONUS *
*Revised

•
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I BY:

Per Di~. Travel and Transportat\on Allowance camm~ttet
Department 0' De'ense '

Hoffm,n"Bu1lding 1. Room 836
2461 Eisenhower Avenue. Alexandria, Va 22331-1300

The following non-fore1gn locality rates are not sat by the Department at State. Thsy are
being 11st.d for convenience. Executive Order 12561. dated July 1. 1986, delegates to the
Slcr.tary of Deftn.t the authority af the president in 5 U.S. coda 17Q2 (a) to let max1mum per
diem ratei and actual expen.e r.fmburtament ~e1l1ngs for Faderal civilian personnel traveling
on offieial business in Alaska, Hawaii. the Commonwealths of Puerto Rico and the Northern
Martana ' Islands, and possessions of the Un1ted States. When appropriate and in accordance w1th
regulat10ns issued by competent author1ty, lesser rates and ceilings may be prescribed.

13J
163

94
102
129

16
115
68
20

16
99

142
13

11-1 ~a8

It-1-88

5-'-69
5-1-89
5-1-89
5-1-89
5-1-89
2-1-89
7-'-85

5-1-89
5-,~a9

5-1-89
5-1-89

11- T-88
11·1-88

11-1-88
11-1-88

1-1-87
2-1-89
1..:.1-87
1-1 -87

11 -1-88
11-1 -8A

3-1-90
4-1-87
3-1·84
1-1-87
4-1-87
]-1-90
7-1-81
1-1-87

3-1-90
3-1-90

6:"6-83
• 7-1-87

3-1-90
12-1-86

2-1-89
S~1-89

5-1-89

EffE<;UYE
~

135
147
99

126
99
3S
13

169
128
165
136
127
110

$121
11 a
100

J 1S
129
112
160
lOS

MAXIMUM
PES gIEM

. BAlliLOCALITY
ALASKA (Cont'd)

Skagway
Spruce Cape
St. Mary'S
st. Paul Island
Tanana
Tok
l,tniat
unakak1e.t
valduz

(5/1 - 10/31)
(11/1 - 4/30)

Wafnwr1ght
walker Lake
Wrangell
Yakutat
All Other Alask5

Local1t1's'lI, 1/
AMERICAN SAMOA
GUAM H.1.
.HAWAU

Hawa11.Island of:
Hila
Other

Kaua1. Is'5nd of:
K~re. I,land of:
Maui, Island of:

Kihei
(4/'-12/19)
(12/20-3/31)

'Other
Oahu. Island 0":
A11 Other Islands

JOHNSTON ATOLL if
MIDWAY ISLANDS 1/
NORTHERN MARIANA ISLANDS

Rota
Saip&n
r1n1.an
Atl Other Is'~nds

PUERTO RICO;
9ayamon:

(5/16-12/15)
(12/16-5115)

Carolina:
(5/'6-12/15) 133
(12/16~5/15) 163

Fajardo (Inc'Uding LUQui"o):
(5/16-12/15) 133
(12/16-5/15) IG3

Fort Buchanan (Inc' GSA
Service center. Guaynabo):

(5/'6-12/15) 133
(12/16-5/'5) 163

3-1-90
3-1-90

3-1-90
3~1-90

3-1-90
3-1-90

3-1-90
3-1-90
3-1-90
3-1-90
6-1 ..86

3.1,';;90
3-1-90
3-1-90
7-1-86
4-1-87
6-1-89
1-1-81

3-1-90
3-1-90
4-1-88
4-1-81
4-1-86
3-1-90
4-8-65
8-1-84
5-1-89
8-1~84

3-1-90
4~1-8e

3-\-90

~-1-90

3-1~90

3-1-90
7-17-80

]-1·90
3-1-90

12-11-83
5-1-89
3-1-90
7-1-87
2-1-89

6-16-83
3-1-90
5-1-85

10-1-86

EEEECn~

Wi

149
127
1.27
134
11 B
1S3
127

141
130

124
109

141
130

124
109
130
123
148

141
130
215
149
143
110
125
'22
1SO
114
127

124
109

124
109
143
129
'43
127
160
179
121
t03
102
143
127

$ 77
140

MAXIMUH
PER DUM
BA.ll..S.~tKALITY

ALASKA
Adak .i/
Anaktuvuk Pass
Anchorage

(5/16 - 9/15)
(9116 - 5/15)

At~uuk

Barrow
Bethel
Bettles
Cold Say
Coldfoot
Cordova,
0111 1ngham
Dutch Harbor-Unalaska
E1elson AFB

(5/15 - 9/15)
(9/16 - 5/14)

E'mendorf
(5/16 - 9115)
(9/16 • SItS)

Fairbanks
(5/1S - 9/1S)
(9/16 - 5/t4)

ft. Richardson
(5/16 - 9/1S)
(9/16 -5/15)

Ft. Wa1nwr1ght
(5/15 - 9/15)
(9/Hi - 5/14)

Homer
Juneau
Kat~1 Nat10nal Park
Kenai

(5/1 - 9/30)
(10/1 - 4/30)

Katchikln
Ktng S~lmon 1/
Kodiak
Kotzebue 11
KuparUk 011f1a'd
Murphy Dome 1/

(5/15 - 9/15)
(9/'6 - 5114)

NOatak
Nome
Noorv;k
Pltarsburg
P01nt·Hope
Point Lay
Prudhoe Bay
Sand Point
Seward
Shungnak
S1tka-Ml. Edgecombe

)

'\
\
)

/

The effect've dates listed 'n th1s public~tton are the dat~s the rates were last chAnged.

PO SUPPLEMENT 313
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$133
Til

158
194

21

MAXIM
PCB DIEM
IW.UlOCALITy

PUER10 RICO (Cant'd)
Roosevelt RoadS:

(5/16-12/15)
( 12/16-5115)

saban. Seca:
(5/16-12/15) 133
('Z/16-1/15) 163

San Juan (Including SAn Juan
coast Gu.rd Unit,):

(5/16-12/15) 133
(12/16-5/15) 163

All Other Localities '21
VIRGIN ISLANDs OF U. 5.:

(5/1-11/30)
(12/1-4/10)

WAKE ISLAND 1/

ALL OTHER
NON-FOREIGN LOCALITIES

EfFECn'll
WI

11-1-80
11-1-88

11-1-88.
11-1-88

110&'-88
11-1-88
11-1-88

3-1·90
3,,',,90
4-1-89

20 12-8-80

EXPLANATORY EPQI~QIE~:

11 Commercial facilities are not ava11Ibl •• The per diem rate cavers charges for meals in
available facilities plus an additional allowance far incidental expensa, and will be
1ncr.a$ed by the amount paid for Government quarters by the trav81.r.

il Commercial facilities are not available. Only Government-owned ~nd ~ontractoroperat8d

quarters ~nd ~ss are availab1. at this local tty. Th1s per diem rate 19 th. ~unt
necessary to defrAY the ~ost of lodging. meals and 1ne1dental exp~nses.

1/ On any d~ when us GOvernmtnt or ;Qntra~tor quarters ara av,il.ble and. us Government or
contractor messing '.ci'ittes are used. a plr diem rate of $l3 is preser1bed to cover meals
and incidental expenies .t $hem)'4 AFB and the Follow1ng Air Force Stations: Cape L.isburne.
cape N,wenh&m. Cepe Romanzo'. Clear. Fort Yvkon. Galena. Indian HQuntain. King Salmon.
Sparrevohn. Tatal1na. IndTin Ctty. This rate will be increased by the amount paid for us
Government or Contractor quarters and by $4 for each meal procured at. a corrrnerda1
f~c111ty. The rates of plr diem prescribed here1n apply from 0001 on the day after arrival
through 2400 an the day prior to the day of departure.

!I On any day when US Govern~nt or contractor quarters are available and US Government or
contractor messing facilities Are used, a per diem rate of $34 15 prescribed to cover meals
and incidental e)(pensas at Amchitka Island. Alaska. This rate wl1l be incrused by the
amaunt p&1d for US Government or contractor quarters and by $10 for 8"ch me~l prOCUred At &
commercii' facility. Tht rat IS of per diem pre~cr1bed h8rtin apply from 0001 On the day
after arriva' through. 2400 on the day prior ta the day of departure.

£/ On any d'1 when US Government or contractor quarters ar~ Ivailable and US Government or
contractor mes,;ng facilities are used. a per diem rate of $25 is prescribed instead of the
rate pre5cr1bed 1n the table.
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EXHIBIT 6B

(RESERVED)

(Effective July 1990, Foreign Area Per Diem rates will be published monthly
via AID General Notice from MS/MO/PA/P8). The last per diem rates issued as a
Transmittal Memorandum were those for June 1990 (TM 22:336).
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MAXIMUM TRAVEL PER DIEM ALLOWANCES FOR FOREIGN AREAS

This publication also lists the non-foreign locality per diem rates established
by the Department of Defense on paaes 13 and 14.

These maximwn ra.tes of per diem allowances for travel in fOteign areas are
established by the Secretary of State. THE MAXIMUM RATES ARE NOt AUTHORIZED
WHEN FREE OR LOW COST LODGING AND MEALS ARE PROVIDED. These rates apply to
all civilian employees and members of the Uniformed Services. For regulation$
pertaining to these rates, see the Federal Travel Regulations (Chapter 301-7)
as established by the Genetal Services Administration and implementing
regulations established by the appropriate Government agency. Foreign Service
Agencies • See 6 FAM 150; Defense Agencies • See Chapter 4 of the JFTR, Vol.
1. for Members of the Uniformed Services and JTR, Vol. 2, for Civilians.

REIMBURSEMENT OF ACTUAL SUBSISTENCE EXPENSES - For civilian employee travel in
foreign areas involving special or unusual circumstances. the reimbursement of
actual and necessary itemized subsistence expenses shall not eXceed 1501 of
the applicable foreign travel per diem allowances (rounded to the next higher
dollar) or the applicable per diem allowance plus $50. whichever is greater.
For regulations governing the reimbursement of actual Bubdstence expenses,
see Chapter 301-8 of the Federal Travel Regulations of. the General Services
Administration, or pertinent agency implementing regulations.

SUBSCRIPTION INFORMATION; This publication is available by subscription from
the Superintendent of Documents, Goverrunent Printing Office. A subscription
form is included on the last page of this publication. Approximately two
months are required to be added to the mailing list.

All private sector organizations will receive only one renewal notice from the
Government Printing Office. To change your address or inquire about your
subscription service, please SEND YOUR MAILING LABEL. along with your
correspondence to the Superintendent of Documents, Attn: Chief, Mail List
Branch, Mail Stop: SSOM, Wa5hington, D.C. 20402-9373.

Subscription info~mation for Federal agencies is published in the Ma4ch
through June issues of this publication.
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PER DIEM A&LOHANCES FOR TRAVEL IN FOREIGN AREAS

June 1 1990 22:336 AID HANDBOOK 22, Exh 68
PAGE NO.

68-2
I ff[CTIVE DATE TRANS. MEMO NO.

•
The fonign travel per diem allowance is a payment in lieu of reimbursement
for aetual aubsilltenee expenses. The payment is provided to an employee and
eligible dependent. for daily expenses while an temporary travel status in the
listed localities on official busine's away from an official post of
assignment. The establiahed rates are maximum amounts. Under travel
regulations implemented by the General Services Administration and individual
agency authorities. certifying official. are required to reduce the maximum
rate when necessary to maintain a level of payment consistent with necessary
travel costs.

The travel per diem allowance ill intended to substantially cover the cost of
lodgini and meals at adequate, suitable and moderately-priced facilities
including costs for mandatory service charges, tips. taxes and related
incidentals. such as laundry and dry cleaning. POl" diem is not intended to
cover casts, for example, of alcoholic drinks, floor shows or other
nones$ential diversions.

Rates of travel per diem in foreign countries are based primarily on costs
reported in the Hotel and Restaurant Section (Form DSP-2.3W) submitted by
foreign POltS. This report includes prices for hotel rooms and meals that
represent the facilities most frequently used whieh are moderately priced and
suitable for typical Federal travelers. When the average cost for a single
room plus three meals (including taxes. service charges and tips). has been
computed, the resulting estimate b increased ten percent to cover
expenditures for laundry. dry cleanins. etc. The total is then rounded to the
nearest dollar and becomes ~he new travel per diem rate.

REQUESTS FOR PER DIEM REVISIONS

In order for the Department of State to maintain appropriate travel per diem
rates in foreign areas, employees of the Federal Government who believe that
the per diem rate authorized for a particula.r area is inappropriate for
expenses normally encountered while on temporary duty are encouraged to notify
their respective agency travel officials. Those agencies that receive
eomplaints about a per diem rate for a locality where there is frequent travel
may submit a request to the Department of State for review. This request
should inc lude cos t data on lodging and meals using Form DSP-23W. This
infot'1D&tion must be submittl!d in accordance with instructions in Sections
074.3 and 950 (pages 28-30) of the StanQard!zed Regulations (Government
Civilians, Foreign Areas).

Allowances Staff (A!ALS)
State Annex 29, ROOm 262
U.S. Department of State

Washington. D.C. 20522-2902

•

•

•

•



MAXIMUM TRAVEL PfR'OIEH ALLOWANCES FOR FOREIGN AREAS
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TRANS. MEMO NO.

22:336
EFFECTIVE DATE

June 1, 1990

Th1s Par Oiem Supplem.nt to the standardized Regulations (Governmont CIvilian, Foreign Areas) li,t~

all fore1gn areas .lphabltic.'1y. Wher.' country, or isl,nd il 1isted, it is tnt.nded to 1nclude
all territory with1n the boundar1es of th.t country Qr island including any off-shore islandS tn the
same genera' v1c1ntty. It will not includl territor1es ar possesstans located 81sClwhlre even though
considered an integral part o~ the parent ~ountry or iSland. In such C4ses. no COlt dltl pertinent
to luch territaries ,nd pasSI.I1ons were USld in dete~1n1ng thl establ1shed rates. When a
political SUbdivision slftl"lr than & country i$ named such. as: states, provinces. departments.
ctties, towns. villages. atc.; tt Wi" 1nelude the corporate lim1ts of such politicAl subdivision
or the limits of territary within thl nannal boundary thtreotif it is not incorporated.

ESIABLI5HMENI Of TRAVEL fgB OXEN BAIlS: The Department at State establishes the locality per dtem
rates for fore1gn areas. including the Trutt Territory of th. Pacific Is'and~. The Psr Diem. Travel
and Tranlpar~at1on Allowance committe. of the Oepartment of Defense establishes the locality per
diem r~tes for Alaska, Hawa;i. Puerto R1eo. Northern Mariana Is1ands and territor1es and possessions
of the Unit.d States. The Administrator af Ganer.' Services establishes the loca11ty pBr diem rates
in CONUS (the ~o"ttrmtnous United States). These CONUS rates are PUblished 1n the federal Travel
Regulat1ons.

I1~IHUH

PER PIEM EFfECTIVE
BAI.U UAn

172
194

167
194

178
186

2-1-69

4-1-90
4-1-90

5 1-90
5-1-90
5-1-90

11-1-SZ

4·1-90
4-1-90

6-1-90
6-1-90
6·1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90

10-1-89
6-1-90

10-1-88
10-1-88

3-1-90

5-1-90
5-1-90
7-1-85
5-1-90
1-1-85
7-1-85
7-1-87
7-1-85
5-1-90

4-1-90
4-1-90
4-1-90
6-1-90

6-1-90
·6-1-90

169
207
167
97

126
128
1S
25

157
181
46

162
115
175
125
117
150
117
125
115
9?
98

171

98
81
S6

101
66
62
86
46

113

LgCALITY
BAHAMAS. THE

Andros Is (AUTEC) 11/ $ 15
Grand Bahama IS

(5/1-12/14)
( 12/15-4/30)

Nassau
(5/1-12/14)
(12/15-4/30)

Other
8AHRAIH
BALEARIC IS

(10/1-4/]0)
(5/1-9/30)

BANGLADESH.
Ch1ttago~g
Dhaka
Ohaka 1/
other

BARBADOS
(4/16-12/14)
(12/15-4/15)

BELGIUH
Antwerp
Brussels
o1egem
Gent
Herstal
Leuven
Liege
SHAPE/Ch1tvru
ZlIventem
Other

BELIZE
BENIN
BERHUOA

(l2/1-3/1S)
(3116-11/30)

BHUTAN
BOLIVIA

Cochabamba
L& Paz
Oruro
Santa Cruz:
Suc:re
Tarija.
Trinidad
Other

BOTSWANA

7!) 3-1-90
IJO 3-1-90

57 3-1-90
63 3-1-90

61 3-1-90
93 ]-1-90

174 6-1·90
131 10-1-09
sa 10-1-89

113 6-1-90
184 4-1-90

1S1 6-1-89
117 6-1-69

21 6-1-88

S6 10~t-8Ei

70 10-1-86

96 10-1-89
109 5-1-90
66 lZ-1-89
86 12-1-89
10 12-1-89
Z7 6-1-86

138 6-1-90
132 3-1-90
126 3-1-90
118 3·· t·90
las 6~1-90

153 5-1-90
106 3-1-90

63 5-1-90
108 3-1-90

117 Z-1-90
126 2·1-90
110 2-1-90
148 5-1-90
100 2-1-90

MAXIMVH
PER 01EH EEFECTIV£
RAm Wi

$202 6-1·90
101 6-1-90

86 11-1-89

LOCALITY
AFGHANISTAN 16/

Kabul
Other

ALBANIA
ALGERIA

Al ~pers
Ora."
other

ANDORRA
ANGOLA
ANTIGUA &BARBUDA

Antigua
(5/1-11/30)
(12/1 -4/30)

Ant igua 12.1
Othlr

(5/1-tl/30)
(12/1-4/30)

ARGENTI~A

Bar110cha
Buenos A\res
Mar del Pl~ta

Mendoza
other

ASCENSION ISLAND ZI
AUSTRALIA

Alice Springs
Brisbane
Clnberr~

Oarwtn
H.lbaurne
Sydney
Ta$man'a
Woomera 1J
Other

AUSTRIA
Gra:z:
Linz
Sal zburg
Vienna
Other

AZORES
Fa 1&1 Is 1&nd

( 11/1-3/31)
(4/1-10/30

Sao Miguel Island
(11/1-3/31 )
(~/1-10/31)

Other
(11/1-3/31)
(~/1-10/~1)
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KAXIHVtt HAXIl1tm
rES gUM EfflCTIve etR DUM EFfECTIVE:

LOCALITY BAill QAIl LOCALITY aAill DAI1 /---\
BRAZIL 11/ CANADA (Cant'd) , \

Helem $118 6-1-90 Edmonton (AHa) $116 1-1-90 1\ )

Bela Hor1zant.f! 241 6,-'·90 Ha11fu (NS) 119 3-1-89
Bras111a 144 6-1:90 .. Kingston (Ont) 105 3-1-89
C4mpinas 100 6"'1-90 Kitch,ner (Ont) 98 3-1-89
Campa Grande 88 6:1 ~90 London (ont) 79 3-1·89
Cur1tib,J 112 6-1-CJO Montrea' (Que) 11/ 133 4-1 -90
Fl or1anapal is 157 6-1-90 New Brunswick 109 3-1-89
f"ortaleza 123 6-1 ..90 North Say (Ont) 86 3-1-89
Foz d. Iguacu 117 6.. 1-90 NO~TH~5T TERRITORIES
Joao p.,,,oa 93 6-1-90 InUvik (N.W.T.) 140 1-1-90
~ondrina 57 6-1·g0 V.1'oWkn1fe (H.Y.T.) 154 1-1-90
Hanaus 208 6-1 ..90 Other (H.W.T.) 128 1-1-90
Natal 109 6-1 ..90 Ottawa (Ont)
Patro"na 62 6-1-90 (t/1-4/30) 131 3-1-90
Porto Alegre 179 6-1-90 ($/1-1.2/31) 143 3·1-90
Porta Velho 208 6-1-90 Port cartier (Que) 86 3-1-89
~ec1fe, Pernambuco 15S 6-t-90 Prince A1bert (Sask) 60 3-1-89
R1b.trlo Preto 70 6-1-90 Pr~nce (dWard Is 109 10-1-89
Rio de Jane1ra 124 6-1-90 Pr1nee Rupert (ae) 87 3-1-89
Salvador da Bah'a 156 6-1-90 Quebec (Que)
S,o JOle dos campos 133 6-1-90 (10/16-4/30 ) 125 lZ-1-69
Sao Luis 181 6-t-90 (5/1-10/15) 138 12-1-89
Saa Pe,ula 103 6-1-90 Queen Charlotte Is (ee) 84 3-1-89
Teresina 148 6-1-90 Red Deer (Alta) 94 1-1-90
V1racapos Airport 103 6-1-90 Regina (SuSe) 85 1-1-90
cth.r 57 6-1-90 Richmond 121 3-1-89

BRITISH w€Sr INDIES st JOhn'S (Nf1d) 119 10-1-89
Angul1la Saskat.oon (Sask) 83 1-1-90

(5/1-11/30) 220 5-1-89 Sidney (BC) 114 3-1-89
( 12/1-4/30) 254 G-1-89 Thunder Bay (ont) 96 3~1-a9

Cayml1n Is Taranto (On~) 138 3-1-89
(S/1-11/30) 148 4-1-81 Trois-R;vieres (Que) 84 3-1-89
(12/1-4/30) 196 4-1-81 Vancouver (BC) 127 3"'-89 -jMontserrat VANCOUVER ISLAND (BC)
(5/1-11/30) 123 $-1-89 Victoria (BC) 119 10-1-89
( 12/1-4/30) 161 5-1-89 Other (Vancouver

Virgt" Is. Br1t1sh U'and I BC) 92 2-1-90
( 5/1-11130) 133 5-1-89 water1aa (Ont) 98 3-1-89
(12/1-4/30) 187 5-1-89 Windsor (Ont) 109 12-1-89

Other Winntpeg (Han) 109 1-1-90
(5/1-11/30) 123 5-1-89 Other 69 3-1-89
(12/1-4/30) 161 5-1-89 CANARY ISLANDS

BR.UNEI 181 2-1-90 (5/1-10/31) 105 6-1~90

BULGARIA 177 6-'·90 ( 1t /1-4/30) 121 6-1-90
BUR.KINA CAPE VERDE

Bobo D1ouhsso 92 6-1-90 Prah 15 6-1-90
Ouagadougou 1Sa 6-1-90 Sa.l Is 86 6-1-90
Other 72 6-1-90 Other 36 6-1-90

8URHA (e) CENTRAL AFRICAN REP 196 6-1-90
~c\ngoQn 86 5-1-90 CHAO
Ot.har 43 $-1-90 Ndjamena 199 G-I-90

BURUNDI 113 6-1-90 Other 72 6-1~90

BURUNDI 11 100 G-1-90 CHAGOS ARCHIPELAGO 20 11-1-82
CAHtlOOlA 58 3~1-86 CH1LE (See ,'sa ~aster Is)
CAMEROON Santiago 110 B-l~89

Douah 130 G-l-~O S..nthgo 1/ 80 6-'-89
Yaounde 163 6-1-90 Other 69 7-1-85
Other 113 6-1-90 CHINA

CANADA Be1jtng 138 2 190
Be1f! Comeau (Que) 90 3-1-89 Furllou 80 2 1-1]0
Banff (Alta) GU4n~%hOU 119 2- 1·90

(10/' ~3131) 123 1-1-90 Guil n 99 2-1-90
(4/1-9130 ) 163 1-1-90 Hangl:hou 93 2-1-90

Brandon (Ha.n) 84 3-1-89 Nanjtng 106 2-1-90
C47go.r-y (Alt.) UZ ' .. 1-90 Shanghai 116 Z-1-90
Oartmouth (HS) 1\9 3-1-89 T1anj '" 89 2-1-90
Drumheller (AltA) 90 1-1-90 --)
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I
, .COpenhagen is the venue for aCSC£ Conference in June and hotels have tncreas!d their

rates for th1s mont.h. A per d1em rate of $190 wl" be in effect for Copenhagen, Denmark
during the ent~re month or June 1990, On actual subs'stenc~ ewpenses, travelers could

I be ~jmburjed up tg $285 ($190 t $9$)

AID HANDBOOK 22 ~ .Exh6B

MAXIMUM
PES PItH EFFECTIVE
RAW r!W

6-1-90

6-1-90
6-1-90

6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90

6-1-90
6-1-90
3-1-90

2-1-90
2-1-90

6-1-90
6-1-90

6-1-90
6-1-90
6-1-90
6-1-90
6-t-90
6-1-90
6-t-90
6-1-90
6~1-90

6-1-90
6-1-90
6-l-90
6-1-90
6-1-90
6-1-90
6-·1-90
6- t -90
6-1-90
6-1-90
6-1-90
6-1~90

6-1-90

11-1-87
11-1 ..81
6-1-90
4-1-90

3-1-90
3-1-90

11-1-82
6-1-90

6-1-90
6-1-90
6-1 ..90
7-1-89
6-1-90

78
99

128
49
S2

169

114
1\4
114
S9

187

167
121-

113
198
148
167
167
155
183
183
137
167
145
127

148
202
197

$ 71
39

117
139

REP. rl!
159·
173

OF ill
lSEi
107
100
149
98
as
83

162
120
l59
161
109
137
t03
191
104
108
161
120
14B
96

159

EFFECTIVE DATE

June 1 ~ .1990

LD~W
El SALVADOR l!1

San sa'vadar
other

EQUATORIAL GUINEA
ESTONIA 111
ETHIOPIA

Add1. Abab,
Other

FAl.fCLAND IS
FAROE IS
FIJI

Hadt
S1gatolca
suva
Othar

nHI.AND
F'RAHCE

A11C-en-Provence
Bordeaul<
Cannes

(11/1-3/31 )
(4/1-10/31)

Lyon
Har1gnane
Marse1"e
N1ce
Pilrh (City of)
Parts (Environs) !/
Par1s II
Strasbourg
lou1ause
Other

FRENCH GUIANA
(4/1-10/31)
(11/1-3/31)

FRENCH POLYNEsIA
FRENCH WEST INDIES (S£E

GUADELOUPE AND HARTINIQUE)
GABON 180
GAMBIA, THE

(5/1-10/31)
(11/1-4/30 )

GERMAN DE~OCRATIC

(11/1-4/30 )
(5/1-10/31 )

GERMANY, FEDERAL REP.
Aachen (HRW)
Augsburg (B)
Bad AlbUng (B)
Bc\d Honner (NRW)
Bad Kreuznach (RP)
Bayreuth (B)
a.rchtesgaden (8)
Berlin (West)
Baab1fngen (BW)
Bonames (H)
Bonn (NRW)
Bonn (NRW) 11
Bremen (BR)
Bremerhaven (SR)
Cologne (HRW)
Oann,tadt (H)
Oueren CNRW)
Duess~ldorf (NRW)
Eehterd'ngen caw)
Erlanger'! (8)
Erlensee (H)
£schbarn (H)

TRANS. MEMO NO.

22:336

146 9-1-89
107 9-1-89

168 6-1-90
190 SEE BELOW
164 10-1-89
110 5-1-88

96 4-1-88
172 4-1-88
103 3-1~90

64 8-1-89
121 11-1-82

40 8-1-89
84 4-1-89
68 4-1-89
35 4..1..85

97 8-1-89'
108 6-1-89
132 8-1-89
101 6-1-89
69 6-1-89
89 6-1-89
62 6-1-88
74 6-1-89
78 6-1-89
70 6-1-89
94 6-1-89

3 2-1-84
84 6-1-89
90 6-1-89
69 6-1-89
59 6-1-89
48 6-1-89

MAXIM
PER DIEH EfFgCTXyE
w:.u QAlt.

S 89 2·1-90
140 2-1 ..90
74 2-1-90
40 12-1 ..86

97 4-1-89
107 5-1-90
90 4...1..89
97 5-1-90
75 5-1-85

202 6-1-90
98 6-1-90

194 6-1-90
93 3-1-90

116 5·1-90

174 6-1-90
158 Ei-1-90
lOS ··6-1-90

36 6-1-87
48' 10-1-83
93 12-1-89
51 4-1-86·

107 6-1-90
77 6-1-90

LOCALITY
CHINA (Cont.'d)

WUXl
Xii"
Ot.h.,r

cocos (KEELING) !S
COlOHBtA .al

Barranqul1' a
Bogota
Ca'1
Cartagena
Other

COHOROS
Maroni
Other

CONGO
COOK lSLANDS
COSTA RICA
COTE OIIVOIRE

Abidjan
Grand Bereby
Other

CUBA
Guantanamo B4Y
Gu,ntanamo Bay l!/
Havana
othllr

CYPRUS
N1coS1a
Other

CZECHOSLOVAKIA ZZI
Prague
Other

DENMARK (See ;lso Faroe
Is and Greenland)

~ Copenhagen
DJIBOUTI
DOMINICA
DOHINICAN REt'.

La ROnIana
(4/16-12/14)
( 12/1 5-411 S)

Sa.nto Domtngo
Other

EASTER IS
ECUADOR

Cuenca
Guayaqul1
Quito
Other

EGYPT
Alexandria
Aswan
Blr Taba
C&~ro

Calro li/
El Arlsh
El Fayoum
El M1ny&
Hurgada
hma'lla
Luxor
HFO Bases
Nuwe1ba
Shann e1 Sheikh
S'dl Abdel Rah~n
st. CHher-lne
Other

/

'"I
)

"
\

)

-------"",

)
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\
)

]

4-1-90
4-1-90
4-1-90
4-1-90
6-1-90

6-1-90
6-1-90
6-1-90

6-1-90
6-1-90

7-1~89

7-1-89

5-1-90
5-1-90
5-1-90
5-1-90
5-1-90
5-1-90
5-1-90
S-1-90
5-1-90
5-1-90
6-1-89

6-1-90
6-1-90

9-1-89
9-1-89
9-1-89
9-1·89

6-1-90

4-1-89
4-1-89
4-1-90

5-1-90
3-1-88
9-1-89
6-1-90
5-1-89

2-1-87

1-1-90
1-1-90

1-1-90
1-1-90

11-1-82

6-1-90
6-1-90

2-1-90
12-1-89
9-1-89
6-1-90

12-1-89
12-1-89
9-1-89

12-1-69
12-1-89
12-1-89

.73

122
71
S3

211
187

lOS
49

134
137
154

111
138

lQ1
124

83
41
47
58
48
64
83
63
63
34

160

124
96
74
53

120
132

147

109
90
83

117
123

81
62
96
90

103

120
132

101
124

43

$121
70
92
51

165
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HAXIHUM
PER DIEM EEEECTly!
B.!.ln WiLOCALITY

GHANA
Accra
Kumas1
Sekond1-Takoradt
Oth.r

GIBRALTAR
GREEC[

Attica Department
Cincl Athens)
Thessa1on1k1
Other

GREENLAND
Huuk
Other

GRENADA
(5/1-11/30)
(12/1-4/30)

GUADELOUPE AI
Saint Hartin (Ereneh Part)

(5/1-12/14) 139
(12/15-4/30) 208

Other 169
GUAT£HALA

Guatemala City
Other

GUINEA
GUINEA-BISSAU
GUYANA
HAITt

Cap-Hait1en
Pet1onv111e

(4/16-12/14)
(12/15-4/16)

Port-au-pr'nce
(4/16-12/14)
( 12/lS-4/15)

other
HONDURAS

Bay Is
Choluttlca
La Ce1ba
Puerto cortes
San Lorenzo
San Pedro Sula
Tegucigalpa
Tela
Truj 1110
Other

HONG KONG
HUNGARY

Budapnt
Pees
Szeged
Other

ICELAND
Kefla't'1k
Reykjavik

(10/1-4/30)
(5/1-9/30)

Other
(10/1-4130 )
(5/1-9/30)

lNOIA
Agra
Banga,ore
Bhubaneswllr
Bombay
Calcutta
Coch1n
GOI
Hydcrab"d
Hadru
New Delhi

6~1-90

6-1 ..90
6-1-90
6-1-90
6-1 ..90
6-1-90
6-1 ..90
6-1-90
6-1-90
6-1 ...90
6-1-90
6-1-90
6-1-90
6-1-90
6-1~90

6-1-90
6-1-90
6-1-90
6~1-90

6-1-90
6-1-90
6.. 1-90
6-1-90
6-1-90
6·1-90
6-1-90
6-1-90
6~1-90

6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6·1·90
6·1 90
6· 1·90
6- 1--90
6-1-90
6-1-90
6-1·90
6-1-90
6-1-90
6·1-90
6-1-90
6-1-90
6-1-90
6-1-90
6~1-90

6-1-90
6-1-90
6-1-90

121
159
99

157
108

90
148
159
140
87

143
97

108
89

149
lZO
11 a
120
135

90
(NRW)10a

9]
119
120
114
149
148
96

lS9
99

103
129
89

149
93

159
100
1t 5
148
108
lZ0
108
147
120
124
100

90
114

90
135
108
135
aa

119
89

'48
80

~PA_G...=;.;=-BN__~.::...' --l--f_-_F_r------=r:J::..;c:;;..;;~..;...;:;;...E-:;-~;:.."Al-T-=El=9....;:.9....;:.O L..-T_RA_N_s_._M2=--E2=-M.:.....:o3;....;_:..--~=----·~
MAXIMUM
r~R DIE~ !'f[CIIV~

LOCAL lTY BAI.I1 w:l
GERMANY. FEDERAL ~EP. OF 11/ (Cont'd)

Essen (NRW) $107 '-1~90
Essl1ngen' (BW) 120 6-1,,90
Feldberg (BW) 89 6-1-90
rlensburg (SH) 90 6-1-90
Frankfurt &m Main (H) 159 '-1-90
Frankfurt am Ha1n (H)1/10Z '-1~9Q

Fre1burg (BW) 89 6-1-90
Fuerth (B) 148 6-1-90
G~rm1 sc:h-

Partenkirchen (8)
Hamburg (HAM)
Hanau (H)
Hannover (LS)
Heidelberg (B\.I)
He11bronn (BW)
Herzog.naurAch (9)
Hoec:hst (H)
Ingalstadt (B)
Juel1ch (NRW)
Ka1ser~lautern (RP)
Karlsruhe (BW)
Kerpen (HR.W)
I<abhn% (RP)
Koenig$winter (HRW)
Karnwesth81m (B~)

Landstuhl (RP)
LudW1giburg (aw)
Ha1nz (RP)
Hannh.im (B\.I)
Moenchen-Gladbach
Muenster (NRW)
Munich (B)
He',1ngen (aW)
Neu Ulm (B)
N1ederbachem (NRW)
Nuernberg (B)
Ober4lTlTMJrg4u (8)
Offenbach (H)
Osnabrueck (LS)
R&mstein (RP)
Regensburg (B)
Rhe1nberg (HRW)
Rhoendorf (NRW)
Rodenbac:h (H)
Roedelhe1rn (H)
R.osenhe1m (B)
saarbruecken (S)
Scm-abach (B)
Sc:hwetz1ngen (aW)
S1ndelflngen (8W)
S1ndorf (NRW)
Stuttgart (aW)
Sylt tshnd
Trier (RP)
Tueb1ngen (aw)
Uabar"ngen (BW)
Ulm (BW)
V1crnht:1m (H)
Wac:kernhe1m (RP)
Walldorf (BW)
W1esbaden (H)
WOrlftS (RP)
Wuerzburg (8)
Xanten (NRW)
Z1rndarf (B)
Other
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TRANS. MEMO NO. EFFECTIVE DATE
AID HANDBOOK 22, Exh 6B 22:336 June 1, 1990

" t1AXltsUH M!XlHUH
\ etR gUK II'frCUYE elB DUM EEFECTXy£
)

/ LOCALITY BAIU WI LOCAlIT'i BAI.E1 ~
INDIA (Cont'd) ITALY (Cont1d)

PatnJ $ 83 9-1-89 Novara $198 6-1-90
Tr1vandrum 87 12-1-89 Padava 114 6-1-90
Other 62 ' .. 1-8~ Palermo ( S1c;11) 129 6-1-90

INDONESIA Parma 129 6-1-90
BaH 119 $-1-90 pavh 91 6-1-90
Bal1kp~pan SO 5-1-83 Piacenu, 89 6-1-90
Bandung 86 12-1-87 P1S4 135 6-1-90
Jakarta 129 4-1-90 Potenza 101 6-1-90
Han,do 56 6-1-89 RaVenna 117 6-1-90
Hld,n 60 9-1-87 Reggio Calabria 143 6-1-90
Palembang 51 12..1-87 Reggio Emilia 139 6"'1-90
Semarang 100 10~1-B9 Riccion. 96 6-1-90
S010 66 5-1-89 Riet1 101 6-1-90

\
Surabaya 126 5-1-90 R1m1n1 96 6-1-90
Ujung Pllndang 71 12-1-81 R.ome 177 6-1-90

) Yogyakarta 8S 7-1":S5 San Rema 107 6-1-90
~ Other 42 5-1-S3 Siena 159 6-1-90

IRAN Sigonel h (SicU,)') 118 6-1-90
Tehran 334 5-1-90 Sorrento 85 6-1-90
Other 226 5-1-90 stresa 170 6-1-90

IRAQ Taranto 126 6-1-90
Baghdad 186 12~1-89 nrren1a 114 6-1-90
Sura 186 U-1-89 Trento 93 6-1-90
Other 120 7-1-86 Treviso 93 6-1-90

IRELAND Trieste 132 6-1~90

Dubl1n 176 6-1-90 Turin 170 6-1-90
Other 140 6-1-90 Udine 105 6-1-90

IS~A(1. Uta (SarCl'nh) 86 6-1-90
En"t 142 9-1-89 V.trllse lOS 6-1-90
En Boqeq 130 9-1-89 Vl!lnice

~)
Haifa 13Z 9-1 ..89 . ( 11/1-3131 ) 174 6-1-90
Sedom 130 9-1-89 (4/1-10/31 ) 188 6-1-90

"
/

Tel Aviv 132 9-1-89 Verona 103 6-1-90
Other 76 8-1-S8 Vicenza 103 6-1-g0

ITALY Vn1uor 86 6-1-90
Auem1n' (Sardini«) 66 6-1-90 Other 74 6-1-90
Ave111no 96 6-1-90 JAMAICA .122 . 10-1-89
Avczz~no 104 6-1-90 JAPAN
Bar1 146 6-1-90 Akita 160 4-1-90
Bergamo 109 6-1-90 Amag4uki (Hyogo) 176 4-1-90
Bologna 175 6-1-90 Aomor1 157 4-1~90

801nno 102 6-1-90 Asah1kllwa 131 4-1-90
Bresc1a 120 6-1-90 AlIhi,ya (Hyogo) 176 4-1-90
Cag11l1r' (Sardinia) 136 6-1-90 B@ppu (OHa) 153 4-1-90
Capri Is 128 6-1-90 Chi tase 142 4-1-90
Catan 1a (SiC ily) 'ZEi 6~1-90 Fukui 159 4-1-90
Clltllnnro 104 6-1-90 Fukuoka la9 4-1-90
Como 126 6-1-90 Ful<uyama (Hiroshima) lS1 4-1-g0
Casenu 118 6-1-90 GHu 161 4-1-90
Cremol1a 95 6-1-90 H~rosh1ma 164 4--' -'10
Crotone 91 6-1-90 Kagosh1m., 134 4-1-90
Dec 1rtlfJnlannu (Sardtn1a) 86 6-1-90 Kan&zawa (Ishikawa) 167 4-1-90
Ferri\l"a 135 6-1-90 K1takyu3hu (Fukuoka) lag 4-1-90
F'1orence 185 6-1-90 Kobe (Hyogo) 176 4-1-90
F'or11 118 6-1-90 Kochi 144 4-1-90
Gaeta as 6-1-90 Kumamoto 149 4-1-90
Genoa 160 6~1-90 Kurl (H1roshtma) 144 4-1-90
Grosselo 103 6-1-90 KU5himoto (WlIkayama) 126 4-1-90
La Maddalena ts (Sa,..) 115 6-1-90 (,yo to 136 4-1-90
La Spe:1a 141 6-1-90 Matsu8 (Shimane) 153 4-1-90
Latina 114 6-1-90 Hatsuyama (Eh~me) 151 4-1-90
Lecc15 110 6-1-90 H1Y.1Zakt 133 4-1-90
leghor'n 103 6-1-90 Hor-taka (Iwllle) 152 4-1-90
Hanlov4 111 6-1-90 Nagasak' 161 4-1-90
H~l"coli4no 96 6-1-90 Nagoya (A1cn1) 165 4-1-90

\ Mestrft Nara 16J 4-1-90
I (11/1-3/31) 174 6-1-90 Nar1ta Int'l Airport 140 4-1-90

-_/ (4/1-10131) 18a 6-1-90
'111 an 198 6-1-90
ModenA 166 6-1-90
Hllples 156 6-1-90

._--
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PAGE NO. f·FfrCTIVE DATE TRANS. MEMO NO.

Exh 6B~6B-8 June 1, 1990 ·22:336 AID HANDBOOK 22,

HAxtHutl MAX I MOM
URQUH EfFECTIVE PER OUtS EEfECTIVE

~

LOCALIty wn Wi LgCALITy BAI.E..S DAIi /

)Japan (Cant' d) LIBYA
Nt 'gAt! $133 4-1-90 Benghaz1 $113 3-1-90
Nish1nom1ya. (Hyogo) 176 4-1-90 Htsurata 97 !-1 ..90
Ob1h1ro 133 4... 1-90 Tripoli 162 3-1-90
otta 153 4-1-90 Other 86 3-1-90
Okayama 155 ·4-1-90 LIECHTENSTEIN 116 6-1-90
Okinawa Is 111 4..1-90 LITHUANIA .2..2./ 139 4-1-90
OUka 176 4-t"';90 LUXEHBOURG 111 6-1 ..90
otsu 147 4-1-90 MACAU 94 11-'''89 '"~("",
Oyama l29 4-1-90 MAOAGASCAR 125 1-1-90
$appo~o (Hokkaido) 189 4-1 ..90 MADAGASCAR .1J 12 1-1 ..90
Sendai (Hiyag1) 174 4-t-90 MADEIRA IS 139 3..1-90
Tak~tsu (Kagawa) 160 . 4-1-90 MALAWI
TakaylllT1a (Gifu) 163 4... 1-90 B1antyre 101 5-1;..90
Takushima 152 4-1-90 Lilongwe 101 5-1-'90
Tokyo II 182 4-1-90 Mangoche 61 5-1-90
Tokyo 3.1 127 4-1-90 ,",ZUZU 12 5-1-90
Tottor1 151 4-1-90 S511m! 63· 5-1-90
Toyama 155 4-1-90 Zomba 63 5..1-90
Tsu 142 4-1-90 Other S4 5-1-90
\.Jakayama 148 4..1-90 MALAYSIA
Yakoh~ (Kanagawa) 161 4-1-90 Kota Kinaba1u. Sabah 116 1-1-89
Other 96 4-1-90 Kua1, Lumpur 108 4-1':'90

JERUSALEM 116 3-1-89 Kuching 110 1-t-89
JOR.DAN Other lOa 4..1-90

Anman 138 11-1-89 HAl-OIVES
Other 98 11-1-89 (4/1-10/31) 101 10-1-S8

KENYA ( 11/1-3/31) 137 10-1 M SS
KUumu 53 5-1-90 MAL!
Lion H1ll Camp (Nakuru Bamako 112 6-1-90

Hatiana' Park) 48 S-1-90 Mopt1 95 6-1-90
HaHnd1 S9 5';'·90 Timbuktu 95 6-1-90
HOl1'Ibasa Other 74 6-1-90

(4/1-7/31) 87 5-1-90 MALTA ,/ \
(911-12114) 118 5-1 ..90 ( 11 /1 -3/31) 130 2-1~90 I )
(12/15-3/31) 138 5-1-90 (4/1-10/31) 144 2-1-90 \ )

Nairobi 104 5-1-90 MARSHALL IS
Hakuru 33 5-1-90 Kwajale1n Is 44 7-1-88
N&nyUk1 lOa 5-1-90 Majuro Is 113 6-1-90
Other 24 5-1-90 Other 44 7-1-88

KIRI8ATI MARTINIQUE:
Chrtstmas Is 136 9-1-89 (4/16-12/14) 190 6-1-90
Other 86 9-1-89 (12/15-4/15) 221 6-1-90

KOREA MAURITANIA
Chllngwon 94 3-t-90 Nouakchott 116 10-t-89
CheJu 135 3-1-90 Other 60 7-1-89
Chongju 116 3-1-90 HAURITtuS 115 3-1-90
Kwangju 91 3-1-90 HEXICO
Hasan 103 3-1-90 Acapul co (Gro.)
O\cpo (KoJe-da) sa 3-1-90 (4/15-12/1 S) 87 7-1-88
Pusan 136 3-1-90 ( 12/16-4/t4) 109 7-1-88
SRou1 145 3-1-90 Aguaseal1entas (Ags.) EiJ 2-1.-S9
Taegu 64 3-1-90 cabo San lucas (B,C, s.)
TUjon 136 3-1-90 (4/15-12/15) 122 9-1-89
U1san 136 3-1-90 (12/16-4/14) 139 9-1-69
other 7B 3-1-90 Cancun (Q.R.)

KUWAIT 159 3-1-90 (4/15-12/1 S)' 150 10-1-sa
LAOS 59 10-1-89 ( 12/16-4/14) 174 10-1-88
LATVIA ill 139 4-1,,90 Chetumal (Q.R,) 73 10~1-a8

LEBANON 121 SO 5-1-88 Chihuahua (Chin.) 98 10-1-69
L~SOTHO 8G 1-1~90 Ciudlld Juarez (Ch1h.) 86 2-1-89
LIBERIA Ciudad Victoria (Tamps.)64 5-1-89

Monrovia 146 1-1-90 C05tZ&C041eos (Ver.) 82 2-1-89
Hanrovh 1/ 120 1-1-90 Cozume1 (O.R.)
Roberts Int'l Airport lS0 1-1-90 (4/1S.12/1S) 112 7-1-88
other 4~ 11-1-82 ( 12/1 6 -4/' 4 ) 129 7-1-68

Cuernavaca (Hor.) 66 7-1-88
Ensenada (B.C.N.) 100 9-1-89
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HAXIt1UM HAXIHUH
"- W oUH EffECIIYE. PER OUM EEfleTIVE

\

) LOCALITY w:u MIl LOCALITY MIll DAII
HE)(lCO (Conl'd) HOZ~MOIQUE $116 0-1-1)9

----"" Gomez Palacio (Ogo.) $ 63 9-1-88 NAMIBIA 116 1-1-90
Guadalajara (Ja1.) 101 2-1-90 NAURU Sl 4-1-90
GuanaJuato (Gto.) 66 2-1-90. NEPAL
Hermosillo (Son.) 98 3:"1-89 Kathm,ndu 72 1-1-89
txt.po Z1huatanejo(Gro.) Pokhara sa 1-1-88

(4/15-12/15) 132 4-t-89 Oth.r 26 4-1-88
(12/16-4/14 ) 166 4-1-89 NETHERLANDS

La Paz (B.C.S.) 88 9...1-89 A1mo10 (Overijsse1) 86 3-1-90
Lean (Gto.) 69 2-1 ..90 Amsterdam (Noard Hol) 129 3-1-90
Lerdo (Ogo.) 63 9-1-88 BergIn Op Zoom(N.9rabant)91 3-1-90
Loreto (B.C.S.) 15 9-1-89 De B11t (utrecht) 88 3-1-90
Hanzan111a (Col.) Daorn (Utrecht) 100 3-1-90

(4/15-12/15) 92 2-1-g0 Geleen (Limburg) 96 3-1-90
(12/16-4/14 ) 116 2..1-90 Haar1,m (Hoord H01) 111 3-1·90

Matamoros (Tamps.) 70 5-1-89 Haguet The (ZU'd Hal) 129 3-1-90
H&Zat1an (Sin.) 98 9..1-89 Harde CGelderland) 101 3-1-90
Herida. (Vue.) 12 to-1-88 Havelterberg (Orenthe) 86 :1-1-90
HeKicali (B.C.H.) 84 9-1-89 Leeuwarden (Friesland) 110 3-1-90
Hex~co C~ty (OF) 102 2-1.;.89 Laiden (2uid Ho11and) 129 3-1-90
Monterrey (H.L..) 100 7-1-89 L~sse (~u1d H01) 121 3-1-90
Moret; a (Hich.) 8B 2-1-90 Noardwijk (Zuid Hol) 107 3-1-90
Nuevo Laredo (Tamps.) 80 3-1-89 Roosendaal (N.Brabant) 107 3-1-90
OalCIC! COax.) 64 7...1-88 Rotterdam (Zu1d Hal) 129 3-1-90
PUQrto Val1arta (Jal.) Sassenh8;m (Zu1d Hol) 84 3-1-90

(4/15-12/15) 120 ~-t-9O Soesterberg (Utrecht) 100 3-1-90
(12/16-4/14) 1:10 2-1-90 utrecht (utrecht) 119 3-1-90

sa1t~"o (Caa.h.) 80 1-1-90 Ze1st (Utrecht) 98 3-1-90
San Felipe (B.C.N.) 86 9.. 1-69 Other 78 J-l ..90
san Jose De' Cabo (B.C.S.) HETHERLAHOS ANTILLES

(4/1S-H/lS) 6B 9..1-89 Aruba
(1~/16-4/14) lOS 9-1-89 (S/I-12/14) 137 6-1-69

"- San Luis PotOSi (SLP) S8 5-1-69 (12/15-4/30) 195 6-1-89
\ San' Higue1 Bonaire! de Allende (Gto.) 80 2-1-90 (5/1-12/14) 131 . 1-1-88

Tamp1co (Tamps.) 70 S-1-89 (1211 5..4/30) 161 1-1-86
Tijuana (e.CIN.) 98 9-1-89 CuroJcao
Torroon (Collh.) 8Ei 9-1-88 (5/1-12/14) 133 7-1-89
V111ahermO$a (Tab.) 96 7-1-08 ( 12/15-4/30) 157 7-1-89
Zacatecas 70 7-1 .. B9 stnt Maarten (Dutch Part)
Oth6r 54 2-1-89 (5/1-12/14) 139 4-1-89

HICRONESlA. fEDERATED STATES OF (12/15-4/30) 208 4-1-89
Kosrae Is S8 2-1 ..87 other
Pohnpe1 Is lOS ~-1-90 (511-12/14) 79 1-1-88
Trulc Is lOS 3-1-89 (12/15-4/30) 87 1-1-88
Yap Is 74 3-1-87 HEW CALEDONIA 163 3-1-90
Othif 20 5-1-85 NEW :ZEALAND

MONACO AuekloJnd 159 4-1-90
(11/1-3/31) 191 6-1-90 Wellington 159 4-1-90
(4/t-l0/31) , 269 6-1-90 other 98 4-1-90

MONGOLIA 96 6-1-90 NICARAGUA
MOROCCO Hanagl.l5 140 4-1-88

/ Aga.dir 75 1-1-90 Managua 11 95 4-1--0a
Bent Hall a1 63 1.1-90 other 45 6-1-86
Cuablanc:a 94 1·1·90 NIGER
£1 Jad1da 70 1-1-90 Ayorou 92 6-1-90
Errach'dia S3 1-1-90 Niamey 150 6-1-90
Essaoutra 61 1-1·90 other 6:1 6-1-90
fes 103 1-1-90 NIGERIA
Marrakech 97 '~1-90 Abuja 138 6-1-90
Heknes 73 1-1-90 Lagos 135 5-1-90
Hohanmed\a 81 1-1-90 Lagos 11 77 5-1-90
Ouarza.zate 74 1-1-90 Other 61 8-1-89
Oujda 67 1-1-90 NIUE 77 12-1-89
Rabat 113 1-1-90 NORWAY 182 3-1-90
TGn!J1ct" 94 1··1-90 OMAN
Taraudant 68 1-1-90 Muscat 144 3-1-86
Tetouan 71 1-1-90 Sal&lah 112 3-1-86
nznH SO 1-1-90 Other 98 J-I~86

Other 43 1-1-90

PO SUPPLEHENT 313
JUNE 1. 1990



I" Poznan. Poland - A par dtem rate of $102 wi'l be in effect for Poznan. PQland during
the Commerc:1al Fair from June 3 through June 21. 1990. On actual subslst!nce e~penses.

I traveler, cOyld be re1mbursod up to $1S3 ($102 t SSl).

June 1, 1990
HAXIHUH
PER DUM
BAm

$ 30
82
96
73
87
88
93
7S
80
73
96
38

i
/

/\

4-t-88
4-1-88

6-'-89
6-1-89

6-1-B9
2..1-90
8-'-B7

8-1-87
8-'-81
6-1-90
4-1-90

1-1-90
2-1-90
1-1-90
1-1-90
'-1-90

6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
4-1-90
S.. t-90
2-1-90
3-1-90

6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
&-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
G- ',·90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90
6-1-90

12-1-87
5-1-90
8-1-68

'2-'-87

38
71
56
20

140
149
130

165
90
78
81
97
57

164
132
144

99

$142
la6

AID HANDBOOK 22, Exh 6~
MAXIMUM
PER DIEM EfFECTIVE
RAIl1 DAItlOCALUY

SAINT KITTS &N(VIs
( 5/1 .. 11/30)
(12/1 ..4/30)

SAINT LUCIA
(5/1-11/30) 136
(12/1-4/30) 180

SAINT HARTIN/SINT HAARTEN(SEE
GUADELOUPE AND NETHERLANDS ANTILLES)

SAINT VINCENT &tHE GRENADINES
(5/'-11/30) 123
(12/1-4/30) 141

SAN HARINO 109
SAO TOME AND PRINCIPE 120
SAUDI ARABIA

Dhahran
Riyadh
Other

SENEGAL
Dakar
Kaalack
st Louis
Tambac:aunda
Ztguinchor
Other

SEYCHELLES
SIERAA LEONE
SINGAPORE
SOLOMON ISLANDS
SOMALIA

Harge;u
Magadishu
Hogadtshu 11
Other

SOUTH AFRICA
Cap! Town 99
Our ban 98
Johannesburg 83
Pretor1a 88
Other 83

SPAIN (See also Ba1@ar1c Is
and Canary Is)

BArcelona 181
Bnbao 110
Burgos 102
Cadiz 139
Cordoba '04
Fueng1rola "6
Getafe 116
GranadA 12 I
Huelva 101
Jerez de la FronterA 163
La Coruna 122
leon 104
H,dr 1d 176
Malaga '76
Harbft11a 176
Ovtedo 133
Pamplona 117
Puerto de santa Haria 106
Rota 119
San Seb&st~an 141
SAntander 112
Santiago de Compostela 105
Seville 160
Torremoltnos 176
Va1encia 121
Vttor1a 132
ZAragoza 127
Other 97

2-1-90
2-1-90
6-1-90

EFfECTIVE
DAn

7-1-89
7-1-89
7... 1-89
7-1-89
J.. 1..90

11-1-89
3-1~90

3-1-90
7-1-89
7·1'-89
7.. 1-89
1-1-89

3-1-86
9-1-88
9..1-88

6-1-90
6-1-90
3-1-86
9-1 ..88
3-1-86
3~1-84

2-1-90

1-1-89
4-1-87
1-1-89
1..1-89

10-1-81
12-1-89
6-1-87
7-1-86
5-1-89
5-1-89
9-1-87

2-1-90
4-1-88
5-1-90
5-1-90
5-1-90

11-' -89
5-1-90
5-1-90
2-t-89
2-1-87
6..1-89
6-1-89
5-1-90

S-I-90
SEE BELOW
5-1-90
5-1-90

6-1-90
6-'-90
6-1-90

'2-1-89
6~1-90

6-1-90
6-1-90

71
44
60
36

82
10Z

64
56
44
62
44

134
149
76

132
128
41

148

48
80
81
8S
64
56
70

122
62
SO
57
62
48

138
70

125
102
45

1S9
179
113
144
149

£-Frr.CTlVE DATE

",
t02
140
77

(See also Azores and
H!detra Is)

6B-10

Usbon
Oporto
Other

QATAR
REUNION
ROHANIA

Bucharest
other

RWANDA
I( igal I
OthlSr

SAIMT HELENA

LQCALITY
PAKISTAN ill

Fa1salabad
Ish-mabad
Islemab,d 1/
Karachi
Lahor.
Peshawar
Peshawar 21
Quet.t,
Quetta .lJl/
Rawalpindi
other

PANAMA
Boquete 16
Cana' Area (Pre Trclty)132
Colon 132
contadora

(5/1-12/14)
(12/15-4/30)

CJav1d
P404ma Ctty
Volean
Other

PAPUA HEW GUINEA
PAR.AGUAY

Asuncion
Encarnacion
San Bernardino
Other

PERU lAl
cuzco
Lima
Pisco
Puno
Tingo Maria
T1ngo Harta lil
Other

PHILIPPINES liI
Angelu City
Blgui0 City
Cavitl:
cebu
Dav&o cHy
01po1og ctty
LtOag
Hant1 a
Palawan
Subic Bay ill
Tacloban City
T&gbi laran
Other

POLAND
Krakow

UPOZS1an
\.Jar saw
other

PORTUGAL

PAGE NO.
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TRANS. MEMO NO. EFFECTIVE DATE
AID HANDBOOK 22, Exh 6B 22:336 June 1, 1990

HAXIMUM MAXIMUM
'\ PiA DUH EEFECTIVI PER pIEM ITftCIill

\ LgCALITy BA.IU IWS LOCALITY BAIll Q.ill!
J SRI LANKA TUNISIA

/ CQlombo $ 81 6-1-90 B1zerte $ 39 '-1-90
other 28 10·1-09 carthage 7O 6-1-90

SUOAN (t) W Gamnarth 70 6-1-90
Kh.rtoum 252 11 .. 1-89 Lamarsa 70 6-1-90
Other 46 12-1-86 Mon.stir 45 6-1-90

SURINAME 127 3-1-90 "eft.a. 7S 6-1-90
SWAZILAND 85 1-1-90 S'ax 62 6-1-90
SWEDEN S1d1 Sou Said 70 6-1-90

Goteborg 194 6-1-';0 Sousse 60 6-1-90
Klrlskrona 207 G-1-90 'Tozeur 4S 6-1-90
K1runll 226 6-1·90 Tunts 70 6-1-90
LulU. 2S0 6-1-90 Other 32 6-1-90
Ost.ersund 192 6-1-90 TURKEY
stockholm 265 6-1·90 Abant 57 2-1-89
Other 182 6-1-90 Adana 83 5~1-a9

SWITZERLAND Alany3 a8 4-1-88
Bern 146 6-1-90 Ankara lOS 5-1-89
Bern 11 103 6-1-90 Antalya aa 4-1-86
Geneva 17S 6-1-90 Aydin 94 2-1-89
Zurich 159 6-1-90 Bodrum 53 2~1-89

Othlr 146 6-1-90 Balu 57 2-1-89
SYR.IA Bursa 90 Z~1-89

Damascus 152 6-1-89 Dcniz1' 62 2-1-89
Lat.takh 98 8-1-88 Diyarbak1r 62 2-1-89
Palmyra 1~S 8-1-88 Eskiseh1r 57 4-1-87
Other 84 4-1-09 Fethiye S3 2-1-89

TAIWAN Goreme 47 2-1-89
KAohsiung 202 6-1-90 Istanbul 156 12-1-89
Ta1chung H9 6-1-89 Izm1r-C1g1 i 91 8-1-89
fa i pei 2G4 6-1-90 Konya 51 2-1-89
ather 99 4-1-90 I(usadasi 94 2-1-89

TANZANIA Manavgat sa 2-1-89
Arusha 11 12-1-89 Harmar1s 5J 2-1-89
Dar es Salaam 105 10-1-89 Hers1n 76 '2-1-89
Zan;db&f 71 12-.1-89 Nevsehtr 47 2-1-89
Other 55 12-1~89 P&mUkka1e 62 ,-1-89

THAILAND S111fke 76 2-1-89
Bangkok 126 3-1-90 Tasucv 7Ei 2-1-89
Cha-am 80 11-1-88 Other 39 2-1-B9
Chiang Ha t 60 8-1 ..86 TURKS AND CAICOS IS
Ch tang Ra ~ 64 7-1-87 Providench1es Is
Chumphon 4S 3-1-86 (4/15-12/14) 192 6-1-89
Maadyll; 44 1-1-89 (12/15-4/14) 212 6-1-89
HUa Hin 106 11-1-88 Other
Jomt1en as 3-1-90 (4/15-12/14) 154 6-1-89
Lamping 57 1-1-87 (12/15-4/14) 174 6-1-89
Patta)'A 71 7-1-89 TUVALU sa 4-1-90
Phet Suri 80 11-1-S8 UGANDA
Phuket lOS 3-1-89 Kamp~1a 160 8-1-89
Prachu!p Kh1r1 KhAn 96 11-1-88 Kampah 1/ 118 8-1-89

/
Pran Bur' 96 11-1-8S HbllrarA lOS 8-1-89
Samu 1 Is land 95 4-1-90 Other 68 1-1-89
Sc1thhip SO 7-1-89 U.S.S.R. ~/ ~/ 3S 11-1-69
Songkh1a 44 4-1-90 Alma Ala 111 11-1-89
Other 34 10-1-87 Ashkhabad 111 I 1-1-69

TOGO Oushanbt! 128 1\-·1 -89
Lome 149 6-1-90 Kiev \2B 11-1-89
Other 70 6-1-90 Lenlngrad 178 11-1-69

TOKELAU IS 'JJ 12-1-89 Ho~cow 139 4-1-90
TONGA 74 3-1-90 Moscow UI 218 11-1-89
TRINIDAD & TOBAGO Tashkent 149 11-1-89

Tobago 108 3-1-90 Tbl1 hi 128 11-1-89
Trinidad 112 3-1-90 Other 96 11-1-89

TRUST TERRITORY OF THE PAC1FIC IS UNITED ARAB ~HIRATE$ 141 7~1-a9

Peal4u Is 107 6-1-90

"\

)
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AID HANDBOOK 22, Exh 6B

EXPlANAIQRY FOOTNOIES:

TRANS. MEMO NO.

22:336
EFFECTIVE DATE

June 1, 1990

11

1/

11

"\ Y
\
J

-~/ 51

AI

ZI

(e) - This I~al denotes .~cess or ne4r-.~ce$a currency countries. Agencies should
instruct trav.lers 1n these cQuntrie, to m1nimize the use of U.S. dollars for travel and
per -diem e~pens.s. e.g., purchase of fortign currency only from u.s. Gavernment
disbursing facilities and the a1i~inat1on of any dtrect use of dollars. see FTR
301-10.4.

Rate to be r.d~cad to this level (without Iny further reductiQn tor lOdging) if
Sta'f House. Recreation Associaticn or Commiss.ry opera tad 'odging facilities are
used.

Th is per d1 em rate .. is based on the I<noWl'l charges for the only 1odg 1ng and mea1
facilities available at the 10cat\on nam.d plus an amcunt to eov,r inc1denta1
expenses,

Rate tor smployees Itay1ng in the New sanna center while on TOY in Tokyo, Japan.

The tenm ~P&ri3 (Environs)" is compr1sed of the departments of E330nne,
Hauts~de-Se1ne, Seine-st~D.n;s. Val-de-Marne. Va1-d'01se and Yve11nes.

The rate for the ftrst day in any hotel 1n the GennanDemocratic Republ1c may be
1ncr.a.e~ by the ~unt of • mandatory room reservatton fee. 1f lQv1td •

. The Department of GUAdeloupe consists of Guade'oupe (Passe-Terre and Grande~Terr~)

including the islands of Harte~Gal&nte. La D*s1rada. Il.s de. $,intes, Petite Terre.
Saint Qarthelemy and the 'rench part at Saint Martin (Northern Portion).

Tokyo, Japan; The term -Tokyo" 15 limited to that area fa" tng with'n the fol lowing
named ,plc\a1 23 wards (Ku): Adachi. Arakawa. Bunkyo. Chiyoda. Chuo, Edogawa.
Itabash', Ka\sushika, Kita. Koto. Meguro, Hinato, Nakano. Nerima. Ota, Setagaya,
Shibuya, ·Sh1nagawa. Sh1njuku, Suginami. Sumida, Taito. and Tosh1m4,

4/ Rate to be reduced to this level wh.n employ,., ,r. Ital1ng 1n Government-owned or
Government-le4sed quarters at any post in Pakistan.

21 Rate for Federal traveletrs shying 1" the AmeriCln Club whl1e on TOY 1n PeSh&W6r,
Pal<htan.

lQJ Rate to be reduced to $35 wh~n employss, are staying in Government prov1ded quarter~

wh1le on TOY 1n the U.S.S.R. The rate for the f1rst day 1n any hotel 1n lhl
U.S.S.R. may be increased by the amount of & mandatory room reservation fee. if
levied, Also, when there 15 a r.qu;r~d f8a for processing requests for trave1 and
Motll reStrvations in the U.S.S.R,. the per diem rate may be 1ncrlasftd by the amount
1,vied.

11/ The term "London" is l1mited to the area fal11ng with1n th~ City and 32 boroughs.
wh'ch together arQ known as Grester Landan.

111 R"t.e to be reduced to this level (without any furlher rQduct10n for lodging) l'
contractor operated raci11t\es are used.

11/ Symbols for states 1n the Fedlral Republic of Germany:

) 9aden-4uerttemberg
Bavaria
Bremen
Hamburg
Hessu

(BW)
(B)

caR]
(HAM)

(H)

Lower Suony
North Rh1ne·WIslphalia
Rhineland-PAlatinate
Surland
Schleswig-Holstein

(LS)
(tlR\-I)

(RP)
(S)

(SH)

l!1 Rate for employees rlquir~d to occupy non-government quarters.

lSI for per diem purposes Subic Bay includes Cubi Point and the cities of tba l Olongapo
and Subic.

lQI Flderal civilian employees detailed Z4 consecut1ve hours or more to the following
five countr1es ~y be granted the Danger Pay Allowance ~nder Chapter 650 of th~

Standardized Regulations (GC,FA):

/
/

Afghan 1stan ~5~

Cnlomb1a 20~ Eff 9-14-86
~l Silvador 20% £ff 9-14-86

L8banon
Peru
Phi11ppines

25%
1St Err 9-14-86
IS~ Err 4-22-90

-----~~~-----------~-------------~-------------
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6B-14
f-.Frr.CTIVE DATE

June 1, 1990
TRANS. MEMO NO.

22:336 AID HANDBOOK 22, Exh 6B" ]

EXPLANAT~RY fOOTNOYIS (CGnt'd):

lZl Grcater H.n,hester includes the Cities of Manchester. Bolton. ald~. Rachd,1e,
Salford and stockport.

181 Aet, tor employees staying in the USAtD Staff Haus* while on TOV tn Ovetta, Pakistan.

Jjl R.t, applies only to the employ•• stay,ng 1n TurUtl bungalow wtthout fu11 occupancy
and the employee is charged the full room rate while on TOY 1n T1ngo Maria, Peru.

lDI Rate for Federal tr.yelers staying at the Haad1 Residence While on TOY 1n Catra,
Egypt.

111 Montreal, Canada: The rate is l'm1ted to th. Hltropalitan Araa 0' Montreal.

liI As the cast of lodging and ather travel expenses m4y vary SUbstlntt.lly dUI to the
.yailability of di'ferent currency exchang. rates and meln, of plying travel
expenses ••11 Iganc1a. should take appropriate measures (such IS Ict~.l Ixp,nse
reimbursements) to ensure that travelers do nat reee1y. more per diem a'lowance than
justUted by 'ndividull trlY!!l cireumstances.

111 This rate applies only to tho.a Imployl" who had hotel accommodations arranged
through the Sov1et TraYI' Bureau (Intour1st) end necessarily incurred the h1gher
room ~01t while on TDV 1n Moscow. U.S.S.R.

1!1 This rite applies only to travelers not e'tgibla for the lower hotel rates
established for residents Of Zimbabwe.

lSI The maximum per diem rata for employees plid from trust fund accounts is Sud4nise
Pounds 3,047 for ~hartoum and 543 for all oth.r lac.lit,.s in Sudln.

1&/ Not in usa.

III Not in Ulla.
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EXHIBIT 6C

Page No.
6C-1

Trans. Memo.
22:349Exh 6C22,AID HANDBOOK

NojEfff;ctive Date
~1ay 5, 1992

------------------+------------o
Maximum Per Diem Allowances for Travel Within CONUS

------------
M&IE
rate
(b)Key city I

Per diem IocaHy

County and/or other defined location I I

M5JiIl'1l;:1l
IQdging
MIOUlll

(8)

-; ..

Mayim;m
pet cf€:rI

rate •
Ie)

------

o

(J

o

o

CONUS. Standard rate ._ _ _._ _ _ .._ .•_ _ •..•••._ _. _.__.__ _
(A;:>plies to aJI locations Wit'll'" CONllS not spedfi::al:y listed below Of encompassed by \tie oounCary de1init0n of a

Hs\Eld poinl However, the e1and;:d CONUS rate appl;as to an locations within CONUS. inc~Fng ~ dcflMd
balow. IOf certain relocation SUOSi~eN'.e ~wancel\. Seo parts 302-2, 302-"t, and 302-!. of trJS (i:le.)

ALABAMA
Anniston _._.................... Calhoun _ _ __ _ .
Binningham _ _ _ .._ Je~ . .. • _ •••_•••_ _ _ .._
Oothan __ _ _ __ Houston ..__. .__. .
Florence _._._ _ l...auderdaAe _.__•__._._ _.._ •• - .
Gutf Shoces_ _._._ .__ _ Baldwln .._._ __ _ _ _ .
H\.Jr.:sviae _._ _ _ Ma1ison _ ..
llAot:.i'3 Mobte _.__•__ _ ,._

~:~?e~~~.:.::=:=:::=-~::=::=~~::==::. ..-=~::=-.::=::=::::: ~~-.-==::==~-=-= ..~~=.:.~:=:==::::::::::::::=::::
AE'ZONA

casa Gfande _ _._ _ Pinal _._._.__. __• _ _ .

~:;: c~~y;;;:;·N·~n·p·~iF~~::::=:=::==::::::::=:::::: ~~.,.;::::=:::::~::::::=-~_=::::::~_~:::=::::::::::::::::~::::=:::::::::::::::=~:
~;:~~;&.;~;;~=::=:::=== ..._...._....._._..~:~::::::::: ~~~:~~::::::::::::~::::::=::::::=::=:::::=::::::::::::~:::::=~.=:::::::: ..:::::::::
~:~~~~.::::::::::.:.::::::~.::::::::::::~::~::~::::::::~:::~:::::::::::::: ~~~:::=:====:::~=:::=::===:::~:::::::::::.::::::::=::
~~~~::::.:.::::.:.: .. :::::::::::::::::::.:.::::::~:=~:::~=::::::::::::::::::::: ~~~~ ..~~~.~~.~~.:::::::::~:::::::::=:::::::::::::.::::::::

ARKANSAS

~~e=~::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: =~:n~.:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
~~:~.~.g~.::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: ~~~:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
t~:s~~::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: ~~~~.~.::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::.:::::::::::::::::

CALIFORNIA
Bridgeport , Mono .
Chico Bu"e .

~~~~~:':7:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: =~ii~:i:::::::::::::::::::::::.:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
Fresno Fresno ..
Gualala/PoInt Arena , Mendocino ..
Herlong Lassen .
Los Angeles Los Angeles, Kern, Orange and Ventura Counties; Edwards

AFB; Naval WeApons Genter and Ordinance Test Station,
Chllle Lllku.

M()l1uslo Slanislaus , , .

~:~:;:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: ~~::.:~~;::~:~:::~::~~~::::::::::::::::::::::::::::::::::::::::::::::::
Onlano/Victorville/Barstow San Bernardino .
Palm Springs , Riverside .
ReOding , Shasta ..
Sacramento Sacramento .

~~ ~~~i~·:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: ~ =~.:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
San Jose Santa Clara .

~~ ~~~e~~~~.~::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: ~~ tu~~~~i.~.~::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
Santa Barbara Santa Barbara .
Santa Cruz...... Santa Cruz ..
Santa Rosa Sonoma ..
South Lake Tahoe EI Dorado ..

~~~o':0~~.:::::::::::::::::::::::::::::.:::::::::::::::::::::::::::::::::::::::::::: ~~~~~.~.~~.~:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
Vallejo , Solano .
Visalia , , Tulare ..
't\'est Sacramento yolo ..
Yosemite Nat'l Park Mariposs ..

041 26 fil

~ 26 78
43 26 69
41 26 67
75 26 101

61 26 Ti

61 25 :1

50 26 7(,

63 26 89

~6 26 n
6a 26 94
74 26 100
62 26 88
72 26 98
46 26 74

"e 26 7~

6') 26 &6
..,7 26 (3

41 26 67
44 26 70

47 26 73

SO 26 76
41 26 67

51 26 77

45 26 71
53 26 79

89 34 123
49 26 75
61 26 67

60 26 .... 86
84 26 , ~ 0

53 26 79
100 34 134

5" 26 IIU

74 26 tOO

66 26 92
71 34 105

60 26 B6

72 34 •.:0

58 26 84

66 34 100
77 34 1 ~ 1
92 34 12G
65 34 99

54 34 08

67 34 101
77 34 111
73 34 1C7

54 26 50
66 34 10;)

53 26 73
52 34 8G
54 26 51
60 26 . ~

50 26 .... 76

68 34 .,

BEST AVAILABLE COpy



Page No.
6C-2

Effective Date
May 5, 1992

Trans. Memo. No.
22:349 AID HANDBOOK 22, Exh 6C

COLORADO
A'spen: PitlOn .
Boulder , _ Bovlder .
Colorado Springs EI Paso _ ..
Denver Denver, Adams, Arapahoe and Jefferson .
Dur8t1go La Plata .
Glenwood Springs Garfteld .
Grand Junction M~ .
Gunnison _ Gunnison .
Keystone/Silverthorne Summit .
Montrose Montrose ..
Pagosa Springs ,.................... Archuleta .
Pueblo Pueblo ..
Steamboat Springs Rou11 .
Vail Eagle .

CONNECTICUT
Bridgeport/Danbury Fairfiefd .
Hartford - Hartford 8t1d Middlesex .
Nf1W Haven _................................................... New Haven .
New London/Groton _ Nf1W London _ _ ..
Putnam/ Danielson Windham .
Salisbury....... Litchfield .

uE:LAWAAE
Dover Kent __ .
Lewes _ SusaelC .
Wilmington _....................................... Nf1W castle _ .

C:STRICT OF COLUMBIA
Washington. DC (also the cities of Alexandria. Falls Church, and Fairfax. and the counties of Arlington, Loudoun.

and Fairfax in Virginia: and the covnties of Montgomery and Prince Georges in Maryland) (see also Maryland
and Virginia)

FLORIDA
Altamonte Sprif'gs Seminole .
Bradenton.. Manatee .
Oewiston Hendry .
Cocoa Beach Brevard ..
Daytona Beach · VoloJSia .
For! L..ude~dale _ e1owerd ..
FOJ1 Mlie'!" _ L<?9 _ ..
FOf1. P!efC;(' _ _ •• Seint Lude .
Fort Wa,lon 9(ja':.~ _ Okaloosa _ .
Galr~sli,II.3 Alachua ..
JacksonVille Duval County; Naval Station Mayport .
Key Wesl _ _ Monroe _ __ ..
KissimMee _ __ Osceola _._.._ .
Lal..",!aoo _ Polk __ ..
M:ami __ _ Dade _ .
Napit.s _ _._ Col!ier ..
Or'Zl:'ld,) __ Orangp. _ __ _ .
Pa:1ama C ty _ Bay _. _..
Pcr~Hcol3 Escambia _ .._ .
Punta GOlda - Challot1e••__._._.._ _ ._ _ ..
Saint Augt:stlOe _ SaInt Johns ._ _ _ .
Sarasota.. . . Sarasota _ _ ..
Stuart .. Martin _ _•._ .
Tallaha~': ..(' . Leon _ _ _ .
Tamp",/~t Pe:ersbury . . Hillsborough and Pinellas.. _ _ .._ .
Ve~CJ Bcact", Indian River.._ .._ _..__ .._ ..
West Palm 6aach _ Palm Beach _ . •__ _

GEORGiA
Alb[lr'y _ _ [)ol.l9''lerty _ _ _ _ _.
At!'",e;')\1 __.__ _ Clarke _ .
At!<l:'l? . . .. Clayton, Do Ka1b, FU:~cn 8:"\lj CoUJ .
Augusta .._ _ Richmond; savannah RIVGf Piant ..
Brunswick _ _ __ _.__.. Glynn _._ _ _ .
C<;!· mbus _ ·M~ _ ..
M&.cc,!'l . .. . .. Bibb ..
N(lrcToss/Lawrer.':f:" lIe . . Gwtnnett .
Savanllah Chatham _ ..
St. Marys _.._ _ _ CamOOn County; TOO No\al &Jbmarine Base. Kinq!J Bay _ .
w~ R£:\tIIroS. . _ .ouakln _ _ _ .
\'w'E!iCl'Of» _ _._ _.•••__ Waf0 __ _ ..

lIS 3·~ ..
62 34
51 26
74 34 .....
62 26
52 26
41 26
46 26
89 34
43 26
48 26
46 26 ....
72 213

134 34

71 26
68 34
67 26
62 26
63 26
60 34

51 26
50 26
78 26

110 34

62 2"
60 26
54 26
62 26
65 26
72 26
74 2f',

57 2f3
62 ~

52 26
49 ~:)

123 34
f6 16
53 26
63 34
76 26
63 26
52 ,5
54 26
62 26
60 26
61 2'3
68 26
49 26
56 26
&4 2f
69 J.4

51 26
« 26
79 J.4
47 26
45 26
47 2'6
« 26
56 26
49 26
46 26
« 2f)

43 26

Per diem locality

Key city I County Ind/()( other defined location • I

Maximum
lodging
amount

(a)

M&IE
rate
(b)

--0Ma..-imum
por dl6m

rate •
(c)

1·:J
~6

77
108
88
IB
67
72

1::3
69
74 072
98

If-3

97
102
93
88
89
94

77
76

104

144

d? 0
=6
8:)

98
91
sa

wo
83
e8
7a
75

157
94
79
97

1C2
.69

7B
eo

088
85
ei
94
75
82
90

103

77
,I)

~ 13
73
71
73
:'')

fl.'
75
..~,

~~ 069

BEST AVAILABLE COpy



o

Per diem_Ioc_81ity....:· _

Key citr I

-_. --- .._----------
IOANO

flr. •. :;.f. . _ Ad8 ·..··..···..·..·.. ·· ·• · - .
C.QI;ur d·A:er.e . Kc..ltonai ·..· ········..·..· ··.. ·•·· .
I/l.;ho Falls 8onneville ·· ·..··· ··..··..···---..·-..·· ·· .
~tll:::1um/Sun Vnlley Blaine ·· ··· ··· ·······•···•·..· .
Lew,s:O'1 Nez Perce ·········..·..····•..·..·· ·· .
McCall _ Valley - ··· ·..·· · .
roca\ello _._. Ba~ - _ ..
Star.!~y _ __._ ~'8f , - .

IL~ir~CIS

A!to:; _ Madison · ·· __•·••..······· .

O
C~,,'!:'!lpaign/Urbana , Champaign ·..··· _· ··· .
Chl'.:l.~o _ _ Ou Page. Cook and lake - ..--..·•• •• ..··..··· ·..

&~~~~;:~.:::::::::::::::::::::::::~:::=:::::=::.:.:::::::::::::::~~~:::=:::: ~~~~.::::::::::::::::::::::~::::::::::::::::::::::::::~=::::::::::::::::::::::::~
East 51. Louis _ , £t. C!8ir · • ·..· ····-..--·~- •• _·· .
Jo:~i _ Will _ _ _ __ -- .
M;;comb _ _ _ , McDonough ~....•.•.•..••_ · ..
I.~il:~;y.ln __ _ COles · ·..·• ·· ··..··..·__• ·•..·..· .
Poo':l' , Paoria ..
Aoei': Island/~c'lOe Rock Island · · ·..· .
R(.~','ord _..•.••_ _ Winr.ebago _ _ _ · ·•·..· • ··•.- -
Sprlngli~id _ _ _.. ~1QlUTlG;"1._ .._.._ _._ _ _ ..

INC!ANA
Anderson _ ~ Madl"..on - ..- _- _ .
BlocmlngtO:l , Monroe _ _ ~ ----_•.•..•.- .
Burlingl,n 8eachJllal·para/so Porter..; - .
Charleslown/JeHersonville Clartt Coltnty; Indiana " .•my Ammunition Plant .
Cc,':;mbus _ _ _ •._ .. 8arthoIomew •__._._•._.._ _ .
['?:';' __ _ __ _._----- Spf3ncef .._---.._--_._-_ __.••_ _ - .

O
£':kna.-1 Elkhart _ - _ ••- •••- - ..
E an'S·;lile .. . lIand<:rt:urgh ..
Fort v:~J~e _ Ailt!n _ _ _ _ _.••.•__ ..

. Ga.} _ Lske _ _ _ _._ _.._ .._ ..
IndH,n:J.,oils Marion Count); For1 Benjamin Harrison ..
Jllsper Dubois .
t d.l)'<;::!C . . Tippecan-oe ..
L(.gansport _ Cass.._ _ _ .
"'".ion _ _. Grant __ _ _ _ _ ..
Mu!'lCl€................... . _ __ Dol2.ware _ _.•_ __•
Nash\lll~.............................................. . Ekown __ .
New Albany , FIoyd _••_ .
Richmond Wayna __ _ .
South B8."ld · St. Joseph .
Te're Haule lIigo _ _ _ .

IOWA
Betiendort/Oa\lsnport Scott ..
Cedar Rapids linn ..
Des Moines Polk .
DubuQUe Dubuque .
Iowa City , Johnson ..

O>""'~:~:~:::::::::::::::::::::::::::::::::::::::::·· .: ..::::::::::::::::: ~::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::

Hays Ellis ..

~~~~~~~~:::::::::::::::::::::::::::::::::~:::::::::::::::::::::::::::::::::::::: ~~~~~.~~.~.~.~.~.~~~.~.~~.~~.~~~ ..~~.~.~..~.~: ..~~~:::::::::::::::
Topeka , Shawnee ..
VI/chlls Sedgwick , ..

KENTUCKY
Alih:antl , Boyd ..
Bowling Gieeo Warren .
CO ington , , Kenloo ..
Frankfon Franklin .
Florence . Boone ..
H('lj:l<ins,,:lle Chnstian County; Fort Campbell .
leJ(J:lgloo Fayet1e .
LO!J;svIHe Jefferson .
c- e~stofo Da".es,'i .
Paducah .. t.AcClack&n .
P,"tN,l;e Pike ..
F;"'~:I)f\st'\Jr9 .. .. ,................... Floyd.......................................... .. ..

BEST AVAILABLE COpy

t.Aaltimum
MalE MWClfllum

IooglOg
+ rale per <:!tem

amount rste 1
(a) (OJ

(e)

49 itS 7~,

51 2t. -; i
43 26 W
66 26 92
44 26 70
49 26 75
4S 26 71
45 26 71

46 ~ 74
51 26 77

101 34 135
46 26 72
45 26 71
46 26 72
5-4 26 80
42 26 68
-46 25 72
62- 26 86
51 26 77
55 26 81
5:; ~ 79

52 26 78
49 25 n,
52 26 78
57 26 83
4-4 26 70
43 26 69
65 26 81
49 25 75
57 ;6 f::
52 26 76
69 26 9~.

43 26 6".-
51 26 7'!
1,7 ~r 7?-
4-4 ?'j ; :.
56 ~ (.f

57 26 13,,]

43 26 69
42 26 68
60 26 86
51 26 77

54 2G 80
.47 26 73
55 26 81
41 26 67
48 26 74
45 26 71

46 26 72

41 26 67"
67 26 93
52 26 78
47 26 73
62 26 sa

41 26 ,.'7

44 2~
~!)

48 26 7-1

44 26 70
48 26 ".1

45 26 , .
52 26 -8
57 2'; ;;3
45 26 71
43 26 ;:r,
42 26 ;'):,

43 2t, ~f)
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lCiiJS;ANA
Alexandna . . Rapidas Parish ..
Baton Ro,<;f>. East Baton Rouge Parish ..
Bossier C:·.. . .. Bossier Parish ..
Gonzales , Ascension Parish .
La'ayette .. Lafayette Parish , .
L3~.e (.,'+;<:":'~'" .. Calcl1sieu Pansh ..
Monroe . .. . Ouachita Parish ..
r:e'''' Or.e2~ 3.... . Pansl1es of Jefferson. Or1eans. Plaquemines and 51. Bar·

nard.
S~'e\'e~?~ . , Caddo Parish ..
S· :::.::': , S1. Tammany Parish .

M';i~E

Aebum Androscoggin ..
Au:;usta , t<ennebec .
8angor , Penobscot , ,
8arH~ , , , , Ha~ , '
Bath ' ' sagadahoc , ..
t<ittery Portsmouth Naval Shipyard (See also Portsmouth, NH) .
Portland Cumberland, , , ..
Presque Isle Aroostook ,
Rockport ,.. , , Knol( ..
Karlnebun ;Saf:IOI'd , YorX '., ..
Wiscasset.. , , Lincoln ..

MARYLAND
(For the COU:lti<'s of Montgomery and Prince Georges. see District of Columbia.)
Annapolis , , Anne Atundet .
8altimore , Battirnot'9 and Harford " ..
Colurnb1a , ' , Howard ..
Cumberland , , , , Allegany ..
Easton ,.. , , , , Talbot , .
Frederi::k , ,.., Fiedarick ..
Hegerstowll , Washlngton ,.. , '
Lexington Park/St.lnigoes/Leo:lardtown St. Marys , .
Lusby , , Calvert .
Ocean City ., , Worcester , ..
Salisbury _ , , Wicomlcl) , ' ,., .
Wa~:jorl _ ,., ., Charles , .

MASSACHUSETTS
Andover ' , ESS6K ..
8oston Suffolk ..
Greenfield. Franklin , ..
Hyannis ' 8arnstable , ..
L~',\'e!1. MiddleS6l(............................. .. .
Martha's Vineyard/Nantucket , , Dukes and Nantucket ..
Northampton....................................................................... Hampshire ..
Pittsfield Berkshire ..
Plymouth Plymouth ..
Quincy Norfolk , ..
Springfield ., , , Hampden ..
Taunton/New Bedford , , 8ristol , ,..
Worcester , , Worcester ..

M:CHIGAN
Adrian , Lenawee ..
Alpena.. . , , , , Alpena " ..
Ann Ar: 0' , , , , Washtenaw , , ..
Bailic C:c€K , , Calhoun ..
Bay C,ty , , Bay .
Bellaire , Antrim .
Bcyne City , Charlevoix , ..
Cadillac , WexfOfd ..
Oetroil , , Wa)ne " , .
Drummond Island , Chippewa .
Escanaba Delta ,., .
Flint , Genesee ..
Frankfort " " Benzie .
GayIOfd Otsego , .
Grand Ra~;js ,." .. , , , Kent , ,.
Grayl;l1g , , Crawford .
Holland. . , Ottawa , .
Houghto"l La~.e , Roscommon ,., .
Jac~.son , Jackson ..
Kalamsz::-o .. ,.. " Kalamazoo .
Lal"'sing/[ast Lansing , Ingr.am , ,..
Leland ", , Leelanau ' '
Ludington, ', ,", , Mason : , .

Per diem locality

KGY city I County Indlor other defined location' •

Maximum M&IE
.;;~

lodging rate
~rdlem

+ ~ate •amount (b)
(~l (e)

45 2f, -.,
51 ::-6 7",'

57 26 8:;

51 26 ' '

50 ~.~ -:-.
43 26 ,
46 26 ;';J

65 3~ ::-J

57 2t, 5")

4:1 26 6'j

56 26 f:;:' 053 26 ...... 7';

60 26 86
60 26 86
64 26 ':!'J
64 25 so
67 26 93
44 26 , ....1

66 26 92
54 26 ec
48 26 ..... ~~

75 34 lOS'
78 34 .... 1'')
87 34 121

49 26 '.'-' 7~

52 26 ~'j

54 26 f;r.

55 26 ... 61 054 26 80
58 26 84
92 34 126
53 26 79
54 26 80

81 34 11:'

97 34 ... ~ 31

60 26 5f:,

80 26 lC'6
81 34 l' 5

114 34 .... 1<:8
S9 26 ... 85
56 25 82
92 26 118
81 34 115
64 26 90
56 26 82
61 26 87

46 26 72 042 26 68
65 26 91
47 2F.. 73
50 25 7S
51 26 Ii

62 26 88
51 26 . {

80 34 11~
52 26 78
44 26 71
45 26 71
49 26 i5
54 26 80
60 26 86
54 26 80
51 26 77
54 26 80
49 26 75

058 26 2·1
52 26 78
57 26 83
54 ...~ 80.."

BEST A V-4ILABLE COpy



Key CIty I

____P_e_rdiem toc~a_lity ---,-_~....:-_~_ .... _.~_. _
I,'o
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M&IE
rale
(b)

Max:rnu::1
roor d.

'at'.'
(e)

63 26 89

51 26 7i

41 26 67
54 26 6(·
41 26 67
43 26 69
49 26 75
58 26 8~

43 26 63
51 26 .,
52 26 7S

48 26 74

43 26 69
85 26 "1
47 26 7:.

44 26 70
41 26 67

42 26 68
46 26 72
49 26 75
57 26 83

45 26 71
59 26 65
62 26 85

56 26 82

44 26 70
41 26 67

49 26 75
52 26 78
47 26 73

44 26 70
45 26 71

53 26 73
43 26 69
50 26 76
44 26 70
49 26 :"'S

44 26 iQ

67 26 S3
52 26 . "

64 26 90
56 26 !32
69 26 95

45 ........ 26 71

47 26 7~

41 26 C'

42 26 68
47 26 73
41 26 67
55 26 8'

50 26 76

69 34 lC3

45 26 71
50 26 76
46 26 72

56 26 82
81 26 107
73 26 99

66 26 92
68 26 94
54 26 8e
64 26 .... 90

Vef~tone ; .
C3~ .
le....is arid Cll!lr1l............................ .

..........: Merrimack : : .
.......................... Cc1rroll : , ,••

........................... St!atfOid ; ..

............................ Belilnap : :,: .
....................., 1111I~ough._ ..
.................... ~ Gratton ,;_ : :..................... . ..

........::..:. ROCr.ln9~am County; Pease AF8 (See ,alSO I(,l!ery, MEl · ..

. : Elko ~ , .
............., : Clark County; Nellis AFB ..
.. :.,. Pers~ing ; , .

".. :.:::.:::::::::::::::::.. :::::::: ~:~=di::::::::::::::::::::::::·:::::'::::::::::::::::::::::::::: ..:::.: .

. '
...... ;. Buflalo : .

.... Lancaster : .
.................................................. lincoln ; : .
....................................... Dou9~a~ : : .

NE8RASV-A
Keamey _ .
L·('lcoln ..
Nc·':~ Plane ..
C",a~a .

~j~"AJ.~

E:lIo .
us Vegas .._ ..
Lc,,~QCt( ..__ .
Re~IO : : .
Winr.emucca .

t-i'='1'1 HAMPSHIRE
Concord .
COn ay ..
Durham ; .
Lacn.~ja .
Man.:hestef ._ :..
P;'ymouth .._ .
h;~5mouthIN1' ,,"\gton ..

·~4ac~.;~ac Island. .A M3c~.f1ac : ..
Manistee.......................... . ,;., Msnlstec ; : ,............... . .
Ma~quette MarQuet1e L. :.. ~.;; .
Midland Midland ~.. ;: ; ; ..
Monroe. Monroe : : >.; : .

~g:~f::~;~l::"i:::::::'::::,::: .. ~~~~~~:,:::::::,::::::::,::::,::"::'::'~::t:::':::::::'::',::::",:,:'::':::
Saginaw : : Saginaw ::.;.· ..
South Haven Van Buren .
St. J05€ph/8er.ton Harbor/Ni~cs ·.; Berrien :.. : ..
Tawas City losco ; : .
Traverse City Grand Traverse :..: .
Warren Macomb : , ,.. , .

MINNESOTA
Albert lea , : Freeborn , : : , ..
Austin Mower :..;..: ..
Bemidji , " ·, Beltrami , : : ~ .

~~~~~~~::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: ~~~o~:.~::::::::::::::::::::::::::::::::::::::::::::::~:::::::::::::::::::::::::::::::::::::::::
Fergus Falls Otter Tail : : : ·..
Grand Rapids , ; , :.. , Itasca ,: : ..
Mendota Heights , Dakota : : ..
Minneapolis/St. Paul Ancka. Hennepin, and Ramsey Counties; Fort Snelling Mili.

tary Reservation and Navy Astr0fl8utlcs Group (D<3ta~h.

ment BRAVO). Rosemount. .
Rochester ~ Olmsted : , .

~in~~~.::::::::::::::::::::::::::::.:::::::::::::::::::::::~::::::::::::::::::~::::: ~~6~::::::::::::::::::::::::::::::::::::::::::::::;:::::::::::::::::::::::::::::::::::::::::::::::
MISSISSIPPI

Gulfport/Pascagoula/Bay St. louis ; Harrison. Jackson,and Hancock ~ ~ ..
Jaekson \ :. Hinds ~ ~ ..
Natchez : Adams :~ .

~~~;~~.;g.::::::::::::::::::::::::::::~::::::::::::::::::::::::::::::::::::::::::::::: ~~;een~~.::::::::::::::::,::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
MiSSOURI

~~:~:~~~~~:~::':::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: ~::~~:i~:~:~~~:~::::::::::::::::::::::::::::::::'::::::::::::::::::::::::::::::::::::::::::::::::
Hannibal : Marton : .
JeHerson City ; Cole .
Joplin : ~............ . Jasper : ; : ~ ..
r<ansas City..................... Clay. Jackson and Platte (see also kansas City, KS) .

~;~.~: :.~:~~~~.:.:: ::::.... . : : : : ~I~~~~ ..: ::..: :..::..:::::..:.,:::.•: :::::~::::::::::::::::::: .
Springfield ._ : : Greene............................................................ . .
SL Louis .. , St. Charles and Sl louis ; ..

MONTANA
B;l1ings ..
Greal Fall' ~.

Helena .

o

o

'. BESTAVAIL~1BLE COpy
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NEW JERSEY
Atlantic aty. A.t!antic................................. .. .
Belle Mead................................................. . Somerset ..
Camden. Gatnden .
Dover _.................................. Monis County; Picat;nny Arsenal .
Edison . Middlesex .
F·;.", ,G'd:'=alootown................. ~hr·..OiJ!h County; Fort Monmouth ..
M,·lvllle _..................................... . Cumberland ..
Moorestown . Burlington ..
Nawark Bergen, Essex. Hudson. Passaic and Union ..
Ocean City/Cape May Cape MBy .
PnncetonITrer1!on............................................. . MefC1'f .

Salem..... Salem ..
Tom's Rj"er . .. Ocean ..

NfW M[i(ICO
A!bllQuet"qoo . B~rnaJlI!o .
Mesia Eddy· .
C··:,udc~o!'t .. 019f0 .
Fanningtcn san Juan .
Gallup _ J.AcKin/ey .
Grar.~s _ _ Cibola .
Las CrucasIWI".,te Sands..................... . Dona Ana ..
Las Vegas san Miguel .
Los Alamos :.... Los Alamos .
Raton COlfalt. " .
Roswelt Chaves _ .
Santa Fe _ _............................ . santa Fe .
Silver City ; Grant .
Taos Taos .
Tucumcari Quay .

NEW YORK
Albany . Albany .
Autlum Cayuga .
Batavia Genesee .
Binghamton..................................... Broom ..
Buffalo Erie _ ..
Canton St Lawrence .
Catsl<:fl..... Greene .
Corning. Ste'Jbef1 .
E!r:1:fa Cttemung .
Glens Falls _ Warren .; .
Ittlaca _ Tompluns _ .
Jameslown....................................... . Chautauqua .
KlT1gston Ulster " .
Lake Placid Essex .
Monticallo.._....... Sullivan ..
New Y(Yt. City , The boroughs of the Bronx, Brooklyn. Manhattan, Queens

and Staten Island; Nassau and Suffolk Counties.
Niagara Falls .. .. Niagara .
e>,y"'go . T'Cga .
Palisades Rockland .
PoughkeepSie........ Dutchess ..
Rochester Monroe ..
Romulus seneca .
Saratoga Springs Saratoga .
Schenectady....... Schenectady ..
Syracuse Onondaga .
Troy Rensselaer .
Utica Oneida ..
Watertown Jefferson .
Walkins Glen Schuyler .
West Point Orange ..
White Plarns Westchester .

Key city I County WId/or other defined location 2 3

MaJCi",,,,m M&IE
lodging + rate
amount (b)

(al

107 34
62 26
63 26
64 26
63 34
68 34 .....
S1 26
69 26 ....
87 34
96 34
80 34 ....
61 -.'"
79 .<:ti

~9 ..... 26
45 ?f>
64 34
53 26
49 26
41 26
44 26
44 26
52 26
57 26
41 26
73 34
42 26
63 26
46 26

64 26
56 26
56 26
58 26
68 26
52 26
48 26
f,(l 26
54 26
56 26
61 26
43 26
56 26
78 26
55 34

140 34

82 26
44 26
58 26
68 26
66 26
66 26
62 34
62 26
63 26
62 26
59 26
56 26
n 26 ..
50 26

104 34

'4'
88
89
90
97

.'.c.

7S
95

12'
13(;
114

e; ()1(,;:, t
8';

':;'':'

79
75
67
70
70
78
83
57

107
68
89
72

90 082
82
a.4
94
78
74
86
80
82
87
69
82

104
89

"4

108
"111

84
94
92

092
96
53
89
B8
85
82
98
,6

\38

()
BEST AVAILABLE COpy



Key city I County and/or other defined location % 3

Maximum M&IE Ma)!~lJ~'
lodging rate pEtr Cle~
amount rate •

la): (_b_) (C)

o
AID HANDBOOK 22, Exh 6C
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Per diem locality
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Page No.
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o

o

o

NORiH CA.ROLINA
AshevIl!e 8L:ncombe .
Boone Watauga .
Charlotte Mecklenburg .
Duck Dare .
Elizabeth City Pasquotank ..
Fayetteville Cumberland ..
Greensboro/High Point... Guilford .
Greenville Pitt .
Havelock Craven .
Jacksonville Onslow ..
Kinston Lenoir .
Morehead City Carteret ..
Raleigh/Durham/ Wake, Durham and Orange ..
Chapel HilI .
Wilmington New Hanover .
Winston-Salem :. Forsyth ~ ..

r~ORTH DAKOTA
Bismarck Burleigh ..
Fargo Cass .
Gra"d For1<s Grand Forks ..
Minot Ward ..

OHIO
Akron Summit _ .
Bellevue/Norwalk Huron .
Chillicothe Aoss .
Cincinnati/Evendale Hamilton and Warren ..

~~~~ ::::::::::::::::::::::::::::~:::::::::::::::::::::::::::::::::::::::::::::: ~~~~~~.:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
g:raon~~:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: =~.~~~:.~~~~~~.-.~~~.~.~~~ ..~:..~:::::::::::::::::::.:.::::::::::
East L;verpool Columbiana ..
Elyna Lorain ..
Fairfield/Hamilton Butler ..
Findlay Hancock .
Geneva Ashtabula .
Lancaster Fairlield ,
LJma , Allen ..
Port Clinton/Oakharbor Ottawa .
Portsmouth Scioto .
Sandusky Erie .
Springfield Clarlt .

~~:~/.~~~.::~.::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: ~=~~~~::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
Wapakoneta Auglaize ..

OKLAHOMA
Ada Pontotoc ..
Lawton COmanche _ ..
Norman Cleveland .
Oklahoma Qty Oklahoma .

i~:~~:rti~~~·li~·::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: ~;·'-·;:~i~·~·~·W~;h;~~t~~::::::::::::::::::::::::::::: .
OREGON

~:~~~~~:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: =~~~~.::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
Clackamas Clackamas ..
Coos Bay Coos .
Eugene Lane .

~~~e~~i·N~:,;;p~:::::::::::::::::::::::::::::::;::::::::::::::::::::::::: =~.::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
Portland Multnomah .
Salem Marion .
Seaside :....... Clatsop .

...._.-... _------_.. --_. .----- _..-----_._._----------

BEST AV,:lILA£LE COp,'

52 26 i3
42 26 68
63 26 69
71 26 97

53 26 79

42 26 68

54 26 80

59 26 65
43 26 69

42 ~6 &9
47 26 i3
56 26 34

66 26 92

46 26 74

53 26 i9

44 26 70

55 26 61

46 26 ........ i:
48 26 74

59 26 85

55 26 61

45 26 7~

60 26 66
76 34 1~O
68 26 94
63 26 89

46 26 72
47 26 73

51 26 77
53 26 79

44 26 70

57 26 83
44 26 70
43 26 €3

61 26 87

48 26 74

76 26 102

48 26 i4
47 26 73

53 26 79

46 26 72

45 26 71

45 26 i1
45 26 71

49 26 7S

44 26 iO

52 26 78

55 26 81
49 26 75

54 26 60
45 26 71

52 26 78
52 26 78
57 26 63
65 26 91
47 26 73
75 26 101
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Per diem locality

Key city I County and/or othet dftllnod locationI'

Maximum
Jodoino
.mount

(8)

PENNSYLVANIA
Allentown Lehigh _............................................................................... 58
Altoona Blair.•...._............................ 47
Bloomsburg Columbia :........................................ 47
Du Bois C1earfie1d 51
Easton. NOf1hampton 64
Erie Erie.................................................................................................... 53
Gettysburg.... AdamI _ ·.................................. 58
Harrisburg Dauphin _............................ 69
Johnstown............................................................ Cambria 55
King of Prussia/Ft. Washington Montgomery County. except Bala Cynwyd (~ also Phila· 83

delphia, PA).
Lancas:er Lancast9l' 64
Lebanon Lebanon County; Indian Town Gap Militaty Reservation 51
Mansfield Tioga................................................................................................. 49
Mochanicsburg CUmber!and...................................................................................... 52
Mercer. Mercer 54
Philadelphia Philadelphia County; city 01 9aIa CyrNtid in Montgomery 89

County.
Pittsburgh Allegheny H............................ 73
Radnor/Chester Delaware ,................................................. 83
Reading Ber1tI................................................................................................ 51
Scranton Lackawanfla ;.............................................................. 57
Shippingport............................................ Beaver 45
Somerset Somerset.......................................................................................... 58
S!.ale College C8nw............................................................................................... 52

I Stroudsburg Monroe 51
Uniontown Fayette 73
Valley FOfge Chester 83
Warmlnsler Bucks County; Naval IV Development Center 56
Wilkes-Barre Luzerne............................................................................................. 54
Williamsport lyco~.......................................................................................... 45
Yent Yer'K 60

RhO~E :SLAND
East Greoowlch Kent COunty; Naval Construction Battalion Center, DaviSVille.. 77
Newport Newp6rt.H......................................................................................... 98
Providence.. Providence 78
Ouonset POlnt..................................................................... Washington 48

SOUTH CAROLINA
Ailltlr'l . . . Alkan................................................................................................. 41
Char1eston Charleston and Ber'Keley ~...................................... 59
Col~mbia Richland ,..................................................................... 53
FIOfence .. Florence 41
GreO"""·It>. . Greenvi1le......................................................................................... 43
Hillon Head BeaufOf1............................................................................................ 86
Myrtle Beach HOlT)' County; Myrtle Beach AFB.................................................. 74
Rock HIli Yont 48
Spartanburg , Spartanburg ; 49

SOUTH DAKOTA
Cusler Custer 50
Hot Springs f=a11 River ;........................................... 64
Rapid City Pennington....................................................................................... 63
SioulC Falls Minnehaha 51
Spearfish lawrence.......................................................................................... 52

TENNESSEE
Chattanooga Hamilton 45
C1antsville.. Montgomery 43
Columbia Maury................................................................................................ 49
Gatlinburg Sevier................................................................................................ 63
Johnson City Washington...................................................................................... 54
Kingsport; 8nstol................................................................ Sullival1............................................................................................. 45
KnolCVille Knoll County; city of Oak Ridge.................................................... 53
Memphis Shelby............................................................................................... 56
Murfreesboro Rutherford «
Nashville Davidson 52
Shelbyville Bedford............................................................................................. 52

TEXAS
Abilene _ TaylOl' 45
Amanllo _ Poner 51
Austm Travis................................................................................................ 64
Bay City Matagorda........................................................................................ 41
8eaumont........... JeffefSOf'l 44
Browosville Cameron:.......................................................................................... 55
Brownwood Brown _............. 42
CO!lt>gf' Sl:;"~' 3ryan Brazos 47
Cc·rp.;:, (~1~.5; Nueces 62
Dalla~ .. F'ort Worth Dallas and Tarrant.................. 74

BESTA'v:'1ILA2LE COpy



Maximum
IodgWlg
amount

(8)

_________________P8l'_d_iem 1oC8__lity-=--- _

Denlon.............•._ _ _ Den!on _ .
EI Paso _._ _ _ •..••.•._ EI Paso ........•...••...._ _ _.
GaIv8ston _ _ _._. Galveston _ _ .
Granbury .._ _....................... Hood ......•.._._ _ __. .
Houston _ _._•••_ _........ .....arris County; L B. Johnson Space Genter and EHi"!9ton

AFB.
Kingsville .•__ KI'3berg _ _ .
lajitas _ Br6~'S!ar .
laredo _ _ Webb _ _ _ .
longview _ _ Gregg _ .
lubbock _ __.''''''''''''__ I.ubboclt _.._ _ .
luflr,in Angelina ; _ _.
McAllen _ Hidalgo , .. , , ' '.
MiClland/Odes58 Ector and Midland _ ' .
Nacogdoches Nacogdoches _ _ ..
PlaiO\liew ..•••._ _ _ Hale __._ _ _ ••
Plano ._ Comn _ _._ _ _..
san Angeto .•_ _.._ _ _ __•. . Torn Green..•._ _.•._ __• ._ .
Sa:l Anionlo 8exer •.•._ ' .

~~~c: :=:=~~::::::::::::::::::::::::::::::::::::::::=::.=:::==:::::: ~~;;;::=::::::::::::::::=:::::::::::::::=::::=:::~==-~::::=:::::::::::::::::::::::::~
Waco ._.._ _ McLel'lnarl ......••_._._ _ _ .
Wichita Falls _ WlChita _ _ _.•

UTAH
BuRfrog Garfl()ld .
cedar Oty __.._.._ tron .
salt lake City/0l;den Salt lake, Wolber, and Da..is Counties; Dugway Proving

Ground and Tooele Arrrrt Depot.
St George _................................ Washington _ _._ _ ..

VERMONT
Burlington _ _ _._ Chittenden _ _ _ .
Mld<lklbury _ _......... Addison _ ••••.•••••__ _ _ .
Uontpelier Washington .
Rutland , , ' _ Rut!and _ _ _.._ _ .
Whrte RIVet' Jt;:-xtion , Wrndsor _ .

VIRGINIA
(For the cities of Alexar:dr:a, F3irlax. end Fe..'ls Church, and the counties of A~lngton, Fair1ax, and loudo:.;n, see

()islrict of Columbia.)
Amissville Rappahannock . ..
Elacksburg ' , Momgoroory _ .
Bristol • _ _ _ .
Charlott~vil!e • _ _ .
CovIngton • _ , ..
Fredericksburg .
Lexing10n • __ _.._ __ _ _ .
lynchburg· .
Manassas/Manassas Pa~ • Prince Witliam .
Norfo!t(· (also Virginia Beach. Portsmouth, Hamp- YOftt County; HavaI Weapons Station, Yo~!own ._ .

ton. Newport News. and Chesapeake)·.
Petersburg _ _•..•... Fort lee _ _ _ _ _ .
Richmond • _ _ Chesterfield and Henrico Counties: a!so O€iense S:.lPply

C43nt8l'.
Roanoke· __.__....•.. Roanoke _._ _ _ .
Staunton· _ _ _ _ _.__ ..
Wallops Island Accomack _ .
Warrenton _ _ Fauquier ..
Williamsburg _ _..•...••......•_•...•....._ .
Wintergreen _ _•..._ Netson _ _ .

·Denotes'lndependent c'ties.

WASHINGTON
Anacortes__.._ _._ _•..............__.._ _._..... Skagit._•.._.__._.__.••••_.••_ _ ._. _._._

Bellingham .- -_•..- _._-_.. Whatcom .•.--•.•••--.-.---.-•.-.- - •.- ..•- ----.-•..- •.--
Bretnerton - ..-.- - •.----.- Kitsap•.•- ••••••-.-.----.-••-.-•••----.-••--.•••-- ---
Kelso/longview _ _..__ _ .•._._.. Cowlitz .__..•.•••..•_ ..__••._._ _ •••.__•••__••....._ ••..._ _.•
lynnwood/Everett •..... _ __ Snohomish _ __. .•_ .•__•._ .
Ocean ShOres _ , _._.••• Grays Harbor _ _ _.• ..__ , _._ "_.
POil Angeles Ctallam _ _ .
Richlancl _....................................... Benlon _ .
Seattle _ King _._ _._ ..
Spokane Spokane _ _ _ ..
Tacoma Pierce _ .
Tumwater/Otym;>ia Thurston .
Vaocouver __ _ C1artt _ .
Whidbey Istand _ Island _ ..
Yakima ' Yaluma .

WEST V!RG1NiA
Beckley ,...... ' Raleigh _.....•......._..•_ _ .

Key city I

M&IE
Mll)'~::.,.r

rate per~

(b) rate •
(c)

28 73
26 s.c
26 90
26 85
34 107

26 (-i

26 62
2G 79
26 73
26 84
26 67
26 e~

2'3 79
26 72
26 71
~6 100
26 71
26 87
26 76
26 70
26 74
26 7:

26 111
26

~.,

I,J

26 ~5

26 i:J

26 fo';o

26 63
26 71
26 f,.,

2'3 f':'

26 i;
26 !:-~

25 72
26 72
26 fJ3
25 i''J
26 74
26 77
26 81
26 94

26 70
26 64

26 b:.i
26 1;9
26 e3
26 77
34 102
26 e~

26 ._..... 82
26 .__.. 8':
26 _ 69
26 ._._. 72
26 86
26 74
26 66
26 70
34 113

26 76
26 78
26 85
26 82
26 73

26 70

26 ;1

+

Page No.
6C-9

56
56
43
46
60
46
60
44
79
50
52
59
56
41
44

51

85
50
70

63
57
45
57
56

44

44
58

54
43
57
51
68
68

45

57
46
53
42
44
48
51
55
68

41
58
53
47
68
41
55
52
46
45
74
45
61
50
44
48
46

47
58
64
59
73
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Borkeley Springs Morgan .
Charleston........................................... Kanawha ..
HurpNs Ferry Jefferson _ ..
Huntmgton Cabell ; .
Martinsburg Berkeley ..
Morgantown MonongilJia ..
"'Vh:~€hng .. .. Ohio .

WISCONSiN
El, :·okfI3Id Waukesha : .
['It· (':la"9 Eau Claire ..
Gre.)11 :3··~y Brown .
KCW8un';'3 _ Kewaunee .
La Crosso La Crosse ..
L;!kt) Ger"8v8 Walworth .
r-.. 'l·~.son Oaoo .
'lia:'r"e:to Marinette ..
M;!w3uk.ee Milwaukee _ ..
Mlnocqua/ Rhinelander OnGida .
Mi!>hicot Manito,uoc .
Oshkosh Winnebago .
Sr,'2boygan Sheboygan .
Sturgeon Bay Door ..
Wausau Marathon .
Wautoma Waushara .
Wlscorsin 00115 , Columbia .

Key city I

Per diem locality
.--------_ .._----

County and/or other defined location • •

MfilCltTl\Jm M&IE
lodglllg

f- raleamount (b)(al

52 26
52 26
53 26
51 26
49 26
49 26
44 26

62 26
48 26
53 26
58 26
52 26
81 26
58 26
44 26
63 26
48 26
55 26
55 26
43 26
54 26
48 26
49 26
67 26

Mal(lmum
po,dlem

rate"
(c)

78
78
79
77
75
75
70

fl8o
M
70
89
74
81
81
69
60
74
75
93

WYOMING
Cheyenne Laramie ,............................ 45 26 71
Cody _ Partt................................................................................................ 50 26 76
Gillette Carnpbell .._...................................................................................... 42 26 66

~~,~~~;p~i;;:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: ~~~~~-;;;:::=::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: ~ ~~ /r)
-~~Iess othorwise specified. the per diem locality is defined as "all locations within, or entirely surrounded by. the corporate limits of the Key ~jty. inc'u(L_~
indpD-::'~dent entiN's located WIthin !hc~ bcundanes."

';:or a,em loca:,:Jes wl!h county' delinltlons shall include "all locations within, or entirely surrounded by, the corporate limrts of the kGy City as well as the
boundanes of tho listed counties, including indepondent entities Iocaled within the boundaries 0' the key City and the listed counties."

3Military installatIOns Of Government·related facilities (whether or not specifically named) that are located partially Within the city or county boundary snail Include
"all locallons that aro geographically part of the military installation 0( Government-related facility, e...en though part{s) of such activities may be located outside the
defined ~ diem locality,"

"Federal agencies may submit a request to GSA 'or review of the costs covered by per diem in a particular city or area where the standard CONUS rate applies
when t~a'/el to th3\ location is rep€'titive or on a continuing basis a"d travelel'5' experiences indicate that the prescribed rate is Inadequate. Other per diem localitIes
1::;:",:1 ", tillS appendiX will be surveyed on an annual baSIS by GSA to determine ~'hElth9l" rates are adequate. R&quests 'or per diem rate adjustments shall be
subml:12d by the agency headq\;erters office to the General SeMces Administration, Federal Supply Setvice. Attn: Transportation Management DIVISIOn (FBX).
Washlr";llQn, DC 20406. AgenCies shOuld designate an individual responSIble for reviewing. coordinating. and submitting to GSA any req:;ests from bureaus or
SiJ~3ger"::les ReQuests for rate adjustments shall include a crty designation. a descl'Iptlon of the surrounding location Involved (county Q( other defined area). and a
recorrm,Y'ded rate supported by a statement explaiOlng the CIrcumstances ~at cause the existing rate to be inadoQu(\:e. The request also must conti\/ll an l3c;t,mJl''''
01 !tIe .1.wua r.LJlnCJer of triPS to the loc3tion. the average duration of such trrps, and the primary purpose of travel to the locations.

o

o

John M
Best Available
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CHAPTER 7

o
Temporary Duty Travel

7A. GENERAL

Official domestic and inter
national temporary duty travel of AID
employees including experts, consul
tants, personnel under personal ser
vices, contracts, employees of other
u.s. Government agencies detailed to
AID or performing duties related to
Agency programs is authorized when it
is determined that. such travel is
essential to the needs of the program
of the Agency and that these *needs*
cannot be satisfied by a more economi
cal means.

It is Agency policy that all tempo
rary duty *travel* be held to *that
which is directly related and essential
to* conducting Government business at
home and abroad. Thus, all such travel
is to be *fully justified,* carefully
planned and performed in the most econo
mical and expeditious manner practi
cable.

The TDY travel of Foreign Service
*(FS)* personnel assigned to AID/W is
governed by the Uniform Foreign
*Affairs* Regulations (6 FAM 100). How
ever, most of the procedural steps out
lined in ~his chapter are to be
followed by Foreign Se'rvice employees.

The TDY travel of Mission person
nel from and within the *country(ies)
of assignment* will be governed by
individual Mission policies and regula
tions based on 6 FAMIOO. While much
of the material in this chapter is the
same as that followed in Missions, cer
tain sections (Funding, Clearances,

(*REVISED OR NEW MATERIAL*)

Travel Arrangements, etc.) pertain pri
marily to AID/W.

*The TDY travel of General Schedule
(GS) personnel is governed by the
Federal Travel Regulations (6 FAM 190
[FPMR 101-7]) and procedures contained
in this chapter.*

1. FUNDING

Allotment of travel funds to
an office is a management device and
does not automatically authorize travel
just because funds and staff time are
available. The allotment represents the
monetary ceiling for maximum travel of
each element of the Agency. Travel to
be performed which would exceed the
allotment limitations must be approved
by *FM*. *All Washington-funded travel
of AID/W employees is to be charged to
travel allotments only and never to
AID/W-funded projects.*

a. All domestic and overseas
travel of Washington-based personnel,
is *funded by the office or Mission re
questing the travel to be performed.*

b. *When overseas travel
involves temporary duty requested by
more than one Mission and/or AID/W
office, the cost may be prorated among
the requesting Missions and/or AID/W
offices.*

c. Training travel for AID/W
employees is charged to a centralized
allocation made to the Office of
Personnel *Management.*



g. When possible, payment of
carrier tickets and excess baggage for
international travel is made with u.S.
owned excess or near excess foreign
currency: or when appropriate, by use
of trust funds.

*h. When travel under 7.A.l.a.
or 7.A.l.e. is requested and funded by
an office other than the office or
bureau to which the employee is as
signed, the office symbol of the
requesting office will be shown in
block 10 and the signature of an
official authorized to approve the
obligation of funds for the requesting
office will appear as "Other Required
Approval" in Block 16 of the form AID
5-8.*

d. All travel relating to
participation in professional confer
ences and meetings is funded and
reported as training whenever the pur
pose of the participation is related to
improving the employee's job perform
ance. The supervisor's signature on
the Application for Training, form OF
170, is certification that the primary
purpose of attendance is training,
which is to be accompanied by a Request
and Authorization of Official Travel,
form AID 5-8, and Advance of Funds
Request, form SF-l038, if applicable.

e. Attendance at a meeting or
conference, as a representative of AID
is funded by the *office requesting the
travel to be performed.*

f. Charter of buses, rental
of conference rooms, reporting services,
etc., are funded from the AID/W general
Operating Expenses Account when the
activity is not otherwise properly
classified as training. To secure these
services a form AID 5-7, supplies/
Equipment/Services Requisition, is sub
mitted to the Office of Management
Operations, General services Division,
Administrative purchasing Branch
(MO/GS/PUR), far enough in advance of
the date needed for that office to
carry out the necessary negotiations
with the supplier(s). NO COMMITMENTS TO
SUPPLIERS ARE TO BE MADE BY BUREAUS/
OFFICES without consulting with
MO/GS/PUR.

o

o

o

o
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b. Geographic Bureau and Mission Clearance

a. Assistant Administrator's Clearance

2. CLEARANCE AND NOTIFICATION
REQUIREMENTS

(2) Clearance of the
appropriate Assistant Administrator or
Office Director reporting to the Admin
istrator is required for attendance at
international conferences and meetings
overseas. (see Chapter *3.C.l.c.)*

(2) The office initiating
the travel advises the Mission(s) to be
visited of approximate dates ana pur
pose of the proposed trip and requests
Mission (and appropriate country)
clearance for the trip.

(3) Following receipt of
Mission clearance the Bureau clearance
(signature or typed name) will be

(1) With the exception of
travel by personnel of the Office of
the Administrator and the Office of the
*Inspector* General *(IG)* all interna
tional trips to destinations under the
jurisdiction of a Geographic Bureau,
for temporary *duty*, international con
ferences *and/or* meetings, and contract
r~lated business, are cleared with the
appropriate *Bureau(s)* before making
arrangements or commitments with the
field. *Clearance is requested* in suf
ficient time to permit the *Bureau(s)*
to evaluate the purpose and need of the
proposed travel and to brief the pro
spective traveler as appropriate.
Requests for clearance are submitted to
the appropriate Bureau Management Office
by memorandum, which includes the
proposed dates and duration of the
visit, purpose of the trip, and an
estimate of the demands on Mission
staff time.

(1) Clearance by the
Director, Office of Management Oper
ations (by delegation from the AA/SER),
is required for temporary duty travel
to foreign areas not under the juris
diction of a Geographical Bureau.

22:129
TRANS. MEMO NO.
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placed on the Travel Authorization at
the time of preparation.

(4) Officers clearing
foreign travel for contractors should
review AIDPR 7-7.5002-3(a) International
Travel, and 7-7.5402(A) Cooperating
Country Clearance.

(5) Each Mission is re
sponsible for advising the appropriate
Geographic Bureau of any unusual or
special requirements which may affect
or delay travel to or within the host
country or of any circumstances under
which the clearance requirements may be
waived.

c. Department of State Clearance

Travel to a travel inten
sive post (one overburdened by travel
support requirements) or a country on
the travel advisory list requires
clearance by the appropriate Geographic
Bureau of the Department of state. For
the listing of specific countries and
the clearance procedures, see Chapter 3,
Exhibit 3B.*

3. SCHEDULING TRAVEL

Section 204 of the Federal
Employee's Pay Act of 1945, as amended
by Section 16 of Public Law 89-301,
dated October 29, 1965, establishes
Government-wide policy that, to the
maximum extent practicable, heads of
departments and agencies will schedule
the time to be spent by an employee in
official travel status within the
employee's regularly scheduled work
week. However, once the employee has
entered "travel status" travel cannot
be interrupted for the weekend or holi
days.

4. MODES OF TRAVEL

a. Commercial Air Facilities

Travelers must use less
than-first-class accommodations, unless
first-class is the only class of ser
vice provided by air carriers between
points of authorized travel. Travel
must be performed by American-flag
carriers, in accordance with P.L. 93
623, unless an American-flag carrieres)
does not provide service between points
of authorized travel or payment can be
made from trust funds which American
flag airlines cannot accept because of

(*RE.VISED OR NEW MATERIAL*)

provisions in trust fund agreements,
nonconvertibility situations, or other
restrictions imposed by the host
government.

(1) The use of first
class air accommodations requires a
written justification from the traveler,
and must be approved by the *Deputy
Administrator*. The justification
*which is prepared separately and sub
mitted with the TA to SER/MO for appro
priate action* must state the reasons,
with supporting documentation, *if
applicable* for the use of first-class
accommodations, which might include,
but are not limited to, the following:

(a) First-Class
AccommodatIons

*See 6 FAM 146.3.*

(b) Foreign Airline

*See 6 FAM 134 and
Chapter 9, section 9C.l.*

(2) The justification for
(a) and (b) above is prepared in tripli
cate. The original is submitted with
the travel voucher; one copy is
retained by the office making travel
arrangements; and one copy is kept by
the traveler. The justification for
the exception must be signed by the
proper approving official.

(3) In the event circum
stances beyond the control of the
traveler while en route (e.g. schedule
changes, grounding of planes, etc.) re
quire the use of first-class service, a
foreign airline, or both,the traveler's
certification of these circumstances on
his/her voucher is sufficient.

·b. Charter Services

Charter, lease, or hire of
aircraft, boats, automobiles, taxicabs,
or other conveyances, regardless of
type of funds used, when employee is
engaged on official business within or
outside employee's post of duty, re
quires a written justification from the
traveler or the Mission as appropriate,
and must be approved in advance by the
official authorizing travel as advanta
geous to the Government. Except in un
usual circumstances, as provided in
Chapter 9, Appendix 9A, section 123,
written authorization must be obtained
in advance of travel. When the con
tracting document is other than a



(*RE.VISED OR NEW MATERIAL*)

Travel Authorization (Form AID 5-8),
i.e., a purchase order or contract, the
charter or leasing agreement must be
authorized by a designated contracting
or procurement officer.

(d) Use of scheduled
transportation would be more costly to
the U.s. Government than charter trans
portation, taking into account such
factors as delays, number of travelers,
etc.

o

o

o

o

o

*NOTE: These rates do not apply when a
privately owned conveyance is used in
lieu of Government-furnished automobile.
Such cases must be referred to SER/MO
for determination.*

*c.* Train

(2) Employees who use
their' motor vehicles as part of their
regularly scheduled duties are reim
bursed at the rate of *22.5 cents* per
mile for automobiles and *20 cents* per
mile for motorcycles. Speedometer
readings must appear on the voucher,
indicating any unusual delays or de
tours, as mileage is generally limited
to "map" mileage unless circumstances
warrant the maximum rate established.

*d.* Privately Owned Conveyance

(3) When no determination
of advantage to the Government is made,

AID HANDBOOK 22

Travel by privately owned
conveyance may be authorized in accord
ance with the provisions of Part 4 of
the Federal Travel Regulations, Chapter
1, 6 FAM 190 (Appendix 9A).

(3) Exceptions for the
use of superior to coach or premium
fare accommodations for domestic trips
of *4* hours or less must be justified
by submitting a memorandum approved by
the appropriate approving official.
See 7A.4.a. (2) for distribution of the
memorandum.

(1) A parlor car seat or
sleeping accommodations are allowed for
a domestic trip of more than *4* hours
duration. For a trip of *4* hours or
less, coach accommodations are used.

(2) Train travel abroad
may be utilized as determined necessary,
and less-than-premium-fare accommo
dations are to be used if determined by
the traveler to be suitable and not
dangerous to health or welfare.

(1) When travel orders
authorize travel by privately owned
conveyance as more advantageous to the
Government, reimbursement is on a mile
age basis in accordance with the pro
visions of the FTR, provided that when
a travel authorization specifies a
lower mileage rate, the provisions of
the travel authorization shall govern.

22: 129
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(b) Use of scheduled
transportation would involve a delay
which would cause critical harm to the
successful accomplishment of the
mission and such delay is so certified
by the traveler or the Mission, as
appropriate, to be adverse to the
interests of the u.s. Government.

(a)
mote or inaccessible
served by scheduled
transportation.

(c) Travel
other means would be unsafe.

(1) For charter, lease or
hire of aircraft, written justification
is required with supporting documen
tation. One or more of the following
criteria must be included and certified,
citing the specific reasons therefor:

(2) One time rental of
such conveyances may be authorized on
a Travel Authorization or purchase
order, but blanket travel authorization
for more than one separate charter,
lease, or hire may not be granted. In
addition, every effort should be made
to combine trips, including combined
passenger/cargo charters whenever
possible.

(3) Long term or repeti
tive charters, leases, or hires must be
justified in accordance with the
criteria outlined in (1) above and must
be approved in advance by AA/SER.

(NOTE: Charters for cargo are handled
in accordance with Section l6ld,
Chapter 9, Appendix 9A for household
effects (including automobiles), and
AID Regulation No. 1 for commodities,
when specifically authorized and/or
determined to be more economical or ad
vantageous to the U.s. Government.)*
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re~mDursement for expenses of travel by
privately owned conveyance for personal
convenience is at the normal mileage
rate (over the direct usually traveled
route) plus actual per diem, except
that such reimbursement shall never ex
ceed the total cost of fare and normal
per diem by (a) surface common carrier
or(b) less-than-first-class air, which
ever is the lesser.

(4) Mileage is payable
to only one of two or more employees
traveling together on the same trip and
in the same vehicle. Names of other
such employees are included on
the travel voucher of the employee
claiming mileage reimbursement, and the
following certification is included in
the employee's travel voucher:

"I certify that trav
el was performed by privately owned
conveyance and that (name of agency, of
employee(s) accompanied me in such con
veyance to and from official duty
points."

(5) When use of a pri
vately owned airplane is authorized,
reimbursement will be at the rate of
not to exceed *45* cents a mile, and
other expenses when incurred, such as
necessary landing fees, tie down fees,
and parking fees.

e. Taxicab

Reimbursement for taxicab
fares is in accordance with Chapter 1,
part 3 of the FTR. However, if suit
able common-carrier transportation is
available for all or part of the
distance but the traveler elects to use
a taxicab he/she explains the circum
stances on his/her voucher. Reimburse
ment for taxicab fares in these
instances shall not exceed *$25*, plus
tip, or the cost of the available
common carrier, whichever is less.

*f. Special Contractual Arrangements

(1) From time to time, the
General Services Administration (GSA)
enters into contractual agreements with
commercial carriers to provide travel
for Federal employees at special dis
count rates. For example, as this
chapter is published there are two such
arrangements in effect:

(*REVISED OR NEW MATERIAL*)

(a) An agreement with
AMTRAK for discount rates on Metroliner
coach service within the Northeast
Corridor between Washington, D.C. and
New York City.

(b) A series of
contracts with commercial air carriers
to provide economy class air service
between selected city-pairs at rates
substantially less than regular fares
between the same cities.

(2) Such discount arrange
ments include the requirements that all
Government travelers use the contract
service unless the Agency concerned
grants an exception in individual cases
based upon certain specified conditions.
Within AID/Washington, such exceptions
must be justified in each case and are
subject to approval by the Office of
Management Operations, Travel and Trans
portation Division (SER/MO/TT).

(3) Because these relative
ly new contractual arrangements are
subject to change and may be
established for limited periods of time,
they will normally be announced by an
AID/W Notice or AID General Notice
which covers the current arrangements
and specifies the conditions for any
exceptions which may be approved by
SER/MO/TT.*

5. ROUTING

a. All official travel is to
be performed by a direct, usually
traveled route. Therefore, a traveler
who deviates from such a route for per
sonal convenience bears any extra ex
penses incurred and is charged leave
for any extra transit time involved.

b. The regulations governing
the use of American-flag carriers also
apply to those portions of a trip that
deviate from the usually traveled route.

c. Through fares, special
fares, excurs~on, and reduced fares
must be used for official travel when
it can be determined prior to the start
of a trip that use of any of these is
practical and economical to the Govern
ment.

6. REST ALLOWANCES

a. Enroute

Scheduled flights in excess
of 14 hours with less than 8 hours



total stopover may be interrupted for a
rest period not to exceed 24 hours when
less-than-first-class air accommodations
are used. Such rest periods should be
as near the midway point in the journey
as the schedule permits. Rest stops
are not authorized when travel is per
formed by an indirect route.

EFFECTIVE DATE
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section in order to *ensure* strict
compliance therewith. Any questions
concerning this matter may be coordina
ted with Office of Security *(IG/SEC)*
(Also, see Messenger Se~vice and Mail
Handling: Handbook 21.)

8. RESPONSIBILITIES

o

b. At Destination

A 24-hour time zone dis
location rest period is allowed immedi
ately following arrival at destination,
if continual travel by direct route has
been through five or more time zones.
The day taken as the time zone disloca
tion rest period is to be identified
on the voucher.

7. BAGGAGE ALLOWANCES

a. Domestic Travel

Baggage in excess of the
free allowance provided by commercial
carriers requires *a separate written*
justification *approved by the Bureau/
Office funding the travel* and specific
*justification* on the travel authori
zation.

b. International Travel

When traveling direct,
using less-than-first-class air accommo
dations, and it is deemed necessary and
appropriate, the traveler *may be autho
rized 22 pounds (or one unit) of excess
accompanying baggage in addition to the
free allowance of the carrier (See "Bag
gage" in Glossary, Chapter 2). Baggage
in excess of this allowance may be
authorized upon approval of separate
written justification by the Bureau/
Office funding the travel when unusual
circumstances prevail. A statement of
the prevailing unusual circumstances;
e.g., travel will involve visiting
places with varying climatic conditions,
the trip will be of long duration, or
the traveler must carry official materi
als must be included on the Travel
Authorization itself.*

c. Classified Documents

Section 973 of the Uniform
STATE/AID/*USICA policy* and Procedur
al Security Regulations applies to the
removal of classified and administra
tively controlled material from offi
cial premises~ Employees on tempora~y

duty travel are urged to consult th1s

(*REVISID OR NEW MATERIAL*.l

a. Approving Officials' Responsibility

Approving officials deter
mine that all travel to be authorized:

has been carefully planned,

meets an essential need,

requires a minimum of time,

is within the available
balance of the travel
allotment to be used,

is limited to as few
individuals as possible,

is cleared with appropriate
Bureaus and Staff Offices,

and that the traveler's services are to
be utilized to the extent feasible by
other AID/W organizational units.

b. Traveler's Responsibility

(1) The traveler is
responsible for the correct performance
of official travel regardless of who
may have assisted him/her in making
his/her travel arrangements. Travelers
are expected to make a conscientious
effort to minimize costs of official
travel. Travelers are responsible for:

performing official
travel in accordance
with these regulations;

the payment of any charges
incurred through failure"
to comply with these
regulations;

the value of tickets in
their possession purchased
with Government funds or
Government Transportation
Requests; and

cost of any expenses
incurred for personal
convenience

o

o

o
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(2) Travelers are held
responsible for all Government Trans
portation Requests (GTR'S) furnished to
them including those which are spoiled,
canceled, un~sed, lost, or stolen. When
the GTR 1S lost or stolen, the
traveler immediately notifies the offi
cer who issued *him/her* the GTR's, in
writing of the loss or theft and
includes a complete statement of atten
dant facts.

(3) If a traveler incurs
any expense not previously authorized,
or which requires specific author
ization, or which is not covered by
these regulations, he/she must provide
an adequate explanation as an atta~h

ment to his/her travel voucher and have
the voucher approved by the appropriate
approving official before forwarding it
for payment.

78. INVITATIONAL TRAVEL

1. GENERAL

Invitational travel may be
authorized for non-Government employees
at u.s. Government expense. This type
of travel is authorized for both u.s.
and foreign citizens not employed by
the u.s. Government and not receiving
any type of compensation from AID and
only when it is determined that the
functions to be performed are essential
to the interest of the Agency.

a. Authority

Title 5 United states Code
section 5703.

b. Applicability

(1) Individuals traveling
to AID/W, to a Mission, or to another
location, domestic or overseas, to
serve as lecturers, attendants, or par
ticipants at a conference or meeting,
or to furnish information concerning
their specialized fields of knowledge
or activity.

(2) Candidates traveling
for pre-employment interviews f~r

Foreign Service o~ for excepted POS1
tions when it is determined that suffi
cient information for determining an
individual's qualifications, or adapta
bility for employment in a particular
area, cannot be obtained from infor
mation on his/her application, reference
checks or by telephone conversations

(*REVISED OR NEW MATERIAL*)

with the individual and provided that
there is a reasonable expectation of
employing the candidate. (Approved by
Office of Personnel *Management (PM)*
only. )

c. Approval

Invitational Travel is
authorized by means of Form AID 5-8,
Request and Authorization of Official
Travel. Approving Officers are: The
Administrator and *his/her* Deputy;
Assistant Administrators and their Dep
uties, Directors and Deputy Directors
of Offices and Staffs reporting to the
Administrator, Mission Directors and
their Deputies; or persons formally
designated to act in the capacity of
these officials. In addition, the
Director or Acting Director, Office of
Personnel *Management*, may authorize'
or approve invitational travel for pre
employment interviews, and for witnesses
in adverse action hearings involving
Agency employees. Prepare Travel
Authorizations in accordance with Chap
ter 3.

d. Restriction for Foreign Nationals

Invitational Travel au
thorizations are not issued for foreign
nationals traveling for purposes of
training in any of the categories in
cluded in the Agency's Participant
Training program (see Handbook 10 
Participant Training).

(1) A participant is a
foreign national traveling to the United
States or a third country, training
through meetings, seminars, or confer
ences as authorized by PIO/P. Foreign
nationals traveling to the United
states or third country for the purpose
of attending meetings, seminars, or con
ferences as consultants or experts are
not considered part1c1pants.

(2) The ,distinguishing
factor is the benefit principle derived
as a result of the travel. Should the
foreign national gain more benefit for
the purpose of training to promote the
LDC development program, the foreign
national is a participant. If the pur
pose of the foreign national's presence
is to gain more benefit for the Agency's
program than for the recipient country,
he/she is not a participant.
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2. SECURITY CLEARANCE

a. Invitational travel, with
out security clearance, may be granted
when the individual involved will not
have access or be exposed to classified
information or administratively con
trolled material. However, if desired,
the authorizing office may request *IG/
SEC* to check its files prior to any
invitation to the prospective traveler.

b. If the individual will
have access or be exposed to classified
information or administratively con
trolled material, it will be necessary
to obtain all available biographical
data including name, age, address, date
and place of birth, present employer,
prior government employment if any, and
current security clearance if known.
This type of clearance will only permit
access or exposure to information
classified as confidential or limited
official use material. Non-U.S. citi
zens may not have access or be exposed
to classified information.

c. To obtain security clear
ance, the information required in b.
above is submitted to *IG/SEC* at least
10 days in advance of the proposed
travel, except in cases of emergency
where the information will be provided
as far in advance as possible.

*NOTE: If the. traveler will not require
access to classified information,
Block 7 of the travel authorization,
form AID 5-8, must contain the state
ment: "Security clearance not required."*

3. NOTIFICATION REQUIREMENTS

a. The appropriate Geographic
Bureau Management Office is notified of
all Mission-authorized invitational
travel to or from the united States.

b. The appropriate AID/W
Staff Office is notified of invitation
al travel relating to technical activi
ties such as agriculture, engineering,
etc.

c. Missions are notified of
all invitational travel to or from
their respective countries.

4. ALLOWABLE EXPENSES AND REIMBURSEMENT

Individuals traveling under
invitational travel authorizations are
entitled to compensation for services

(*REVISED OR NEW MATERIAL*)

but may be reimbursed for authorized
travel expenses as shown in Per Diem
and Actual Subsistence Expenses (Chap
ter 6), which contains applicable regu
lations.

5. ADVANCE OF FUNDS

*When provided, an advance of
funds for travel expenses to be incurred
under an invitational travel order
shall be limited to 80% of the realis
tic estimate of allowable per diem ex
penses only for any period of time in
travel status not exceeding 60 days.
Agency regulations governing travel
advances are as set forth in
Chapter 4.*

6. PASSPORTS

International travel by U.S.
citizens traveling on Invitational
Travel will be performed under a "Regu
lar Passport.

7. TRAVEL VOUCHER

*A travel voucher must be sub
mitted immediately upon completion of
official travel in accordance with the
provisions of Chapter 4.*

7C. TRAVEL ARRANGEMENTS (AID/W)

1. INTERNATIONAL

Except in an emergency, a mini
mum notice of 10 WORK DAYS is required
when making temporary duty travel
arrangements. In general an even longer
period would contribute to efficiency
and economy of operations. As soon as
the necessity for an international TDY
trip is determined, the following steps
should be taken:

a. Obtain Geographic Bureau
clearance.

b. Request Mission clearance.

c. Contact Travel and Trans
portat\on Division, t~ begin early
passport processing assistance, secur
ing of\ visas, planning of itinerary,
etc.

d. Upon receipt of Mission
clearances, the Request and Authoriza
tion of Official Travel, form AID 5-8,
is prepared and the signatures of
clearing and approving officers are se
cured. The Geographic Bureau clearance
(signature or typed name) obtained in

o

o

o

o
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* 3. APPROVALS AND CLEARANCES IN AID/W

*Exhibit 7A - Checklist for AID/W Travel
Authorizations (Form AID 5-8)*

a. In order to simplify and
expedite the processing of Travel
Authorizations issued in AID/Washington,
the following streamlined procedures
have been established:

(1) A "one stop" Customer
Relations and reception center has been
established in SER/MO/TT in Room 1247
New state, as a central control point
to expedite and improve processing.

c. As a convenient reference
for approving officers, clerical
personnel, and travelers, relevant re
quirements from Handbook 22 are consoli
dated in Exhibit 7A. The pertinent
Handbook references are also provided
to permit ready access to the detailed
guidance concerning each requirement.*

****

b. It is the responsibility
of the preparing office to assure that
(with the exception of those to be
obtained within SER/MO) all approvals,
clearances, and special authorizations
(including written justification when
required) are obtained before the form
AID 5-8 is submitted to SER/MO/TT for
final processing and formal author
ization of travel.

(2) All Travel Author
izations with supporting documents, in
cluding those which require SER/MO
clearance or approval, are to be
submitted through SER/MO/TT. That
office will be respons1ble for deter
mining what, if any, action is required
by SER/MO, and for requesting such
action.

(3) Certain functions
and approvals previously handled by the
Director or Deputy Director of Manage
ment Operations (SER/MO) have been re
delegated to the Chief, Travel and
Transportation Division. Only those
items specifically indicated for "SER/
MO" on Exhibit 7A will be forwarded by
SER/MO/TT for SER/MO action.

2. DOMESTIC

e. Send the completed form
AID 5-8 to the Travel and Transporta
tion Division for processing and
authorization.

a. Attach a copy of form AID
5-8, Request and Authorization of
Official Travel, before it is signed,
to a completed copy of form AID 560-4,
Travel Request Sheet, and mail or deli
ver as soon as possible to the Travel
and Transportation Division.

As soon as the necessity for
domestic temporary duty trip is deter
mined, the following steps should be
taken:

f. Upon receipt of the com
pleted form AID 5-8, the travel arranger
will issue the appropriate documents
and secure tickets. Should the comple
ted form AID 5-8 not be delivered in a
timely fashion, the Travel and Trans
portation Division will advise the
traveler or his/her agent accordingly
so that followup action may be ini
tiated. NO TRAVEL DOCUMENTS CAN BE
RELEASED WITHOUT A COMPLETED TRAVEL
AUTHORIZATION.

b. Complete form AID 5-8 by
securing the signatures of the approving
officer and, if necessary, clearing
officers and forward to the Travel and
Transportation Division for processing.

c. upon receipt of the com
pleted form AID 5-8, the Travel and
Transportation Division will issue the
appropriate documents, secure tickets,
if applicable, and phone the traveler
or his/her contact to advise of the
completion of requested arrangements.
Should the completed form AID 5-8 not
be delivered in a timely fashion, the
Travel and Transportation Division will
advise the traveler or his/her agent
accordingly so that followup action may
be initiated. NO TRAVEL DOCUMENTS CAN
BE RELEASED WITHOUT A COMPLETED TRAVEL
AUTHORIZATION.

o

o

o

(*REVISED OR NEW MATERIAL*)
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cmx:KLIBr Em AID/W TRAVEL Al1I'BORIZATIOOS (FCHtI AID 5-8)

APPROlAIS AND CLFAIWl:ES RIUJIRFD (WI'm SOPPORI'llG IXXD!Em'S Em. 'IHfPORARY rorY
TRAVEL AI1lBJlUZATI(H) ISSUED IN AID,/WASEInD:lm

[Extnact~d 6hom AIV Handbook 22 60h Qonv~ni~nQ~ 06 Apphov~ng 066~Q~, Cf~Qal
P~onnd, and Thavd~. FOh mOh~ -6p~uMQ gtUdanQ~, h~6~ to pMaghaph 06
Handbook 22 ~n~Qat~d 60h ~aQh ~em.l .

I

/

Presidential Appointees Self 3Bld

)
./

Bureau/Office Personnel

Office Directors Reporting to
A/AID

Staff of Office of the
Administrator

SER Office Directors and
Deputies

SER Employees

Any Traveler when Funded by
Another Office or Bureau

M. or Director
Deputy, EMS/ArM

Self

DAA/SER

Director/Deputy
of Office

Above (as
appropriate)

DA/AID*

Funding
Bureau or
Office

3Bla

3Ble

3Blc

3Bla

3Blb

3El (Item 16)

\,
/

(*At option of DA/AID. See 3Ble.)

- STAm IEP~ - All overseas travel of Presidential
Appointees and Deputy M.' s is cleared by State Executive
Secretary. All others to over-burdened (travel intensive)
pests is cleared by state Geographic Bureau (AF/EX, ARA/EX,
FA, NEA, EUR/EX), or the International Organization Office
(IO/EX) for Geneva.

- wrmIN A GFIXiRAPBIC REXiIOO - Must be cleared by Mission/
Bureau through EMS.

- 'lO lOrREm:<H\L AREl\S - Is cleared by SER/M)/'IT.

3Bld
Exh. 3C

7A2b

7A2a
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•
-~ AND REl'REATS - All travel for retreats, and

exceptions (more than 2 persons per office or 5 fran AID/W)
to conferences must be approved by SER/iY1O/Tr.

-~ AIR AODH:IlM'ICH) - Approved by DA/AID upon
review and reccmnendation by SER,MO and MISER in advance
of travel.

- AC'IUAL EXPEmE~ - Up to statutory $75/day in
U.S., or locality per diem plus $33(day overseas must be
approved by SER,IMJ in advance of travel.

3Clc/d

3Cla
7A4a

3Clb •
- GSA~ AIR FARES - Travel between selected ci ty 7A4f

pairs in the u.s. must use designated contract air
carriers unless specifically waived by SER/JMO/Tr.

- AIR TRAVEL IN UlRlllEAST CDRRIOCJR - GSA contracts require 7A4f
use of AMrRAK l'o1etroliner or New York Air for travel between
Washington and New Yor k unless waived by SEMlO/Tr.

- EXCESS~ - Over 44 lbs. danestic or 66 100. international 7A7
(or one unit with canbined length/width/height of 106 inches,
no one bag exceeding 62 inches), must be approved in advance
by the Approving Officer.

- mlilrAL, aIARmR, OR HIRE SERVICE - One-time, short-time
rentals of vehicles, airplanes, or boats may be authorized
by Approving Officer (with concurrence of funding office);
long-term or repetitive charter or rental must be approved
by SER/i-D and MISER.

- MIOCELLANEXXJS~ - For Foreign Service Employees See
6 FAM 141 (page 9A-36). For Non-Foreign Service Travelers
See FI'R 1-3.1 and 1-9.1 to 1-9.3, (page 9A-122)

7A4b

App. 9A

•

•
All special authorizations and exceptions must be authorized on the Form
AID 5-8, and supported with written justification by separate, attached
memorandum signed or cleared'by the Approving Officer.

•
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CHAPTER 8

Local Travel

8A. Local Transportation at Missions

In all cases, local travel at overseas posts is performed in accordance
with directives published by the Mission concerned.

8B. Local Transportation in AID/W

AID/W local travel is performed in accordance with Chapter 1 of the
Federal Travel Regulations, as supplemented herein.

1. Modes of Travel

a. Transportation Facilities

Modes of transportation are to be used in the following order:

Buses furnished by a Government Agency

Public bus service or Metro rail

Taxis

Privately owned conveyance

b. Government Bus Service

Local bus service operated by the Department of State, AID,
and other U.S. Government agencies is provided for AID employees for
official travel only, and should be used in preference to public
transportation or taxis whenever possible.

c. Public Transport Service

Public buses or Metro rail should be used whenever Government
Bus Service is unavailable.

d. Taxi Service

Taxis may be used for local transportation on official
business when:

(1) The value of time saved by use of a taxi amounts to more
than the difference between bus fare and taxi fare.

\
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•

•

(2) Bus or Metro rail service is not available to destination.

(3) Emergency conditions prevail.

(4) Employee travel is the result of officially ordered
overtime during hours of darkness or infrequently scheduled public
transportation.

e. Privately Owned Conveyance (POV)

Travel by privately owned conveyance may be authorized when
there is a determination that such travel will result in lower
transportation costs and/or economies which result from the more
expeditious and effective performance of Government business.

2~ Approval

a. Public Buses, Rail and Taxis

Branch chiefs and higher level officials are authorized to
approve claims for all bus, rail, and taxi travel except for that
involving travel by an employee between his/her home and office while on
ordered overtime, which requires approval by a division chief or higher
level official. The approving officer is the official who initially •
determines the justification for and authorizes the expenditure. The
approving officer affixes his/her signature, title and date in the space
provided on the Claim for Reimbursement for Expenditures on Official
Business, Standard Form 1164 (Rev. 11-77). (See Exhibit 8A.) When the
claimant is the approving officer (branch chief or higher) the signature
in the approving officer space is not required.

b. Privately Owned Conveyance/Vehicle

The use of a privately owned conveyance must be approved by a
division chief or higher level official. The travel is approved as in
8B2a. The reimbursement rate is 20 cents per mile for motorcycles and
25 cents per mile for automobiles. Other allowable costs are parking
fees, ferry fares, bridge, road, and tunnel tolls.

3. Reimbursement

Reimbursement of bus, rail or taxi fares and mileage allowance for
privately owned conveyance is made upon presentation of SF 1164,
completed in duplicate. The authorized mileage rates for computing
reimbursement by privately owned conveyance is shown in 8B2b, above.

•

•
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Instructions for completion of selected items on the reimbursement
voucher form are as follows: .

Item 1 - Department. Agency for International Development.

Item 4a - Name. Last, first, middle initial of claimant (employee).

Item 4b - Mailing Address. Use office location and symbol.

Item 6a - Date. Year, month, and day on the appropriate line that
travel by taxi or other facility was used.

Item 6b - Code. The appropriate code for type of expenditure.
Other expenses are defined as other local travel expenses.

Item 6c - From. The beginning point of travel.

Item 6d - To. The destination point of travel.

Item 6e - No. of Miles. Complete if privately owned conveyance is
used.

Item 6f - Mileage. Complete only for use of POV. (see 82b above
for mlleage rates when POV is used.)

Item 6g - Fare or Toll. Show the official amount which can be
reimbursed for the fare or toll (see note below.)

Item 6h - Additional Persons. The total number of accompanying
persons.

Item 6i - Tips and Miscellaneous. Show the tip paid (see Item 11,
be low.)

Item 7 - Amount Claimed. Totals. Show dollar amount grand total
and total for lndlvldual columns.

Item 8 - Approving Official's Certification. Date, title, and
signature of approvlng officer.

Item 9 - Claimant's Certification. Date and signature of employee
requestlng payment.
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Item 11 - Cash Payment Receipt. Show amount of cash, date,
signature, and AID Identlflcatlon Card number of person receiving cash.
(NOTE: The fare claimed is to be that shown on the official Taxicab
Zone Map and Rate Schedule clearly posted in each Washington, D.C.
taxi. The tip allowed for reimbursement is 15 cents on fares of $1 or
less and 15 percent of the reimbursable fare when it exceeds $1, in
accordance with FTR 1-3.1b. When a taxi or private car is shared by
more than one person, reimbursement c1 a"jm is to be made by only one of
the passengers. The claim should name the individuals sharing the taxi
or private car.) Taxicab reimbursement in excess of $50 plus tip must
be supported by a receipt along with a statement justifying the use of
such conveyance and sent to PFM/FM/SSD. Payment will be made by check.

Upon completion of SF 1164 for $50 or less, payment is obtained by
presenting it to an Agency Cashier either by the employee or his/her
representative and his/her AID Identification Card (cashier will make
notation to this effect). Recipient acknowledges receipt by signature
of original SF 1164. Both copies are retained by Cashier for cash
control and accounting records.

AID Foreign Service and any other employees receiving per diem
allowances while in Washington, D.C. are subject to the conditions
listed in 8B1 above. However, reimbursement should be claimed on their
regular travel vouchers.

4. Cashi er Locati on and Monthly Taxi Payment Schedule

a. Department of State (Room 1248). On Tuesday alternate to
payday (from 10:00 AM until 12:00 AM).

(NOTE: In the event of holiday the Cashier will be available the workday
precedi ng the ho1i day.)

b. The Cashier located at Main State is available throughout the
month (from 10:00 ~t to 12:00 noon and 1:00 PM until 3:30 PM) to make
payments to employees who:

(l) Are separating from the Agency.

(2) Have made such a cash outlay for official local travel
during the month that it p1 aces an undue financial burden on the
employee to wait for the regular monthly payment schedule.

Exhi bi t:

8A - SF 1164, Claim for Reimbursement for Expenditures on Official Business

,

•

•

•

•

•
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CHAPTER 9

9A. GENERAL STATEMENT

Foreign Service Travel

(1) Assignment to Post.

Travel of AID Foreign Service
personnel is performed in accordance
with the Uniform State/AID/*USICA*
Foreign Service Travel Regulations,
6 FAM 100 (Appendix 9A). The material
in this chapter summarizes those
regulations.

*1. The chapter* includes addi
tional procedures and regulations that
apply to the overseas travel of AID
Foreign Service Employees in connection
with official personnel actions.

*2.* Foreign Service personnel
assigned to AID/W follow procedural
steps outlined in Chapter 7 for
temporary duty travel, both domestic
and international, though 6 FAM 100
will apply in cases of discrepancies in
policy or regulations.

98. TRAVEL AUTHORIZATIONS

(2) Separation and retire
ment from posts in the U.S.

2. MISSIONS

a. Mission Directors, AID
Representatives or their designee
authorize travel of Mission employees
that has been approved in AID/Wand
may also approve and authorize
travel in connection with the
categories listed in 6 FAM 121.3-3.

b. Missions usually issue the
following types of TAs:

(1) Direct transfer.

(2) Detail assignment
from one post to another.

(3) Home leave and return
to post.

(7) Rest and recuperation

(5) Home leave and trans
fer *Rotation to AID/W.*

(4) Home leave and trans
a different overseas

1. AIO/W

a. The Director, Office of
Personnel *Management (PM)*, or
designee, may authorize the travel,
transportation, and storage of effects
incident to a personnel action, home
leave, or evacuation of AID Foreign
Service employees under the authorizing
officer's jurisdiction.

fer to
post.

(6) Educational travel.

b. *PM*
following types
tions (TA):

usually issues the
of Travel Authoriza-

travel.

travel.
(8) Emergency visitation

(*NEW OR REVISED MATERIAL*)
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(9) Visitation travel.

9C. PERFORMANCE OF TRAVEL (MODEl
CLASS/FLAG

(10) Temporary duty travel.

(11) Advance travel of
dependents and/or shipment of effects.

(12) Separation or retire-

9G. PROCEDURES

(air
147.2,

unaccompanied baggage
(6 FAM 117, 125,

4. Storage (6 FAM 170 thru 177).

3.
freight)
162.3).

In addition to Uniform State/AID/
~JSICA* regulations, travelers are
also referred to section G of this
chapter, which contains procedural
instructions with applicability
specifically for AID sponsored trav
elers.

*5. Consumab1es (6 FAM 162.5,
6 FAH H-161.4).* *An additional allow
ance established for certain designated
posts.*

(14) Evacuation travel.

(15) Medical travel.

(13) Shipment of remains
the death of an employee or

mente

following
dependent.

With few exceptions, travel for
Foreign Service employees and depend
ents is performed by air, using less
than first class accommodations on
American Flag carriers.

1. Air travel - see 6 FAM 131.1-1,
131.1-2c, 134.4, 146.3, 146.4.

2. Rail travel - see 6 FAM 131.1,
131.1-2c, 146.1.

3. Privately owned conveyance
see 6 F~~ 131.1-2c, 145.

4. Ship travel - see 6 FAM 131.1,
131.1-2c, 133 and 146.2.

All official travel must be by a
usually traveled route, regardless of
mode of travel utilized *(6 FAM 131.2)*.

90. PER DIEM-RATES AND POLICY

See 6 FAM 150 thru 156.

9E. ACTUAL SUBSISTENCE EXPENSES-RATES
AND POLICY

See 6 FAM 157 *and 158*

1. TRAVEl ARRANGEMENTS (AID/W>

a. Following receipt of
necessary Mission and AIO/W clearances,
*PM* prepares and processes TA, and
forwards the original to the traveler
and copy number 3 to SER/MO/*TT.*

b. Traveler *after consulting
with SER/MO/TT,* contacts a packer for
the preparation and surface shipment
and/or storage of his/*her* effects. A
letter is issued by SER/*MO/TT* to the
packer instructing *the packer* to pre
pare the effects and contact the U.S.
Despatch Agent for instructions for
shipping and delivery to port.

c. Traveler contacts SER/MO/
*TT* Property Shipping Branch, to
secure advice and forms regarding
shipment of his/*her* automobile.

d. Traveler contacts SER/MO/
*TT* to discuss travel arrangements and
the shipment of unaccompanied baggage
(airfreight). At this time, the pass
port will be checked for validity. If
a new passport must be obtained, the
traveler reports to SER/MO/*TT*, Travel
Support Branch, for assistance.

e. SER/MO/*TT* sends the
valid passport to obtain necessary
visas.

f. SER/MO/*TT* notifies the
overseas Mission of the flight number
and planned arrival date of the
employee and dependents.

9F. TRANSPORTATION AND/OR STORAGE
OF EFFECTS

Included in the allowances in
connection with overseas assignment are
shipments and storage as follows:

1. Household effects (6 FAM 117,
*125,* 160-164, 168.4)

2. Privately owned vehicle (6 F~~

117, 165, 168.4, 168.6).

g.
passport,
traveler.

SER/MO/*TT* furnishes
itinerary, and ticket to

(*NEW OR REVISED MATERIAL*)
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policies
missions.

*h. SER/MO/TT monitors all
shipments (HHE, UAB, and POV) until
arrival at destination is confirmed.
As central control point, all inquiries
concerning shipments should be directed
to SER/MO/TT.*

2. TRAVel ARRANGEMENTS (MISSION)

Procedures are governed by the
and practices of individual

3. SHIPMENTS

a. Shipments Originating Abroad

(1) Normally the Mission
arranges for the packing, hauling, and
preparation of personal effects for
shipment from points abroad, and for
the payment of related costs. Employ
ees are encouraged to purchase adequate
insurance to cover their household
goods and personal effects. The Mis
sion is to assure that oackers use the
lightest materials available which will
provide adequate protection for the
effects. Periodic inspections are to
be made of the packing practices at the
post to determine whether excessive
export packing is being done. The
crating of individual pieces of furni
ture to be carried within a lift van,
for example, increases the gross weight
unnecessarily, and is to be avoided.

(2) In order to reduce
telegraphic inquiries, administrative
workload, and considerable concern on
the part of employees and their
families transferring from one over
seas post to another, the following
notification procedures will apply:

(a) For shipments of
airfreight-unaccompanied baggage, los
ing posts notify gaining posts by
telegram giving:

1. Name of
employee/dependent.

2. Airline
flight number and date shipped.

l. Airway bill
number.

(b) If information
regarding the shipment of household
effects and privately owned vehicle is
known, it is to be included in the same
telegram showing: ----

(*NEW OR REVISED MATERIAL*)

1. Vessel.

2. B/L number.

3. Date of
sailing and port.

4. Port of dis-
charge.

(c) If the above
surface-shipping data cannot be
included in the *original* telegram, *a
separate follow-up telegram* is to be
sent as early as possible by the losing
post to gaining post providing them
with the information listed above.

b. Shipments Originating in the United States

(1) In the case of
authorized shipments of effects origi
nating in the United States, AID makes
direct payment for the costs of
preparation by the following proce
dures:

(a) The employee
notifies the *property Shipping Branch
(SER/MO/TT)* in AID/Wof the name and
address of the firm(s) selected to
prepare the effects for shipment and
of the location of the effects.

(b) The employee
notifies the firm(s) directly when
and where the effects can be picked up.

(c) The *Property
Shipping Branch (SER/MO/TT)* in AID/W
issues a letter of authorization and
instructions to the firm(s) on packing
and shipping the effects and on billing
for services rendered.

(2) The above precedure
may also be followed for newly pur
chased items on which exemption from
excise tax is claimed, provided that
such items are packed separately from
other effects. When the above proce
dure is not followed, the employee
arranges and pays for the services and
submits a reimbursement voucher sup
ported by receipted invoices. In cases
when AID has contracts or arrangements
with designated storage firms, the
employee must select one of these or
else pay the cost of charges in excess
of the average prices charged by the
approved firms. Employees from other
areas must select firms quoting
reasonable rates for their respectiye
areas.
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c. Amnsln! and PayIns for Unpacklns and
Haullns Service.

transportation Operations Office,
Department of State, Washington, D.C.
to arrange customs clearance."

Normally the Mission
arranges for customs clearance unpack
ing and hauling of personal effects for
delivery to the employee's residence
and for th$ payment of related costs.

In the Waehington,
D.C. aroa, shipmontn originating ovor
seas are delivorod and unpacked by
contractual Irrlnqomont made by A%D/W.
Shipmont. ~rom Author1aod U.S. ItorA;o
points are dolivorod and unpackod AD
outlinod in para9raph 90.3.c.(2)
abovi.

(c) The *commercial
air carriers notify the Transportation
Office, (OPR/STP/T), Department of
State, of the arrival of air freight
shipments and, upon receipt of such
notification including shipment details,
State takes appropriate action to
ar-range CUS1:oms clearances. The con
tractor authorized to receive such
shipments, upon receipt of same from
the carrier, notifies the appropriate
Government Agency and the employee of
the arrival of his/her ott.cta and
arranges delivery.*

(d) A copy ot tho
employee 'I TA 1. to bo attachod to tho
original airway bill. It a copy o~ tho
TA i. not available, po~t3 aro to
endorae tho airway bill with tho
owner'l namo, parent agQney, eravol
authorization number And dat~, Ap
propriation, and allotmont.

(0) Tho AboYo proce
dure il for luthorizod IhlpmlntA Of AID
and PASA omployool And dopondonta only.
It do•• not apply to contract p@r@enn@l.

d. Routln. of 5hlpmonll

(1) Through Bhlpm@nt~

Whon.yor A aAYin~ aan
bo o~£octod, o£t@et~ Are to be ahlpp@d
on A throu;h D111 of LAd1n;, rather
than to In 1nte~med1ete po1nt for
trlna~htpm@nt aubj@et to the ~reYi~ien~
of 6 fAR - Hlfi2.1a 3 (Ap~endix ~Al).

(2) u@@ of A~Yen~eq@§y§

.MIn

Wh@fl lif~ Yens ef@
not Y§@d eno oiff@f@n~ ff@i~h~ fe~@§
er@ e~~li@e~l@ ~@ §@Y@fel kinds §f
;0006 ijem~fi§in~ ~h@ @ff@§~§, ~h@y a£@
to D@ §@ ~eijk@d end §@ d@§§fi~@d ifl ~h@

0111 of ledin~ e§ ~@ ~ek@ edVefl~e~@ §f
th@ low@§~ fe~@ Qf §@m~ine~i§fl §f fe~@§
fOf ~h@ §hi~@nt.

(~) Minimum ~§flge~ Rel@§

Wh@fl @ff@§~§ ef@
§hi~~@d ~y fell end e §evinij in ff@iijh~
ahsfQ@§ ~eft ~@ meft@ ~y Y§in~ e minimum
aAfl@AO fst@, sll@Ws~l@ @x~@ns@§ will
O@ limi~@~ ~e §U§ft fe~~ fer ~he~
portion of th@ 1oufn@y whl@h ~ould ~@
~eoem~11§h@0 by tn16- m@thod.

Shipments Terminating
Abroad

(1)

(2)

(3)

Shipments Termininating
In the unIted States

In cases of shipments
terminating in the United States, other
than in the Washington, D.C. area, the
employee may, at his/*her* option,
contact SER/MO/*TT,* Property Shipping
Branch, before or after arrival 1n the
United States, to request issuance of
the documenteD) necessary to authorize
the packing co~pany involved to bill
AID for the costs of unpacking,
delivery and related expenses. Any
such request must be accompanied by a
copy of the employee's travel authori
zation. This procedure ia a180
followed whon effects are moved from
the approved place of storage in the
United Statel to the employee'l
designated place of residence in the
United statee. In either caee, the
employoe may elect to pay the expen.e.
and claim reimburaement from AID.
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(4) Facilities of the
Unlted states
Despatch Agency

Effects shipped by
way of a port in the United states are
to be consigned to the United states
Despatch Agent at or nearest the port
for customs clearance and forwarding,
not to a customs broker or forwarding
agent. United States Despatch Agents
are located at:

*90 Church st.
Room 1317
New York, NY 10007

403 u.s. Customs House Bldg.
South Gay and Lombard Streets
Baltimore, MD 21202

555 Battery Street
San Francisco, CA 94111

P.O. Box 522396
General Mail Facility
Miami, FL 33152*

The Despatch Agent is
to be informed in advance of the number
of cases and approximate weight and
volume of any shipment to be consigned
to *the Despatch Agent* from any place
within the United' States. Under no
circumstances is the shipping company
to make such a shipment until the
Despatch Agent has been notified of the
date of shipment. SER/MO*TT* will pro
vide the employee with a letter
addressed to the Despatch Agent
requesting arrangements for shipments
abroad.

(5) When Despatch Agent
Facilities are Not
Used

An employee shipping
effects abroad through channels other
than a Despatch Agent is to consult the
post report or obtain information from
SER/MO/*TT,*AID/W, or the mission
concernlng the manner in which the
effects should be consigned and
shipped.

e. Shipping Documents

(I) Bills of Lading

The effects of each
employee are to be listed separately on
a bill of lading. Live ammunition and
other hazardous cargo {i.e., paint,
shellac, varnishes and other

(*NEW OR REVISED MATERIAL*)

inflammable items) must be carried on a
separate bill of lading or specifically
itemized in a bill of lading and must
be packaged separately and marked "red
label cargo" for special storage.

(2) Form FS-382 t "Notice
of shipment of
Effects"

Whenever the effects,
baggage and/or motor vehicle of an
employee are consigned to a United
States Despatch Agent for forwarding to
a destination in the united States,
Mission administrative officials will
assist employees in completing and
forwarding to the Despatch Agent, by
the fastest means available, form
FS-382, "Notice of Shipment of Effects."
The form is to be accompanied by the
original bill of lading, such keys as
may be needed for customs inspection,
consular invoices when required by
foreign authorities, and any other
documents necessary for clearance and
forwarding of the shipment. Missions
should assure that such forms are
completed, when appropriate, before the
departure of the employee. Copies of
form FS-382 should be sent simultane
ously to the storage company or agent
and to SER/MO/*TT.*

(3) Airway Bills

In order to avoid
delay in onforwarding of air shipments
arriving at United states gateway
points, it is essential to have the
following information inserted on all
airway bills covering shipments
destined for points within the United
States:

TA number and date,
appropriation number, allotment number,
and obligation number.

f. Responsibility of Employee for Excess
Transportation Costs

Each employee is responsi
ble for transportation, demurrage,
storage, customs, cartage or other
costs incurred by *employee or employ
ee's* agent which are not authorized by
laws and regulations governing the
shipment of his/*her* effects at
Government expense. To reduce the
possibility of unanticipated payments
from personal funds and to provide a
record which can be used as a guide for
future transfers, the employee should
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become familiar with weight allowances
and other limitations respecting ship
ments . he/*she* makes and should
maintain individual records of such
shipments.

For further protection
against incurring unauthorized charges,
the employee or his/*her* agent should
furnish the packer or carrier with
written instructions on how to dispose
of potential excess weight whenever
his/*her* effects are delivered for
shipment; in addition he/*she* should
obtain written acknowledgement of his/
*her* instructions and, if possible,
a certificate as to the net and gross
weight of his/*her* effects. Upon
arrival at a new post, each employee is
to consult with the Executive,
Administrative, or General Services
Officer, as appropriate, regarding all
shipments of unaccompanied baggage and
effects already initiated under the
employee's TA. Thereafter, and during
the period of employee's eligibility
for shipments under his/*her* authori
zation, th~ employee is to furnish the
post the following data regarding any
subsequent . shipment of baggage or
effects initiated under such authoriza
tion: i.e.; brief description, initial
point of shipment, destination of
shipment, and approximate weight. If
determined that disbursement has been
made for any shipment or portion
thereof in €xcess of allowances or
other limitations, the employee will,
when duly notified, reimburse the
Government for any excess amount.
*(6 F~1 121.1-4/163)*

(1) Authorized Storage
Facilitles Abroad

When storage (other
than temporary storage) has been
authorized for effects *with* one of
the storage companies whose rates have
been approved by AID or provided
*employee* pays the cost of charges in
excess of the average prices charged by
the approved firms, he/*she* may use
any other firm of his/*her*
choice.

As authorized storage
charges accrue, AID makes direct
payment to the respective storage
company upon receipt of a bill from the
company, unless the employee elects to
pay the charges and claim reimburse
ment.

(*NEW OR REVISED MATERIAL*)

(2) Preparation of the
Travel Authorization
Covering Storage Costs

The appropriate per-
sonnel office, AID/W, will issue or
request the mission to issue travel
authorizations covering storage costs

"in connection with initial assignment
to post, transfers between posts, and
training assignements.

Missions will issue
separate travel authorizations covering
storage costs at the beginning of the
employee's second tour at post and at
the beginning of each succeeding tour
thereafter that *employee* remains at
the same post.

9H. EDUCATIONAL TRAVEL

Dependents of Foreign Service
employees assigned abroad are
authorized educational travel for the
purpose of attending school in the
United States. One round trip
*annually* for each type of education
(high school and college) is
authorized. Travel is performed by
air, less than first class accommoda
tions and following the rules outlined
in 6 FAM 134.

Unaccompanied baggage and
66 pounds of accompanying baggage are
authorized. The first half of the
round trip ordinarily originates at the
overseas mission; however, when educa
tional travel originates in the U.S.,
the allowance is limited to the one-way
trip from the U.S. to the overseas
posts. See 6 FAM 111.1, 125.4.

91. REST AND RECUPERATION TRAVEL (R&R)

R & R travel is authorized to
points designated as R & R destinations
for specific posts: i.e., the R & R
destination for Republic of Mali is
paris, France: for Thailand it is
Bong Kong, BCC. No per diem or un
accompanied baggage is authorized; the
baggage allowance is the free allowance
by the carrier. Travel is by air in
less than first-class accommodations
and by American-flag carrier if
available. See 6 FAM 126.9.

9J. VISITATION TRAVEL

Visitation Travel is designed for
an employee's vists to his/*her* family
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Appendix 9Al Travel, Transportation
and Storage of Effects
(6 FAH H-IOO)

Appendix 9A Uniform State/AID/*USICA*
Foreign Service Travel
Regulations (6 FAM 100)

The need for medical travel is
determined on a case-by-case basis by
the Medical Officer at post who also
determines the class of service to be
used. The accompanying baggage allow
ance may be raised by authorizing
excess baggage. Whenever possible,
medical evacuation travel is performed
by military aircraft. See 6 FAM 125.

9L. MEDICAL TRAVEL

*

allowance is
the carrier.

**

authorized, the baggage
the free allowance by
See 6 FAM 128.6.

when conditions at his/*her* post make
it necessary for them to reside away
from the post of duty. Travel is by
less than first-class accommodations
following the American-flag carrier
rules outlined in 6 FAM 134. No per
diem or unaccompanied baggage are
authorized, the baggage allowance is
the free allowance by the carrier.
See 6. FAM 126.9.

9K. EMERGENCY VISITATION TRAVEL

The purpose of Emergency Visita
tion Travel is to furnish transporta
tion for an employee or spouse from the
overseas post to the u.s. due to severe
illness, injury or death of a member of
the immediate family. Travel is by air
in less than first-class accommodations
following the American-flag carrier
rules as outlined in 6 FAM 134. When
ever possible, travel is to be
performed by military aircraft. No per
diem or unaccompanied baggage are

/

(*NEW OR REVISED MATERIAL*)
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FAMC No. 81-56
USICA Circ. 109D and 106F
Date: November 5, 1981

UNIFORM STATE/AID/USICA/FAS/COMMERCE ISSUANCE

o
TRAVEL OF CHILDREN OF SEPARATED PARENTS

1. PurposE::

This circular announces the legal and regulatory basis for payment
of one-round trip per year to enable each child below age 21 of a
member of the Foreign Service stationed abroad to visit either of
the child's separated parents.

2. Authority

Section 901(15) of the Foreign Service Act of 1980 provides for:

o
"1 round-trip per year for each child below age 21 of a member of
the Service assigned abroad--

"(A) To visit the member abroad if the child does not regu
larly reside with the member and the member is not receiving an
education allowance or educational travel allowance for the child
under section 5924(4) of title 5, United States Code; or

o

"(B) To visit the other parent of the child if the other
parent. resides in a country other than the country to which the
member is assigned and the child regularly resides with the mem
ber and does not regularly attend school in the country in which
the other parent resides,

"except that a payment under this paragraph may not exceed the
cost of round-trip travel between the post to which the member is
assigned and the port of entry in the contiguous 48 States which
is nearest to that post."

3. Requesting Travel

The member of the Service who wishes to initiate travel under this
circular must provide the post, in writing, the following informa
tion:

o
a. The name, date of birth, and address(es) of the child for whom
the travel is requested;

b. The name and address(es) of the other parent;

c. A signed statement by the member that the travel is not incon
sistent with any applicable court order and/or separation agreement
if the separation of the parents is the result of a divorce or
legal separation;



d. In the case of a child who would travel under the authority
in paragraph 2a above, a signed statement that the member is not
receiving an education allowance, educational travel allowance, or
separate maintenance allowance (when requested by the member for
special needs or hardship) for the child whose travel is re
quested; or

Circular to App 9A, HB 22

F&~C No. 81-56

(T~ 22:139)

-2- o

e. In the case of a child who would travel under the authority in
paragraph 2b above, a signed statement that the child does not regu
larly attend school in the country where the other parent resides.

4. Application for Passport

a. A visiting child who is a u.s. citizen is entitled to apply
for the type of passport (diplomatic or official) held by the member
parent assigned abroad.

o
b. A member parent who wishes the member's child to travel on a di
plomatic or official passport in lieu of a regular passport should
submit a copy of the orders prepared at post for the child's travel
to the appro~riate agency office as follows:

For Commerce: Office of Personnel Administration, Foreign Com
mercial Service.

For State:

For AID~

For USICA:

For FAS:

The appropriate regional division in the Office of
Foreign Service Career Development and Assignments
(PER/FCA);

Office of Management Operations, Travel and Trans
portation Division (SER/MO/TT);

Domestic Support Division, Travel and Transporta
tion Branch (MGT/ADT);

Assistant Administrator, Foreign Agricultural
Affairs; and

o

o
c. A passport Application Form DSP-ll is executed in accordance with
normal procedures ana specific instructions contained on the reverse
side of the application form. That form can be obtained from and,
for diplomatic and official passports, executed at the Employee Ser
vice Center at the Department of State, any u.S. Pissport Agency,
most local courthouses and larger post offices throughout the United
States, and at U.S. consular offices abroad. For regular passports,
the application form can be obtained from all those offices, which,
except for the Employee Service Center in the Department of State,
will also execute the application form.

d. For diplomatic or official passports, the application form must
be submitted to the appropriate agency office as noted in paragraph
4b, except that for Commerce, the form must be submitted to the Of
fice of Administrative Services, International Trade Administration.
On the basis of a copy of the child's orders and executed passport

o



o

o

o

o

-0
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application, the appropriate agency office will obtain the diplo
matic or official passport and visa services as required. Appli
cants should allow one month for processing of diplomatic and offi
cial passport requests and, in addition, up to one month for any
diplomatic or official visas, as required. Questions regarding
these procedures should be directed to the appropriate agency office
noted in paragraph 4b, except that for State, ~uestions should be
directed to the Family Liaison Otfice (M/FLO).

e. Holders of regular passports must obtain any visas required di
rectly from the embassy or consulates of the country to be visited.

f. Parents of children traveling on regular, diplomatic, or offi
cial passports should note that minors age 13 and over must execute
their passport applications in person. A child under the age of 13
need not appear when the parent executes the application.

5. Authorizing Officer Responsibilities

a. Officials designated as post authorizing officers shall assure
through a review of the member's signed statement and review of pre
vious records of Government-funded travel by the child that the
travel does not exceed one round-trip each 12-rnonth period and that
the applicable criteria of the authorities in paragraph 2 are met.

b. The official authorizing an unaccompanied child to visit a sepa
rated parent will, for children 16 and under, formulate a routing
utilizing such reduced u.s. air carrier service as necessary when
the authorizing official determines that the routing otherwise appro
priate under applicable Fly America requirements would constitute a
serious risk to the health or welfare of the unaccompanied child.
Routings regarded as involving a serious risk to the health or wel
fare of an unaccompanied child include those that require overnight
lodgings, a change of airport terminals, or unusually short or long
stopovers at an interchange point. such alternative routings will
be recorded, signed, and dated by the authorizing official and will
be kept on file at the post for a 3-year period.

6. Travel Limitation

Travel under this circular shall:

a. Be at less than first-class travel;

b. Except when there is an unexpected curtailment of tour or ad
vance of travel of the employee at the request of the agency con
cerned, travel will not be authorized within 30 days of the parent
member's anticipated transfer or horne leave or within 30 days
of arrival at post or return from home leave; and

c. Be performed under official travel orders prepared at post.



8. Repayment of Travel

The member shall repay the travel and transportation expenses of
a child's trip, if it is subsequently determined that the child was
ineligible to travel under the ~rovisions of this circular.

7. Post privile~es

While at post under this circular, visiting children will be ac
corded access to recreational and other post facilities normally
available to dependents, including, upon authorization by the
principal officer, post medical facilities and services of the
medical staff. The granting of diplomtic privileges and immuni
ties will be subject to conditions imposed by the host government.
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o
9. Special Instructions

When this circular is in conflict with existing regulations, this
circular will prevail.

8. Expiration

This circular expires on November 4, 1982, unless it is canceled,
codified, or further extended before that date.

(PER/MGT)

(NOTE.--Number of last circular issued: FAMC No. 81-55.)

o

o

o·
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o VOL. 8 - GENERAL SERVICES

FAMe No. 767
leA No. 17D&17F
Date: September 14, 1978

o

o

o

UNIFORM STATE/AID/leA ISSUANCE;

VALIDITY OF FAMC NO. 730 (ICA Circ 4790 and 47BF) EXTENDED

1. Purpose

This circular extends to September 13, 1979, the validity
of FAMC No. 730 (ICA Circ 4790 and 478F), "Use of American
Carriers," dated September 14, 1977.

2. Background

All posts were notified by telegram 78 State 26734~ that
the FY 1979 State Department Auhorization Bill has amended
the Fly America Act. Until the amendment is incorporated
into chapter 100 of 6 FAM, it is necessary to continue the
validity of FAMC NO. 730 (ICA Circ 4790 and 478F).

Filing Instructions

Cross-reference this circular to FAMC No. 730 and to 6 FAM
134.

Expiration

This circular expires on September 13, 1979, unless it is
canceled, codified, or further extended before that date.

(OPR/ST/T)

o

(NOTE:-- Number of last circular issued: FAMC No. 766.)
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VOL. 6 - GENERAL SERVICES

FAMC No. 730
USIA Circ. 479D and 478F
Date: September 14, 1977

UNIFORM STATE/AID/USIA ISSUANCE

1. !:~rp~~~

This circular provides new guidelines to posts and
travelers on the use of American carriers.

o
SUBJECT: USE OF AMERICAN CARRIERS

o

o

o

On January 3, 1977, the Comptroller General issued several
n7w decisions (File No. 8-138942) on the Fly America Act.
SInce some parts of these decisions appeared to conflict
with.p~evi?us decisions, the Department requested
~larIfIcatIon from the General Accounting Office
1~_February. ~hat clarification was issued on May 19,
19~7, ~nd requIres considerable change in the present
gUIdelInes on Fly America. .

The International Air Transportation Fair Competitive
Practices Act of 1974 requires that all Government
financed air travel be performed on American carriers
when such service is available.

4. N!..9ht_Fl!ghts

The Comptroller General ruled on January 3, 1977
(56 Compo Gen. 219) that American carrier service would be con
sidered unavailable if the use of an American carrier
required travel during normal sleeping hours and a
foreign carrier provided service during more reasonable
hours. Normal sleeping hours are considered to be
between midnight and 6:00 a.m. The decision of May 19,
however, substantially restricted the January 3, 1977, de
cision. It states that when official travel originates,
terminates, or involves stopovers in the United States,
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and American-flag carriers provide service on a direct
route, this service must be used, unless travel on such
airline(s) could not be performed in time or is other
wise incompatible with t~e official purpose of the
travel. Travelers who must travel during normal sleep
ing hours to comply with Fly America Act may be granted
a reasonable amount of excused leave upon arrival at
destination.

Example 1.

The traveler is authorized travel from Dakar to New
York. The following hypothetical schedules are
available:

Schedule I

o

o
Pan American

Leaves Dakar
Arrives N.Y.

Schedule II

Air Afrique
Leaves Dakar
Arrives N.Y.

0155
0600

1400
1935 o

Since this travel terminates in the united States, the
traveler would be required to use fu~erican service.

Example 2.

The traveler is authorized travel from Caracas to Brasilia.
The following hypothetical schedules are available:

Schedule I

Pan American
Leaves Caracas
Arrives Brasilia

Schedule II

Varig Airlines
Leaves Cilracas
Arrives Brasilia

2300
0300

0900
1300

o

In this case, the traveler could use the foreign carrier
since the travel does not originate, terminate, or
stop over in the United States and the American carrier
requires travel between midnight and 6:00 a.m. while
the foreign carrier does not.
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5. Delays at Origin and Destination

o

o

o

C)

The Comptr.oller Gener.al has also ruled (56 Comp. Gen. 216)
th~t 48 hours' additional per diem is payable to facilities
the use of American carriers. Travelers will be ex-
pected to delay initiation of travel, or to arrive
early at destination if this will increase use of
American carriers. To determine if a foreign carrier
may be used, the traveler should compute the per diem
payable using the foreign carrier and compare it to the
per diem payable making maximum use of an American
carrier. The 48 hours includes delay in initiation of
travel, delays en route and additional time at destina
tion before the traveler can proceed with assigned
duties. Only when the per diem costs using the
American carrier exceed the per diem costs using the
foreign carrier by more than 48 hours is the use of the
foreign carrier authorized. Travelers on temporary duty
are expected to abide by this rule whenever their official
travel schedules will permit. Temporary duty travelers
should be furnished a certification as to the time and
date of availability to begin travel by the officer re
questing travel.

6. De~ays En Route

The traveler will continue to be permitted to use a
foreign carrier overseas if use of an American carrier
at origin would cause a delay of 6 hours or more at an
interchange point or a delay of 12 hours or more en
route from origin to destination. Similarly, when the
point of origin is not served by an American carrier,
foreign-flag service must be used to the nearest
practicable interchange point to connect with available
American service, unless the traveler, while en route,
has to wait 6 hours or more to transfer to an American
carrier to proceed to the destination, or unless the
total travel would be delayed for 12 hours or longer
en route by using the American carrier.

Notwithstanding the above, when elapsed travel time on
a scheduled flight from origin to destination airports
by foreign airline(s) is 3 hours or less, and service
by American carrier would involve twice such scheduled
travel time, the foreign airline(s) may be used.
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7. Direct Routes

In the past, the Department has held that travel should
be performed over a direct route even though that might
result in greater use of a foreign carrier; a direct route
being defined as one of several routes costing the same
amount. Posts have brought to the Department's attention
a number of cases in which the cost of the American carrier
route exceeded the foreign carrier route by small amounts
ranging from $10 to $50. The General Accounting Office
has held, however, that an American carrier should be
used even when more expensive. Therefore, when the ad
ditional cost of using an American carrier between two
points is no more than the greater of $100 or 10 percent
of the through fare, that route will be considered direct
and should be used. In such cases, Government Transportation
Requests (GTR's) should show the points of travel authorized
and should be noted on the reverse that the additional cost
allowed to comply with Fly America Act.

8. Authorized Rest Stops

When travel originates on an American carrier, travelers
authorized rest stops have in the past been allowed to
choose among direct routes even though travelers some
times selected routes which made less use of American
carriers.
55 Compo Gen. 1230 (1977) states, however,

"The clear intent of Congress was that United
States Government-financed foreign air transporta
tion be accomplished by (American) carriers to the
extent possible. Thus, where a traveler is faced
with a choice between several different schedules,
all of which involve the use of (American) air
carriers, the intent of Congress is best carried out
by his selection of the schedule whIch makes the
greatest use of (American) service.

In many cases the proper selection will be obvious.
In those cases, where a traveler selects a schedule
that utilizes (American) service for substantialJy
less of the travel than an available alternative
scheduling would permit, his use of (foreign) service
will be considered excessive and hence not neces~ary

to the extent it exceeds the lesser use he might
have made of (foreign) service."

o

o

o

o

o



consequently, travelers will now be required to
select the route which makes the greatest use of
American carriers. A rest stop may be chosen only at
one of the stopover points on that route.

o
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o

When the traveler must make some use of a foreign
carrier, it is not always clear which routing makes the
greatest use of American carriers. Travelers should not
be held liable for making somewhat more use of foreign
carriers than is necessary when the distances involved
are relatively small and difficult to measure.

For example:

The traveler is authorized to go from New York to
Salzburg. Salzburg is not served by an American carrier.
The following hypothetical schedules are available to the
traveler:

Schedule I

o
New York - London
London - Salzburg

Schedule II

New York - Frankfurt
Frankfurt - Salzburg

Schedule III

New York - Zurich
Zurich - Salzburg

via
via

via
via

via
via

Pan American
British Airways

Pan American
Lufthansa

Trans World
Swiss Air

o
The traveler would be held accountable if he or she
traveled via London since London is clearly further
from Salzburg than either Zurich or Frankfurt. On the
other hand, although Zurich is the correct routing, the
traveler should not be held accountable if he or she
travels via Frankfurt since it would be very difficult
to determine the correct routing in this case without
expert assistance.

o

9. Traveler's Liability

a. In accordance with a Comptroller
General Decision there has been a change
in the formula for computing the traveler's
liability when an unauthorized foreign flag
carrier is used.
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b. Where a direct through fare involves both
authorized segments on American or foreign
carriers, and unauthorized segments on foreign
carriers, the traveler's share will be
calculated using the ratio of the unauthorized
segment mileage to the total segment mileage
by American-flag carriers applied to the
authorized through-fare.

FAMC-730
- 6 -

o

c. Tl.e following formula, us ing mileage
proration, compares the revenues earned by
American air carriers as a result of a traveler's
indirect or unauthorized travel with the revenues
the carrier would have earned had the travel been
performed as authorized and in accordance with
the Fly America Act. This formula results in
,: liability to the traveler only when such action
causes American air carriers to suffer loss of

Sum of fu~erican carrier segment mileage, authorized
Sum of all segment mileage, authorized

X fare payable by Government

MINUS

Sum of fu~erican carrier segment mileage, traveled
Sum of all segment mileage, traveled

X through fare paid

Segment mileages can be obtained from the Official
Airline Guide (OAG), and the minimum mileage shown should
be used throughout.

The following examples are hypothetical and should not
be used as the basis for routings or fares.

Example 1. Direct Travel

Use of both American and foreign carriers is required
to reach the destination post in this example. The
through fare between Chicago and Moscow is $561.

o

o

o

o
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Travel was authorized on American carrier Chicago
Frankfurt, and foreign carrier Frankfurt-Moscow, but
the traveler elected to travel on American carrier to
Paris, and to proceed to Moscow on a foreign carrier.

o
Authorized Travel

Actual Travel

-'lmer ican carrier
Mileage Chicago - Frankfurt

Foreign carrier
Mileage Frankfurt - Moscow

American carrier
Mileage Chicago - Paris

4,333

1,259

4,142

o

o

o

Foreign carrier
Mileage Paris - Moscow 1,540

Revenue accruing to American flag carrier
(Authorized travel) = 4333 X $561

433~1259

= $434.69

Revenue accruing to American flag airline
(Actual travel) = 4142 X $561

4l4~1540

= $408.95

Portion of fare to be paid by traveler $434.69 - $408.95

= $25.74

Example 2. Indirect Travel

The through fare between Washington, D.C., and Tokyo by
American carrlers on direct route is $659.00. The
traveler elects to travel via Guam and the through
fare is $743.04. The segment Guam-Tokyo is traveled
on a foreign-flag airline. The traveler is responsible
for paying the difference between the throu~h fares
($84.04), plus any loss in revenues to American
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carriers.

See calculation below:

Authorized Travel

o

Traveler is responsible for paying difference between
revenue that American carriers would have earned if
travel had been performed as authorized, and revenue
earned by American carriers as a result of the actual
travel, that is,
$659.00 - $643.60 = $15.40.

All American flag,
Revenue earned

Actual Travel

American carrier mileage
(Washington-Guam)

Foreign carrier mileage
(Guam-Tokyo

Total mileage

Revenue earned by American-flag
carriers (actual travel)

= $659.00

= 10,077

= 1,557

11,634

..;$10,077 X $743.04
$11;634

= $643.60

o

o

Traveler's total personal contribution to cost of travel
is $84.04 + $15.40 = $99.44

Example 3. Indirect Travel

Traveler is transferred from Kathmandu via home leave

in Miami to Washington, D.C.

The direct route from Kathmandu to Miami is via New
Delhi, Tehran, Frankfurt and trans-Atlantic route:

The traveler proceeds via Bangkok and Tokyo and crosses
the Pacific. Use of a foreign carrier is required to
reach both New Delhi and Bangkok. The direct route

o

o
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through fare is $1,162.20, the indirect fare (actually)
traveled route) is $1,257.20.

The traveler pays the difference ($95.00) when the ticket
is purchased.

Authorized Travel

o
Foreign carrier

Mileage Kathmandu-Delhi

American carrie~

Mileage Delhi-Miami-D.C.

Total Mileage

= 506

= 11,793

12,299

Revenue accruing to
American,carriers = 11,793 X $1162.20

12,289

o

o

= $1,115.29

Actual TraveJ

Foreign carrier
Mileage· Kathmandu-Bangkok

American carri~r

Mileage Bangkok-Miami-D.~.

Total mileage

Revenue accruing to American carriers
= 13,492 X $1,251.20

14,86"1

= $1,141.38

= 1,369

=13,492

14,861

()

No liability assessment is made against the traveler
as more revenue ($1,141.38 - $1,115.29 = $26.09) was earned
by American carriers on the indirect route than on th"
direct route.

10. Effective Date

The changes enumerated in thi's circular are effective
immediately. In view of the substantial changes
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herein, each post should review all routes serving
the post to assure compliance with these new guide
lines. The Department recognizes that some travelers
will already be en route and therefore unable to comply
with these guidelines. In such cases, the traveler
should not be held liable for any travel properly
performed under the previous regulations.

11. Expiration

a. This circular expires on September 14, 1978, unless
it is canceled, codified, or further extended before
that date.

b. In the meantime, this circular should be cross-referenced
to 6 FAM 134.

(OPR/ST/T)

(NOTE.--Number of last circular issued: FAMC No. 729.\

o

o

o

o

o



-.c. GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

October 9, 1990

/

FEDERAL TRAVEL REGULATION
Amendment 11

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal~Travel Regulation
, 0& Ie,,.. •

1., .Purpose. This amendment transmIts changed pages to the 1989
edition of the Federal Travel Regulation (FTR) to increase the
maximum dollar limitations on reimbursement for allowable real

"\ estate sale and purchase expenses incident' to a change o'f
j official station •

./

2. Effective date. The provIsIons of this amendment are
effective for employees whose effective date of transfer is on or
after October 1, 1990. For purposes of this regulation, the
effective date of transfer is the date the employee reports for
duty at the new official station.

3. Background. 5 U.S.C. 5724a(a) (4) (B) provides for an annual
update in the maximum dollar limitations applicable to
reimbursement for expenses incurred by an employee for the sale
and purchase of a residence. The law requires that the dollar
amounts be increased effective October 1 of each year based on
the percent change, if any, in the Consumer Price Index for All
Urban Consumers, United States City Average, Housing Component
for December of the preceding year over that published for
December of the second preceding year, adjusted to the nearest
one-tenth of 1 percent.

4. ,. Explanation of changes. Paragraphs (g) (1) and (2) of
§ 302-6.2 are amended to reflect a 3.9 percent increase in the
dollar maximums for reimbursement of allowable real estate sale
and purchase expenses.

5. Filing instructions.

a. Make the following page changes:

Remove page (s) :

Page Check Sheet 1

Chapter 302
6-5

Insert page(s):

Page Check Sheet 1

Chapter 302
6-5

Attachment



FTR Amendment 11

NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
specific times.

b. The attachment to this transmittal lists the pages·
currently in effect in the Federal Travel Regulation (FTR) after
the changes transmitted by this ameqdment have been inserted.
The check sheet is to be used to verify the accuracy of the FTR •

Services

2

•

•

•

•

•



GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

August 13, 1990
,

/ FEDERAL TRAVEL REGULATION
Amendment 10

TO: Heads of Federal agencies

'SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal T~aveP Regulation (FTR) to implement a
uniform worldwide lodgings-plus per diem system and to
incorporate related changes in all affected parts of the FTR.

/

\
,,

2. Effective date. The provisions of this amendment are
effective for travel (including travel incident to a change of
official station) which begins on or after December 1, 1990.

3. Background. The General Services Administration (GSA)
amended the FTR on July 1, 1986, establishing lodgings-plus per
diem as the predominant reimbursement system for travel within
CONUS. At that time GSA indicated it would conduct a thorough
review of the quarter-day per diem reimbursement system used for
travel outside CONUS to determine the desirability, feasibility,
and potential cost effectiveness of developing and implementing a
single worldwide system. The review indicated that a uniform
method of paying per diem expenses to Federal travelers would
result in simplified and equitable reimbursement procedures and
both ease and reduce the cost of travel administration. This
amendment establishes lodgings-plus as a single worldwide system
to be used in computing reimbursement for per diem expenses, and
incorporates corresponding changes in all affected parts of the
FTR to produce a smooth interface with the new worldwide system.

4. Explanation of changes. This amendment revises the FTR as
follows:

a. Section 301-1.6 is revised to correctly reflect GSA
instead of the General Accounting Office as the civilian
executive agency with exclusive contracting authority for the use
of travel agents.

b. Section 301-3.6 is revised to correct a statutory
reference pertaining to the Fly America Act.

c. Part 301-7 is revised to implement a new worldwide
lodgings-plus per diem computation system under which the daily
per diem allowance is based on the actual cost of lodging plus a
fixed allowance for meals and incidental expenses not to exceed
the applicable maximum per diem rate.

Attachment



d. Pertinent sections of Part 301-8 are revised to adapt the
actual expense daily reimbursement limitation provisions to the
new worldwide per diem system and to otherwise produce a smooth
interface between actual subsistence expense reimbursement and
worldwide lodgings-plus.

e. Certain sections of Parts 301-11, 301-12, and 301-14 are
revised to update cross references pnd ~o make clarifying
editorial.changes to conform with the changes to Part 301-7.

f. Appendix A to Chapter 301 is revised to make minor
editorial changes in the introductory text and footnote 4 to
conform to new terminology in Part 301-7.

FTR Amendment 10 August 13, 1990 •

•g. Appendix B is added to Chapter 301 to provide individual
meal and incidental expenses allocations for making deductions in
certain situations from the nonforeign and foreign area meals and
incidental expenses (M&IE) rates.

h. Sections 302-2.1 and 302-2.2 are revised to reflect use
of the new worldwide per diem system in computing per diem for en
route travel incident to a change of official station.

i. Part 302-5 is revised to incorporate corresponding
changes resulting from adoption of the new worldwide lodgings
plus per diem system; to clarify when the period of temporary
quarters occupancy may be interrupted; and to create a smooth
interface between the ending of en route travel and the beginning
of temporary quarters occupancy in the same calendar day.

j. In Chapters 301 and 302, at each place the nonforeign
areas are named, terminology has been standardized and expanded
to include the Northern Mariana Islands which changed in status
from a foreign trust territory to a nonforeign commonwealth.

5. Filing instructions.

a. Make the following page changes.

•

•Remove page(s)

Chapter 301
1-5

3-1
3-7

2

Insert page(s)

Chapter 301
1-5

3-1
3-7

•
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Attachment

FTR Amendments 10 and 11

FEDERAL TRAVEL REGULATION
PAGE CHECKSHEET

Following is a list of pages currently in effect in the Federal
Travel Regulation (FTR) after the changes transmitted by these
amendments have been inserted .. This checksheet is to be used to
verify the accuracy of the FTR.

Page Amdt. Page Arndt.
!

Page Amdt. Page Amdt.

/

/

INTRODUCTION
i
iii - xii

TABLE OF
CONTENTS
xiii

CHAPTER 301
301-i ....• 9

Part 301-1
1-1
1-2
1-3
1-4
1-5 •••••• 10
1-6 •••••• 10

Part 301-2
2-1
2-2 ••••••• 9.
2-3
2-4
2-5

Part 301-3
3-1 •••••• 10
3- 2 ••••••• 3
3 - 3 ••••••• 3
3 -4 ••••••• 9
3 - 5 ••••••• 9
3-6 •••.•.• 9·
3-7 •••••• 10
3-8
3-9

Part 301-4
4-1 ••••••• 1
4 - 2 ••••••• 1

4- 3 ••••••• 3
4- 4 ••••••• 3 ~

4-5

Part 301-5
5-1
5-2

Part 301-6
6-1
6-2

Part 301-7
7-1 •••••• 10
7-2 •••••• 10
7-3 •••••• 10
7-4 •••••• 10
7-5 •••••• 10
7-6 •••••• 10
7-7 •••••• 10
7-8 •••••• 10
7-9 •••••• 10
7-10 ••••• 10
7-11 ••••• 10
7-12 ••••• 10
7-13 ••••• 10
7-14 ••••• 10
7-15 ••••• 10

Part 301-8
8-1 •••••• 10
8-2 •••••• 10
8-3 •••••• 10
8-4 •••••• 10
8-5 •••••• 10

Part 301-9
9-1
9-2

1

Part 301-10
10-1 .: •••• 9
10- 2 •••••• 9
10-3 •••.•• 9
10-4 •••••. 9
10-5 •.•••. 9
10-6 ••••.. 9

Part 301-11
11-1
11-2
11-3
11-4 ••••• 10
11-5 ••••• 10
11-6

Part 301-12
12-1 ••••• 10
12-2 ••••• 10
12-3
12-4

Part 301-13
[Reserved)

Part 301-14
14-1
14-2 ••••• 10
14-3 ••••• 10"
14-4 ••••• 10

Part 301-15
15-1 •••••• 9
15-2 •••••• 9
15-3 •••••• 9
15- 4 •••••• 9
15- 5 •••.•. 9

15-6 •.•••• 9
15-7 •.•••• 9
15-8 •••••• 9
15-9 •••••• 9
15-10 •.•.• 9
15-11 ••••• 9
15-12 .•••• 9
15-13 •.••• 9
15-14 •.••• 9

Part 301-16
16-1 •••••• 8
16-2 •••••• 8

Chapter 301
Appendix A
A-I ••••••• 6
A-2 ••••••• 6
A-3 ••••••• 6
A-4 ••••••• 6
A-S ••••••• 6
A-6 ••••••• 6
A-7 ••••••• 6
A-8 ••••••• 6
A-9 .•••••• 6
A-10 •••••• 6
A-II •••••• 6
A-12 •.•••. 6

Chapter 301
Appendix B
B-1 •••••• 10
B-2 •••••• 10
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Remove page{s):

Chapter 301
7-1 through 7-17

8-1 through 8-5

11-3 through 11-5

12-1

14-1 through 14-3

Chapter 302
1-9 through 1-13

2-1

5-1 through 5-5
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Insert page(s):

Chapter 301
7-1 through 7-15

8-1 through 8-5
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B-1 through B-3

Chapter 302
1-9 through 1-14a
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NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
specific times.
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b. The attachment to this transmittal lists the pages
currently in effect in the Federal Travel Regulation (FTR) after
the changes transmitted by this amendment have been inserted.
The check sheet is to be used to verify the accuracy of the FTR.
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AID HANDBOOK 22, Ch 9
TRANS. MEMO NO.

22:142
F'::CTIVE DATE 2-27-76

as amended 11-5-81

o

o

o

\

100 - TRAVEL, TRANSPORTATION, AND STORAGE or EFFECTS

110 AUTHORITY AND APPLICAEILITY

111 Applicability of Foreign Service
Travel Regulations

112 Relation to Federal Travel
Regulations

113 Emergency, Unusual, or Additional
Pavrn""n+

114 Payment of official Travel
Expenses

115 Responsibility of Traveler
116 SUbmission of Travel Vouchers

and Unused Tickets
117 Definitions
118 (Unassigned)
119 (Unassigned)

120 AUTHORIZATION AND PROCUREMENT
OF TRAVEL ANt RELATED ITEMS

121 Delegation of Authority to Authorize
and Approve Travel

122 Documentation
123 Advance Authorizations and Sub-

sequent Approvals
124 superseded Authorizations
125 Regular Types of Official Travel
126 Special Travel
127 Travel of Family for Representational

Purposes
128 Procurement of Travel and

Transportation
129 (Unassigned)

130 PERFORMANCE OF TRAVEL

131 Routing of Travel
132 Delayed and Interrupted Travel
133 Use of American and Foreign Ships
134 U~e of American Flag Air lines by Employees and Dependents of State. AID. USICA. and ACDA
135 Use of American Flag Airlines
136 (Unassigned)
137 (Unassign ed)
138 (Unassigned)
139 (Unassigned)

140 ALLOWABLE TRAVEL AND MISCELLANEOUS
EXPENSES

141 Allowable Expenses
142 Expenses Not Allowable
143 Special Tickets .
144 Canceled Reservations
145 Use of Privately Owned Con-

veyance
146 Accomadations
147 Baggage
148 Vome.!),uc. Re1.cc.a..tion A.Uowanc.e.
149 (~nassigned)

This page has been updated for AID purposes as of 11-5-81 .
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EFFECTIVE DATE 2-27-76 TRANS. MEMO NO.

as amended 11-5-81 22:142

150 PER DIEM

151 General Application
152 Change in Rate After Travel

Begins
153 Maximum Rates
154 Reductions in Per Diem Allowances
155 Computation of Per Diem Payment
156 When Per Diem is Payable
157 Allowance of Actual Subsistence

Expenses
158 Special Locality Subsistence

for Temporary Duty
159 (Unassigned)
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(1) Excess or increased limited shipment when total
amount shipped and stored does not exceed the com
bined shipment and storage allowance under 6 FAM
162. as prescribed by law; and

(2) Emergency storage of effects and privately
owned motor vehicles.

e. The committees have no authority to recommend
approval of a request for an increase in an employee's
combined shipping and storage allowance or any other
request which would be in violation of the Foreign Ser
vice Act of 1980. as amended. or any other law. stat
ute, or Comptroller General Decision.

f. Denial of a request for exception will not preclude
any right an individual may have to seek a ruling from
the Comptroller General either directly or through the
finance office of the appropriate agency. Requests are
to include complete justification for the desired action.
and whenever possible. be supported by pertinent writ
ten statements. inventories. bills-of-Iading. or other
supporting documents.

g. Procedures for submitting requests for consider
ation are as follows:

(1) For State. all requests submitted for commit
tee consideration should be forwarded by operations
memorandum. subject: .. AFSP; Exception to Foreign
Service Travel Regulations". to the executive director
of the regional bureau having cognizance over the post
to which the employee is assigned. On separations or if
new assignment is to the United States. requests are
submitted to the regional bureau of last assignment;

(2) For USIA. forward all requests for committee
consideration directly to the Chief. Travel and Trans
portation Branch (M/AST). Membership in the com
mittee will be composed of the most senior area execu
tive officer who will act as chairperson. the Chief. Trav
el and Transportation Branch (M/AST). and a person
nel management specialist from the Policies and Ser
vices Staff (M/PPS);

(3) Formalization of any decision will be carried out
through the appropriate administrative and budgetary
channels. The committee chairperson will seek an
opinion from the appropriate area office. media ele
ment. or their organizational equivalents; and

(4) For AID:
(a) Foreign Service personnel who· have unavoid

ably incurred what they consider to be excess charges
for travel. transportation. or storage of their effects
should first seek relief through the normal administra
tive process;

(b) In the United States. employees should submit
requests to the Office of Personnel Management. M/
PM/FSP or M/PM/EPM. as appropriate;

(c) At an overseas post. therequest should be sub
mitted to the appropriate approving official; and

(d) Employees who have exhausted the norma] ad
ministrative process and have not received a satisfacto
ry resolution of their problem may submit a request for
committee consideration to the Chairperson. Commit
tee on Exceptions. Office of Management Operations.
Travel and Transportation Management Division (M/
SERlMOfITM) .

. h. The Committee. where appropriate. will obtain
comments and/or recommendations from the mission.
An employee at post should submit the request through
the mission executive officer or appropriate manage-

d

ment official, who will attach comments or recommen-
dations which may assist the Committee in its review.
and provide the employee with an information copy of
the transmittal to the Committee.

121.1-5 Overseas Posts, (State)
(TL:GS-438; 1-4-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

8. Travel. Chargeable to Post-Held State S&E
Funds

Chiefs of mission and their designees. in writing. are
delegated authority to authorize and approve travel and
related expenses properly chargeable to post-held S&E
funds including the following:

(1) Local administrative travel within or between
foreign countries when such travel is in connection with
temporary details. and assignment and separation trav
el of Foreign Service national employees;

(2) Travel to alternate seat of government;
(3) Educational travel;
(4) Medical travel of American employees. autho

rized family members. and employee attendants;
(5) Medical travel of Marine security guards to hos

pitals abroad and return to post of assignment;
(6) Rest and recuperation travel;
(7) Emergency and periodic replacements of mo-

tor vehicles;
(8) Directed departure travel;
(9) Local transportation at post; and
(10) Visitation travel in accordance with 3 FAM

699.

b. Travel Chargeable to Washington-Held S&E
Allotment 2025

Chiefs of mission and their designees. in writing.
have been delegated authority to amend travel issued
by Washington chargeable to S&E International As
signment Travel Allotment 2025. The Department

)
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should be notified of the amendment(s) by TMSIX
telegram. The amended travel authorization
(TMFOUR) will be processed in the Department and
transmitted to the amending post. Posts may amend Al
lotment 2025 Travel only when necessitated by:

(1) Change in classification of employee (losing or
gaining posts);

(2) Change in number of dependents, except when
acquired through proxy marriage (losing or gaining
posts); post should submit revised OF~126, Residence
and Dependency Report;

(3) Change in quarters availability (losing or gain
ing posts). NOTE: When travel authorization is
amended to provide for full shipment, posts should in
clude authorization for the removal of household ef
fects from place(s) where stored at Government ex
pense;

(4) Shipment of a foreign-made, foreign-pur
chased motor vehicle in accordance with §165.9-1;

(5) Change of home leave address, provided the
change of address, as documented by the employee's
copy of OF-126, Residence and Dependency Report,
has previously been approved by the Department in ac
cordance with 3 FAM 124.3 (losing post only);

(6) A dependency change involving a new-born
child at a post where U.S. or other suitable layette are
unavailable locally and must be obtained in the United
States or elsewhere. In such instances, the employee
may be granted an air freight allowance for shipment of
a layette in an amount not to exceed 113 kilograms1250
pounds gross weight (see also §147.3) (gaining post
only); and

(7) A determination made by an authorizing officer
that first-class air travel is necessary (losing post only).

c. Travel Chargeable to Washington-Held S&E
Operating Allowance 6035

Chiefs of mission and their designees, in writing,
have been delegated authority to authorize and ap
prove travel and related expenses chargeable to S&E
Reimbursable Detail Operating Allowance 6035 but
only with respect to the following travel:

(1) Medical travel of U.S. employees, authorized
family members, and employee attendants;

(t) Rest and recuperation travel;
(3) Emergency or periodic replacement of motor

vehicles; and
(4) Educational travel.

d. I Travel Chargeable to Post-Held FBO Funds
Chiefs of mission and their designees, in writing,

have been delegated authority to authorize or approve
travel and related expenses chargeable to post-held
FBO funds including: ~

I'

(1) Travel within or between foreign countries
when such travel is in connection with temporary de
tails, and assignment and separation travel of Foreign
Service national employees;

(2) Medical travel of U.S. employees, authorized
family members and attendants;

(3) Local transportation at posts;
(4) Educational travel;
(5) Rest and recuperation travel; and
(6) Directed departure travel.

121.2 U.S. Information Agency
(USIA)

(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. The following types of travel or travel expenses of
USIA Foreign Service employees must be authorized
or approved by Washington:

(1) Travel, transportation of effects, and related
items for travel of Agency personnel and their depen
dents in connection with personnel actions, advance
travel of dependents, home leaves, and educational
travel to and from the United States for secondary and
college education; shipment of replacement vehicles;
and shipment of a foreign-made motor vehicle in ac
cordance with 6 FAM 165.9;

(2) Agency-directed travel to the United States;
(3) International conference travel;
(4) Transportation and per diem of dependents

when employee is on temporary duty en route to post of
assignment;

(5) Allowance of actual subsistence expense;
(6) Excess official baggage for travel in connection

with personnel actions; and
(7) Other travel or travel expenses for which specif

ic authorizing or approval authority has not been dele
gated to field officers.

b. Country public affairs officers are authorized to
approve temporary duty travel for U.S. or Foreign Ser
vice national employees within the country of assign
ment or outside the country of assignment but within
the same geographic area in which the post is located;
rest and recuperation travel of U.S. employees and
their dependents in accordance with 3 FAM 698; and
emergency visitation travel for employees and their de
pendents in accordance with 3 FAM 699.5.

c. Branch public affairs officers may authorize or ap
prove temporary duty travel for U.S. or Foreign Service
national employees within the geographic region for
which they are responsible, and medical travel of U.S.



TRANS. MEMO NO.

employees and their dependents in accordance with 3
FAM 686.

d. Officers in charge of radio relay stations, radio
program centers, VOA correspondent staffs, or region
al service centers are authorized to approve temporary
duty travel of U.S. and Foreign Service national em
ployees within the geographic area for which the officer
in charge is responsible; rest and recuperation travel of
U.S. employees and their dependents in accordance
with 3 FAM 698; and emergency visitation travel for
employees and their dependents in accordance with 3
FAM 699.5:

(1) The officer in charge of the Antigua Relay Sta
tion is also authorized to approve temporary duty travel
within the Caribbean geographic area as necessary for
directional antenna proof-of-performanc,e. technical
program coordination with Radio Antilies, and to at
tend meetings at Amembassy Barbados;

(2) The officer in charge of the Liberia Relay Sta
tion is also authorized to approve international travel of
third-country nationals and their dependents for pur
poses of appointment and termination;

(3) The officer in charge of the Rhodes Relay Sta
tion is also authorized to approve temporary duty travel
to Cairo. Egypt, for the purpose of periodic mainte
nance of the USIS Cairo Program Center;

(4) The officer in charge of the Saint Vincent Relay
Station is also authorized to approve temporary duty
travel for the purpose of attending meetings at Amem
bassy Barbados;

(5) For radio relay stations. "area" is defined as
follows:

(a) Bangkok Relay Station: Thailand and the Phil
ippines;

(b) Botswana Relay Station: Botswana. South Afri
ca, Zimbabwe, and Zambia;

(c) Philippine Relay Station: The Philippines and
Thailand;

(d) Tangier Relay Station: Morocco, Gibraltar, and
Spain; and

(e) All other relay stations: The country in which
the station is located;

(6) For radio program centers and VOA correspon
dent staffs. "area" is defined as the geographic area
(Le .• Africa; East Asia and Pacific; the Soviet Union
and Eastern Europe; Latin America; Near East. North
Africa, and South Asia; and Western Europe) in which
the program center is located or to which the corre
spondent is assigned; provided that, for the VOA cor
respondent staffs, travel outside the area-of-assign
ment may be performed if authorized by the VOA Di
rector, the Deputy Director for Programs, or the Direc-
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tor for ~ews and English Broadcasts.

e. Delegations of authority to heads of USIA over
seas establishments do not alter the range of travel ser
vices to be rendered by the Department of State under
existing administrative support arrangements.

121.3 Agency for InternatIonal
Development (AID)

(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Authority to authorize or approve. as appropriate.
official travel, transportation, and storage of effects is
delegated to the officials designated in this section. Ex
ercise of this delegated authority is subject to the avail
ability of travel funds. all requirements of law, and all
instructions, regulations, and directives which are now
in effect or which may be issued hereafter by the
Agency.

121.3-1 AIDlWashlngton
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

The Director, Office of Personnel and Management,
or designee, may authorize or approve the travel, trans
portation, and storage of effects (including transporta
tion of motor vehicles) incident to a personnel action,
home leave, or evacuation, of AID Foreign Service em
ployees under authorizing officer's jurisdiction. Exer
cise of this authority must be in accordance with the
provisions of pertinent manual orders and is subject to
the following limitations:

(1) Travel of a mission director, deputy director.
AID representative, AID affairs officers, regional di
rector or AID senior coordinator or representative with
an international organization, outside the country or
area of assignment, must be approved in advance by
the senior supervisory or independent office' head con
cerned; and

(2) Travel authorizations for participating agency
employees are authorized or approved by AID only
when the participating agency agreement includes pro
visions for issuance of travel authorizations by AID.

121.3-2 AID Participating Agencies
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Appropriate officials of the participating agencies
have the authority to authorize or approve travel, trans-"

)
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portation, and storage of effects (including transporta
tion of motor vehicles) incident to personnel action or
home leave for FC Schedule employees when
employed or assigned by them when the interagency
agreement so specifies.

121.3-3 AID Overseas Staff
(TL:GS-350; 9-10-86)
(Uni/orm State/AID/USIA/
Commerce /Agriculture)

a. The mission director or A~D representative, or
their designee:

(1) Authorizes travel, transportation, 'and storage
of effects incident to a personnel action, ·home leave,
emergency evacuation (see Handbook 23, Chapter 12,
USAID Controller Operations Emergency Evacua
tion) , and, temporary duty for AID direct-hire em
ployees upon notification by AID/Washington that the
personnel action, home leave, or temporary duty
(where AID/W approval is required) has been ap
proved;

(2) Authorizes the transportation of replacement
motor vehicles in accordance with 6 FAM § § 165.3
a.nd 165.4, and shipment of a foreign-made vehicle in
accordance with 6 FAM 165.9;

(3) Author~zes educational travel for eligible de
pendents in accordance with 6 FAM 111. 1-1 ;

(4) Authorizes travel within or between foreign
countries when· travel is for temporary detail consulta
tion or representational purposes in accordance with
regulations which authorizing officer has prescribed;

(5) Authori~es rest and recuperation travel for AID
direct-hire employees and for participating agency em
ployees; and

(6) Authorizes the family of a direct-hire employee
to return to the United States for a compelling or com
passionate reason in advance of the date th'e employee
is eligible for travel;

b. The principal or administrative officer of the U.S.
diplomatic mission authorizes travel and per diem for
AID American employees including employees of par
ticipating agencies and their dependents .for medical
treatment while located abroad. (See Handbook 19,
Chapter 10, Accounting for Medical Expenses.)

c. The Inspector General, or designee, for AID For
eign Service employees ·under the Inspector General's
or designee's jurisdiction, may authorize or approve, as
appropriate, official traY;,el, transportation, and storage

6 FAM 120
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of effects to the extent provided in §121.3-3, except
for representational travel.

121.3-4 Authorizing or Approving
Exceptions (AID)

(TL:GS-350; 9-10-86)
(Uni/orm State/AID/USIA/
Commerce /Agriculture)

a. The authorizing officials designated in §
§121.3-1 and 121.3-2 may authorize or approve
emergency, unusual, or additional payment f~r person
nel under their jurisdiction in accordance with 6 FAM
113.

b. Certain special exceptions may be authorized as
follows:

(1) First-class air accommodations approved by
DA/AID upon review and recommendation by M/
SERIMO (AID Handbook 22, Chapter 3, Section
3C.l.a);

(2) Business-class air accommodations approved
by Chief, M/SERIMO/ITM, AID/W or senior AID of
ficial at overseas post (AID Handbook 22, Chapter 3,
Section 3C.l.a);

(3) Foreign-flag airlines or ships approved by Di
rector, M/SER/MO, AID/W or senior AID official at
overseas post (AID Handbook 22, Chapter 7, Section
7A.4 .a); and

(4) Actual expense subsistenc~ approved by Direc
tor, M/SER/MO, AID/W or senior AID official at over
seas post (AID Handbook 22, Chapter 3, Section
3C.l.b) .

c. Exercise of this authority must be in accordance
with the provisions of current statutes and implement
ing regulations.

d. Employees seeking an authorized or approved ex
ception should use one of the following procedures:

(1) Foreign Service personnel who have unavoid
ably incurred what they consider to be excess charges
for travel, transportation, or storage of their effects
should first seek relief through the normal administra
tive process:

(a) If the employee is in the United States, the em
ployee should submit the request to M/PM/FSP or M/
PM/EPM, as appropriate;

(b) If the employee is at post, the request should be
submitted to the appropriate approving official;

(2) If this does not result in a satisfactory resolution
of the problem,. employees may submit their requests
for Committee consideration to the Chairperson, Com
mittee on Exceptions, Office of Management Opera-
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I' tions, Travel and Transportation Management Division
(M/SERlMOfITM), as follows:

(a) If the employee has exhausted the normal ad
ministrative process and is in the United States, the em
ployee should submit the request directly to the Com
mittee Chairperson. The Committee, where appropri
ate, will obtain comments and/or recommendations
from the mission;

(b) If the employee is at post, the employee should
submit the request through the mis'sion executive offi
cer or appropriate managementofficial, who will attach
any comments or recommendations which may assist
the Committee in its review, and provi~e the employee
with an information copy of the transmittal to the Com
mittee;

(c) Requests shall include complete justification for
the desired action and, whenever possible, be sup
ported by pertinent written statements, inventories,
bills-of-Iading, or other supporting documents.

122 DOCUMENTATION

122.1 By the Authorizing Officer
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

When, in accordance with these regulations, an au
thorizing officer makes a special determination, autho
rization, approval, or exception, the authorizing officer
is responsible for furnishing, if requested, adequate ex
planation for this action. The authorizing officer should
therefore include the pertinent information in the files.
When this action is based on unusual circumstances,
the authorizing officer should furnish this explanation
to the traveler for inclusion in the travel voucher. The
explanation should state the facts upon which the ac
tion was based but should be as brief as possible and be
limited to pertinent information.

122.2 By the Traveler
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

If a traveler incurs any expense not previously autho
rized, which requires specific authorization or which is
not covered by these regulations, the traveler should
provide an adequate explanation as an attachment to
traveler's travel voucher.

123 ADVANCE AUTHORIZATIONS
AND SUBSEQUENT
APPROVALS

(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Travel should be authorized in writing before travel
begins or any travel expenses are incurred. When, due
to unusual circumstance, this is not practicable, travel
may be subsequently approved in writing.

124 SUPERSEDED
AUTHORIZATIONS

(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/

.Commerce /Agriculture)

a. A subsequent authorization for transfer, separa
tion, or upon the death of an employee, supersedes and
invalidates any prior authorization for transfer, home
leave, or assignment to a post. If a part of the travel of
the employee or employee's family or transportation of
effects ha~ already begun, expenses in connection
therewith are allowable to the first subsequent point of
interruption, provided it is on a usually traveled route
between the points authorized in the prior authoriza
tion.

b. Onward travel and transportation of effects are
allowable under a new travel authorization from such
point of interruption to the newly authorized destina
tion. In case of death of an employee, a new travel au
thorization will be issued authorizing travel of em
ployee's family and transportation of effects from point
of interruption on a usually traveled route to point of
service separation, in accordance with §126.S. In the
event the point of interruption is not on a usually'trav
eled route, onward travel will be authorized from a
comparative point along a usually traveled route.

125 REGULAR TYPES OF OFFICIAL
TRAVEL

(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

When two or more types of travel are combined, the
pertinent provisions apply separately to each segment
of the trip. Types of official travel follow below.

'\
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I
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125.1 Alternate Seat of
Governmen~ Travel

(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA'/
Commerce /Agriculture)

a. Official travel and transportation for American
and Foreign Service national employees, their families,
and effects, may be authorized to and from the alter
nate seat of government.

b. There is no per diem at destination unless specifi
cally authorized. Shipment and storage of effects, and
motor vehicle, may be authorized.

125.2 Appointment Travel
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. Official travel and transportation for American
and Foreign Service national employees, their families
and effects, may be authorized from place or places of
residence or other place specifically authorized to offi
cial duty station.

b. Effects may be authorized to be shipped at Gov
ernment expense from place of storage. Shipment of
effects is authorized only for employees whose tour of
duty at post is 1 year or more. If the employee does not
serve 1 year or more at a post because the employee is
transferred or otherwise removed from post for the
convenience of the Government, the foregoing sen
tence shall not apply.

125.3 Educational Travel
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. Travel of a child may be authorized to and from a
school located in the United States for secondary edu
cation (in lieu of an education allowance) and for col
lege education in accordance with section 280 of the
Standardized Regulations (Government Civilians, For
eign Areas), and the Federal Travel Regulations.

b. Baggage is allowable in accordance with 6 FAM
147.2. For USIA, educational travel must be autho
rized at Washington.

6 FAM 120
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125.4 EvacuatlonlAuthorized
Departure Under Disturbed
Conditions

(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Official travel and transportation may be authorized
for American and Foreign Service national employees,
their families and effects, from post of assignment to
place designated in the travel orders and thence to
post.

125.5 Home Leave Travel
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)
(GAO Decisions: B-148087, 2/21/62)

a. Official travel and transportation may be autho
rized for American employees and their families from
post or any place abroad where presence is due to Gov
ernment orders to home leave residence designated in
the travel order and return or transfer to official sta
tion.

b. Employees and their families traveling should
spend 20 workdays in the United States (see 3 FAM
450). Except as provided in § 126.1, the family may not
travel until the employee is eligible for home leave and
has been issued home leave orders.

125.6 Medical Travel
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)
(GAO Decisions: B-223872, 11/25/86)

a. Official travel and transportation may be autho
rized for American employees and their families from
any place where presence is due to government orders
to nearest locality where suitable medical care can be
obtained and thence to an official duty station.

b. Travel of attendants may be authorized. For other
special provision, see 3 FAM 686.



6 FAM 120

PAGE NO.
9A-12

f.FF[CTIVE DATE

as indicated
TRANS. MEMO NO.

22:343 AID HANDBOOK 22, App. 9A

/

\,

)

SPECIAL TRAVEL126

126.1 Advance Return of Family
Financed by Government

126.1-1 General Policy
(TL:GS-438,' 1-4-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

In certain cases. an employee's family may be autho
rized, before the employee's eligibility for travel, to re
turn to employee's residence in the United States, its
possessions, and the Commonwealths of Puerto Rico
and the Northern Mariana Islands.

place where presence is due to Government orders, to
new post. Transportation of effects is allowed from old
post to new post and/or to point of storage; or to new
post from old post, previous posts. and/or points of au
thorized storage.

b. Effects may be shipped between places other than
those authorized subject to provisions of 6 FAM 163.
When emergency conditions exist at the new post,
another destination may be designated for travel of the
family and transportation and storage of effects and a
motor vehicle. Upon termination of the emergency,
travel and transportation to the new post may be autho
rized.

126.1-2 Conditions of Authorization
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. The Department of State. USIA, or the AID mis
sion director or AID representative may authorize ad
vance travel of an employee's family members when
the chief of mission or the head of the agency overseas
establishment determines that the public interest re
quires the return of a member of the family for compel
ling personal reasons of a humanitarian or compassion
ate nature, including but not limited to cases which may
involve physical or mental health or death of any mem
ber of the immediate family.

b. The Department or Agency in Washington may
authorize advance travel of family members when there
is an obligation imposed by an authority or circum
stances over which the individual has no control. Ad
vance travel may be. authorized by the Department or
Agency in Washington after family members have been
at the post at least 6 months under the following condi-.
tions:

(1) A child who is not eligible for educational travel
(6 FAM 111.1-1) has been at a post abroad and edu-

125.7 Military Furlough,
Resignation, Retirement,
and Other Separations
Travel

(TL:GS-438; 1-4-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)
(GAO Decisions: B-211490, 4110/84)

a. Official travel and transportation may be autho
rized for American and Foreign Service national em
ployees, their families and effects, from post or any
place where presence is due to Government orders to
designated place of residence in the United States, its
possessions, or the Commonwealths ofPuerto Rico and
the Northern Mariana Islands, or, in the case of For
eign Service national employees, to a designated place of
residence at the time of appointment.

b. When an American employee elects to reside at
other than the designated place of residence, expenses
shall be allowed based on constructive cost (6 FAM
sections 117g, 131.3, and 163) to designated place of
residence in the United States, its possessions, or the
Commonwealths of Puerto Rico and the Northern
Mariana Islands. (See 3 FAM 780 on separation of
American employees and 3 FAM 740 on military fur
lough.)

c. This regulation provides to Civil Service em
ployees. mandatorily converted to Civil Service from
Foreign Service under the Foreign Service Act of 1980,
those benefits of travel and/or transportation of effects
to which they were entitled at the time of such manda
tory conversion.

125.8 Temporary Duty Travel
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Official travel and transportation may be authorized
for American and Foreign Service national employees
from any place to temporary duty station or stations
and thence to such place or to post. See also §.126.4
covering travel of family members.

125.9 Transfer Travel
(TL: GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. Official travel and transportation may be autho
rized for American and Foreign Service national em
ployees, their families and effects, frqm old post, or any
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cational needs (for the equivalent of grades 1 through 8
only) so require; or

(2) A child is over 21 years of age, unmarried, and
has traveled to the post before attaining such age (see
§ 126.3).

126.1-3 Authorized Costs
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Only one-way transportation will be authorized for
advance return of family. If a family member subse
quently travels at Government expense to the same or
another post to which the employ.ee is assigned, the to
tal cost of the advance return and subsequent travel
may not exceed the cost which would have been in
curred had the family member traveled at the same
time as the employee.

EFFECTIVE DATE

as indicated

cancels eligibility of family members for return travel to
the United States.)

126.1-6 Liquidation or Refund of
Repayment

(TL:GS-438; 1-4-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

If the employed is subsequently transferred, as
signed, separated, or returned on leave at Government
expense to the United States, its possessions, or the
Commonwealths of Puerto Rico and the Northern
Mariana Islands, and the expenses of the advance
travel become a proper obligation of the Government,
the employee will be relieved of the obligation set forth
in the repayment agreements to the amount of allow
able expenses (§ 126. 1-4). If the employee has pre
viously made repayment, employee may request and
receive an appropriate refund.

22, App. 9AAID HANDBOOK
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126.1-4 Repayment Agreement
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Before any obligation of Government funds is in
~urred, the employee shall execute a repayment agree
ment in accordance with the format in Exhibit 126.1
-4. The original and one copy should be forwarded to
the Department or USIA by memorandum, subject:
APER.For AID, forward to M/PM, AID/Was an at
tachment to a memorandum.

126.1-5 Repayment Requirements
(TL:GS-438; 1-4-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

!he conditions under which repayment must be
made by the employee for travel expenses borne by the
Government in connection with the advance return of
employee's family are as follows:

(1) The employee fails to complete the service peri
od required to become eligible for travel and transpor
tation at Government expense; or

(2) There is a change of dependency status which
cancels the eligibility of family member(s) for return
travel to the United States, its possessions, or the Com
monwealths of Puerto Rico and the Northern Mariana
Islands at Government expense. (A divorce or an an
nulment prior to the issuance of travel orders no longer

126.2 Advance Travel of Family
.Financed by the Employee

(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. The employee may arrange for advance travel of
family, paying the cost initially and claiming reimburse
ment after the employee has been issued travel authori
zation which covers the travel of family and after the
employee has reached eligibility date. Reimbursement'
is limited to the amounts payable had the family trav
eled at ~he same time as the employee.

b. Reimbursement may be made for advance travel
or return travel to the United States for a spouse and/or
minor children of an employee who have traveled to
the post as dependents even if, because of divorce or
annulment, such spouse and/or minor children have
ceased to be dependents as of the date the employee
becomes eligible for travel (provided that such eligibil
ity date occurs on or after January 10, 1973). Reim
bursable travel may not be deferred more than 6
months after the employee completes personal travel
pursuant to the authorization.

c. If the advance travel of family was to the em
ployee's temporary duty post and the employee was
transferred to the post at the end of the employee's
temporary duty, employee may claim reimbursement
for expenses of allowable travel and transportation of
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126.5-1 When Employee Dies Abroad or
While In Travel Status

(TL:GS-438; 1-4-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

8. Expense8 In Connection With Remains
Reasonable cost of preparing remains including the

cost of embalming, clothing, cremating, casket, or con
tainer suitable for shipment to the place of interment;
expenses incurred in complying with local and U.S.
laws; and transportation of remains from place of death
to any place in the United States, its possessions, and
the Commonwealths of Puerto Rico and the Northern
Mariana Islands designated by the next-of-kin, via
post if desirable, by surface, or by air. For shipment of
remains to a foreign country, see §126.S-1d.

b. Travel Expenses for Family
From the last place at which dependents resided and

traveled at Government expense, to anyplace in the
United States, its possessions, and the Commonwealths
of Puerto Rico and the Northern Mariana Islands des
ignated by the next-of-kin as separation residence or
place of interment. For travel to foreign countries, see
§126.5-1d.

c. Transportation of Effects
From last post of assignment, and safe haven if ef

fects are located there, and from any place where ef
fects are stored at Government expense, to separation
residence designated by the next-of-kin. For transpor
tation to foreign countries, see §126.5-1d.

d. Remarks
Actual authorized expenses for travel, transporta

tion of effects, and/or shipment of remains to a foreign
country are allowed up to the constructive cost to place
last designated by employee as separation residence.
Place of interment may differ from residence for travel
and transportation of family. When one location or the
other is in a foreign country, this does not limit the
next-of-kin's discretion in designating an authorized
location in the United States for either interment or
travel and transportation of family. Authorized ex
penses may be incurred at any time within 12 months

family and effects which were incurred prior to the ef
fective date of transfer of the employee and the date of
employee's transfer travel authorization.

126.3 Return of Children Over 21
Years of Age

(TL:GS-438; 1-4-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

An employee's child who is unmarried and who is 21
years of age or older may be authorized return travel to
the employee's place of residence for separation pur
poses in the United States, its possessions, or the Com
monwealths of Puerto Rico and the Northern Mariana
Islands, provided the child, when child attained the age
of 21, was at, or proceeding to, a post abroad to which
the employee was assigned. The first travel authoriza
tion, which is issued to the employee authorizing travel
of the family after a child has reached the age of 21,
constitutes authority for such travel. The return of the
child to the United States should be completed within 1
year of the date the employee's travel begins, a child 21
years or older, who proceeds to the employee's post
may not be returned to the United States nor perform
any travel at Government expense, except as provided
for educational travel up to the 23rd birthday, plus ad
ditional years ~llowed for any military service, in sub
chapter 280 of the Standardized Regulations, (Govern
ment Civilians, Foreign Areas).

126.4 Travel of Family While
Employee Is On Temporary
Duty En Route to or from
Post of Assignment

(TL:GS-363; 5-28-87)
(Uniform State/AID/USIA/
Commerce/Agriculture)

When an employee is ordered to stop for temporary
duty in the United States or abroad en route to or from
employee's post of assignment, the family does not
have to accompany the employee as long as they join
the employee at the stopover point. Per diem at the
stopover point may be aUowed "for members of the fam
ily only during the period of temporary duty of the em
ployee. (For AID, this is subject to the provisions of 6
PAM 156.7.)

126.5 Travel and Transportation
Expenses Authorized In
Connection With Deaths of
U.S. Citizens and Their
Families

)
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following the date of death, unless the time limitation is
waived by an authorizing officer.

126.5-2 When Employee Dies In the
United States While Assigned
to a Post Abroad But Not In
Travel Status

(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. Expenses In Connection With Remains
Expenses include the cost of preparing.and trans

porting remains in accordance with Federal Travel Reg
ulations, Chapter 3.

b. Travel Expenses for Family
Same as §126.5-1.

c. Transportation of Effects
Same as §126.5-1.

d. Remarks
Same as §126.5-1.

126.5-3 When Employee Dies While
Assigned to a Post In the
United States But Not In Travel
status

(TL:GS-438; 1-4-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)
(GAO Decisions: B-212278, 9/2/83)

a. Expenses In Connection With Remains
None.

b. Travel Expenses for Family
Travel expenses are authorized from the last place at

which dependents resided and traveled at Government
expense to any place (in the United States, its posses
sions, and the Commonwealths of Puerto Rico and the
Northern Mariana Islands) designated by the next-of
kin as separation residence. For travel to foreign coun";
tries, see § 126.5-3d.

c. Transportation of Effects
Same as §126.5-1.

d. Remarks
Actual authorized expenses for travel of family and

transportation of effects to a foreign country are al
lowed up to the constructive cost to place last desig
nated by employee as separation residence. Authorized
expenses may be incurred at any time within 12 months

following the date of death, unless the time limitation is
waived by an authorizing officer.

126.5-4 When Member of Family Dies
Abroad or In Travel Status

(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. Expenses In Connection With Remains
Same as §126.5-1.

b. Travel Expenses for Family
Travel expenses are authorized for an employee or

an eligible dependent to accompany the remains of a
family member to the place of interment in the United
States or abroad and return. (See 3 FAM 699.5.)

c. Transportation of Effects
None.

d. Remarks
Actual authorized expenses for round-trip travel of

a family member and for transportation of remains to a
foreign country are allowed up to the constructive cost
to place last designated by employee as separation resi
dence. This limitation does not apply when interment is
in the United States, its possessions, or the Common
wealths of Puerto Rico and the Northern Mariana Is
lands.

126.5-5 When Member of Family Dies
.When Employee Is Assigned to
'post In the United States and
the Dependent Is Not In Travel
Status

(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

No expenses are authorized in connection with re
mains, for family travel, or for transportation of effects.

126.6 Travel and Transportation
Expenses Authorized In
Connection With Deaths of
Foreign Service National
Employees

(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Travel and transportation expenses are authorized
when a Foreign Service national employee dies at a
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post abroad to which that FSN employee has traveled
at U.S. Government expense. Types of expenses au
thorized are detailed below.

126.6-1 Expenses In Connection With
Remains

(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Expenses in connection with remains are a~thorized

only as prescribed by 5 U.S.C. 5944 (see 6 PAM 182),
but do not cover the transportation of remains. Within
allotments made available to the post, the chief of mis
sion shall determine the payments to be made.

126.7 Directed Departure
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIAI
Commerce IAgriculture)

When, in accordance with 3 FAM 141.4, it is the
judgment of a chief of a diplomatic mission that the
departure of an employee assigned by the Department
or Agency to a postunder the chief of mission's juris
diction would be in the interest of the United States
Government, the authorizing officer at the post may is
sue a travel authorization detailing the employee to a
nearby country. For the Department, the post authoriz
ing officer may issue a travel authorization transferring
a State Department employee and that employee's de
pendents to Washington. For AID and USIA, a travel
authorization transferring an employee to Washington
must originate in or have prior approval of Washington.

/

126.9-1 Rest and Recuperation Travel
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIAI
Commerce /Agriculture)

Travel of an employee or member of employee's
family may be authorized and performed in accordance
with § §121 and 128.5, and 3 FAM 698.

126.8 Newly Acquired Family
Member

(TL:GS-350; 9-10-86)
(Uniform State/AID/USIAI
Commerce/Agriculture)

When employees who are citizens of the United
States are assigned to a post, and they acquire a family
member (6 PAM 117k) subsequent to the issuance of
their assignment orders, travel expenses of the family
member from the place where acquired to the em
ployee's post of assignment may be authorized, not
withstanding the time limitation specified in 6 FAM
132.2-1. Shipment and storage of additional effects
may be authorized in accordance with 6 FAM
162.1-3.

126.6-2 Travel Expenses for Family
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

When travel authorization was originally issued to
bring the FSN family to post, allowable expenses in
cluded travel and per diem for the family from post of
assignment to place where employee resided at the time
of appointment to the Service. Payments are to be
made from allotments made available to the post.

126.6-3 Transportation of Effects
(TL:GS-350; 9-10-86)
(~niform State/AID/USIA/
Commerce /Agriculture)

a. Transportation of effects are authorized from post
where death occurred to the place where the FSN em
ployee resided at the time of appointment to the Ser
vice. Payments are to be made from allotments made
available to the post.

b. If an FSN family and its effects were sent to a lo
cality other than that mentioned, constructive costs ap
ply. Travel of an FSN family and the beginningof ship
ment of all its effects shall not be deferred more than 6
months following the date of the employee's death, un
less the time limitation is waived by an authorizing offi
cer.

126.9 Other Special Travel

"-
)

/
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126.9-2 Visitation Travel
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce/Agriculture) ,

Travel of an employee or dependent may be autho
rized and performed in accordance with § § 121.1,
121.3, and 3 FAM 699. (See 3 FAM 699 for USIA.)

127

6 FAM 120
EFFECTIVE DATE
as indicated

TRAVEL OF FAMILY FOR
REPRESENTATIONAL
PURPOSES

127.1

I

j

/

126.9-3 Special Provisions Relating to
Per Diem for Security Officers
and Others

(TL:GS-360; 5-20-87)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. In order to reimburse Department of ,State securi
ty officers on protective missions in the U.S. or abroad
and other members of the Service and the Department
for their extraordinary expenses, Title 11, Chapter 2,
Section 32, of the State Department Basic Authority
Act of 1956, as amended, provides that the Secretary
may, without regard to Section 5702 of Title 5, United
States Code, pay subsistence expenses of such officers
who are on authorized missions.

b. The Secretary has determined that security offi
cers of the Department (including agents on detail to
the Department by agreement of the heads of their
agencies) assigned to protective missions in the conti
nental United States but away from their duty station,
may be paid at a rate not to exceed the following special
per diem rate: one-hundred-and-fifty (150) percent
of the meals and incidental expenses (M&IE) portion
of the maximum locality per diem rate rounded out to
the next whole dollar plus the actual cost of lodging.
Receipts for lodging are to be submitted with the travel
voucher.

c. When assigned abroad on a protective assign
ment, security officers may be paid at the following spe
cial rate: sixty-five (65) percent of the applicable per
~liem rate rounded out to the next whole dollar plus the
actual cost of lodging (as shown by the lodging receipts)
must be submitted with the travel voucher.

d. The authority of this special provision is also
applicable to permanent direct-hire employees of the
Office of Language Services (A/OPRlLS) and other
State Department employees who must advance and/or
accompany foreign dignitaries and Department princi
pals in the U.S. or abroad and who are required to stay
in expensive accommodations that exceed the maxi
mum per diem limitation.

e. Payment of the special per diem rates for travel
within CONUS shall follow the methods outlined in the
FTR, Chapter 1, Part VII. Payment of the special per

Authorizing
Representational Travel

127.1-1 Representational Travel Within
Country of Assignment

(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

8. Department of State
The chief of mission, or principal officer where

there is no immediate supervisory post, may, within the
discretion of the chief of mission or the principal offi
cer, and subject to the availability of post travel funds,
authorize such travel. This authority may be redele
gated only to the deputy chief of mission.

b. Agency for International Development
The director of the AID mission or AID representa

tive may, within the discretion of the director or the
representative, and subject to the availability of post
travel funds, authorize such travel. This authority may
not be redelegated.

c. United States Information Agency
The country public affairs officer may, within the

officer's discretion, and subject to the availability of
post travel funds, authorize such travel. This authority
may not be redelegated.

127.1-2 Representational Travel Outside
Country of Assignment

(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. Department of State
The chief of mission, or principal officer when there

is no immediate supervisory post, may use this authority
provided advance approval is obtained from the De
partment. The Assistant Secretaries of the regional bu
reaus are delegated authority to approve requests from
posts for such travel.

b. Agency for International Development
The director of the AID mission or AID representa

tive may use this authority provided advance approval
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b. The chiefs of mission in consultation. with heads
of other agencies in their country of assignment will de
velop local rules and practices to promote the maxi
mum degree of uniformity in the exercise of this au
thority.

127,2-2 Travel Outside Country of
Assignment

(TL:GS-350: 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

In general, this type of trav~l will be. restricted to
family members of high-level officers and authorized
only when a clear need for dual representation exists.

is obtained from AID/Washington. The regional Assis
tant Administrators, AID/Washington, are delegated
authority to approve requests from the field for such
travel.

c. United States Information Agency
The country public affairs officer may use this au

thority provided advance appr~val is obtained from
USIA, Washington. The Area Directors, USIA Wash
ington, are delegated authority to approve requests
from the field for such travel.

\
)

'\
}
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Normally, travel will be restricted to dependents of
chiefs of mission, deputy chiefs of mission, country
public affairs officers, and AID mission directors or
AID representatives. However, in exceptional circum
stances, the dependents of a subordinate officer may
be authorized such travel. Typical of the circumstances
warranting representational travel outside the country
are the following:

(1) When an ambassador or AID mission director
accompanies a foreign dignitary to the United States on
a state visit or as a presidential guest and the dignitary is
accompanied by a spouse or other members of the
household;

(2) When a State, USIA, or AID officer attends an
international conference or meeting sponsored by a
group or organization of nations; such as the United
Nations, and the spouses of participants have also been
invited to attend; and

(3) When the President sends U.S.delegations
abroad or congressional or other high-level delegations
proceed abroad, accompanied by their spouses.

127.3 Documentation
(TL:GS-350: 9~10-86)

(Uniform State/AID/USIA/
Comm.erce /Agriculture)

As future reports covering travel under this authority
undoubtedly will be required, the reasons for authoriz
ing representational travel should be recorded and filed
for control and inspection purposes in accordance with
§122.1.

128.1 Use of Excess and
Near-Excess Foreign
Currencies for Official
Travel and Transportation
Expe~ses

(TL:GS-350: 9-10-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

To insure maximum utilization of excess and near
excess foreign currencies owned by the .United States,
payment of air, ship, and rail tickets and transportation
expenses incuri"edin shipment of unaccompanied bag
gage, household effects, and privately-owned motor
vehicles, shall be effected in foreigncurrency whenever
feasible. Instructions governing the use of excess and

128 PROCUREMENT OF TRAVEL
AND TRANSPORTATION

f.FFtCTIVE DATE

as indicated·

127.2 Guidelines for Authorizing
Representational Travel

(TL:GS-350: 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Travel under these provisions may be authorized for
one family member only. Rather than impose specific
controls and limitations, however, the authorizing offi
cer is expected to make sparing. and judicious use of
these provisions. In all cases, a clearly demonstrable
advantage to the United States must be foreseen.

127.2-1 Travel Within Country of
Assignment

(TL:GS-419: 9-29-89)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. As a general guideline, local travel of family mem
bers should be authorized when:

(1) Representation by the officer alone cO!Jld not be
accomplished effectively;

(2) Protocol or local customs would be served; or
(3) When necessary in connection with VIP visits or

important meetings at which spouses of foreign digni
taries are present.

PAGE NO.

9A-18
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near-excess foreign currency are contained in Foreign
Currency Bulletins issued by the Department· of State~

128.2 Use of Travel Age'ncles In
Foreign Areas

(TL:GS-434,' 8-1-90)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Travel agencies in foreign areas maybe used to pro
cure passenger transportation services of all modes pro
viding the amount paid to the travel agency is not great
er than the amount which would be chargeable if the
services had been obtained directly from the carriers
involved.

128.3 Travel Management Center
(TL:GS-434; 8-1-90)
(State only)

To assure compliance with 41 CFR 301;,..15 regarding
the use of a Federal Travel Management Center
(TMC) , all employees must use the current Travel
Management Center under contract with the Depart
ment of State in the Washington, D.C. Metropolitan
areas.

(TL:GS-434; 8-1-90)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Outside the Washington, D.C. Metropolitan area,
passenger transportation services may still be procured
from branch offices or general agents of U.S. flag carri
ers furnishing the service, including cases where some
or all of the actual transportation may be performed via
a foreign-flag carrier.

128.4 Authority of Traveler to
Issue Transportation
Requests

(TL:GS-438; 1~4-91)

(Uniform State/AID/USIA/
Commerce /Agriculture)

a. W1)en an employee has been authorized to' per
form official travel, the employee is authorized to issue
Form SF-1169, U. S. Government TransportationRe
quest, when necessary. Upon' presentation of a travel
authorization, an accountable officer may furnish the
traveler a sufficient number of blank transportation re
quests to accomplish the authorized travel. (See 6
FAM 1116.4 and 6 FAH H-127.)

6 FAM 120

EFFECTIVE DATE

as indicated

b. NOTE:' A Government transportation request
shall not be used to procure any transportation service
costing less than S10, unless special circumstancesjusti
fysuch use. (See 4 FAM 472.1b)

128.5 Use of Cash to Procure
Domestic Transportation
Services

(TL:GS-434; 8-1-90)-
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. Authorizing officers may require employees to use
cash to procure transportation services within the 50
States and the District of Columbia, when:

(1) The cost of such service shall not exceed $100,
plus tax for one-way or round-trip travel; or

(2) The excess baggage charges do not exceed $15
for each leg of a trip involving domestic air travel.

b. A traveler who has procured transportation ser
vices with cash shall assign to the Government the trav
eler's right to recover excess payment involving a carri
er's use of improper rates. The following statement will
appear on the travel voucher: "I hereby assign to the
United States any rights I may have against other
parties in connection with any reimbursable charges
described, herein."

c. In instances where an air carrier is liable for liqui
dated damage payments because of its failure to pro
vide' confirmed reserved space, the traveler is responsi
ble for having the carrier's check made payable to the
Treasurer of the United States.

d. Individuals exercising this authority shall not im
pose a financial hardship on a traveler by requiring the
traveler to, use personal funds to purchase these ser
vices, but may provide funds through travel advances
authorized in accordance with 4 FAM 333 and USIA
MOA VII 810.

128.6 .Rest and Recuperation
,Travel

(TL:GS-434; 8-1-90)
(Uniform State/AID/USIA!
Commerce /Agriculture)

Rest and recuperation travel is authorized and per
formed in accordance with the provisIons of 3 FAM
698.
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128.7 Emergency Visitation Travel
(TL:GS-434; 8-1-90)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The cost of emergency visitation travel in connection
with the serious illness, injury, or death of an immedi
ate family member is performed in accordance with the
provisions of 3 FAM 699.5-3 or 3 FAM 699.5-4.

129 AUTHORIZATION AND
PROCUREMENT OF TRAVEL
AND RELATED ITEMS

129.1 Travel Authorization' Policy
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

In accordance with OMB Bulletin 82-11, the follow
ing guidelines are established regarding travel authori
zation policy and practices.

129.1-1 Types of Travel Authorizations
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

The use of general travel authorizations for entire
agencies or groups of employees shall be discontinued.
To assure adequate managerial and supervisory atten
tion to the need for all travel, each employee's travel
shall be authorized separately under one of the follow
ing types of travel authorizations detailed below.

8. Unlimited Open Authorization
An unlimited open authorization permits an individ

ual to travel for any purpose without furtherauthoriza
tion.

b. Limited Open Authorization
A limited open authorization permits an individual

to travel without further authorization under c~rtain

prescribed conditions, which may include limitations
on the purpose(s) of travel, the geographic areas that
may be visited, trip costs, and the period of time in
which travel is authorized.

c. Trip-By-Trip Authorization
A trip-by-trip authorization permits a group or an

individual to take one or more specific trips identified
as to purpose(s), itinerary, time period, and estimated
cost.

129.1-2 Use of Open Authorizations
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commeree/Agrieulture)

To minimize administrative costs and to provide for
necessary flexibility while maintaining essential con
trols, use of open authorizations shall be as follows:

(1) Unlimited open authorizations for travel shall
be permitted only for Department or agency heads,
their deputies, other principal assistants, and managers
as designated by the agency head or deputy;

(2) Limited open authorizations may be provided
for employees whose work requires frequent repetitive
travel, but should be revalidated no less often than
quarterly and should specify realistic limitations on pur
poses, geographic area, trip duration, and costs; travel
not covered in an open authorization shall be separate
ly authorized on a trip-by-trip basis; and

(3) Unlimited and limited open authorizations shall
include an estimate of the travel costs to be incurred
over the period covered by the authorization. Those
estimates will be used to obligate those funds necessary
to carry out that travel and thereby to provide travel
budgetary controls.

129.1-3 High Cost Travel Authorizations
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Because of the relatively high costs associated with
certain kinds of travel, such travel shall be authorized
on a trip-by-trip basis and reviewed at a level of au
thority sufficient to provide policy approval. The types'
of travel covered by this requirement are:

(1) All conference attendance, training, entitle
ment, and relocation travel. In the case of conference
attendances, as defined in the travel purpose catego
ries, the authorizing official shall assure that the num
bers of attendees from the Department are necessary
and justified. In addition, the need for conferences and
meetings for which total travel and per diem estimates
exceed 55,000, shall be authorized by, at a minimum,
an Assistant Secretary, executive director, or equiva
lent;

(2) Overseas and foreign travel for all employees,
except those whose work requires repetitive foreign
travel or emergency foreign travel without advance no
tification. In addition, U.S. Government representa
tives and attendees at international, multilateral, and
intergovernmental conferences must be accredited by
the Office of International Conferences (lO/OIC),
State Department; and

\
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(3) Authorization of other travel should be dele
gated to the lowest management level which has re
sponsibility for both program accomplishment and! or
obligation or commitment of funds, but not lower than
an office director, bureau travel manager, or equiva
lent. The requesting and authorizing official should not
be the same person, unless a higher authority is not
available. In the latter instance, a specific memoran
dum of approval to authorize travel shall be issued by
the next higher organizational level.

129.1-4 Purpose of Travel
(TL:GS-350,' 9-10-86)
(Uniform State/AID/USIA/ '
Commerce/Agriculture)

Each travel authorization and the associated travel
vouchers shall specify clearly the purpose of the travel,
using the travel purpose categories listed below.

a. Conference Attendance
To attend a conference, convention, seminar, or

symposium for purposes of observation or education
only with no formal role in the proceedings.

b. Entitlement Travel
Travel to which an employee (or dependent) is en

titled as a result of an assignment; e.g. , official vacation
or home leave, medical emergency, and education
travel.

c~ Information Meeting
Attend a meeting to discuss general agency opera

tions, and/or review status reports or discussion topics
of general interest. If a site visit was conducted as part
of the same trip, consider the entire trip to be a site
visit.

d. Other Travel
To travel for reasons (purposes) which are not

shown in one of the other eight (8) categories.

e. Relocation
To move from one official duty station to another;

the same as a permanent change of station (PCS)
move.

f. ' Site Visit
Visit to a particular site in order to personally per

form operational or managerial activities; e.g" over
see programs, grant operations, or management activi
ties for internal control purposes; carry out an audit,
inspection, or repair activity; conduct negotiations;
provide instructions; provide technical assistance.

g. Special Mission Travel
To carry out a special agency mission such as in

volvement in non-combat military unit movements;
providing security to a person or a shipment (such as a

6 FAM 120
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diplomatic pouch); moving witnesses from residence to
other locations; and covering travel by Federal benefi
ciaries and other non-employees.

h. Speech or Presentation
To make a speech or a presentation, deliver a pa

per, or otherwise take part in a formal program other
than· a training course.

I. Training Attendance
To receive training.

129.1-5 Need for Travel
(TL:GS-350; 9-10-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Authorizing officials should be cognizant of any per
sonal or other travel plans, including plans to take an
nualleave in conjunction with travel, and should assure
appropriate consideration of the need for the travel,
use of travel substitutes (mail, teleconferencing, etc.),
and the most cost-effective routing and means of ac
complishing travel. Personal leave during official travel
must not increase the cost of the travel to the U.S. Gov
ernment.

129.1-6 Travel Advances
(TL:GS-419; 9-29-89)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. A travel advance will only be issued to non
charge card holders in conjunction with a travel autho
rization, and the amount of the advance will be limited
to 80 percent of the out-of-pocket expenses that the
employee is expected to incur prior to reimbursement.
This applies both to advances issued on a trip-by-trip
basis and to so-called permanent advances issued in
conjunction with open authorizations. The need for a
permanent advance and the amount of the advance
shall be reviewed and justified when the corresponding
open authorization is reviewed and justified. Settle
ment of the outstanding travel advances by travel
voucher submission must be accomplished within: five
(5) work days of completion of temporary duty (TDY)
travel; seven (7) work days of travel completion for
permanent change-of-station (PCS); and seven (7)
work days· after each 30-calendar day period for ex
tended travel, including long-term training and PCS
travel (see 4 FAM 465.1-2). Non-compliance on sub
mission of voucher/claim will result in recovery action
in accordance with 4 FAM 463.7. EXCEPTIONS:
AID 'AND COMMERCE ON PCS TRAVEL RE
QUIRE 5 WORK DAYS FOR COMPLETION OF
TRAVEL VOUCHER.
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b. Charge cardholders in Washington. will not be
issued travel advances but may purchase travelers
checks ($50 denominations) not to exceed the esti
mated out-of-pocket expenses shown on the tempo
rary duty (TOY) travel authorization (see 4 FAM
466.3). NOTE: THIS PARAGRAPH DOES NOT AP
PLY TO AID.

(TEXT CONTINUES ON PAGE 9A-23)

/
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Uniform State/AID/uSIA/Commerce/Aqriculture

EXHIBIT 126.1-4

REPAYMENT AGREEMENT

(Advance Travel of Family)

I, (name), certify that I have read and understand 6 FAM 126.1,
and I hereby agree to repay the (Department of State, u.s.
Information Agency, or Agency for International Development) for
expenditures made by the (Department or Agency) in connection
with the travel of my family to (place of residence in the
United States, its possessions, or the Commonwealth of Puerto
Rico) in the event and to the extent that such repayment becomes
due under the provisions of the above-cited 6 FAM lZ6.1. In the
event of my failure to make such repayment when required, I
hereby authorize ~he deduction of such repayment from my salary,
allowance, terminal leave, or other paym~nt which may be or
become due me.

(Name)

lTttle and Rank)

(Date)

(TEXT CONTINUED ON PAGE 9A-27)
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ALLOWABLE TRAVEL AND MISCELLANEOUS EXPENSES

141 ALLOWABLE EXPENSES
(TL:GS-440; 1-4-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. The following travel expenses, when actually in
curred and necessary, are authorized:

(1) Travel on railroads, aircraft, ships, buses,
streetcars, taxicabs, and other usual means of convey
ance;

(2) Transfer, storage, and checking of baggage nec
essary for the purpose of the official travel;

(3) Official telephone, telegraph, radio, and cable
messages for restrictions (see also § 142. 1d);

(4) Steamer chairs, cushions, and rugs;
(5) Commissions for conversion of currency;
(6) Fees for travelers checks;
(7) Fees in connection with the issuance of pass-

ports and visas, and other legally required costs;
(8) Photographs for passports and visas;
(9) Certificates of birth, health, and affidavits;
(10) Inoculations which cannot be obtained without

cost through a Federal dispensary;
(11) Necessary public stenographic or typewriting

services or rental of typewriters in connection with
preparation of reports or correspondence, clerical as
sistance, services of guides, interpreters, packers, driv
ers of vehicles, and storage of property used on official
business;

(12) Hire of room for official use when necessary to
transact official business;

(13) Shipments by express or freight of Government
property not classed as baggage and not admissible to
the mail (normally made on Government bills-of-Iad
ing (GBL's) where feasible);

(14) Packing and necessary preparation for ship
ment, cost of unboxing at destination, and necessary
cartage of unaccompanied baggage or personal effects,
or baggage accompanying traveler;

(15) Hire of a boat, automobile, taxicab (other than
for use under paragraph 17 of this section), aircraft, or
other conveyance when authorized or approved as ad
vantageous to the Government and when employee is
engaged in official business within or outside em
ployee's post of duty;

(16) Transportation by bus or streetcar between
places of business, and between place of lodging and
place of business at a temporary duty station (see para-

graph 15 of this section concerning use of taxicabs be-
tween stich places); and .

(17) Usual taxicab and airport limousine fares, when
applicable, plus tip, from common carrier or other ter
minal to either the employee's home or place of busi
ness, from the employee's home or place of business to
common carrier terminal, or between airport and air
port limousine terminal. When common carrier trans
portation service is available for all or part of the dis
tance involved, such as limousine or bus facilities be
tween cities and airport terminals, such service should
be used to the maximum extent practicable.

b. When suitable common carrier transportation is
available but the traveler elects to use a taxicab, an ex
planation of the circumstances should be furnished on
the travel voucher. Taxicab reimbursement in excess of
$25.00 plus tip must be supported by a receipt along
with a statement justifying the use of such conveyance.

c. Reimbursement may also be authorized or ap
proved for the usual taxicab fares, plus tip, as follows:

(1) From the employee's home to office on the day
of departure from the office on an official trip requiring
at least one night's lodging; and

(2) From office to home on the day of return to the
office from such a trip.

d. The amount of the tip which is allowable under
this section is 15 cents when the fare is S1.00 or less or

. 15 percent of the reimbursable fare when it exceeds
$1.00.

e. In lieu of the use of a taxicab as provided above,
payment on a mileage basis at the rate of 15 cents a
kilometer/24 cents a mile is allowed for the round-trip
mileage of a privately-owned automobile used in going
from either home or place of business to a terminal,
from a terminal to either employee's home or place of
business, from home to office, or from office to home,
provided that the amount of reimbursement for round
trip mileage does not in either instance exceed the taxi
cab fare including tip allowable for a one-way trip be
tween the applicable points.

f. Daily travel to procure meals or lodging at the
nearest available place when such cannot be procured
at a temporary duty station.

g. Charges for transfer, storage, checking, and por
ters' fees and tips for handling Government propeny
carried by the traveler.
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h. Excess official baggage and other miscellaneous
expenses, not enumerated herein, may be authorized
or approved when necessarily incurred by the traveler
in connection with the transaction of official business.

142 EXPENSES NOT ALLOWABLE

142.1 Items Included In Per Diem
(TL:GS-440; 1-4-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)
(GAO Decisions: 0-211243,
8/25/83; 0':'220151, 4/14/88)

Items included in per diem may not be paid separate
ly. These include:

(1) Charges for meals and lodging (NOTE: when
lodging and meals are provided by common carriers
and are included in the fare, they are considered as
transportation expenses rather than subsistence and
are therefore allowable expenses);

(2) Personal use of room and bath during daytime;
(3) Fees and tips to waiters, porters, baggage han

dlers, bellhops, hotel servants, dining room stewards,
and similar employees;

(4) Telegrams and telephone calls reserving hotel
accommodations, requesting leave, inquiring as to sta
tus of salary, expense vouchers, advance of funds, and
reply thereto, or any other matter of a personal nature;

(5) Laundry, drycleaning, and pressing;
(6) Fans, air conditioning, heating, radios, or tele

vision in rooms; and
(7) Transponation between place of lodging or

business and places where meals are taken, except as
specified in § 141, paragraph f.

142.2 Personal and Other
Expenses

(TL:GS-377; 1-27-88)
(Uniform State/AID/USIA/
Commerce/A.griculture)

Costs of a personal nature and payments or gratuities
to U.S. Government employees are not reimbursable.

6 PAM 140

143 SPECIAL TICKETS

143.1 Official Travel Use
(TL:GS-377: 1-27-88)
(Uniform State/AID/USIA./
Commerce/Agriculture)

Through fares, special fares, commutation fares, ex
cursion, and reduced-rate round-trip fares should be
used for official travel when it can be determined prior
to the stan of a trip that use of any of these is practical
and economical to the Government. Round-trip tickets
should be secured only when, on the basis of the jour
ney as planned, it is known or can be reasonably antici
pated that such tickets will be utilized.

143.2 Restrictions Involving the
Use of Promotional Fares
and Bonus Coupons

(TL:GS-449; 6-3-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)
(GAO Decisions: 8-199656,
7/81; 8-210717,2/84)

a. Government-funded travelers may not retain any
half-fare coupons, bonus points or similar items of val
ue received from a commercial air carrier on the basis
of the purchase of an airline ticket to be used for offi
cial travel and are obligated to account for these as well
as any other gifts, gratuities, or other benefits received
from a private source incident to the perfonnance of
official duty.

b. All rights to bonus flights, reduced fare coupons,
or other similar gratuities obtained as a result of per
forming official travel accrue to the Government and
not to the individual perfonning the travel. This applies
whether or not the benefit can be utilized by the Gov
ernment. No individual may use such gratuities for that
individual's personal benefit or for the benefit of a
spouse or family member in the course of personal trav
el.

c. Free upgrades of services to business or first class,
and check-cashing privileges, which maybe offered by
a promotional program sponsored by an airline may be
accepted and used for official travel. Membership fees
paid to join such programs may be reimbursed if it can
be demonstrated that the Government has received a
benefit solely as the result of the employee's participa
tion in the program.

d. Any gratuities, promotional fares, bonus cou
pons, or similar items of value received by the traveler
must be relinquished to the administrative officer at

~,

\
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145.2

post or the chief of the travel and transportation divi
sion for the appropriate agency (Le., AID, USIA,
Commerce, Agriculture) in the U.S.

e. State Only: Each traveler has the responsibility
to relinquish any gratuities, promotional fares, bonus
coupons, or similar items of value received by the trav
eler to their office or bureau which authorized/funded
the travel; e.g., parent bureau, OIC (Office of Interna
tional Conferences) or PA (Speakers Division, Bureau
of Public Affairs).

NOTE: All bureaus and offices who are authorized
to approve temporary duty travel (TOY) (under
§121.1-3) are delegated the responsibility to use, to
the maximum extent possible, the employee's accumu
lated bonus mileage credits to offset the travel costs
consistent with Department and applicable bureau
policy.

144 CANCELED RESERVATIONS

144.1 Service Fee Paid by
Traveler

(TL:GS-377; 1-27-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

When a reservation for accommodations on a train,
ship, or plane is canceled because of unavoidable delay
or official necessity, the cost of the service fee charged
by the carrier is allowed. Fees paid for cancellations of
reservations for personal reasons or personal delays in
notifying the carrier are not reimbursable.

144.2 Liquidated Damage
Payments to Traveler

(TL:GS-377; 1-27-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

When carrier tariffs require liquidated damage pay
ments to travelers for the carrier's failure to provide
confirmed reserved space, such payments by the liable
carrier are to be by check made payable to the "Trea
surer of the United States." In no case is the traveler
permitted to accept from the carrier a check showing
the traveler as payee. The traveler is to acknowledge
receipt of the check and submit a copy of the acknowl
edgement and the check with travel voucher. Payment
of denied boarding compensation to the Treasurer of
the United States is a Government requirement and is

no reflection on the carrier. (See 4 FAM 323.2.)

145 USE OF PRIVATELY-OWNED
CONVEYANCE

145.1 When Advantageous to the
Government

(TL:GS-440; 1-4-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)
(GAO Decisions: 8-234968. 9/7/89;
B-194267. 9/6/79; 8-204040, 4/6/82)

a. When the use of a privately-owned conveyance is
determined to be advantageous to the Government,
travel may be authorized on a mileage basis as follows:

(1) Motorcycles and motor scooters at 12.5 cents
per kilometer/20 cents per mile;

(2) Automobiles (including trucks, vans, etc.) at 15
cents per kilometer124 cents per mile; and

(3) Airplanes at 28 cents per kilometer/45 cents per
mile.

b. In determining whether use of a privately-owned
conveyance is advantageous to the Government, con
sideration will be given to the feasibility of using com
mon carrier transportation or Government-owned con
veyances based on availability, suitability of schedules,
and other applicable requirements; the advantages re
sulting from the more expeditious transaction of the
public business, economy, and employee performance
effectiveness; as well as other advantages and/or disad
vantages to the Government in the partiCUlar case.

Determination of
Advantage to the
Government for State and
Commerce

145.2-1 General Determination of
Advantage

(TL:GS-440; 1-4-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)
(GAO Decisions: B-228611, 10/28/88)

a. The authority to travel by privately-owned vehicle
(POY) contained in the following sections is applicable
to the employee or other family member(s) authorized
to travel. The vehicle to be used must be the property
of the employee or family member prior to initiation of
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travel and must be driven/shipped to the ultimate desti
nation stipulated in the travel orders. Only such ve
hicles as are eligible for shipment at Government ex
pense are authorized to be driven on a mileage per
diem basis under this provision.

b. Any reimbursement for travel by POV, under the
mileage per diem basis authorized by this section is lim
ited to the lesser of actual mileage between authorized
points on a direct route plus related per diem. not to
exceed 10 days.

c. When authorized travel from origin to destination
(combined with TDY. consultation and/or home leave.
as applicable) can be performed entirely using a priva
tely-owned vehicle. such travel by POV is hereby au
thorized.

d. When the vehicle would have to be shipped as
well as driven to reach the authorized destination, trav
el by POV is hereby authorized from point of origin to
the port normally used for the shipment of household
effects between the authorized origin and destination.
In like instances. where home leave and/or TDY is au
thorized at a point or points accessible by road from
origin. travel by POV via such point(s) is authorized.
together with travel from the last intermediate official
stopover to the closest port normally serving that loca
tion (except that when travel to the closest port would
cause the traveler to deviate in excess of 402 kilome
ters/250 miles from a direct route. travel instead is au
thorized to the nearest port on a direct route to destina
tion) e.g.• an employee on home leave and transfer
from Montreal to Hong Kong via home leave in Chica
go would not be required or authorized to travel to New
York (closest port). but instead would be authorized to
proceed from Chicago to the port of San Francisco
(nearest port on a direct route).

e. Travel by POV to a separation address in the
United States. when not otherwise covered under para
graphs a or b above. is hereby authorized from the pon
of discharge of the vehicle to the separation address via
consultation point (as applicable). In accordance with
§ 168.4 however, this authorization does not apply to
vehicles acquired en route to a separation point.

145.2-2 Special Determination of
Advantage

(TL:GS-440; 1-4-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)
(GAO Decisions: 8-222770, 5/12/87)

a. An employee on temporary duty (including con
sultation) may be authorized the use of a privately
owned vehicle on a mileage basis. from point of assign-

ment to TDY station and return. when determined by
the authorizing officer to be advantageous to the Gov
ernment. Authorization to perform travel by a private
ly-owned motor vehicle on a mileage basis must be
aontained in the travel authorization or amendment
thereto.

b. An employee who has not shipped another ve
hicle under own travel authorization who acquires a ve
hicle at a point on a direct route to the post of assign
ment abroad. is authorized to drive the POV under the
same terms and conditions as stated in paragraphs c or
d of §14S.2-1. when provided by the tr~vel authoriza
tion or amendment thereto, treating the point of acqui
sition as the constructive point of origin. However, in
no case may the cost of driving/shipping the vehicle
from where actually acquired exceed the lowest cost to
the Government had the vehicle been acquired at the
point of origin specified in the travel authorization and
been transported to destination.

c. When an employee's vehicle is authorized emer
gency storage in accordance with § 177, an authorizing
officer may determine that it is advantageous to the
Government for the vehicle to be driven all or part of
the distance to the designated storage point. Travel by
POV in such instances must be specifically authorized
in the travel order or amendment thereto.

145.3 When Used for Personal
Convenience (for State and
AID)

(TL:GS-377; 1-27-88)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. When no determination of advantage to the Gov
ernment is made and the employee elects to use a pri
vately-.owned vehicle for personal convenience. reim
bursement for expenses for travel will be the lesser of:

(1) Mileage. at the rates provided in § 145.1, plus
related per diem and other expenses; or

(2) The constructive cost of less than first-class air
accommodations on a direct route. plus related per
diem and other expenses. For any portion of the route
not connected by air service, reimbursement may not
exceed the constructive cost of first-class accommoda
tions on a surface common carrier.

b. When the employee elects to use a rented vehicle
for personal convenience. reimbursement for travel ex
penses will be the lesser of mileage. as provided in
§ 145.1, plus related per diem and other expenses. or

-~\
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the constructive cost of less than first-class air accom
modations on a direct route, plus per diem and other
expenses. For any portion of the journey not con
nected by air service. reimbursement may not exceed
the constructive cost of first-class accommodations on
a surface common carrier.

c. When the vehicle is both shipped at Gov~mment
expense and driven by an authorized traveler for por
tions of the journey, the total cost may not exceed the
shipping cost that would have been incurred in trans
porting the vehicle between the authorized points of
origin and destination.

145.4-2 Allowable Travel Time
(TL:GS-440; 1-4-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Allowable time for travel by privately-owned con
veyance is limited to that reasonably required. Varia
tions in driving conditions do not permit the establish
ment of daily mileage requirements. However, in the
United States, 563 kilometers/350 miles per day is con
sidered the normal driving distance. Where road. cli
matic. and other factors beyond the control of the trav
eler cause interruptions and deviations resulting in trav
el time in excess of that normally required, the traveler
will include a full explanation on travel voucher. Any
unusual circumstances which influence the elapsed
time ror travel by privately-owned aircraft must also be
explained.

145.4-1 Distances
(TL:GS-377: 1-27-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

When travel is performed by a privately-owned mo
tor vehicle. distances are to be determined by use of
standard highway mileage guides or by speedometer
readings. Any substantial deviation from distances
shown in the standard highway mileage guides shall be
explained. When travel is performed by privately
owned airplanes. distances are to be determined from
a~ays charts issued by the National Oceanic and At
mospheric Administration. Department of Commerce.
If a detour is necessary on account of adverse weather.
mechanical difficulty, or other unusual conditions, the
additional air mileage may be included and must be ex
plained.

/

)

145.4 Computation of Expenses

145.4-3 Additional Allowable Expenses
(TL:GS-377: 1-27-88)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The actual costs of parking fees, ferry fares. bridge,
road. and tunnel tolls are payable in addition to the
mileage allowances. For authorized use of a privately
owned airplane. parking fees. tiedown fees, and related
airport expenses are payable.

145.4-4 Shared Expenses
(TL:GS-377; 1-27-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

When two or more employees travel together in the
same conveyance. payment of mileage expenses is
made to only one of them.

146 ACCOMMODATIONS

146.1 Trains

146.1-1 Sleeping Car Accommodations
(TL:GS-377; 1-27-88)
(Uniform State/AID/USIA/
Commerce/Agriculture)

One standard lower berth is allowed for each autho
rized traveler when night travel is involved. However.
the lowest first-class available accommodations superi
or to a lower berth may be allowed on certification by
the traveler on the travel voucher that. at the time the
reservation was made. a lower berth was not available
and that the accommodation used was the lowest avail
able fU'St-class accommodation superior to a lower
berth. This certification will be accepted as prima facie
evidence of the facts. When practicable, through
sleeping accommodations should be obtained in all
cases where more economical to the Government.

146.1-2 Parlor Car and Coach
Accommodations

(TL:GS-377: 1-27-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

A seat in a sleeping or parlor car is allowed for each
authorized traveler. except that coach accommoda
tions will be used when the authorized travel is entirely
within the United States and the duration of the trip is 5
hours or less. On the basis of advantage to the Govern
ment. suitability ~nd convenience to the traveler, and
nature of the business involved, exceptions to the use of
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coach accommodations may be authorized by authoriz
ing officers of the Department, the Agency for Interna
tional Development, and the Assistant Director (Ad
ministration) of USIA.

146.2 Ships
(TL:GS-377; 1-27-88)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. Each authorized traveler is allowed the minimum
first-class accommodations available at the time reser
vations are made. The traveler's certification on the
voucher covering use of accommodations superior to
minimum first-class shall be accepted as prima facie
evidence of the facts.

b. To be considered .. first-class," the accommoda
tion must provide direct access from within the state
room to washbasin, shower or bath, and toilet.

c. If a traveler elects to travel in cabin or tourist
class, the traveler is not limited to the minimum rate
applicable to the lower class utilized but is entitled to
the cost of the accommodations actually used.

'.
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b. Use of supersonic or other premium fare trans
pon for official travel may be authorized only under
circumstances of such extreme urgency that no sched
uled accommodations at lower cost can meet the need.

c. Rest stops (see § 133.4) are not authorized for
travelers using first-class accommodations, except
when certified as necessary by competent medical au
thority.

d. Each'traveler, regardless of age, is allowed a seat
on an airplane.

on transoceanic flights or on international flight seg
ments in excess of seven hours in length, including
stopovers of less than six hours, is allowed only if busi
ness-class accommodations are not available;

,(5) When there is no space available in less than
first-class accommodations on any scheduled flight in
time to carry out the purpose of the official travel,
which is so urgent that it cannot be postponed;

(6) When the physical condition of the traveler, as
certified by competent medical authority (Le., MIMED
or the post or regional medical officer) requires the use
of first-class travel. (For emergency evacuation, see
§146.4a(2).) Travel of medically authorized atten
dant(s) is included: and

(7) When exceptional circumstances essential to
the successful accomplishment of the mission require
the use of first-class travel.

146.4 Authorization of First-Class
Air Travel

(TL:GS-426; 2-20-90)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. Authority for authorizing and approving the use
or first-class air accommodations is limited to the re
spective agency heads (the Secretary of State, the Ad
ministrator of AID, the Directors of USIA and ACDA,
or their deputies). These agency heads have deter
mined that the use of first-class air accommodations is
warranted and may be authorized without prior approv
al in the following specific circumstances:

(1) Under subparagraphs (1) through (5) of para
graph a of § 146.3: and

(2) Under emergency medical evacuation circum
stances upon certification by competent medical au
thority, the chief or mission or designee may authorize

Effective Date
as indicated

Page No.
9A-38

1'46.3 Accommodations on
Airplanes

(TL:GS-377; 1-27-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. It is the policy of the U.S. Government that trav
elers use less than fU'St-class accommodations when
traveling by air. However, there are limited and specific
circumstances when the use of fU'St-class accommoda
tions may be necessary. Subject to the requirements of
§ 146.4, the following circumstances warrant first-class
travel:

(1) 'Travel by couriers accompanying controlled
pouches;

(2) Travel by security officers accompanying first
class travelers (or the class being utilized by the protec
tee);

(3) In connection with official international travel,
first-class travel is authorized for chiefs of diplomatic
missions and accompanying dependents, Assistant Sec
retaries, and comparable or higher-level agency offi
cials of State, AID, USIA, U.S. Foreign Commercial
Service, U.S. Foreign Agricultural Service, ACDA,
and Peace Corps:

(4) For AID, first-class travel by an assistant ad
ministrator or equivalent or higher-level agency official
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first-class air accommodations including travel ~f med
ically authorized attendant(s).

b. Authorization to uSe first-class accommodations
under circumstances stated in SHbparagraphs (5)
through (7) of paragraph a. and in paragraph b of
§ 146.3 is made only after a detennination that such
accommodations are required.

c. Requests for exceptions under circumstances
listed in subparagraphs (5) and (7) of paragraph a, and
in paragraph b of § 146.3 must contain: the name,
grade, and position or title of traveler; points between
which first-class accommodations are desired; adcli-'
tional cost to the Government resulting from difference
between flIst-class and economy class accommoda
tions; and an explanation of circumstances justifying
the use of first-class air accommodations. Requests for
exceptions are forwarded to:

(1) State: The Under Secretary for Management
(M) through the executive director of the regional bu
reau;

(2) AID: The Director, Management Operations
(SERlMO);

(3) USIA: The Associate Director for Manage
ment (M); and

(4) ACDA: The Administrative Director.

146.5 Employee Responsibility
and Documentation

(TL:GS-377; 1-27-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. Except. for the specific circumstances stated in
§146.4a, authorization for the use of first-class air ac
commodations are to be made in accordance with
§ 146.4c in advance of the actual travel, unless exte
nuating circumstances or emergency situations make
advance authorization impossible. If advance authori
zation cannot be obtained, the employee is to obtain
written approval under § 146.4c at the earliest possible
time.

b. The employee must certify on the travel voucher
the reasons for use of first-class air accommodations
and specific authorization or approval must be attached
to, or stated on, the travel voucher and retained for the

record. In the absence of specific authorization or ap
proval, the employee will be responsible for the differ
ence in costs between the first-class accommodations
used and the next lower class of service.

146.6 Security Factor
(TL:GS-377; 1-27-88)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Regardless of the length of a journey and mode of
travel, use of a compartment or other accommodations
required for purpose of security may be authorized or
approved.

147 BAGGAGE

147.1 Excess Personal Baggage
(TL:GS-440; 1-4-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. The amount of accompanied baggage carried
without charge by transportation companies varies ac
cording to mode and class of transportation.

b. When less than first-class air accommodations
are used for international travel, excess baggage in an
amount necessary to make the total amount of baggage
carried equal to that carried free on frrst-class is hereby
authorized. Normally this amounts to 10 kilograms122
pounds excess baggage per traveler, bringing the total
amount of baggage carried to 30 kilograms/66 pounds
each.

c. Over and above this 30 kilograms/66 pounds, air
travelers on home leave round-trip orders may elect to
ship an additional 10 kilograms/22 pounds each of ex
cess baggage in lieu of using the unaccompanied bag
gage allowance on the inbound or outbound portion of
the travel or both. (All family members must choose
alike between using additional excess baggage or the
unaccompanied baggage allowance.)

d. Excess baggage in amounts greater than those de
scribed above is allowable if specifically approved in the
travel authorization or amendment thereto.

e. Excess baggage is not authorized at Government
expense for rest and recuperation travel, family visita
tion travel, or emergency visitation travel. For medical
travel, see 3 FAM 686.4-5.
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f. When practical, authorized excess baggage may
be shipped as air freight and may be added to the allow
ances authorized in §147.2.

147.2 Unaccompanied' Baggage
(TL:GS-449; 6-3-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. An unaccompanied baggage allowance for em
ployees and their dependents authorized to travel is
granted according to the following schedule unless
otherwise prohibited by regulations: .

b. The unaccompanied baggage allowance is in addi
tion to the household effects allowance shown in
§ 162.2. Unaccompanied baggage may be shipped as air
freight by the most direct route between authorized
points of origin and destination, regardless of the
modes of travel used.

c. Unaccompanied baggage is considered to be
those personal belongings needed by the traveler while
en route or immediately upon arrival at destination. It
is, therefore, intended that transportation of unaccom
panied baggage shall be initiated promptly, preferably
in advance of the traveler's departure. CHIEFS OF
MISSION MAY BE AUTHORIZED AN ADDI
TIONAL 454 KILOGRAMS/l,OOO POUNDS OF
UNACCOMPANIED AIR BAGGAGE FOR THOSE
REPRESENTATIONAL ITEMS NEEDED IMME
DIATELY UPON ARRIVAL. THIS ALLOWANCE
IS NOT AUTHORIZED UPON RESIGNATION
AND RETURN TO THE UNITED STATES. THE
HOUSEHOLD EFFECTS LIMITED SHIPMENT

.WILL BE REDUCED BY THIS AMOUNT. (See
§ 162.)

d. Unaccompanied baggage is not authorized for
TOY travel unless specifically authorized in the travel
authorization or when such TOY travel is in conjunc
tion with travel on direct transfer, home leave or home
leave and transfer, in which case unaccompanied bag
gage may be shipped between points specified in such
authorization.

e. This allowance is not applicable for a newborn
child when an employee is granted a layette allowance
in accordance with § 147.3. In such cases, the normal
increase in the unaccompanied baggage allowance will

/

\-

147.4 Limitation on Alcoholic
Beverages

(TL:GS-377; 1-27-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Alcoholic beverages within the free entry import lim
itations prescribed by the Treasury Department (see
reprint of 19 CFR 148.74(c) under §184.2-1) must

be effective when the next travel authorization is used
authorizing travel of the family.

147.3 Shipment of a Layette
(TL:GS-440; 1-4-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. A separate and distinct air freight allowance for
the shipment of a. layette may be authorized in an
amount not to exceed 113 kilograms/250 pounds gross
weight for a newborn child or adopted infant less than
six months of age who is a dependent of an employee
assigned to a post where American or other suitable
layettes are unavailable locally and must be obtained in
the United States or elsewhere.

b. A layette, for the purposes of this allowance, shall
be considered to consist of clothing, blankets, and oth
er items of equipment and furnishings directly related
to the care and feeding of an infant. (For example.
crib, baby chair, playpen, etc.) Foodstuffs with the ex
ception of milk, formula, and commercial baby food,
rnay not be shipped under this allowance.

c. Air shipment may commence 120 days before the
expected birth, but should commence no later than 45
days after the birth of a child. For an adopted infant,
air shipment should commence no later than 45 days
after the adoption. The time limitations specified in
§ 133.2 are not applicable to this allowance. On subse
quent travel involving authorization for transportation
of air freight, the family and new child will receive al
lowances as set forth in §147.2.

d. Travel authorizations for State Depanment per
sonnel may be amended by the post to include authori
zation for the shipment of a layette in accordance with
§121.1-5b(6). Such amendment should state that the
post has determined that suitable layettes are unavail
able locally.

e. The shipment of a layette for USIA employees
must be authorized or approved by Washington in ac
cordance with § 121.2a (1). Address requests to USIA/
M/PFA and forward them through the country public
affairs.

pounds
250
200
150
100

kilograms
113
91
68
45

Gross Weight
First person traveling
Second person traveling
Third person traveUng
Fourth or more persons traveling
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accompany the traveler and may not be shipped as un
accompanied baggage. (Also see § 168.3.)

148 DOMESTIC RELOCATION
ALLOWANCE

148.1 Policy
(TL:GS-377; 1-27-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. This section provides policy governing the reloca
tion of Foreign Service personnel who are transferred
between an old duty station and a new duty station both
of which are within the United States, including em
ployees assigned from State. AID, USIA, and Agricul
ture to public agencies- and institutions and private
non-profit organizations:

b. This allowance is intended to permit reimburse
ment of certain travel and transportation expenses inci
dent to domestic relocation incurred by Foreign Ser
vice personnel for travel and transportation expenses
for which other employees of the U.s. Government re
ceive reimbursement under 5 United States Code
5724(a).

148.2 Authority
(TL:GS-377; 1-27-88)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Section 901(14) of Public Law 96-465 of October
17, 1980.

148.3 Definitions of Terms for
These Regulations Only

(TL:GS-440; 1-4-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. Duty Station: The station to which an employee
is officially assigned.

b. Employee: A U.S. citizen appointed in anyone
of the categories listed in section 103 of the Foreign
Service Act of 1980 or appointed pursuant to other
statute deriving employment authority from the Act but
excluding AID third-country national employees.

c. Household Effects: Furniture, consumables, and
household and personal effects, including automotive
replacement spare parts, tires, tubes, and accessories,
for the use of an employee and the employee's family,
but excluding boats, aircraft, animals, birds, and'
plants. Snowmobiles and vehicles with two or three

wheels (e.g., motorcycles, mopeds, and golf carts) may
be shipped as household effects.

d. Immediate Family (for purposes of this regula
tion, this tenn is as defined in § 117k) :

(1) Children who are unmarried and under 21
years of age or, regardless of age, are incapable of self
support. The term shall include, in addition to natural
offspring, stepchildren and adopted children and those
under legal guardianship of the employee or the spouse
when such children are expected to be under such legal
guardianship at least until they reach 21 years of age
and when dependent upon and normally residing with
the guardian;

(2) Parents (including stepparents and legally adop
tive parents) of the employee or of the spouse when
such parents are at least 51 percent dependent on the
employee for support (these parents are not authorized
medical travel; see 3 FAM 686.1-1);

(3) Sisters and brothers .(including stepsisters or
stepbrothers or adoptive sisters or adoptive brothers) of
the employee or of the spouse when such sisters and
brothers are at least 51 percent dependent on the em
ployee for support, are unmarried and are under 21
years of age, or regardless of age, are incapable of self
support (these sisters and brothers are not authorized
medical travel; see 3 FAM 686.1-1); and

(4) Spouse.

e. Mobile Home: all types of house traile,rs and mo- \
bile dwellings constructed for use as residences to be
moved overland. either by being self-propelled or
towed.

f. Nontemporary Storage: The storage of house
hold effects while an employee is assigned to or is at an
official station (or duty post) to which the employee will
not or cannot transport household effects.

g. Temporary Storage: The storage of household
effects for a limited period of time at place of origin,
destination, or en route in connection with transporta
tion to, from, or between official duty stations.

h. The United States: The 50 States, the District of
Columbia, any territory or possessions of the United
States or the Commonwealths of Puerto Rico and the
Northern Ma·riana Islands.

148.4 Applicability
(TL:GS-426; 2-20-90)
(Uniform State/AID/USIA/
Commerce/Agriculture)

These regulations apply to all U.S. citizen Foreign
Service personnel of the Department of State, AID,
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USIA. and Agriculture. Commerce employees are cov
ered under DAO 204-1. New appointees in any of the
aforementioned agencies are excluded from coverage
under these regulations when transferring within the
U.S. on their initial assignment. The interpretation of
these regulations is the responsibility of the Office of
Travel and Transportation in the Department of State
(AlOPRlSTrrD) .

148.5 Eligibility Criteria
(TL:GS-377; 1-27-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. Before any obligation of Government funds is in
curred under these regulations, employees must have
executed a I-year continued service agreement in ac
cordance with the format in § 148.5b.

b. The continued service agreement states:
(1) In consideration of the payment by the U.S.
Government of expenses incident to the change of
my official duty station for travel. transportation.
moving and/or storage of household goods and
personal effects. and other applicable allowances
for myself and my dependents as authorized under
Public Law 96-465, I hereby agree to remain in
the service of the U.S. Government for the entire
period of my new assignment or twelve (12)
months following the date I report for duty at my
new duty station, whichever is shorter;
(2) I further agree that. in case I should become
in violation of the terms of this agreement during
the twelve-month period, unless separated for
reasons beyond my control and acceptable to De
partment of State. AID. USIA. Commerce. or
Agriculture. all monies expended by the U.S.
Government for such travel. transportation. and
other applicable allowances will become due and
payable by me and recoverable as a debt due the
United States Government.
Date:
Signed:

(Uniform State/AID/
Commerce/Agriculture)

c. Notwithstanding the provisions of § 148.5b. ap
propriate management officials of the Foreign Affairs
Agencies may waive in whole or in part any right of
recovery in accordance with 3 FAM 818.1d.

148.6 Domestic Relocation
Entitlements

(TL:GS-377; 1-27-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

.Relocation expenses authorized are stated below.

148.6-1 Travel Expenses for Employee
and Family

(TL:GS-432; 6-29-90)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The method of computation for per diem. mileage.
and/or common carrier costs are found in the Federal
Travel Regulations (FrR) Chapters 302-2.1. and
302-2.2, Allowances for Subsistence and Transporta
tion.

148.6-2 Miscellaneous Expenses
Allowance

(TL:GS-432; 6-29-90)
(Uniform State/AID/USIA/
Commerce /Agriculture)

The types of costs covered and method for comput
ing this allowance are located in the FIR Chapter
302-3.1. Allowance for Miscellaneous Expenses.

148.6-3 Househuntlng Trip
(TL:GS-397; 9-6-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

See the FTR Chapter 302-4.1, Travel to Seek Resi
dence Quarters.

148.6-4 Temporary Quarters Allowance
(TL:GS-432; 6-29-90)
(Uniform State/AID/USIA/
Commerce /Agriculture)

The items covered and the method for computing
this allowance are found in the FTR Chapter 302-5.1.
Subsistence While Occupying Temporary Quarters.

148.6-5 Residence Transaction
Expenses

(TL:GS-449: 6-3-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

The items covered and the amount allowed for this
entitlement are outlined in the FTR Chapter 302-6.1.
Allowance for Expenses Incurred in Connection With
Residence Transactions. See also Exhibit 148.6-5,

/
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148.7 Use of Funds
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'48.6-6 TransportatIon of Mobile Home
(TL:GS-432; 6-29-90)
(Uniform Stall/AID/USIA/
Commuce/A!riculture)

See the ITR Chapter 302-7. 1. Transportation of
Mobile Home.

148.6-7 Transportation and Temporary
Storage of Effects

(TL:GS-432; 6-29-90)
(Uniform State/AID/USIAI
Commuce/A.&riculture)

Maximum weiiht limitations for shipment.and stor
age of effeeu are as authorized in 6 FAM § §147.2 and
162.2. Transportation services are to be provided by
appropriate transportation offices of the Foreign AI
fairs Agencies. Temporary storage for household ef
fects authorized under these regulations will be for 90
days in accordance with the FrR Chapter 302-8.

148.6-8 Nontemporary Storage of
Household Effects

(TL:GS-397; 9-6-88)
(Uniform State/AID/USIA/
Commerce/Agriculture)

For purposes of this regulation. § 176 will apply
whenever nontemporary storage of household effects is
required.

1"48.7-1 Advance of Funds
(TL:GS-420; 9-29-89)
(Uniform State/A.ID/USIA/
Commerce/Agriculture)

An employee may be advanced funds for employee'5
own transportation and travel expenses under these
regulatiofll. The expected entitlement of an employee
to reimbursement for the expenses listed below will
form the basis for payment of a travel advance. Entitle
ments which may justify an advance rate are as follows:

(1) Per diem or aetuaJ subsistence expenses. mile
ale. and common carrier costs incident to relocation
travel:

(2) Authorized house hunting trip;
(3) Subsistence while occupying temporary quar

ters; and
(4) Transponation of mobile home.

148.7-2 FundIng of Transfers Between
Agencies

(TL:GS-432: 6-29-90)
(Uniform State/A.ID/USIAI
Commerce /A.griculture)

See the FTR Chapter 302-1. 14(b).

149 Unassigned
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Exhibit 148.6-5
Application for Reimbursement of Real Estate ExpensGs Related to Change

of Official Station (Front)
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ThUll .hould be pbato or piC lure COpICl... they WIll DOt be ra- 3. fjnel l'norurl. Seclioa IV.C. above. Ihall be ..ecuted by Ihelurned. Be lure you have IIlned Ihc employee cerllhcalloll(a) III dUI£acc 01 tlte .pprOpnAtll lle,loaal Adnunlltrator, Such olhclalSeclloo ID.

IhaU IIldepeDdently dtlermill•• la accordaDcl wuh IIIe Fedrrll
3, Irani yoycber. Prepa,. and auacb a. a ceYllnn, "Inlmltlal Traval lelUleliana. 1h4 prOilnely of .11 rllnlbunemellU claimed
Slandard form 1012. Travel Voucher. aecord tOla' amounta clauDed (except ler reMollllbleae.. alld ..... bubcr c,"tamanly paid). III
00 Ih.. apphUlioD oa Ibll trllyel vO\lcber aDd liP and d..11 IbIt mallin, tbu dctcrmlll4110D. all voucben for rclmbunemeat of "

"oucher AI pay.I . real utall eJlpcDllu relalld to Ibe Isme troaafer .haU be ella-• Sybmllllgn. Subnut onllnal and lint copy of applicallon lind mlDed. Alter e:t.C\lllOIl aJ Seclloa fY C. tbe compl.11 clalml lile
lupporllnl documeDtlllo". 10luber wuh SP IOU. 10 Ihe voucher lball be retumed to the vOl6:her .pprOVIIl' officIal.
approy,,,, oUicla' at yovr aew olficUl1 ..alloo. lel&lft lecoad copy of 4, VQuch"r whmjU!,!\. S, IOU IbaU be IIlned by Ihe voucher
Ihe appllc.atloa. .pproYIIlIl olficUl1 &ad lubnlUled 10 Ihe Pi"ance Divlllon In Ihc ij'B, AfPlSOYJNG QPflCJAbfj, approprulle Kcoualla, cillter ac:companled by Ihe onClnal .ppli.

calion and I"pponln. docul:lelu•. The copy of Ihe .ppllCatlOD
~'I $.Jlu, Send orliln.' and copy 01 Ihl applicallcn, 1011lhcr ""lIh Ihall bit filed wltll lbe officI COPy 01 SF IOU.

ICENERAL SERVICE3 .-.DMINISTAAnON C3A '0.... Z••••at\( .....
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Application for Reimbursement ot Real Estate Expenses Related to Change
of Official Station (Back)

CO"" INCtJRJU:D ~D P4JD IN SEWNC RESIDENCE AT OLD omClAL STAno...
,ORPURCHA'INC RESIDENCE 41' 'l/EW OFrlCIAL STAnON LOCAnON OR 80

rrEM EXPLANAnON FOllMER RESIDEN

1. 1I10EERAGE F'1!ES: Thule. tODalDlIItOD paid to • broker or real ell.tl 'Ieat lor
aelliDI lo~u relidelli:e.A4o. ,tee. lor IIa1lD, a rllideace .Dd p.ylnent lor multiple
IUIIDI .e"'cl.iroot Include,d' ia,commlu,oD'patd 10 'he broker or .leDt.

1. ADVEJlmING: EJtpeiue.paldloracw.peper lad otber .dnrtllllli whlD a direct ,.10 II
m.dc witboutth. a'",cllol,'. rial, ellatebroker or re.1 ell." .Ient.

1. APPllA1SAL FEZ: Tbe IIDO,UDt paid to • prole..tOD.1 .pprallCr lor clI,bllabiDI a .uuelleca
..Ie' rice lor Iherelldence.

4. LEGAL. ,AN'D,REUTED, <:OST'S~ the .mOUDU paid lor COlli 01 (\) tearcb'Il' mle.
prepcriDI ,.batrKt. and I..... Icca lor. tllie 0plnloo At (%) mil In.uraace policy wbe,.
claltoma"ly lunuabed by thl! .. lIer: COlU or prepannl co.nylncu. otber in.u\lllIenu •
• ad contrKu: rel.ted notary Ie..; coau of llI.kiDI awvcy•• prepar,al drlWtll1S or piau.
recordlnl leea .ad recordln, IUU or otber cbar,c. p.,d iDClde.t to recordatl•• (0.1••
mortl.II cUacherae record!nl I..a), etc.

S. hilIS~EOUS COSTS: Al:!oUDU p.id 10 coD.ection wllb ..Ie 01 lormor reatdeae.
.nd purcbue 01. ae... relldcaco. (HcnrtoIJ1. "'-~ (UIC. AJ QT. pailllIr tIW
fI1II"dtttU6. 1tI1'w_. d~1I'tf C7t ID«J/ ~Offt I7NI pI"OCra. rIW J4JW mtq ..r~ ro"._0 r,..,..)

A. PREPAYMENT CHAIGE: The Imouat pl,d u requ,"d in the mort lilt or otber
"curlly IllllfUment .. I charle lor prep.yment; or " not .pecllic.lly requited by tbe
Inortille IDlll'\lmellt. the Ilnouat p.'d Iimitcd 10 1 1Il0atht prevalliol ,aterut oa tbe
loan b.l.nce.

8. LENDU'S APPRAJSAL FEE: Tbe .mouDt pa,d lor Ibe mortlolle-Iendcr·. cb.rlc lor
relldence a r.... I. •

C. FHA 01 \11. APPUCAnON PEE: 111••mount p.ld.

D. CERnflCATIONS: Tbe .mouat p.ld lor aay required cen,'ic."o"a .a 10 ul'\lcturll
10undDlla or pbYllcal condilioa 01 property, when required by mortl.le-Ieader, FHA
or \14.

E. OEDrT REPOIlT: 11Ie amount p.ld lor credit or I.ctu.l d.t. report oa Ibe buyer. il
required by monl.le-Iender. FHA or \lA.

,. MORTGAGE TInE POUC'(: 11Ie .moullt paid lor mortl.lc (or leDder'.) title
In.ur.nce policy only (u dlallDlulahed trom • /'Dortl.le Inaur.nce policy oa the IIle
0' the borrower .nd the .ddltlon.1 COil lor Ihe owner'l Iitie policy).

G, ESOOW AGENT'S FEE; Tbe .mount p.ld 10 an c.crow alent, 1II1e comp.ay. or
IImll.r entity for clollnl • re.1 lit." tr.na.cllon.

H. STATE REVENUE STAMPS; The .mouat p.,ca.

I. SAJ.£S Oft T'RANSFEI TAXES; MOITGAG! TAX. IF AllY: The amount pa'd.

6. OTlfER INCIDENTAL EXJ'!JIIS!S: Sucb otber rea.on.ble .nd cUllom.,., ch.rlll or I...
p.,d .a m.y be .uthonud Ind Dot property ,ncludlbll ID UCDU lilled abo".. (111IftlU
art4 &l;J1aIn. 1/ MCGSGt'1. t:lradt uptlTW' 1Nt«1:

TOTAL - FORMER RESIDENCE

TOTAL - NEW RESIDENCE

Non; In accord.nce wllh lhe rul ",." e.pen.. prOYlIlOIll 01 Ihe Fedrr.1 Truel lelulallon., coau 01 Inaur.nce allinn d.m.,e or
lOll of property. malnleDance and oper.tlnl co.U, and property .axlI are not reimbun••ble. Alao. alortl.le dllcounu.
pOlnu. IIltrrllt OD loana••nd 101l~' In connecllon wllh the .ale or purch.ae of • rllidence due to • prlcr or marllet condi
Ilona are Dot relmbune.ble. Notwlthat.ndlns the aboYe, no lee. COil, charlc. or eapeDIt la "Imburae.ble which .a dllu
milled to be pan 01 Ihe lin.nee chule under 'he Tl'\lth In landini Act. Title I. hbhc Law 90-121. and lelul.lIon Z Illued
punuant Ihereto by tbe Do,ud 01 Governora 01 Ihe 'eder.1 RIII,..,e $yue•.

FOO"..On:l:
" The alltll.1I amount of expenl" which m.y be reunburaed II Ihl' amount, but It ah.1I 1I0t exceed the mUllmum .mount allowable

aa .hown In the current feder.1 Travel R'lul.'lona.
" The aurel." amount 01 expena.. which may be rClmburaed la 'hla .mount. but II ah.1I Dot eaceed Ihr ma.lmum .mount allow

able .a .hown In Ihe CUtrCllt Federal Travel lelul.lIona.
I' It properly II multiple lamlly unll 'ype (ellcludlnl condominium) expenall Will be pror.lld .nd .1I0wed lor rllldlnce vnll only,

CSA '01" Z••• BACK ,ar" •• "!It
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151 PER DIEM
(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

For travel commencing on or after December 1,
1990, a uniform worldwide lodgings-plus per diem
computation system became effective for all official
travel within and outside the continental United States
(CONUS).

151.1 General Application
(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)
(GAO Decisions: B-209109, 12/15/82;
B-227430, 3/14/89; B-223805, 3/20/87;
B-222861, 9/19/86; B-224636, 6/1 /87)

a. Per diem in lieu of subsistence is payable when a
., traveler is away from a post on official business. When
reimbursement for actual subsistence expenses is au
thorized or approved, see §157.1. For children under
11 years of age, per diem is allowed at one-half the
applicable rate for lodging and one-half the rate for
meals and incidental expenses.

b. New appointees who reside within 40 kilome
ters/25 miles of the temporary duty location at the time
of appointme~t, or other employees who commute dai
ly from their permanent residence, are not entitled to
any per diem or subsistence. (GAO Decision:
B-223500, 3/16/87.)

151.2 Definitions
(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. Calendar day: The 24-hour period beginning at
one second after midnight (12:00:01 a.m.) and ending
at midnight.

b. CONUS: The continental United States, includ
ing the 48 contiguous states and the District of Colum
bia.

c. Destination rate: The rate applicable to the next
location where the employee will perform temporary
duty or where the employee makes an en route stopover
to obtain overnight lodging.

d. Incidental expenses covered by per diem: See
§142.1 (3) through (5), and (7).

e. Locality rates: The maximum per diem rates pre
scribed for specific localities.

f. Lodgings-plus system: A single worldwide compu
tation system which includes two components:

(1) A fixed maximum rate for commercial or other
lodging as prescribed by the appropriate agency's regu
lations (the authorizing officer may specify a lesser rate
under certain circumstances); and

(2) A fixed locality rate for meals and incidental
expenses which requires no receipts or traveler certifi
cation. These rates are prescribed by the appropriate
agency's regulations and may be lowered by the autho
rizing officer.

g. Lodging: Includes expenses for overnight sleeping
facilities; baths; personal use of the room during day
time; and service charges for fans, air conditioners,
heaters, radios or television in rooms, etc.

h. Maid services in a foreign locality - STATE
ONLY: Reimbursement against the lodging portion of
the lodgings-plus payment is permissible if all;of the
following requirements are met:

(1) U.S. Government quarters are furnished at no
cost to the traveler;

(2) Reimbursement does not exceed 10% of the
applicable daily lodging rate for the locality averaged
over the period of the traveler's stay in the quarters;

(3) U.S. Government employees, contractors, or
their dependents cannot be the recipients of any part of
the payment;

(4) Payment is receipted and represents a custom
ary payment; and

(5) Payment is made in a foreign area.

i. Meals: Expenses for breakfast, lunch, dinner,
and related tips and taxes (excluded are alcoholic bev
erage and entertainment expenses, and any expenses
incurred for other persons).

j. Standard CONUS rate: Generally, the standard
CONUS rate is prescribed for any location within CON
US that is not included in one of the defined localities
or areas for which a specific rate is prescribed in FTR,
Chapter 301, Appendix A.

k. Per diem allowance: The per diem allowance is
the amount a traveler may be compensated for daily
expenses, in lieu of reimbursement of actual expe~ses
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for lodging, meals, and related incidental expenses.
This allowance includes, where applicable, taxes and
service charges.

I. Worldwide: Within and outside the continental
United States.

152 CHANGE IN RATE AFTER
TRAVEL COMMENCES

(TL:GS-364; 6-22-87)
(Uniform State/AID/USIA/
Commerce /Agriculture)

If the maximum per diem rate authorized in accor
dance with §153 is changed after a traveler begins trav
el, the traveler is paid at the changed rate as of the date
such new rate becomes effective, unless a lower rate is
specified in the travel authorization.

153 MAXIMUM RATES
(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. Maximum authorized per diem rates for official
travel shall be daily rates not in excess of the rates es
tablished as provided in this section. Worldwide per
diem rates include a maximum amount for lodging ex
pense and a fixed allowance for meals and incidental
expenses (M&IE). RECEIPTS FOR LODGING ARE
REQUIRED.

b. FOR STATE ONLY: See 4 FAM 465.1-5. (GAO
Decision: B-177909, 4/19/73.)

153.1 Rates Applicable In CONyS'
(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)
(GAO Decisions: B-186826, 10/28/76;'
B-217011, 4/1/85)

The maximum per diem rates authorized/or travel
within CONUS are established by the Adm'inistrator of
General Services and listed in FederalTravel Regula
tions (FTR), Chapter 301, Appendix A.

153.2 Rates Applicable In Foreign
Localities

(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

The maximum per diem rates, based on the world
wide lodgings-plus system, for travel in foreign locali
ties are those established by the Secretary ofState. The
rates are published in Section 925, a Per Diem Supple
ment to the Standardized Regulations (Government Ci
vilians, Foreign Areas).

153.3 Rates Applicable' In
Non-Foreign Localities
Outside Conus

(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The maximum per diem rates, based on the world
wide lodgings-plus system, for travel in Alaska, Ha
waii, the Commonwealths of Puerto Rico and the
Northern Mariana Islands, and the territories and pos
sessions of the United States are those established by
the Per Diem, Travel and Transportation Allowance
Committee of the Department of Defense. These maxi
mum per diem rates are listed in Civilian Personnel Per
Diem Bulletins published periodically in the Federal
Register. These rates are also listed for convenience in
Section 925, a Per Diem Supplement to the Standard
ized Regulations (Government Civilians, Foreign
Areas).

153.4 Rates Applicable While
Traveling

(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)
(GAO Decision: B-194197, 9/27/79)

a. The maximum per diem rate for travel should be
computed as shown under FTR, Chapter 301, Part 7.
These provisions are included in Exhibit 153.4.

b. While traveling by ship, except for the day of ar
rival on board (day of embarkation) and the day of de
parture from the ship (day of debarkation), the allow
able per diem rate will be $6 per day. When the $6 rate
is not sufficient to meet the traveler's per diem ex
penses, a per diem rate equal to the anticipated ex
penses, not to exceed $9 per day, may be authorized or
approved. Per diem for the days of embarkation and
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154.2

appropriate charge should be made directly to the em
ployee by the agency providing the meals and/or lodg
ing.

154.3-2 General Guidelines
(TL:GS-364; 6-22-87)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. When a period of temporary duty in the United
States is expected to last for 6 months or less, em
ployees generally will be detailed to the location and
per diem will be authorized in accordance with
§154.3-3.

b. If the duty is expected to last more than 6 months,
employees usually will be assigned to that location.
Travel and transportation for family and effects is au
thorized and no per diem will be paid other than while
in travel status.

154.3-1 Definition
(TL:GS-364; 6-22-87)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. For the purpose of this section, "temporary duty"
means a period of consultation, orientation, training,
promotion panel service, other temporary detail, or any
combination thereof, authorized in a travel order and
performed while detailed to a location rather than as
signed there.

b. Temporary duty in one location interrupted by
leave or temporary duty of 30 days or more in another
location is treated as two separate periods of temporary
duty.

While on Temporary Duty In
the United States

154.3

154.3-3 Maximum Rates In the U.s.
(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Maximum per diem rates based on the lodgings-plus
system for Foreign Service employees during periods of
temporary duty at anyone location in the United States
are as follows:

(1) For the initial 30 days of temporary duty in one
location, the employee will be reimbursed the daily lo
cality rate based on the lodgings-plus per diem system
prescribed in FTR, Chapter 301, Appendix A. Lodging
receipts will be required for all temporary lodging;

(2) If no lodging cost is incurred, the employee's
per diem will be reduced to the M&IE rate applicable

Reduction for Meals and
Lodging

154.2-1 When Lodging Is Not Required
(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)
(GAO Decisions: B-231703, 10/31/89;
B-203820, 10/19/81)

See FTR, Chapter 301-7.12 contained in Exhibit
153.4.

154.2-2 When Provided Free or at
Nominal Cost

(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)
(GAO Decisions: B-231703, 10/31/89;
B-203820, 10/19/81)

a. See FTR 301-7.12 contained in 153.4.
b. Dependent travel at member's expense: No addi

tional deduction is made from the employee's per diem
when a member of the employee's family accompanies
employee at employee's personal expense and such
member is provided Government accommodations. An

154 REDUCTIONS IN PER DIEM
ALLOWANCES

154.1 Authorization of Reduced
Rates

(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Authorizing officers should determine that travel au
thorizations permit only per diem allowances that are
justified by the circumstances surrounding the travel.

153.5 Lodging Away From Place
of Duty

(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

See FTR Chapter 301-7.9(a)(2) "Lodging Not
Available at Temporary Duty Location" contained in
Exhibit 153.4.

debarkation is computed under the worldwide lod
gings-plus system.

)
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to the location of the temporary duty assignment. If
more than one temporary duty point is involved, the
allowance will be the M&IE rate prescribed for the lo
cation where the majority of the time is spent perform
ing official business. If lodging is furnished at nominal
cost, the employee may be reimbursed the above
M&IE cost plus the nominal cost of lodging not to ex
ceed the maximum allowable lodgings portion of the
per diem rate j

(3) For the 31st through the 120th day of tempo
rary duty, the employee may be reimbursed at a daily
locality rate not to exceed 50 percent of the lodging and
50 percent of the M&IE per diem rate as prescribed in
FTR, Chapter 301, Appendix A;

(4) For the 121st day and succeeding day(s) oftem
porary duty, the employee may be reimbursed at the
daily locality rate not to exceed 25 percent of the lodg
ing and 25 percent of the M&IE per diem rate as pre
scribed in FTR, Chapter 301, Appendix A;

(5) If a period of temporary duty is initially sched
uled for 30 days or less, and is extended or re-ex
tended after the duty has commenced, the per diem
rate in effect on the date the employee is notified of the
extension or re-extension is continued for up to 15
days from the original TDY termination date. The re
maining portion of temporary duty (if any) is at the rate
established under this section; and

(6) Notwithstanding the provisions of § 154.3-3, an
authorizing officer may authorize or approve other
rates (never, however to exceed the maximum locality
per diem rate) when, in the authorizing officer's judg
ment, circumstances warrant such a determination.
Such circumstances include the nature of the duty to be
performed and the cost of suitable available lodging.

154.4 Special Allowance for
Office of Inspector General
(OIG) Employees In
Protracted Travel Status
(For State Only)

(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. 010 employees who occupy inspector, auditor, or
investigator positions which require them to perform
protracted temporary duty outside the continental
United States on a recurring basis may be paid, without
regard to Section 5702 of Title 5, United States Code, a
special allowance under Section 32 of the State Depart
ment Basic Authorities Act of 1956, as amended. This

special allowance is intended· to assist inspectors to
defray expenses related to their extended absence from
their duty stations.

b. To be eligible for this special allowance, an in
spector, auditor, or investigator must have spent 90
days on a cumulative basis in travel status during a cal
endar year. Eligibility for this special allowance must be
established for each calendar year.

c. 010 inspectors, auditors, or investigators who
have qualified for the special allowance will be paid at
the following rate: applicable per diem using the lod
gings-plus method plus $10. Payment shall start on the
91st travel day after which eligibility has been estab- .
lished and will be retroactive.

155 COMPUTATION OF PER DIEM
PAYMENT

155.1 Worldwide Travel

155.1-1 For Travel of More Than 24
Hours

(TL:GS-444; 2-21-91)
(Unifo.rm State/AID/USIA/
Commerce /Agriculture)

Per diem is computed as prescribed in FTR 301-7.8,
contained in Exhibit 153.4.

155.1-2 For Travel Durations of More
Than 10 Hours But Less Than
24 Hours

(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Per diem is computed as prescribed in FTR 301-7.7
and FTR 301-7.5c contained in 153.4.

155.1-3 For Travel of 10 Hours or Less
(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

No per diem is allowed when a travel period is 10
hours or less during the same calendar day, except:

(l) When the travel is more than 6 hours in dura
tion and begins before 6 a.m.; or

(2) When the travel is more than 6 hours in dura
tion and terminates after 8 p.m.



6 FAM 150

AID HANDBOOK 22, App 9A
TRANS. MEMO NO.

22:343
EFFECTIVE DATE

as indicated

156.5-1 Leave of Absence
(TL:GS-364; 6-22-87)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Except as provided in §156.5-4, no per diem is pay
able for leave of absence taken while in travel status
except that per diem may be paid for days in which the
leave taken is 4 hours or less.

156.5-2 Nonworkdays
(TL:GS-364; 6-22-87)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Per diem is payable for nonworkdays (normally
weekends or holidays), except when:

(1) Those nonworkdays are both preceded and fol
lowed by periods of leave other than sick leave granted
in accordance with§ 156.5-4; or

(2) .A leave of absence is both preceded and fol
lowed by.nonworkdays, in which case payment of per
diem is limited to 2 nonworkdays.

156.5-3 Voluntary Return to Official
Station

(TL:GS-364; 6-22-87)
(Uniform State/AID/USIA/
Commerce /Agriculture)

If, while in travel status, an employee for personal
convenience returns on nonworkdays to employee's
post or place of abode from which employee commutes
daily to employee's official station, reimbursement may
be made for the round trip transportation and per diem
en route .in an amount not to' exceed the per diem
which would have been allowed had the employee re
mained at temporary duty station.

156.4 Awaiting Transportation
(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)
(GAO Decisions: B-198400, 9/10/81)

Per diem is allowed for only such periods awaiting
onward transportation as are reasonably necessary un
der the circumstances. The travel voucher should con
tain an explanation of the circumstances necessitating
any waiting period in excess of 12 hours at transfer
points in the United States and 24 hours at transfer
points abroad. Not more than 5 days per diem will be
paid while awaiting ship trilnsportation.

Leave While in a Travel
Status

156.5

156.2 Travel Status
(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/

-Commerce/AgriCulture) ,

"':For computing per diem allowances overseas, official
travel begins at the time the traveler leaves home, of
fice, or other authorized point of departure and ends
when the traveler returns to home, office, or other au
thorized point at the conclusion of trip.

156.1 General Guidelines
(TLihs~444:~ 2~21-91)
(Uniform State/AID/USIA!
Commerce /Agriculture)
(GAO Decisions: B-233130, 5/19/89;
B-234436,'6/26189; B~228687, i2/5/88;
B-229181, 9/22/88)

Per', di'em' is payable only when the employee is away
from employee's permanent duty station. When an em
ployee commutes daily to employee's official station,
per diem is not allowed either at employee's permanent
duty station or at place oLabode.

1-56 WHEN PER DIEM IS PAYABLE

156.3 'Delays and Interruptions En
Route

,(TL:GS-444; 2-21-91)
.(Uniform State/AID/USIA/
Commerce /Agriculture)

a. Per diem is allowed when interruptions occur on
an official trip because of an authorized stopover, or

,\:: ;beca'Use of circumstances beyond the control of the

ti'aveier.
'-'b.' Delays of travel which would require payment of

two (2) days or more ofper diem are considered inordi
'nalede1~ys. No per diem is payable for such a delay

absent adequate justification;

',' 155.2 Travel.Between Different
Time Zones

(TL:GS-444,' 2-21':'91)
';' (Uniform' State IAID/USI1/
.Commerce/Agriculture)

-Local times are used for all peerdiem computations.
Where the traveler crosses the international date line

·':(180th ~eridian) the actual elapsedtime shall be used
to compute per diem, rather than calendar days.

)
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156.5-4 Illness or Injury
(TL:GS-364,' 6-22-87)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. Whenever a traveler takes leave ofabsence of any
kind because of illness or injury not due to the travel
er's own misconduct, per diem is continued for periods
not to exceed 14 calendar days in anyone period of
absence unless, under the circumstances, a longer peri
od is approved.

b. No evidence of the illness or injury need be sub
mitted with the travel voucher but the type of leave and
duration thereof must be shown on the voucher. The
evidence filed at the traveler's post, as required by per
tinent annual and sick leave regulations, will suffice.

c. Per diem is not payable where the traveler re
ceives hospitalization and meals, or reimbursement for
them, under any Federal statute, except that receipt of
partial or total reimbursement under the Federal Em
ployees Health Benefits Program does not preclude
payment of per diem. (See 6 FAM 133.3 for authority
for return to post prior to completion of temporary duty
assignment. )

located in the metropolitan area of the post (including
Washington, D.C.).

c. When an employee is separated from the Service,
no per diem is payable for consultation at the place of
residence for Service separation.

)

AID HANDBOOK 22

When an employee is detailed from employee's post
to a temporary duty post and is subsequently trans
ferred to that post, the per diem allowance is payable
commencing with the day the employee leaves the per
manent post and continues through midnight of the day
preceding the date on which the employee receives offi
cial notification of transfer to the new post or continues
to the effective date of transfer, whichever is shorter.

156.6-2 Detail Pending Approval of
Change of Station

(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)
(GAO Decision: B-204630, 7/82)

22:343as indicated
f.FF[CTIVE DATE

9A-50
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156.6 Temporary Deta,iI
(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)
(GAO Decision: B-195352, 7/17/80)

The following conditions govern payment of per
diem for temporary detail (including consultation).
However, nothing in this section shall be interpreted to
authorize the payment of per diem after the date the
employee reports for permanent duty at a post incident
to the employee's transfer.

156.6-1 General Provisions
(TL:GS-364,' 6-22-87)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. Per diem for temporary detail (including consulta
tion) is allowed for a period not exceeding that stipu
lated in the travel authorization or for additional peri
ods subsequently approved, as may be officially neces
sary. Payment of per diem during such detail is limited
to employees, except where family members receive
authorization in accordance with 6 FAM 126.4. (For
AID family members, see §156.7.)

b. Per diem for such temporary detail is allowed
even though the destination of the employee for leave is

156.6-3 When Home Leave Destination
Is Not Within the Metropolitan
Area of Post to Which the
Employee Is Transferred

(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)
(GAO Decision: B7'"107142, 3/3/52)

a. When the travel authorization of an employee di
rects the employee to proceed on leave and transfer to
a post in the United States, its possessions, or the Com
monwealths of Puerto Rico and the Northern Mariana
Islands, including consultation performed upon arrival
at the post, per diem for consultation is payable only if
it is immediately followed by taking of leave and is not
allowed for consultation performed after the employee
completes leave and returns to employee's new post.

b. If the leave is cancelled or postponed, authorized
per diem for consultation continues through midnight
of the day prior to the effective date of such cancella
tion or postponement of leave.

c. Per diem is payable when additional consultation
is ordered or when consultation is ordered during, but
not after, home leave.

\

\

/
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When the leave destination of the employee is within
the metropolitan area of the post to which the em
ployee is transferred, authorized per diem ceases upon
arrival at the post and does not accrue for consultation
which may be performed at the post before, during, or
after the period of such authorized leave.

6 FAM ·150
EFFECTIVE DATE

as indicated

ALLOWANCE OF ACTUAL
SUBSISTENCE

157

157.1 Conditions and Limitations
(TL:GS-364; 6-22-87)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. Authorization or approval for reimbursement of
actual subsistence expenses will be limited to a specific
travel assignment when, due to the unusual circum
stances of the assignment, the maximum locality per
diem allowance would be much less than the amount
required to meet the necessary subsistence expenses of
the traveler. When actual subsistence expense reim
bursement is involved, items of subsistence expenses
are the same as those included in per diem as set forth
in 6 FAM 142.1. When an employee is separated from
the Service; no actual subsistence is payable for consul
tation at the place of residence for Service separation.

b. Authorization to travel on an actual subsistence
expense basis is limited to those travel assignments
where necessary subsistence costs are unusually high.
Actual subsistence is not authorized where expenses
may exceed the maximum locality per diem allowance
by only a small amount. Normally, authorization to
travel on an actual subsistence expense basis is limited
to cases where the cost of lodging (exclusive of meals)
absorbs all or practically all of the maximum locality
per diem allowance and the traveler has no alternative
but to incur such costs. Examples of some conditions
warranting authorization or approval of actual expenses
are:

(1) The employee attending a meeting, conference,
or training session away from the official duty station
where lodging and meals must be procured at a prear
ranged place (such as the hotel where the meeting, con
ference. or training session is being held) and the lodg
ing costs incurred, because of these prearranged ac
commodations, absorb all or practically all of the appli
cable maximum per diem allowance; or

(2) The travel is to an area where the applicable
maximum per diem allowance is generally adequate but
subsistence costs have escalated for short periods of
time during special functions or events such as missile

undergo special orientation and/or training designed to
ensure the effective discharge of those responsibilities.

e. Stopovers shall not be authorized for members of
families in connection with international, interagency,
interregional, or intermission conferences.

f. All others see 6 FAM 126.4.

AID HANDBOOK 22, App9A

Special Provisions Relating
to Payment of Per Diem of
Families (AID)

(TL:GS-364; 6-22-87)
(Uniform State/AID/USIA/
Commerce/Agriculture)

156.7

156.6-4 When Home Leave Destination
Is Within the Metropolitan Area
of Post to Which Employee Is
Transferred

(TL:GS-364; 6-22-87)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. Payment of per diem during an employee's period
of temporary duty, but not to exceed 30 calendar days
total, is authorized for members of an employee's fami
ly accompanying the employee to the post of assign
ment when the employee is ordered to stop within the
host country for orientation, training, or consultation
while en route to post of assignment.

b. Layover per diem not to exceed 3 work days may
be authorized by the AID mission director when an em
ployee ancf the employee's family traveling on home
leave, transfer, or separation orders must come to mis
sion headquarters from an outlying post at the time of
travel for the purpose of storing effects or obtaining
passports, visas, or immunizations.

c. Per diem may be authorized for the members of
an employee's family during the period of an em
ployee's temporary duty but not to exceed 30 calendar
days total when the employee is ordered to stopover
outside the country of destination fororientation, train
ing, or other temporary duty while en route to the post
of assignment, provided that the stopover is in the posi
tive interest of the Government and is made necessary
by a threat to the health, safety, or well-being of family
if required to continue on to post of assignment other
than in the company of the employee.

d. Per diem may be authorized members of families
of AID officials during stopovers in AID/W while en
route to overseas post of assignment in cases where the
member of the family. because· of representative re
sponsibility, is required in the Government's interest to

\

)

----\
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launching periods, international or national sports
events, world fairs, conventions, or natural disasters.

c. In the event the travel assignment includes both
normal and unusual conditions, reimbursement of sub
sistence on an actual expense basis is authorized or ap
proved for only that portion of the travel where the un
usual conditions prevail.

d. Authority to receive reimbursement of actual sub
sistence expenses must be included in the travel autho
rization or in an amendment thereto. Where actual ex
penses are less than the maximum authorized, only ac
tual expenses are reimbursed. The amount authorized
per calendar day for a specific travel assignment is
stated on the travel authorization.

157.2 Maximum Dally Rates
Allowable and
Reimbursement Limitations

(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The amount of reimbursement to be allowed may not
exceed the daily maximum rates. However, authorizing
officers are encouraged to set rates lower than these
maximum amounts based on special and unusual cir
cumstances surrounding the travel.

157.2-1 Maximum Daily Rates
(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. When traveling within the continental U.S. (CON
US), actual subsistence reimbursement may not exceed
150 percent of the rate prescribed by Federal Travel
Regulations, Chapter 301, Appendix A, rounded to the
next higher dollar. Itemization of expenses is required
in accordance with §157.4.

b. Per diem rates for non-foreign locations are set
by the Department of Defense; per diem rates for for
eign areas are set by the Department of State. These
rates are contained in Section 925, a Per Diem Supple
ment to the Standardized Regulations (Government Ci
vilians, Foreign Areas).

c. When traveling outside CONUS, actual subsis
tence reimbursement is limited to that amount fixed by

. the travel authorization. Authorization and reimburse
ment may not exceed the greater of:

(1) 150 percent of the applicable maximum per
diem rate (rounded to the next higher dollar); or

(2) $50 plus the applicable. maximunt, per diem
rate.

157.2-2 Reimbursement andG~nera.l,

Limitations 'Where No' Lo:~ging
Costs Are Incurred - Outside
CONUS

(TL:GS-444; 2-21-9))'
(Uniform State/AID/USIA/
Commerce/Agriculture)

,
An employee may be reimbursed only act.ual ex

penses for each day. Maximum reimbursement is lim
ited to that amount fixed by the travel authorization.
Expenses incurred and claimed shall be reviewed and
allowed only to the extent determined to be necessary
and reasonable. HOWEVER, receipts will be required
for an individual meal when the cost is over $25. When
only meals and incidental expenses (M&IE) are autho
rized, reimbursement may not exceed the greater of:

(1) 150 percent of the M&IE rate applicable to the
temporary duty location,' or

(2) $25 plus the M&IE rate applicable to the tem
porary duty location.

157.2-3 Specific Meals and Incidental
Expenses Limitation

(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The meals and incidental reimbursement expenses
may be limited to 100 percent of the applicable M&IE
rate and deviate from the requirement for receipts and/
or itemization of such expenses. In these instances, the
M&IE rate shall be prorated for partial days of travel
as shown in Exhibit 153.4, FTR 301-7.8e. Authorizing
officers must notify travelers of this limitation prior to
travel.

157.2-4 Lodging Procured by Purchase
Order

(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

When lodgings are procured directly by purchase or
der, the authorizing officer must limit reimbursements
made to the employee. The maximum amount an em
ployee may be reimbursed is the M&IE rate for the tem
porary duty location in accordance with the provisions
in §157.2-1 and 157.2-2 at the temporary duty loca
tion. A combination of the aboveexpenseS'may not' ex
ceed the daily maximum per diem rate authorized.

/
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157.3 Computation of Mixed
Travel Outside CONUS

(TL:GS-444; 2-21-91)
(Uniform State/AID/USIA/

. Commerce/Agriculture)

For travel involving both per diem in lieu of subsis
tence and payment of actual subsistence, the authoriz
ing officer determines when the transition between re
imbursement systems occurs. Only one method or sys
tem is authorized for any given calendar day. See FTR
301-7.13 for exceptions.

157.4 Itemization of Expenses
(TL:GS-364; 6-22-87)
(Uniform State/AID/USIA/
Commerce /Agriculture)

All travelers are required to submit with their travel
vo~chers an itemized listing of the amount spent daily
for expenses incurred on an actual subsistence basis.
This listing shows the daily amount spent for:

(1) Lodging;
(2) Meals (each meal cost should be listed sepa

rately); and
(3) All other items of subsistence expense.

158 and 159 Unassigned
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ACTION: Final rule.

[FTR Arndt. 10]

RIN 3090-AD52

GENERAL SERVICES
ADMINISTRATION

Federal Travel Regulation; World
wide Lodgings-plus Per Diem Sys
tem

)

/

6. Part 301-7 is revised to read as fol
lows:

Authority: 5 U.S.C. 5701-5709;
E.O. 11609, July 22, 1971 (36 FR
13747).

§ 301-1.6 [Amended]

2. Section 301-1.6(e) is amended by
removing the phrase "or other agency ap
proved by the General Accounting Office tl •

PART 301-3-USE OF COMMER
CIAL TRANSPORTATION

List or Subjects

41 CFR Parts 301-1, 301-3, 301-7,
301-8, 301-11, 301-12, and 301-14

Government employees, Travel, Travel
allowances; Travel and transportation ex
penses.

41 CFR !'.arts 302-1, 302-2, 302-5, and
302-6

Government employees, Relocation al
lowances and entitlements, Transfers.

For the reasons set out in the preamble,
41 CFR chapters 301 and 302 are amended
as set forth below.

3. The authority citation for part 301-3
continues to read as follows:

PART 301-1-APPLICABILITY
AND GENERAL RULES

approach involving the least net cost to so
ciety.

Authority: 5 U.S.C. 5701-5709;
E.O. 11609, July 22, 1971 (36 FR
13747).

§ 301-3.2 [Amended]

4. Section 301-3.2(c)(l) is amended
by removing the phrase "the Common
wealth of Puerto Rico, or the United States
territories and possessions. tl and adding in
its place "the Commonwealth of Puerto
Rico or the Commonwealth of the North
ern Mariana Islands, or a United States
territory or possession. " .

§ 301-3.6 [Amended]

5. Section 301-3. 6(b)(l)(iii) is
amended by removing the phrase .. (49
U.S.C. App. 1301(38»." and adding in
its place "(49 U.S.C. App. 1301(41».".

. . 1. The authority citation for part 301-1
continues to read as follows:

as the predominant reimbursement system
.for travel within CONUS. At that time
b5.A indicated it would conduct a thorough
review of the quarter-day per diem reim
bursement system used for travel outside
CONUS t~ determine the desirability, fea
sibility, and potential cost effectiveness of
developing an:d implementing a single
worldwide system. The review indicated
that a uniform method of paying per diem
expenses to Federal travelers would result
in simplified and equitable reimbursement
procedures and both ease. and reduce the
cost of travel administration., This amend
ment establishes lodgings-plus as a single
worldwide system to be used in computing
reimbursement for per diem expenses, and
incorporates corresponding changes' in all
affected parts of subtitle F, Federal Travel
Regulation System, to produce a smooth
interface with the new worldwide system.
Certain editorial changes have been made
as well to improve readability.

This amendment also updates the Fed
eral Travel Regulation to reflect the Gener
al Services Administration as the civilian
executive agency with exclusive contract
ing authority for the use of travel agents.
This brings the regulation in line with
policy that has existed since the General
Accounting Office lifted its prohibition on
the use of travel agents and conferred the
contracting authority upon GSA.

Additionally, in 1986 the President es
tablished the Northern Mariana Islands as
a Commonwealth in political union with
the United States. The President's action
effectively changed the Northern Mariana
Islands from a foreign Trust Territory of
the Pacific Islands to a nonforeign area. In
recognition of that status change, the
Commonwealth of the Northern Mariana
Islands is now identified in the Federal
Travel Regulation as a nonforeign area.

The General Services Administratio.n
has determined that this rule is not a major
rule for the purposes of Executive Order
12291 of February 17, 1981, because it is
not likely to result in an annual effect on
the economy of $100 million or more; a
major increase in costs to consumers or
others; or significant adverse effects. The
General Services Administration has based
all administrative decisions underlying this
rule on adequate information concerning
the need for and consequences of this rule;
has determined that the potential benefits
to society from this rule outweigh the po
tential costs and has maximized the net
benefits; and has chosen the alternative

Federal Supply Service,

FOR FURTHER INFORMATION
CONTACT: Doris Jones, Travel Man
agement Division (FBT) , Washington,
DC 20406, telephone FTS 557-1253 or
commercial (703) 557-1253.

SUPPLEMENTARY INFORMA
TION: Public Law 99-234 (99 Stat.
1756), January 2, 1986, among other
things, provided the Administrator of Gen
eral Services with authority to establish the
type of reimbursement system for agencies
to use in reimbursing subsistence expenses
incurred by Federal civilian employees dur
ing official travel. The General Services
Administration (GSA) amended the Fed
eral Travel Regulation (FTR) on July I,
1986, establishing lodgings-plus per diem

AGENCY:
GSA.

EFFECTIVE DATE: This final rule is
effective December I, 1990, and applies
for travel (including travel incident to a
change of official station) which begins on
or after December I, 1990.

SUMMARY: This final rule amends the
FTR to implement a uniform worldwide
lodgings-plus per diem computation sys
tem. The General Services Administration
committed to conduct a thorough review of
the per diem reimbursement system for
travel outside CONUS concurrent with es
tablishing lodgings-plus as the predomi
nant reimbursement system for travel with
in CONUS in July 1986. The worldwide
lodgings-plus system is a direct result of
that review which indicated that a uniform
reimbursement system would simplify re
imbursement procedures and ease the ad
ministration of official travel.

41 CFR Parts 301-1, 301-3,
301-7, 301-8, 301-11, 301-12,
301-14, Appendixes A and B to
Chi 301, Parts 302-1, 302-2,
302-5, and 302-6
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diem. However, in determining the overall
cosuo the Government when authorizing
the'mode of transportation to be used (see

,1'301-2.2), the availability of these ac
, commodations shall be considered.

(2) Meals. Expenses for breakfast,
lunch, dinner and related tips and taxes
(specifically excluded are alcoholic bever
age and entertainment expenses, and any
expenses incurred for other persons).

(3) Incidental expenses covered by per
diem. (i) Fees and tips to porters, baggage
carriers, bellhops, hotel maids, stewards
or stewardesses and others on vessels, and
hotel servants in foreign countries.

(li) Laundry and cleaning and pressing
of clothing.

(iii) Transportation between places of
lodging or business and places where meals
are taken except as provided in
§301-2.3(b) of this chapter.

(iv) Telegrams and telephone calls nec
essary to reserve lodging accommodations.
(See part 301-6 of this chapter for allow
able telegram and telephone expenses in
curred for other purposes.)

§ 301-7.2 Employee and agency re
sponslbllltles.

(a) Employee responsibility-(I) Duty
to exercise care in incurring expenses. An
employee traveling on official business is
expected to exercise the same care in in
curring expenses that a prudent person
would exercise if traveling on personal
business and expending personal funds.
Excess costs, circuitous routes, delays, or
luxury accommodations and services un
necessary or unjustified in the performance
of official business are not acceptable un
der this standard. Employees will be re
sponsible for excess costs and any addi
tional expenses incurred for personal pref
erence or convenience. (See §301-1.3(a)
of this chapter.)

(2) Duty to record pertinent times. The
date and hour of departure from and arrival
at the official station or any other place at
which official travel begins or ends must be
shown on the travel voucher. The same in
formation also must be shown for points at
which temporary duty is performed or for a
stopover or official rest stop location when
such arrival or departure affects the per
diem allowance or other travel expenses.
Other points visited should also be shown,
but the time of arrival and departure need
not be entered.

(3) Use of standard time. The hours of
departure and arrival recorded on the
voucher shall be those of the standard time
in effect at the place involved. (See 15
U.S.C. 262.)

(b) Agency responsibilities for authori
zing/approving rates. It is the responsibil
ity of the head of each agency, or his/her

EFFECTIVE DATE
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en route stopover to obtain overnight lodg
ing.

(4) Locality rates. Locality rates are
Sec. maximum per diem rates prescribed for
301-7.1 General. specific localities.
301-7.2 Employee and agency respon- (5) Standard CONUS rate. Generall~l

sibilities. the standard CONUS rate is prescribe~rOr

301-7.3 Maximum per diem rates. any location within CONUS that is 1)0'. in-
301-7.4 Rate adjustment requests for cluded in one of the defined localities or

travel within CONUS. areas for which a specific rate isp~escribed
301-7.5 General rules affecting entitle- in appendix A of this chap~~: The stan-

ment to per diem. dard CONUS rate is also prescribed for all
301-7.6 Lodgings-plus per diem sys- locations within CONUS~h~ti permanent

tem. change of station is i~olved.
301-7.7 Computation rules for travel of (6) Per diem alld'wance. The per diem

more than 10 hours, but not exceeding allowance is a dany payment instead of ac-
24 hours. tual expenses ,for lodging, meals and re-

301-7.8 Computation rules for travel of lated incideftial expenses (see paragraph
more than 24 hours. (c) of thi§;/se~don). The per diem allow-

301-7.9 Lodging-location, receipt re- ance is)fistiIiguished from transportation
quirements, and allowable expenses. expenses fhd other miscellaneous travel

301-7.10 Deviation from lodgings-plus expe"itses/ as described in paragraphs
per diem system. (b)(5)(1) and (li) of this section.

301-7.11 Rest stops when travel outside // ,(i)/Transportation expenses. Transpor-
CONUS is involved. ),' ,UltiQri expenses i~clude commercial bus,

301-7.12 Reductions in maximum per / air/rail, or vessel/steamship fares and are
diem rates when appropriate. / / reimbursable in addition to the per diem al-

301-7.13 Mixed travel· reimbursejilents·. lqwance. Transportation expenses also in-
301-7.14 Per diem allowance ~c6mplia- clude local transit system and taxi fares;

tions for special situations.,"':' cost of commercial rental cars and other
301-7.15 Interruptions of ,per dhim en- special conveyances; and mileage and oth-

titlement. ,',. er a]]owances to cover operating expenses
for use of privately owned conveyance~, in
cluding fees for parking, ferries, etc. (See
parts 301-2,301-3, and 301-4 for govern
ing provisions.)

(li) Other miscellaneous travel ex
penses. Other miscellaneous travel ex
penses are those described in part 301-9
that are directly attributable and necessary
to the travel and temporary duty as autho
rized and performed. When authorized or
approved by the agency concerned, these
expenses are reimbursable in addition to
the per diem allowance and transportation
expenses.

(c) Types of expenses covered by per
diem. The per diem allowance covers all
charges, including taxes and service
charges where applicable, for the following
types of expenses (also referred to as sub
sistence expenses in other parts of this sub
title) .

(1) Lodging. (1) The term lodging in
cludes expenses for overnight sleeping fa
cilities; baths; personal use of the room
during daytime; and service charges for
fans, air conditioners, heaters, and fires
furnished in rooms when such charges are
not included in the room rate.

(ii) The term lodging does not include
accommodations on airplanes, trains,
buses, or vessels. The cost of accommoda
tions furnished aboard common carriers is
included in the transportation cost and is
not considered an expense covered by per

PART 301-7-PER DIEM ALLOW·
ANCES

Authority: 5 ",U.S':C. ~701-5709;

E.O. 11609, Jl;lly .22, 1911 (36 FR
13747). ."

"
§ 301-7.1.General.

This .p~rt applies worldwide (both with
in amr"out'sideCONUS) except as specifi
cally provided herein.

(a) Authority. Per diem allowances
shall be paid as prescribed in this part for
official travel away from the official station
(including travel incident to a change of of
ficial station), except when actual subsis
tence expense reimbursement is authorized
or approved as provided in part 301-8 of
this chapter.

(b) Definitions. For purposes of this
part, the following definitions apply:

(1) Calendar day. Calendar day means
the 24-hour period from one midnight to
the next midnight. The calendar day tech
nically begins one second after midnight
(reflected in this part as 12:01 a.m.) and
ends at 12:00 midnight.

(2) CONUS. CONUS refers to the con
tinental United States, defined in
§301-1.3(c)(5) as the 48 continguous
States and the District of Columbia. (See 5
U.S.C. 5701(6).)

(3) Destination rate. Destination rate is
the rate applicable to the next location
where the employee will perform tempo
rary Jduty or where the employee makes an

BEST A\//UL/',[JLE COFY
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designee, to authorize or approve only
those per diem allowances that are j\lstified
by the circumstances affecting the travel
and are allowable under the specific rules
in this part. However, the per diem rates
provided for under these rules represent the
maximum allowable. To prevent authori
zation or approval of per diem allowances
in excess of amounts required to meet the
necessary per diem expenses of official
travel, consideration shall be given to fac
tors such as those listed in paragraph (b) of
this section that reduce the necessary ex
penses of employees (see specific guide
lines in §301-7.12 for reducing rates):

(1) Known arrangements or established
cost experience at temporary duty loca
tions showing that lodging and/or meals
can be obtained without cost or at reduced
cost to the employee;

(2) Situations in which special rates for
accommodations have been made avail
able for a particular meeting, conference,
training or other temporary duty assign
ment;

(3) Traveler's familiarity with estab
lishments providing lodging and meals at a
lower cost in certain localities, particularly
where repetitive travel or extended stays
are involved;

(4) Modes of transportation where ac
commodations are provided as part of the
transportation cost; and

(5) Situations in which the Government
furnishes lodging, such as Government
quarters or other lodging procured for the
employee by means of an agency purchase
order. (See §301 ....7 .12(a).)

§ 301-7.3 Maximum per diem rates

Per diem allowances for official travel
. authorized or· approved under this part

shall be at daily rates not in excess of the
maximum per diem rates established as
provided in paragraphs (a) through (c) of
this section. Per diem rates include a maxi
mum amount for lodging expenses and a
fixed allowance for meals and incidental
expenses (M&IE) . Maximum lodging
amounts and the fixed M&IE allowances
are separately reflected in the listings of per
diem rates identified in paragraphs (a)
through (c) of this section.

(a) Continental United States (CON
US). The per diem allowances payable for
official travel within CONUS shall not ex
ceed the maximum per diem rates estab
lished by the Administrator of General Ser
vices and listed in appendix A of this chap
ter. (See instructions in §301-7.4 for re
questing rate adjustments within CON
US.)

(b) Nonforeign areas outside CONUS.
The per diem allowances payable for offi
cial travel in nonforeign areas shall not ex
ceed the maximum per diem rates estab-

lished by the Secretary of Defense and
listed in Civilian Personnel Per Diem Bul
letins published periodically in the Feder
al Register. The term nonforeign areas
includes the States of Alaska and Hawaii,
the Commonwealths of Puerto Rico and
the Northern Mariana Islands t and the ter
ritories and possessions of the United
States> Maximum per diem rates for non
foreign areas also are listed for conve
nience in s~ction 925, a per diem supple
ment to the' Standardized Regulations
(Government Civilians, Foreign Areas).

(c) Foreign areas. Per diem allowances
payable for official tlavel in foreign areas
shall not exceed the maximum per diem
rates established by the Secretary of State
and published in section 925, a per diem
supplement to the Standardized Regula
tions (Government Civilians,' Foreign
Areas). The term foreign areas irtcludes
any area (inclUding the Trust Territory of
the Pacific Islands) situated both outside
CONUS and the nonforeign areas as'de-'
scribed in paragraphs (a) and (b) of this
section.

§ 301-7.4 Rate adjustment requests
for travel within CONUS.

(a) Federal agencies may submit a re
quest to GSA for review of the costs cov
ered by per diem in a particular city or area
where the standard CONUS rate applies
when travel to that location is repetitive or
on a continuing basis and traveler's experi
ence indicate that the prescribed rate is in
adequate. Other per diem localities listed
in appendix A of this chapter will be sur
veyed on an annual basis by GSA to deter
mine whether rates are adequate. Requests
for per diem rate adjustments shall be sub
mitted by the agency headquarters office to
the General Services Administration, Fed
eral Supply Service, Attn: Travel Manage
ment Division (FBT) , Washington, DC
20406. Agencies should designate an indi
vidual responsible for reviewing, coordi
nating, and submitting to GSA any re
quests from bureaus or subagencies.

(b) Requests for rate adjustments shall
include a city designation and a description
of the surrounding location involved
(county or other defined area) and a rec
ommended rate supported by a statement
explaining the circumstances that cause
the existing rate to be inadequate. The re
quest also must contain an estimate of the
annual number of trips to the location, the
average duration of such trips, and the pri
mary purpose of travel to the locations.

§ 301-7.S General rules affecllng en
titlement to per diem.

(a) No allowance at official station. A
per diem allowance shall not be allowed
within the limits of the official station (see

BEST AV;Uf.../'i!JL.E COpy

definition in §301-1.3(c)(3) of this chap
ter) or at, or within the vicinity of the place
of abode (home) from which the employee
commutes daily to the official station.
Agencies may define a radius or commut
ing area that is broader than the limits of
the official station within which per diem
will not be allowed for travel within one
calendar day.

(b) Travel of 10 hours of less (lO-hour
rule). A per diem allowance shall not be
allowed when the period of official travel is
10 hours or less. (This rule also applies to
travel incident to a change of official sta
tion. )

(c) Exception to the 1O-hour rule. Per
diem shall not be allowed for employees
who qualify for per diem solely on the basis
of working a nonstandard workday (e.g.,
four 10-hour days or any other compressed
or flexible schedule). In such instances,
per diem shall not be allowed for travel pe
riods less than or equal to the employee's
workday hours plus 2 hours.

(d) Beginning and ending of entitle
ment. For computing per diem allowances,
official travel begins at the time an em
ployee leaves his/her home, office, or oth
er authori?:ed point of departure and ends
when the traveler returns to his/her home,
office, or other authorized point at the con
clusion of the trip.

(e) Inte;national date line. In cases
where the traveler crosses the international
date line (l80th meridian), the actual
elapsed time shall be used to compute per
diem rather than calendar days.

§ 301-7.6 Lodgings-pius per. diem
system.

Per diem allowances for all official trav
el, including travel incident to a change of .
official. station, shall be computed under
the lodgings-plus per diem system, except
as otherwise provided in this part. Under
this system I the per diem allowance for
each travel day is established on the basis
of the actual amount the traveler pays for
lodgings plus an allowance for meals and
incidental expenses (M&lE) , the total not
to exceed the maximum per diem rate for
the location concerned. The rules provided
in paragraphs (a) and (b) of this section
and in §§301-7. 7 through 301-7.10 shall
be applied in the specific situations cov
ered.

(a) Maximum per diem rates-(l) For
travel within CONUS. Maximum per diem
rates prescribed under §301-7. 3(a) for
travel within CONUS are listed in appen
dix A of this chapter. For all CONUS loca
tions not specifically listed or encompassed
by the defined boundaries of a listed loca
tion, the standard maximum per diem rate
(standard CONUS rate) is prescribed.
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(2) For travel outside CONUS. Maxi
mum per diem rates prescribed under
§§301-7.3(b) and 301-7.3(c) apply to
travel outside CONUS.

(3) MaxImum rate applicable to change
of official station travel. The standard
CONUS rate shall be the applicable maxi
mum per diem rate for en route travel per
formed in CONUS incident to a change of
official station. Locality rates prescribed
for locations outside CONUS will apply for
en route travel performed outside CONUS
incident to a change of official station.

(b) Elements of per diem allow
ance-(1) Maximum lodging expense al
lowance. The maximum per diem rates in
clude a maximum amount for lodging ex
penses. The employee will be reimbursed
for actual lodging costs incurred up to the
applicable maximum amounts. Receipts
for lodging are required as provided in
§301-7.9(b).

(2) Meals and incidental expenses
(M&IE) a//owance. The maximum per
diem rates include a fixed allowance for
meals and for incidental expenses (M&IE
rate). The M&IE rate, or fraction thereof,
is payable to the traveler without itemiza
tion of expenses or receipts. For partial
days of trave], the M&IE rate shall be pro
rated as provided in §301-7 .SCe) ..

§ 301-7.7 Computati0l.l rules for
travel of more than 1.0 hours, but
not exceeding 24 houl·s.

When the travelperiod (entire trip) for
whi..:h per diem has been authorized is 24
hours or less. hut more than 10 hours, the
travel period will be prorated as shown in
§301-7.S(e) starting with the quarter day
in which travel begins and ending with the
quarter day in which the traveler arrives at
home, office, or other authorized point
upon conclusion of the trip. The per diem
allowance for the trip will be calculated as
follows:

(a) Lodging not required. If lodging is
not required, the per diem allowable shall
be the M&IE rate applicable to the location
of the temporary duty assignment prorated
as provided in §301-7. S(e). If more than
one temporary duty point is involved, the
per diem allowance will be calculated using
the highest of the M&IE rates prescribed
for the locations where official business is
performed.

(b) Lodging required. If lodging is re
quired, the rules for travel of more than 24
hours apply.

§ 301-7.8 Computation rules for
travel of more than 24 houl's.

The applicable maximum per diem rate
for each calendar day of travel shall be de-

termined by the travel status and location
of the employee at 12:00 midnight and
whether lodging is required at such loca
tion. When lodging is required, the appli
cable maximum per diem rate shall be the
maximum rate prescribed for the tempo
rary duty location, or a stopover point
where lodging is obtained while en route t~J

from, or between temporary duty locations
(see §§301-7.9 and 301-7.6(a)(3) for
rules on lodging location and maxilJlum per
diem rates applicable to change of official
station travel, respectively). Only one
maximum rate will be applicable to a cal
endar day or fraction thereof. Per diem for
travel of more than 24 hours shall be calcu
la ted as provided, in· paragraphs (a)
through (g) of this section.

(a) Day travel begins-(l) Lodging re·
quired. When lodging is required on the
day travel;begins (day of departure from
the home, office, or other authorized
point), the' per diem allowable shall be the
actual cost of lodging incurred by the trav
eler, limited to the applicable maximum

, lodging allowance prescribed for the loca
tion of the lodging, plus the applicable
M&IE rate prescribed for the location of
the lodging prorated as provided in para
graph (e) of this section.

(2) Lodging not required. When lodg
ing is not required on the day travel begins
(day of departure from the home, office, or
other authorized point), the per diem al
lowable shall be the destination M&IE rate
prorated as provided in paragraph (e) of
this section.

(b) Full calendar days of travel-(1)
Lodging required, For each full calendar
day that the employee is in a travel status
and lodging is required (whether en route
or at a temporary duty location), the per
diem allowable shall be the actual cost of
lodging incurred by the traveler, limited to
the applicable maximum lodging allow
ance prescribed for the location of the
lodging, plus the applicable M&IE rate.

(2) Lodging not required. For each full
calendar day that the traveler is in a travel
status and lodging is not required (such as
when the traveler is en route overnight to
the next temporary duty location), the per
diem allowance shall be the destination
M&IE rate.

(c) Returningfrom travel-(l) Lodging
required. For each full calendar day of
travel when lodging is required at an en
route location while the employee is return
ing to the official station, home, or other
authorized point, the per diem allowable
shall be the actual cost of lodging incurred
by the traveler. limited to the applicable
maximum lodging allowance prescribed for
the location of the lodging, plUS the appli
cable M&IE rate.

(2) Lodging not required. For any full
calendar.day of travel when lodging is not
required while the traveler is e1~ route over
night returning to the official station, home
or other authorized point,the per diem al
,lowable shall be the M&IE rate applicable
to the preceding calendar day.

(3) Day travel ends. For the day travel
ends (day traveler returns to the official
station, home, or other authorized point)
the per diem allowable shall be the M&IE
rate applicable to the preceding calendar
day prorated as provided in paragraph (e)
of this section.

(d) Travel incident to a change of offi
cial station-(l) En route travel to new of
ficial station. The rules in §301-7.8(a)
and (b) apply when computing per diem al
lowances for en route travel (24 hours or
less and 24 hours or more) to a new official
station (see part 302-2). The M&IE rate
applicable to the new official station on the
day of arrival at that location, or the stan
dard CONUS M&IE rate, as appropriate,
will be prorated as provided in paragraph
(e) of this section. When travel begins and
ends on the same day, the rule in para
graph (a)(2) of this section will apply and
the M&IE rate applicable to the new offi
cial station, or the standard CONUS
M&IE rate, as appropriate, will also be
prorated as provided in paragraph (e) of
this section.

(2) Travel to seek residence quarters.
The rules in §301-7 .S(a) through (c) ap
ply when computing per diem for travel to
seek residence quarters (see part 302-4).

(e) Method of prorating M&IE rate for
partial days, The applicable M&IE rate
for a partial day of travel shall be prorated
using the following table. In computing the
per diem allowance for· a partial day, the
calendar day (midnight to midnight) shall
be the unit. For each 6-hour period (or
fraction thereof at the beginning or end of a
partial travel day) that the employee is in a
travel status on that day, one-fourth of the
applicable M&IE rate shall be allowed. A
quarter day, although reOected here as be
ginning one minute after the hour, techni
cally begins one second after the stated
hour.

First quarter .. , 12:01 a.m. - 06:00 p.m.
Second quarter 06:01 a.m. - 12:00 noon
Third quarter 12:01 p.m. - 06:00 p.m.
Fourth quarter 06:01 p.m. - 12:00 midnight

(n Lodging obtained after midnight.
Although per diem generally is based on
the employee's location at midnight, there
will be instances in which he/she is en
route and does not arrive at the lodging lo
cation (either temporary duty location or
en route stopover point) until after mid·
night. In such cases, the lodging shall be
claimed for the preceding calendar day and
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the applicable maximum per diem for the
preceding day will be determined as if the
employee had been at the lodging location
at 12:00 midnight of that day. .

(g) Commercial vessel. For vessel trav
el, except for the day of arrival on board
(day of embarkation) and the day of de
parture from the vessel (day of debarka
tion), the allowable per diem rate will be
$6 per day. When the $6 rate is not suffi
cient to meet the traveler's per diem ex
penses, a per diem rate equal to the antici
pated expenses, not to exceed $9 per day,
may be authorized or approved; except that
the rate for travel by the Alaska Ferry Sys
tem shall not exceed the standard M&IE
rate for CONUS. Per diem will be com';'
puted under the lodgings-plus system of the
days of embarkation and debarkation.

§ 301-7.9 Lodging-location, receipt
requirements, and allowable ex
penses.

(a) Lodging location rUles-(l) Lodg
ing at temporary duty location. It is pre
sumed that the employee will obtain lodg
ing at the temporary duty location. Howev
er, if the employee obtains lodging away
from or outside the temporary duty location
because of personal preference or conve
nience I the allowable per diem shall be
limited to the maximum per diem rate pre
scribed for the temporary duty location.

(2) Lodging not available at temporary
duty location. In certain circumstances,
lodging accommodations may not be avail
able at the temporary duty location and the
employee must obtain lodging in an adja
cent locality where the prescribed maxi
mum per diem rate is higher than the maxi
mum per diem rate for the location of the
temporary duty point. In such instances,.
the agency may make an administrative
determination on an individual case basis
to authorize or approve the higher maxi
mum per diem rate. If the higher maximum
rate is not justified and authorized in ad
vance, the employee must furnish a state
ment with the travel voucher satisfactorily
explaining the circumstances that caused
him/her to obtain lodging in an area other
than at the temporary duty point desig
nated in the travel authorization.

(b) Receipt requirements. Receipts
shall be required to support all lodging
costs for which an allowance is claimed
under the lodgings-plus per diem system
except that a statement instead of a receipt
may be accepted for· the fee or service
charge incurred for the use of Government
quarters. Receipts are not required when a

. specific or reduced rate has. been autho
rized in advance of the travel as provided in
§§301-7.10 and 301-7.12.

(1) Double occupancy. If the lodging re
ceipt shows a charge for double occupan-

cy, such fact shall be shown on the travel
voucher with the name.- and employing
agency or office, of the person sharing the
room if such person is a Government em
ployee on official travel. One-half of the
double occupancy charge shall be allow
able for each employee. If the person shar
ing the room is not another Government
employee on official travel, identification
of the person sharing the room is not re
quired and the employee may be allowed
the single room rate.

(2) Receipts lost or impractical to ob
tain. If receipts have been lost or destroyed
or are impractical to obtain, a statement
acceptable to the agency explaining the cir
cumstances shall be furnished with the
travel voucher, including the name and ad
dress of the lodging facility, the dates the
lodging was obtained, and the cost in
curred. Agencies may require employees to
obtain copies of lost or destroyed receipts
from the lodging establishment. (See also
§301-11. 3(d).)

(c) Allowable lodging expenses. As pro
vided in §301-7. 6(b) (1), the traveler will
be reimbursed only for his/her actual cost
of lodging up to the maximum amount. Ex
penses incurred in the situations described
in paragraphs (c)(l) through (5) of this
section will be allowed as lodging ex
penses:

(1) Conventional lodging. Whe~ an
employee uses conventional lodging facili
ties (hotels, motels, boarding houses,
etc.), the allowable lodging expense will be
based on the single room rate for the lodg
ing used (for double occupancy, see para
graph (b)(l) of this section). (See
§301-7 .14(a) for computing daily lodging
expense when lodging is rented on a weekly
or monthly· basis.)

(2) Government quarters. A fee or ser
vice charge paid for the use of Government
quarters is an allowable lodging expense.

(3) Lodging with friends or relatives.
When the employee obtains lodging from
friends or relatives (including members of
the immediate family) with or without
charge, no part of the per diem allowance
will be allowed for lodging unless the host
actually incurs additional costs in accom
modating the traveler. In such instances,
the additional costs substantiated by the
employee and determined to be reasonable
by the agency may be allowed as a lodging
expense. Neither costs based .on room
rates for comparable conventional lodging
in the area nor flat token amounts will be
considered as reasonable.

(4) Lodging in nonconventional facili
ties. When no conventional lodging facili
ties are present (e.g., in remote areas) or
when there is a shortage of rooms because
of an influx of attendees at special events
(e.g., world's fairs or international sports

events), costs of lodging obtained in non
conventional facilities may be allowed.
Such facilities may include college dormi
tories or similar facilities and rooms gener
ally not offered commercially that are
made available to the public by area resi
dents in their homes. In such cases, the
traveler must provide an explanation of the
circumstances which is acceptable to the
agency.

(5) Use of travei trailer or camping ve
hicle for lodgings. A per diem allowance
for lodging may be allowed when the trav
eler uses a travel trailer or camping vehicle
while on temporary duty assignments away
from his/her official station. (See
§301-7 .14(b) for per diem computations
in such situations.)

§ 301-7.10 Deviation from lodglngs
plus per diem system.

An agency may determine that the lod
gings-plus per diem system as prescribed in
this section is not appropriate for certain
travel assignment situations, such as when
quarters or meals, or both, are provided at
no cost or at a nominal cost by the Govern
ment or when for some other reason the per
diem costs to be incurred by the employee
can be determined in advance. (For exam
pIe, see situations described iq §§301-7 . 12
and 301-7. 14.) In such instances I a spe
cific per diem rate may be established with
in the maximum per diem otherwise appli
cable to the travel situation and any appro
priate reductions made in accordance with
§301-7.12, provided the exception from
the lodgings-plus system and the specific
per diem rate are authorized in advance on
the travel authorization by an appropriate
official of the agency concerned. Such spe
cific per diem rate authorized on the travel
authorization shall be the per diem rate
payable on the travel voucher without re
ceipts and/or itemization by the employee.

§ 301-7.11 Rest stops when travel
outside CONUS Is Involved.

(a) When travel is direct between au
thorized origin and destination points
which are separated by several time zones
and either the origin or destination point is
outside CONUS, a rest period not in excess
of 24 hours may be authorized or approved
when air travel between the two points is by
less-than-premium-class accommoda
tions and the scheduled flight time, includ
ing stopovers, exceeds 14 hours by a direct
or usually traveled route.

(b) The rest stop may be authorized at
any intermediate point, including points
within CONUS, provided the point is mid
way in the journey or as near to midway as .
requirements for use of U. S. flag air carri
ers and carrier scheduling permit.

(c) A rest stop shall not be authorized
when an employee, for personal conve-
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(ii) Outside CONUS locations. The
M&IE rates for localities in both nonfore
ign and foreign areas shall be reduced by
the applicable dollar amount shown in ap
pendix B of this chapter when meals are
furnished to the employee without charge
or at' a nominal cost (see paragraph (a) (2)
of this section) by the Federal Govern
ment.

(b) Extended stays. When travel as
signments involve extended periods at tem
porary duty locations'and travelers are able
to secure lodging and/or meals at lower
costs (e.g., weekly or monthly rentals),
the per diem rate should be reduced ac
cordingly. If the extended temporary duty
is for training, see paragraph (d) of this
section. (See also §301-7 .14 for allowable
expenses in special situations.)

(c) Meetings and conventions. In the
interest of uniform treatment of em
ployees, whenever a meeting or conference
is arranged which will involve the travel of

attendees from other agencies or compo
nents of the same agency, and reduced cost
lodging accommodations have been prear
ranged at the meeting or conference site,
the agency or agencies .. sponsoring the
meeting or conference shall recommend to
the other participating agencies or compo
nents a per diem allowance that would be
reasonable.

(d) Per diem for extended training as
signments. (1) The Government Em
ployees Training Act (5 U.S.C.
4101-4118) authorizes agencies to pay all
or a part of the per diem expenses of an
employee assigned to training at a tempo
rary duty station. Implementing regula
tions prescribed by the Office of Personnel
Management (OPM)in 5 CFR 410.603
provide specific guidelines for payment of
per diem expenses for employees on ex
tended training assignments of more than
30 calendar days at temporary duty loca
tions.

(2) Generally the OPM guidelines re
quire a reduced per diem of not more than
55 percent of the applicable maximum per
diem rate prescribed in this regulation (see
§301-7. 3). Per diem above these levels
(not to exceed the maximum per diem
rates) must be justified. Agencies shall re
fer to the OPM guidelines in 5 CFR
410.603 for specific criteria to determine
the appropriate per diem. Guidelines also
are published by OPM in the Federal Per
sonnel Manual, chapter 410, section 6-3.

§ 301-7.13 Mixed travel reimburse
ments.

Mixed travel occurs when official travel
within a single trip is subject to payment of
per diem under the lodgings-plus system
and an actual expense allowance under the
actual expense system. Reimbursement
will be computed under only one system for
each calendar day except when the provi
sions of §301-8.2(b) or 301-8. 3(a)(2)(ii)
of this chapter apply. When actual subsis
tence expense reimbursement for certain
travel days is intermittent with the per diem
method for others, the rules in §301-8.6 of
this chapter govern.

§ 301-7.14 Per diem allowance com
putations for special situations.

(a) Per diem for weekly or monthly
rentals-(l) Types of expenses included in
lodging costs. When an employee rents a
room, apartment, house, or other lodging
incident to a temporary duty assignment,
the following expenses may be considered
part of the lodging cost: the rental cost; if
unfurnished, the rental cost of appropriate
and necessary furniture and appliances,
such as stove, refrigerator, chairs, tables,
bed, sofa, television, and vacuum cleaner;
cost of connection, use, and disconnection
of utilities; cost of reasonable maid fee and
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when combined with the cost of lodging
furnished, exceed the applicable maxi
mum per. diem rate prescribed under
§301-7.3.

(2) Meals furnished. When all or part
of the meals are furnished at no cost or at a
nominal cost to the employee by the Feder
al Government, the applicable maximum
per diem rate or the M&IE rate, as appro
priate, shall be reduced to a daily amount
commensurate with the expenses expected
to be incurred by the employee. If a re
duced per diem rate was not authorized in
advance of the travel and meals were fur
nished at no cost or at a nominal cost by
the Federal Government, the appropriate
deduction prescribed in paragraph
(a) (2) (i) or (ii) of this section shall be
made from the total per diem payable on
the travel voucher. If there is a charge for
the meal for which a deduction has been
made under this paragraph, reimburse
ment shall be allowed for the amount paid,
not to exceed the amount allocated for the
meal in paragraph (a) (2) (i) or (ii) of this
section. The total amount of the deduc
tions made on partial days shall not cause
the employee to receive less than the
amount allocated for incidental expenses.

(i) CONUS locations. The applicable
M&IE rate for CONUS locations shall be
reduced by the dollar amount shown in the
following table when meals· are furnished
to the employee without charge or at a
nominal cost (see paragraph (a) (2) of this
section) by the Federal Government.

M&IERATES
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nience, elects to travel by an indirect route
resulting in excess travel time.

(d) The per diem rate for the rest stop
shall be the rate applicable for the rest stop
location.

(e) When carrier schedules or the re
quirements for use of U. S. flag air carriers
preclude an intermediate rest stop, or a rest
stop is not authorized, it is recommended
that the employee be scheduled to arrive at
the temporary duty point with sufficient
time to allow a reasonable rest period be
fore reporting for duty. (See §301-3.6 of
this chapter for guidelines on the use of
U. S. flag carriers.)

§ 301-7.12 Reductions In maximum
per diem rates when appropriate.

An agency may, in individual cases or
situations, authorize a reduced per diem
rate under certain circumstances, such as
when lodgings and/or meals are obtained
by the employee 'it a reduced cost or fur
nished to the employee at no cost or a nom
inal cost by the Government; or when for
some other reason the per diem costs to be
incurred by the employee can be deter
mined in advance. In exercising its respon
sibilities outlined in §301-7.2(b), the
agency should consider any known factors
that will cause the traveler's per diem ex
penses in a specific situation to be less than
the applicable maximum rates prescribed
under §301-7. 3. If it can be determined in
advance of the travel that such factors are
present, the agency should authorize a re
duced rate that is commensurate with the
known expense levels. Such reduced rate
authorized on the travel authorization shall
be the per diem rate payable on the travel
voucher without receipts and/or itemiza
tion by the employee. When reduced rate
situations involve partial days, per diem for
such days may be the reduced rate prorated
by quarters, a special reduced rate pre
scribed for the partial days, or an amount
determined under the lodgings-plus sys
tem, as considered appropriate by the
agency. Guidelines for reducing rates and
situations where reduced rates may be ap
propriate include but are not limited to
those provided in paragraphs (a) through
(d) of this section.

(a) When lodgings/meals are furnished
by the Government-(I) Lodgings fur
nished. Normally when all or part of the
lodging is furnished at no cost or at a nomi
nal cost to the employee by the Govern
ment, the lodgings-plus per diem system
automatically reduces the maximum per
diem rate to the M&IE rate (or fraction
thereof). When lodging is furnished at no
cost to the employee through use of an
agency purchase order, the agency shall
not ,uthorize or approve a per diem allow
ance for other per diem expenses that will,

)
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cleaning charges; monthly telephone use
fee (does not include installation and long
distance calls); and, if ordinarily included
in the price of a hotel or motel room in the
area concerned, the cost of special user
fees, such as cable TV charges and plug-in
charges for automobile head bolt heaters.

(2) Computation ofdaily lodging costs.
When the employee obtains lodging on a
weekly or monthly rental basis, the daily
lodging cost shall be computed by dividing
the total lodging cost for the expenses listed
in paragraph (a)(l) of this section by the
number of days the accommodations are
actually occupied, provided that the em
ployee acts prudently in renting by the week
or month, and that the cost to the Govern
ment does not exceed the cost of renting
conventional lodging at a daily rate. Other
wise the daily lodging cost shall be com
puted by dividing by the number of days in
the rental period; e.g., 7 or 30 days, as ap
propriate.

(3) Per diem allowable. (i) Under the
lodgings-plus system, the allowable per
diem consists of the daily lodging cost cal
culated under paragraph (a) (2) of this sec
tion plus the applicable M&IE rate not to
exceed the maximum per diem rate pre
scribed for the location involved.

(ii) When a reduced per diem rate is be
ing established (see §301-7.12) in ad
vance of the travel. the daily lodging cost
calculated in paragraph (a) (2) of this sec
tion shall be added to the amount deter
mined by the agency to be necessary for
meals and incidental expenses.

(b) Per diem' allowances for use of a
recreational vehicle for lodging. The term
recreational vehicle includes mobile
homes, campers, camping trailers, or self
propelled mobile recreational vehicles.

(1) Privately owned-(i) Lodging
costs. When an employee uses a privately
owned camping or recreational vehicle
while on official travel, allowable expenses
which may be considered as a lodging cost
include parking fees; fees for connection,
use, and disconnection of utilities (elec
tricity, gas, water, sewage); bath or show
er fees; and dumping fees. Depreciation
shall not be considered as a lodging cost.

(ii) Meals and incidental expenses. The
agency shall determine an appropriate
amount for meals and incidental expenses
based on whether the type of recreational
vehicle used by the employee has meal
preparation facilities. Such amount shall
not exceed the applicable M&IErate.

(iii) Per diem computation. The daily
lodging costs plus an appropriate rate for
meals and incidental expenses determined
under paragraph (b)(l)(ii) of this section
shall be the per diem rate, limited to the
applicable maximum rate prescribed under
§301-7.3 for the locality involved. An

agency may authorize a reduced per diem
rate within the maximum per diem rate if
the actual costs expected to be incurred can
be determined in advance of the travel.

(2) Rented recreational vehicle. When
the use of a rented recreational vehicle is
authorized or approved as advantageous to
the Government, the rental fee and the al
lowable expenses shown in paragraph
(b) (1) (i) of this section may be considered
as lodging costs. Advantageous use might
occur when the employee is on an extended
temporary duty assignment in a remote
area or where conventional lodging facili
ties are limited or not available. If use of a
rented recreational vehicle is not autho
rized or approved as advantageous, only
those expenses listed in paragraph
(b) (I) (i) of this section may be considered
as lodging costs.

(c) Per diem computations when tem
porary duty is curtailed, canceled, or in
terrupted for official purposes. When an
employee has made advance arrangements
for lodging (such as those described in
paragraph (a) or (b) of this section), with
reasonable expectation of the travel as
signment being completed as ordered or di
rected, and subsequently the temporary
duty assignment is curtailed, canceled, or
interrupted for official purposes, or for oth
er reasons beyond the employee's control
that are acceptable to the agency, lodging
costs may be calculated and paid as fol
lows:

(1) Travel assignment curtailed or in
terrupted. When the temporary duty as
signment is curtailed or interrupted for the
benefit of the Government or for other rea
sons beyond the employee's control and
the employee is unable to obtain a refund
of prepaid rent, expenses incurred for un
used lodging may be reimbursed under the
following conditions:

(i) Determination of reasonableness.
The agency must determine that the em
ployee acted reasonably and prudently in
incurring allowable lodging expenses pur
suant to temporary duty travel orders. In
cluded in this determination should be a
consideration of whether the employee
sought to obtain a refund of the prepaid
lodging cost or otherwise took steps to
minimize the costs once the temporary duty
was officially curtailed or interrupted.

(ii) Adjusted calculation and reim
bursement of lodging costs. If the agency
determines thai the employee acted rea
sonably. the unused portion of the prepaid
lodging cost may be reimbursed as follows:

(A) The daily lodging costs for the peri
od covered by the voucher shall be calcu
lated by dividing the total cost for the rental
period by the number of days of actual oc
cupancy. The total of the lodging costs
thus calculated plus the appropriate daily

amount authorized for meals and inciden
tal expenses may be reimbursed not to ex
ceed the per diem rate authorized in the
employee's travel orders for the days that
the lodging was occupied.

(B) If the authorized per diem rate is in
sufficient for the days of occupancy, the
daily lodging cost calculated in paragraph
(c)(l)(ii)(A) of this section plus the
amount authorized for meals and inciden
tal expenses may be reimbursed on an ac
tual expense basis not to exceed appropri
ate maximum daily rates determined as
prOVided in §301-8. 3.

(C) The excess amount (if any) of the
unrefunded lodging cost not reimbursed
under paragraph (c)(l)(ii) (B) of this sec
tion may be paid as a miscellaneous travel
expense incident to the travel assignment,
if otherwise proper.

(D) In instances where the travel as
signment was interrupted for official pur
poses (e.g., when the employee is directed
to perform temporary duty at another loca
tion) , allowable per diem expenses (if any)
incurred during the interruption may be re
imbursed separately from those reimburse
ments outlined in paragraphs
(c)(l)(ii)(A) through (C) of this section,
if otherwise proper and in conformance
with the provisions of this part.

(2) Travel assignment canceled. When
the employee incurs lodging expenses in
reasonable expectation of a travel assign
ment being completed as ordered or di
rected, and due to a change in travel orders
the travel assignment is canceled before its
commencement, the prepaid lodging ex
penses may be reimbursed as a miscella
neous travel expense provided the amounts
are reasonable and the conditions in para
graph (c)(l)(i) of this section are met.

(3) Forfeited rental deposits. If, in sit
uations described in paragraphs (c) (I) and
(2) of this section, the employee was re..,
quired by the terms of a lease or rental
agreement to pay a rental deposit and all or
part of the deposit is forfeited to cover un
paid lodging costs, the amount of the for
feited deposit may be reimbursed as a mis
cellaneous travel expense provided the
conditions in paragraph (c)(l)(i) of this
section are met. Reimbursement for depos
its forfeited for damages to lodging acom
modations shall not be allowed.

(d) Per diem while aboard Government
vessel. For temporary duty aboard Govern
ment vessels where meals and lodgings are
furnished at no cost or at a reduced cost,
agencies shall prescribe an appropriate per
diem rate within the provisions of this part.
The term Government vessel includesves
sels owned and operated, leased and 'oper
ated, or chartered by the Government.

,)
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§ 301-7.15 Interruptions of per diem
entitlement.

For purposes of this section, the term
place ofabode means the place from which
the employee commutes daily to the official
station.

(a) Leave and nonworkdays-(l) Gen
eral. Leave of absence (other than as pro
vided in paragraph (d) of this section) for
one-half, or less, of the prescribed daily
working hours shall be disregarded for per
diem purposes. Where the leave is more
than one-half of the prescribed daily work
ing hours, no per diem shall be allowed for
that day.

(2) Nonworkdays. Legal Federal Gov
ernment holidays and weekends or other
scheduled nonworkdays are considered
nonworkdays. Employees are considered
to be in a per diem status on nonworkdays
except when they return to their official
station or place of abode (see paragraph
(b) of this section), or except under condi
tions stated in paragraphs (a)(2)(i) and
(ii) of this section.

(i) Leave before and after non work
days. Per diem shall not be paid for non
workdays when:

(A) Employees are in a leave status at
the end of the workday before the non
workdays and at the beginning of the work
day following the nonworkdays, and

(B) The period of leave on either of
those days is more than one-half ofthe pre
scribed working hours for that day.

(ii) Leave between nonworkdays. Per
diem shall not be paid for more Ihan two
nonworkdays in cases where leave of ab
sence is taken for all of the prescribed
working hours between the nonworkdays.

(b) Return to official station for non
workdays-(l) Required return-official
business. An employee who is required by
appropriate agency officials to return to
his/her official station for the nonworkdays
to perform official business or because it is
otherwise advantageous to the Government
shall be allowed the round-trip transporta
tion expenses and per diem for the en route
trip.

(2) Authorized return-substantial cost
savings. An agency may authorize per
diem and transportation expenses to an
employee to return home for nonworkdays
where a significant cost savings will be
achieved. Travel time shall be scheduled
within the employee's duty hours to the ex
tent practicable. The r.ost of lost productiv
ity attributable to the duty hours involved in
traveling to and from the employee's resi
dence for nonworkdays shall be considered
in determining the cost savings.

(3) Authorized return incident to ex
tended temporary duty. Employees who
are required to routinely perform extended

periods of temporary duty may, at agency
discretion and within the limits of appro
priations available for payment of travel
expenses, be authorized round-trip trans
portation expenses and per diem en route
for periodic return travel to their official
stations or places of abode for nonwork
days. Agencies are cautioned that this au
thority is tobe used with the utmost discre
tion and consideration of the length and
purpose ofthe temporary duty assignments
and the distance of the return travel. The
periodic return travel may be authorized if
the conditions specified in paragraphs
(b)(3) (i) and (ii) of this section are met.

(i) The head of the· agency or his/her
designee has determined, based on an ap
propriate cost analysis, that the costs of
periodic weekend return travel (including
the costs of potential overtime, if applica
ble) are outweighed by savings in terms of
increased employee efficiency and produc
tivity, as well as reduced costs of recruit
ment and retention of employees. This cost
analysis shall be conducted no less fre
quently than every other year.

(ii) Return travel for nonworkdays au
thorized under these provisions constitutes
an exception to the directive on scheduling
of travel contained in 5 U. S. C. 6101 (b)(2)
and therefore should be performed outside
the employee's regularly scheduled duty
hours or during .periods of authorized
leave. However, in the case of employees
not exempt from the Fair Labor Standards
Act overtime provisions, consideration
should be given to scheduling the autho
rized travel to minimize payment of over
time, including scheduling of travel during
regularly scheduled duty hours when nec
essary. (See Office of Personnel Manage
ment regulations for further guidelines cov
ering overtime during travel.)

(4) Voluntary return. Whe.n an em
ployee voluntarily returns to his/her official
station or place of abode for nonworkdays,
the maximum reimbursement for the
round-trip transportation and per diem en
route shall be limited to the per diem allow
ance and travel expenses which would have
been allowed had the employee remained
at the temporary duty station. The em
ployee shall perform any such voluntary re
turn travel during nonduty hours or periods
of authorized leave.

(c) Indirect route or interrupted travel.
If there is an interruption of travel or devi
ation from the direct route resulting in ex
cess travel time because of an employee's
personal preference or convenience or
through the taking of leave, the per diem
allowed shall not exceed that which would
have been allowed on uninterrupted travel
by a direct or usually traveled route except
as provided in part 301-12 of this chapter

for certain emergency travel situations.
(See §§301-2.5, 301-7.2(a)(2), and
301-11.5(a)(3) of this chapter.)

(d) Illness or injury or a personal emer
gency situation. Provisions governing per
diem allowable for emergency travel per
formed due to an employee I s incapacitat
ing illness or injury or because of a person
al emergency situation, as well as the con
tinuation of per diem due to incapacitating
illness or injury of the employee, are found
in part 301-12 of this chapter.

PART 301-8~REIMBURSEMENT

OF ACTUAL SUBSISTENCE EX
PENSES

7. The authority citation for part 301-8
continues to read as follows:

Authority: 5 U.S.C. 5701-5709;
E.O. 11609, July 22, 1971 (36 FR
13747).

8. Section 301-8.1 is revised to read as
follows:

§ 301-8.1 General

This part applies worldwide (both with
in and outside CONUS) except as specifi
cally provided herein.

9. Section 301-8.2 is amended by revis
ing the first sentence of the introductory
text of paragraph (a) and the text of para
graph (b) to read as follows:

§ 301-8.2 Conditions warranting au
thorization or approval of actual ex
penses.

(a) Travel assignments involving special
or unusual circumstances. Travel on an
actual subsistence expense basis may be
authorized or approved for travel assign
ments when the applicable maximum per
diem rate (see §301-7. 3 of this chapter) is
inadequate due to special or unusual cir-
cumstances. *

(b) Situations requiring reimbursement
for occasional lodging and/or meals. Al
though lodging and/or meals are furnished
without cost (or at a nominal cost) for a
partiCUlar assignment, the employee may
necessarily incur expenses for occasional
lodgings and/or meals. The agency may
approve reimbursement of appropriate ex
penses incurred for occasional meals or
lodging that are determined to be necessary
and justified by the circumstances in
volved. The actual expense allowable for
lodging or each meal may not exceed the
applicable lodging or individual meal al
lowance provided in part 301-7, or 150
percent of those amounts if special or un
usual circumstances are involved. If the



10. Section 301-8.3 is revised to read as
follows:

§ 301-8.3 Maximum dally rates and
reimbursement limitations.

travel is to a location where
§301-8.3(b)(1)(ii) or (d) applies under
special or unusual circumstances, the au
thorizing agency shall determine an appro
priate limitation on the amount of reim
bursement. Each agency shall establish
necessary administrative procedures for
travel under these provisions.

This section establishes the maximum
amount of reimbursement for actual sub
sistence expenses that may be authorized
or approved for each calendar day or frac
tion thereof. Agencies shall determine ap
propriate and necessary daily maximum
rates not to exceed these amounts when
authorizing or approving travel under this
part. Maximum daily rates need not be
prorated for fractions of a day; however,
see paragraphs (b)(l) and (2) of this sec
tion for reimbursement limitations.

(a) Maximum daily rates-(l) Travel
within CONUS. For travel within CONUS,
the maximum daily J'ate for subsistence ex
penses shall not exceed 150 percent of the
applicable maximum per diem rate
(rounded to the next higher dollar) pre
scribed in appendix A of this chapter for
the travel assignment location.

(2) Travel outside CONUS. For travel
outside CONUS, the maximum daily rate
for subsistence expenses shall not exceed
the greater of the amounts prescribed by
the Departments of Defense and State, re
spectively, for nonforeign and foreign
areas as set forth in paragraphs (a)(2)(i)
and (ii) of this section:

(i) 150 percent of the applicable maxi
mum per diem rate (rounded to the next
higher dollar) prescribed under
§301-7.3(b) or (c); or

(ii) $50 plus the applicable maximum
per diem rate prescribed under
§301-7.3(b) or (c).

(b) Reimbursement limitation-(l)
General limitation. When the actual sub
sistence expenses incurred during any 1
day are less than the maximum daily rate
authorized, the employee shall be reim
bursed only for the lesser amount. Ex
penses incurred and claimed (including
those for fractional days) shall be reviewed
and allowed only to the extent determined
to be necessary and reasonable by the
agency. (See §301-8.5(b).) Reimburse
ment for meals and incidental expenses
shall not exceed:

(i) 150 percent of the M&IE rate
applicable to the temporary duty location;
or

/
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1 .• S 0 S 0 SO S 1
2 .... 0 0 1 1
3 .... 0 1 1 1
4 .... 1 1 1 1
5 .... 1 1 2 1
6 .... 1 2 2 1
7 .... 1 2 3 1
8 .... 1 2 3 2
9 .... 1 2 4 2

10 .... 2 2 4 2
11 .... 2 3 4 2
12 ., .• 2 3 5 2
13 ..•. 2 3 5 3
14 .... 2 4 5 3
15 .... 2 4 6 3
16 .... 2 4 7 3
17 .... 3 4 7 3
18 .... 3 5 7 3
19 .... 3 5 8 3
20 ...• 3 5 8 4
21 .... 3 5 9 4
22 .... 3 6 9 4
23 ...• 3 6 9 5
24 ••.. 4 6 9 5
25 ..•. 4 6 10 5
26 .... 4 7 10 5
27 .... 4 7 11 5
28 ••.. 4 7 11 6
29 .... 4 7 12 6
30 .... 5 7 12 6
31 .... 5 8 12 6
32 .... 5 8 13 6
33 .... 5 8 13 7
34 ••.. 5 9 13 7
35 .... 5 9 14 7
36 ..•. 5 9 15 7
37 .... 6 9 15 7
38 •••. 6 10 15 7

M&IE Breakfast Lunch Dinner Inciden-
~u ~

23. Appendix B to chapter 301 is added
to read as follows:

adjustments shall include a city designa
tion, a description of the surrounding loca
tion involved (county or other defined
area), and a recommended rate supported
by a statement explaining the circum
stances that cause the existing rate to be in
adequate. The request also must contain
an estimate of the annual number of trips
to the location, the average duration of
such trips, and the primary purpose of
travel to the locations.

Appendix B to Chapter 301-Alloca
tlon of M&IE Rates to Be Used In
Making Deductions from the M&IE
Allowance

M&IE rates for localities in nonforeign
areas (prescribed in Civilian Personnel Per
Diem Bulletins published periodically in
the Federal Register by the Secretary of
Defense) and for localities in foreign areas
(established by the Secretary of State in
section 925, a per diem supplement to the
Standardized Regulations (Government
Civilians, Foreign Areas» shall be allo
cated as shown in this table
(§301-7.12(a)(2)(ii) of this chapter)
when making deductions fr~m nonforeign
or foreign area per diem rates.
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22. Appendix A to chapter 301 is
amended by revising the introductory text
and the text of footnote 4 to read as fol
lows:

§ 301-8.7 Interruption of subsis
tence entitlements.

The maximum rates listed below are
prescribed under §301-7.3 of this chapter
for reimbursement of per diem expenses
incurred during official travel within C'ON
US (the continental United States). The
amount shown in column (a) is the maxi
mum that will be reimbursed for lodging
expenses including applicable taxes. The
M&IE rate shown in column (b) is a fixed
amount allowed for meals and incidental
expenses covered by per diem. The per
diem payment calculated in accordance
with part 301-7 of this chapter for lodging
expenses plus the M&IE rate m~y not ex
ceed the maximum per diem rate shown in

column (c). • • • • •
4 Federal agencies may submit a request

to GSA for review of the costs covered by
per diem in a particular city or area where
the standard CONUS rate applies when
travel to that location is repetitive or on a
continuing basis and traveler's experiences
indicate that the prescribed rate is inade
quate. Other per diem localities listed in
this appendix will be surveyed on an annu
al basis by GSA to determine whether rates
are adequate. Requests for per diem rate
adjustments shall be submitted by the'
agency headquarters office to the General
Services Administration, Federal Supply
Service, Attn: Travel Management Divi
sion (FBT) , Washington, DC 20406.
Agencies should designate an individual
responsible for reviewing, coordinating,
and submitting to GSA any requests from
bureaus or sUbage.~cies. Requests for rate

13. Section 301-8.7 is revised to read as
follows:

(ii) $25 plus the M&IE rate applicable
to the temporary duty location when the
maximum daily rate authorized is estab
lished under paragraph (a) (2) (ii) of this
section.

Appendix A to Chapter 301-Pre
scribed Maximum Per Diem Rate
for CONUS

The provisions of §301-7.15 of this
chapter applicable to interruptions of per
diem entitlement (leave and nonworkdays,
return to official station for nonworkdays,
indirect route or interrupted travel, and il
lness or injury or a personal emergency sit
uation) shall apply to travel on an actual
subsistence expense basis.· • • • •

as indicated
EFFECTIVE DATE

9A-60b
PAGE NO.

6 FAM 150





'\
)

Authority: 5 U.S.C. 5721-5734; 20
U.S.C. 905(a); E.O. 11609, July 22,
1971 (36 FR 13747).

34. The authority citation for part
302-5 continues to read as follows:

PART 302-5-SUBSISTENCE
WHILE OCCUPYING TEMPORARY
QUARTERS

AID HANDBOOK 22

§ 302-2.2 For members of an em
ployee's Immediate family.

(a) Transportation. Except as specifi
cally provided in this chapter, allowable
travel expenses for the employee's imme
diate family, including transportation, are
governed by chapter 301 of this title. Trav
el of the immediate family may begin at the
employee's old official station or some
other point, or partially at both, and may
end at the new official station or some oth
er place selected by the employee, or par
tially at both. However, the cost to the
Government for transportation of the im
mediate family shall not exceed the allow
able cost by the usually traveled route be
tween the employee's old and new official
stationS.

(b) Per diem allowance when en route
between employee's old and new official
station. When an employee is transferred,
an allowance shall be paid for per diem ex
penses incurred by the employee's imme
diate family while traveling between the old
and new official stations regardless of
where the old and new official stations are
located. If the actual travel involves depar
ture and/or destination points other than
the old or new official station, the per diem
allowance shall not exceed the amount to
which members of the immediate family
would have been entitled if they had trav
eled by a usually traveled route between the
old and new official stations. In computing
the per diem allowance under chapter 301
of this title, the prohibition on paying per
diem for travel of 10 hours or less will apply
to permanent change of station travel. The
maximum allowable per diem rates are as
follows:
• • • • •

35. Section 302-5.2 is amended by re
vising paragraphs (a)(1), (g)(1) and (2),
and the first sentence of paragraph (i) to
read as follows:

§ 302-5.2 Conditions and limitations
for eligibility.

(a) •
(1) Initial period of temporary quar

ters. An employee for whom a permanent
change of station is authorized or approved
shall be allowed subsistence expenses for
himself/herself and for each member of
his/her immediate family (defined in

22:343
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§ 302-1.13 Overseas tour renewal
agreement travel.

•

PART 302-2-ALLOWANCES FOR
SUBSISTENCE AND TRANSPOR
TA,.ION

• • • • •

31. The authority citation for .part
302-2 continues to read as follows:

Authority: 5 U.S.C. 5721-5734; 20
U.S.C. 905(a); E.O. 11609, July' 22,
1971 (36 FR 13747).

(b)· • •
(3) Alternate destination. An employee

and his/her family may travel to a location
in the United States, the Commonwealth of
Puerto Rico or the Commonwealth of the
Northern Mariana Islands, a United States
territory or possession, or another country
in which the place of actual residence is lo
cated other than the location of the place of
actual residence; however, an employee
whose actual residence is in the United
States must spend a substantial amount of
time in the United States, the Common
wealth of Puerto Rico or the Common
wealth of the Northern Mariana Islands,
or a United States territory or possession
incident to travel under this section to be
entitled to the allowance authorized.

33. Section 302-2.2 is amended by re
vising paragraph (a) and the introductory
text of paragraph (b) to read as follows:

32. Section 302-2.1 is revised to read as
follows:

§ 302-2.1 For the employee.

Except as specifically provided in this
chapter, per diem, transportation costs,
and other travel expenses of the employee
shall be allowed in accordance with the
provisions of 5 U.S.C. 5701-5709 and
chapter 301 of this title; the maximum per
diem rate allowable for travel within CON
US shall be the standard CONUS rate pre
scribed under §301-7.3 of this title (see
also §301-7.6(a)(3) of this title). The
prohibition on paying per diem for travel of
10 hours or less will apply to change of offi
cial station travel (see §301-7.5(b) of this
title). This part applies to travel of trans
ferred employees, new appointees (includ
ing those covered in §302-1.11 of this
chapter), and employees assigned to posts
of duty outside the continental United
States in connection with either overseas
tour renewal agreement travel or return
travel to place of residence for the purpose
of separation.

EFFECTIVE DATE

9A-60d as indicated
PART 302-1-APPLICABILTV,
GENERAL RULES, AND ELIGIBIL
ITY CONDITIONS

§ 302-1.12 [Amended]

28. Section 302-1. 12(e) (5) is amended
by removing the phrase "the Common
wealth of Puerto Rico, or to a United States
territory or possession" and adding in its
place "the Commonwealth of Puerto Rico
or the Commonwealth of the Northern
Mariana Islands, or a United States terri
tory or possession".

Authority: 5 U.S.C. 5721-5734; 20
U.S.C. 905(a); E.O. 11609, July 22,
1971 (36 FR 13747).

§ 302-1.12 [Amended]

25. Section 302-1. 12(b)(1) is amended
by removing the phrase "the Common
wealth of Puerto Rico, or a territory or pos
session of the United States." and adding
in its place lithe Commonwealth of Puerto
Rico or the Commonwealth of the North
ern Mariana Islands, or a United States
territory or possession.".

24. The authority citation for part
302-1 continues to read as follows:

§ 302-1.12 [Amended]

29. Section 302-1. 12(e)(6) is amended
by removing the phrase "the Common
wealth of Puerto Rico," and adding in its
place "the Commonwealth of Puerto Rico
or the Commonwealth of the Northern
Mariana Islands,".

30. Section 302-1.13 is amended by re
vising the first sentence of paragraph
(b)(3) to read as follows:

§ 302-1.12 [Amended]

26. Section 302-1. 12(c)(1) is amended
by removing the phrase "who claims resi
dence at another location in the United
States or its possessions or in the Com
monwealth of Puerto Rico at time of ap
pointment," and adding in its place "who
claims residence at another location in the
United States, the Commonwealth of Puer
to Rico or the Commonwealth of the
Northern Mariana Islands, or a United
States territory or possession at time of ap
pointment," .

§ 302-1.12 [Amended]

27. Section 302-1.12(e) (1) is amended
by removing the phrase "theCommon
wealth of Puerto Rico, or the United States
territories of possessions." and adding in
its place lithe Commonwealth of Puerto
Rico or the Commonwealth of the. North
ern Mariana Islands, or a Unite? States
territory or possession. ".
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§302-1.4(e) of this chapter) for a period of
not more than 60 consecutive days when
occupancy of temporary quarters is deter
mined to be necessary and the new official
station is located within the United States,
the Commonwealth of Puerto Rico or the
Commonwealth of the Northern Mariana
Islands, a United States territory or posses
sion, or the former Canal Zone area (Le.,
areas and installations in the Republic of
Panama made available to the United
States under the Panama Canal Treaty of
1977 and related agreements (as described
in section 3(a) of the Panama Canal Act of
1979)), provided a written agreement as
required in §302-1. 5 of this chapter is
signed in connection with the transfer. The
period of consecutive days may be inter
rupted for the time that is allowed for travel
between the old and new official stations;
for circumstances attributable to official
necessity as, for example, an intervening
temporary duty assignment or military
duty; or for non-official necessary inter
ruptions such as hospitalization, approved
sick leave, or other reason beyond the em
ployee's control and acceptable to the
agency concerned.

•
(g). •
(1) Claim for temporary quarters when

occupancy begins the same day en route
travel ends. The eligibility period for reim
bursement for· temporary quarters subsis
tence expenses shall start at the beginning
of the same calendar day quarter in which
en route travel per diem ends. (See para
graph (i) of this section regarding the pro
hibition on duplicating payment of subsis
tence expenses under both the en route
travel and temporary quarters subsistence
expense authorities.)

(2) Claims for temporary quarters oc
cupancy in all other cases. In all cases oth
er than those covered in paragraph (g)(l)
of this section (e.g., when occupancy of

temporary quarters occurs at the old offi
cial station or when reimbursement for oc
cupancy of temporary quarters is not
claimed on the same day that en route trav
el per diem begins or ends), the temporary
quarters period shall start at 12:01 a.m. of
the calendar day (see §301-7.1(b)(l) of
this title) in which temporary quarters sub
sistence expense reimbursement is
claimed, provided the temporary quarters
are occupied during that calendar day.
• • • • •

(1) Duplication of other allowances. In
no cases shall subsistence expenses under
these provisions be allowed which dupli
cate, in whole or in part, payments re
ceived under other parts of this subtitle or
under other laws or regulations covering
similar costs.· • •

36. Section 302-5.4 is amended by re
vising paragraphs (c) (1) (1) and (ii), by re
moving paragraph (c) (2) (v), and by revis
ing paragraphs (c)(3) and (4) to read as
follows:

§ 302-5.4 Allowable amount

• • • • •
(c)· •
(1)· • •
(1) For temporary quarters located in the

continental United States the applicable
maximum per diem rate is the standard
CONUS rate prescribed under
§301-7.6(a)(3) of this title.

(ii) For temporary quarters in applica
ble locations outside the continental
United States, the maximum per diem rate
is the rate prescribed by the Secretary of
Defense or by the Secretary of State under
§301-7.3(b) or (c) of this title for the lo
cality of the temporary quarters.

(3) For the second 30 days. The daily
rates for the second 30-day period for the
employee and each member of the immedi-

ate family shall be three-fourths of the dai
ly rates prescribed under paragraph (c) (2)
of this section.

(4) Additional 60 days. When the
agency authorizes an extension of time for
occupancy of temporary quarters beyond
the first 60 days (not to exceed an addition
al 60 days) due to compelling reasons as
provided in §302-5.2(a)(2), the addition
al days shall be computed at the same daily
rates allowed for the second 30-day period
in paragraph (c)(3) of this section for the
employee and each member of the immedi
ate family.

PART 302-6-ALLOWANCE FOR
EXPENSES INCURRED IN CON
NECTION WITH RESIDENCE
TRANSACTIONS

37. The authority citation for part
302-6 continues to read as follows:

Authority: 5 U.S.C. 5721-5734; 20
U.S.C. 905(a); E.O. 11609, July 22,
1971 (36 FR 13747).

§ 302-6.1 [Amended]

38. Section 302-6.1(a) is amended by
removing the phrase "the territories and
possessions of the United States, the Com
monwealth of Puerto Rico, .. and adding in
its place "the Commonwealth of Puerto
Rico or the Commonwealth of the North
ern Mariana Islands, a United States terri
tory or possession, ".

Dated: August 13, 1990.

Richard G. Austin,

Administrator of General Services

[FR Doc. 90-24097 Filed 10-11-90; 8:45
am]

BILLING CODE 6820-24-D
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161 ALLOWABLE
TRANSPORTATION EXPENSES

(TL:GS-421; 9-29-89)

(Uniform State/AID/USIA/
Commerce /Agriculture)

Authorized expenses in connection with shipment of
effects include the following (see also § 168):

(1) Packing, crating, unpacking, and necessary in
cidental cartage, including construction or purchase of
necessary wooden containers;

(2) Hire of lift vans (but not transportation of, or
import or export duties on, empty lift vans);

(3) Transportation of empty lift vans or shipping
containers to or from the facilities of the owner or own
er's agent, when such lift vans or containers are fur
nished without charge by steamship lines, rail roads,
airlines, military installations, etc., for the movement of
effects;

(4) Freight by any type of carrier, including air if
specifically authorized or more economical or advanta
geous to the Government;

(5) Transshipment and handling charges, tonnage
fees, cartage and storage en route, unavoidable demur
rage, and all similar expenses incidental to direct ship
ment, but not import or export duties;

(6) Services of customs brokers when the overseas
establishment or United States Despatch Agency can
not make the customs entry;

(7) Cartage at destination from the shipping termi
nal to the residence or place of unpacking and thence
to the residence; or, when the effects are stored at Gov
ernment expense, from the shipping terminal to the
place of storage and thence to the residence;

(8) General average contributions in connection
with losses at sea (see 6 FAM 184.1); and

(9) Other miscellaneous expenses, not enumerated
here, may be allowed when necessarily incurred in con
nection with the shipment of effect.

162 WEIGHT ALLOWANCE FOR
SHIPMENT AND STORAGE OF
EFFECTS

(TL:GS-441; 1-4-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)
(GAO Decision: B-219158, 1/13/86)

a. The combined shipment and storage of effects al
lowance has been established at the statutory limit of
8,165 kilograms/ 18,000 pounds, net weight, for each
employee, regardless of family status.

b.The limited shipment allowance is set at 3,265 ki
logramsl7,200 pounds, net weight, for. each employee,
regardless of family status, and will be authorized in lieu
of full shipment when post provides adequate furnish
ings.

c. The limited shipment allowance for chiefs of mis
sion is set at 5443 kilograms/12,000 pounds, net
weight. HOWEVER, THIS LIMITED SHIPMENT
OF HOl.l!,EHOLD EFFECTS WILL BE REDUCED
TO 4989 KILOGRAMS/II ,000 POUNDS NET
WHEN AN ADDITIONAL 454 KILOGRAMSIl,OOO
POUNDS OF UNACCOMPANIED AIR BAGGAGE
IS AUTHORIZED UPON COMMENCEMENT OF
THE ASSIGNMENT ONLY. (See 6 FAM 147.2.)

d. On return to the United States, an employee oc
cupying Government furnished quarters will be autho
rized the appropriate limited shipment allowance speci
fied above, together with the net weight of effects in
storage at U.S. Government expense.

e. This allowance is not reduced when an employee
ships excess baggage, unaccompanied air baggage, and/
or a motor vehicle pursuant to 6 FAM sections 147.1,
147.2, and 165. 1. However, the weight of automotive
replacement spare parts, tires, tubes, and accessories is
chargeable against the total weight allowance. (See
§ 164 regarding loss of effects.)

f. If an employee's household effects allowance is
reduced through .revision of the new weight allowances
while the employee is overseas under a limited ship
ment authorization, the employee's next authorization
for shipment of effects will provide for shipment of the
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difference between the previously authorized and pres
ent allowance to the authorized storage point as desig
nated in 6 FAH H-173. When a U.S. assignment im
mediately follows an assignment to a limited shipment
post, the weight of effects which were authorized to be
shipped to that post may be returned to the U.S.

g. If the employee wishes to ship the former higher
allowance to the next post, prompt application should
be made as appropriate to either the Department's,
USIA's, USDOC's, or AID's Committee on Excep
tions. Such request will be reviewed on an expeditious
basis.

162.1 Net Weight

tive weight based on .09 kilograms per cubic meter17
pounds per cubic foot ofproperly loaded van space may be
used. .

162.1-3 Change In Family Status
(TL:GS-352; 10-15-86)
(Effective date: 9-24-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)

When a change in family status occurs which would
authorize the shipment of household effects, the effects
may be shipped either from employee's former post or
the United States to employee's current post of assign
ment.

162.1-1 Definitions
(TL:GS-352; 10-15-86)
(Effective date: 9-24-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. Net weight consists of actual effects plus the car
tons, barrels, fiber drums, crates and boxes, as well as
the necessary wrapping and cushioning material, used
to pack fragile articles for shipment or storage. Fragile
articles include clothing, linens, books, pictures, mir
rors, lamp shades and bases, bric-a-brac, glassware,
chinaware, and other articles which normally require
preliminary packing before removal from the resi
dence.

b. Gross weight is obtained by adding to the net
weight the weight of lift vans, outside shipping contain
ers, and the weight of dunnage or bracing material used
to secure articles in such vans or containers.

162.1-2 Determination of Net Weight
(TL:GS-441; 1-4-91)
(Effective date: 9-24-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The net weight of effects shipped or stored is deter
mined by weighing the effects on scales at the point of
origin or destination, if possible. When the effects can
not be weighed before or after shipment, the net weight
is determined on the basis of two thirds of the gross
weight of the shipment (including gross packing and
shipping materials). If the shipment cannot be weighed,
net weight is determined on the basis of .077 kilograms
per cubic meter/6 pounds per cubic foot measurement
of the outside dimensions of the effects packed for ex
port. When shipments are made by household goods
motor van, and scales are not available at point of ori
gin, at arlY point en route, or at destination, a con'itruc-

162.2 Unused Authorization of
Unaccompanied Baggage

(TL:GS-326; 11-19-84)
(Effective date: 5-1-84)
(Uniform State/AID/USIA/
Commerce /Agriculture)

The allowances in § 162 are increased automatically
by the amount of any unused weight authorization for
unaccompanied baggage. (See 6 FAM 147.2.)

162.3 Allowance for Additional
Consumables

(TL:GS-352; 10-15-86)
(Effective date: 9-24-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

When the Department designates a post as one at
which conditions make it difficult to obtain locally the
consumables required by employees and their depen
dents. an authorizing officer shall authorize the ship
ment of a separate additional allowance for consum
ables, apart from the household effects allowances
shown in §162.

162.3-1 Weight Allowance for Shipment
of Consumables

(TL:GS-441; 1-4-91)
(Effective date: 9-20-90)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. The weight allowance for shipment of consum
abIes has been established at 1,134 kilograms/2.500
and 1,703 kilograms/3,750 net pounds, respectively,
for a 2 or 3 year tour for each employee, regardless of
family status.

"\
I
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c. While cost is not a criterion because it is covered
by cost-of-living allowances, Departmental review and
decisions will be based on post justification for a can
sumables allowance and· the "most recent Retail Price
Schedule (Form DSP-23, Type y)" submitted to the
Department (AIALS) for a review of the post cost-of
living allowance. Submissions must indicate consulta
tion with all agencies at post.

162.3-3 Justification
(TL:GS-352; 10";'15-86)
(Effective date.' 9-24-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. All consumables allowance posts are required to

submit a new ju~tification every two years. Justification
renewals are to be forwarded to the Department, A/
OPRIST/TD, Room 1244, N.S., not later than Septem
ber 30 of the reporting year. The initial renewal due
date commenced on September 30, 1986.

b. A post may submit a new justification for review at
any time that conditions at the post change.

c. An employee assigned to a consumables post is
not affected if the post is deleted from the list of desig
nated posts (see 6 FAR R-161.4). When a post is add
ed to that list, all employees with more than one year
remaining in the tour of duty will qualify for a consum
abIes allowance.

EFFECTIVE DATE

as indicated

Use of
Through-BIlI--of-Lading
S.ervice

(TL:GS-326; 11-19-84)
(Effective date: 5-1-84)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. Through-bill-of-lading or "residence-to-resid
ence" service is sometimes offered to a post by a freight
forwarder and presented as a means of moving house
hold effects shipments to a destination more economi
cally than the post could make the same movement by
the direct procurement or pack-and-crate method.

b. This through-bill-of-lading service should not be
used by a post to any destination unless the post has
actually computed its costs by the direct procurement
method to the destini;ltion and found the cost of the
through-bill-of-lading, service to be less. Such cost
computations shall be maintained by the post in its re
cords. Guidance for making cost comparisons is lo
cated in 6FAH Exhibit H-162.1-4.

c. When a shipment is made by this method, a copy
of the completed SF-1103, U.S. Government Bill of

162.4

b. The employee will have one of the following con;,
sumable allowances on the initial orders and time limi
tations as listed below:

(1) Weight allowance for a two-year tour will be
1,134 kilograms/2,SOO net pounds and there will be a
one-year time limitation from the date of arrival at post
within which to initiate shipment against this allowance;

(2) Weight allowance for a three-year tour will be
1,703 kilograms/3,750 net pounds with a two year time
limitation from the date of arrival at post within which
to initiate shipment against this allowance; or

(3) The above one year and two year time limita
tions may be extended with full justification. (FOR
AID ONLY: Request for extension, and amendment to
the assignment orders must be made and approved by
the appropriate authorizing official in advance of any
shipment.)

c. Perishable or frozen foods may not be contained
in a consumable allowance shipment.

d. An additional allowance shall be provided under
the following conditions:

(1) Each six-month extension will be authorized
284 kilograms/625 net pounds allowance. Shipment is
to be initiated within 30 days of the beginning of the
extension (the request for an extension will also serve
as the request that the original travel orders be
amended to increase original aliowance);

(2) A one-year extension will be authorized an ad
ditional 568 kilograms/1,250 net pounds allowance.
Shipment is to be initiated within 60 days of the begin
ning of the extension; and

(3) A second two or three-year tour at post will en
title the employees to a full second consumables allow
ance. Shipment is to be initiated within one or two
years of the beginning of the new tour of duty.

162.3-2 Criteria for Consumables
Allowance

(TL:GS-352; 10-15-86)
(Effective date: 9-24-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. The intent of this allowance is torecognize the
extreme conditions at specific posts and to provide em
ployees with adequate consumables.

b. In order for a post to be designated as a "consum
abIes post," a post must have limited availability of con
sumables with items being extremely difficult to ·obtain
locally or from other sources of supply; or because lo
cally available goods are of substandard quality.

'\
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Lading, showing the rate and weight of the shipment
should be sent immediately to the Department (Atten
tion: OPRIST/TD).

j 63 EMPLOYEE RESPONSIBILITIES
FOR EXCESS
TRANSPORTATION COSTS

(TL: GS-284; 7-6-81)
(Uniform StatelAIDIUSIAICommerce)

a. Employees are responsible for any transportation,
demurrage, storage, customs cartage, or other costs in
curred by them or their agents which are not authorized
by laws and regulations governing the shipment of ef
fects at Government expense.

b. If effects are shipped between points other than
those authorized, only constructive costs based on ac
tual weight shipped, but not in excess of actual costs
which would have been incurred had the shipment
heen made between authorized points of origin and
destination, are allowable. When possible, employees
should be advised of excess transportation charges be
fore, effects are shipped. Known charges for excess
weight should be paid by or collected from the em
ployee (see 4 FAM 252.3).

c. For State and USIA, the cost of shipping house
hold effects for storage at an authorized storage point
(6 FAH H-173) may not be used as the basis for a
constructive cost shipment of the effects to an alternate
destination. Exceptions to this regulation, in certain cir
cumstances, may ~e requested in accordance with 6
FAM 121.1-4.

d. \Vhen a single shipment is made and an employee
exceeds employee's shipping allowance, the charges to
be borne by the employee will be computed on the basis
of the ratio of the excess weight to the total net weight.

e. When more than one shipment is made and an
employee exceeds the shipping allowance, the charges
to be borne by the employee will be computed on the
basis of the ratio of the excess net weight to the total net
weight of the specific shipment that has been deter-

, mined excess. Any subsequent shipment(s) will be ex
cess in entirety.

f. The net weight of any effects which become a to
tal loss in transit due to military action, theft, fire, ship
wreck, or other causes is not charged against the em-

, ployee's weight allowance. Subsequent shipment may
be made, equal to the weight of the lost or totally dam
aged effects, without excess transportation costs being
charge~ to the employee.

164 LOSS OR DAMAGE TO
EFFECTS

(TL:GS-441; 1-4-91)
(Effective date: 9-24-86)
(Uniform StatelAIDIUSIAICommerce)

a. In instances where the household effects, private
ly-owned vehicle, or unaccompanied baggage of an
employee may be lost or damaged in shipment, the post
will advise and assist the employee in making proper
written exception to loss, damage, or non-delivery. In
addition, the post will assist the employee in obtaining
necessary documentation, such as bills-of-lading and
receiving reports, to accompany the employee's claim
against the shipper, carrier, or other party responsible
for loss or damage. The post's claims assistance officer
will provide necessary guidance in accordance with 2
FAM 280 (AID Handbook 20, Chapter 2, Appendix A
and AID Handbook 23, Chapter 10, Appendix A).

b. When loss or damage is clearly attributable to
faulty or improper packing, the post which initiated the
shipment should be notified promptly and be given spe
cific information about errors or inadequacies.

c. Although employees may obtain some financial
relief through the general ave!age provision (see 6
FAM 184.1), recovery from carriers, and the Military
Personnel and Civilian Employee's Claims Act of 1964,
as amended, it is advisable for them to obtain personal
insurance prior to shipment in an amount sufficient to
provide maximum recovery for lost or damaged person
al property.

d. See 6 FAM 163f.

165 PRIVATELY-OWNED MOTOR
VEHICLES

165.1 Authorized Transportation
of Privately-Owned Motor
Vehicles

(TL:GS-441; 1-4-91)
(Uniform StatelAIDIUSIAICommerce)

a. A travel authorization which includes authority
for the transportation of effects constitutes authority for
the transportation of one motor vehicle owned by the
employee or by a member of the employee's family
when such transportation has been determined to be
necessary or expedient, unless prohibited by regulation
or administrative action. Not more than one motor ve
hicle may be transported to a post of assignment, ex
cept as provided by § §165.3 and 165.4.
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'165.2-1 Authority
(TL:GS-284; 7-6~81)

(Uniform StatelAIDIUSIAICommerce)

The authorization for the shipment of a privately
owned motor vehicle is based upon section 901(13) of
the Foreign Service Act of 1980 and on a policy deci
sion that an employee's effectiveness at an overseas
post of duty is enhanced thereby.

c. In cases other than those specified under para
graph a of this section, an authorizing officer may de
termine that transportation of a privately-owned ve
hicle is necessary or expedient. Such cases frequently
occur when danger or undue hardship would be in
volved if the employee or a member of the family drove
the vehicle between the authorized points of origin and
destination. A copy of this determination should be fur
nished the traveler for submission with the travel
voucher.

165.2-2 Shipments From the United
States and Between Overseas
Posts

(TL:GS-284; 7-6-81)
(Uniform StatelAIDIUSIAICommerce)

The cost of transporting a motor vehicle is allowable
only when owned by the employee or a member of the
employee's family authorized to travel. Except as pro
vided in sections 165.3, 165.4, and 165.5, no expenses
are allowable in excess of the cost of transportation be
tween the authorized points of origin and destination or

b. It is hereby determined that transportation of a
privately-owned motor vehicle by water, rail, or air is
necessary or expedient when:

(1) Neither the authorized nor the actual points of
origin and destination are connected by a hard-sur
faced, all-weather highway or by vehicular ferry, or
both. EXCEPTION: Employees posted to any of the
interior Mexican posts may drive or request to have
their POV's shipped at Government expense; or

(2) An employee is absent from post under orders
(including combined home leave and transfer orders)
and is therefore unable to drive the vehicle from the old
post to the new post.

165.4 Periodic Replacement
(TL:GS-284; 7-6-81)
(Uniform StatelAIDIUSIAICommerce)

a. The transportation of one privately-owned motor
vehicle from the United States or other designated
place of purchase to the employee's post of assignment
abroad may be authorized by an authorizing officer as
the replacement of a motor vehicle previously trans
ported at Government expense, provided that:

(1) There is a lapse of at least 4 years between the
initial date of shipment of the vehicle to be replaced at
the employee's present or previous post abroad and the
date on which the transportation of the replacement
vehicle will commence;

(2) The employee has remained in continuous ser
vice outside the continental United States during that
4-year period. Home leave or temporary duty in the
United States during or between permanent duty as-

b. Conditions warranting emergency replacement of
motor vehicles include loss or destruction of the motor
vehicle through .fire, theft, accident, ~apid deteriora
tion due to severe climate or driving conditions at the
post of duty, civil disturbance, military actions, riot, or
similar causes.

c. For State and AID, shipment of emergency ve
hicles is authorized and funded by posts (6 FAM §
§121.1-5a, 121.3-3 and 6 FAH H-175); for USIA,
see 6 FAM 121.2a(1).

between the factory site and the authorized destination,
whichever involves the lesser cost.

165.3 Emergency Replacement
(TL: GS-441; 1-4-91)
(Uniform StatelAIDIUSIAICommerce)

a. The transportation of one additional privately
owned motor vehicle from the United States or other
designated place of purchase may be authorized, in ad
vance, by an authorizing officer during any 4-year peri
od as an emergency replacement of the last motor ve
hicle transported at Government expense, when the au
thorizing officer determines, in advance, that:

(1) The replacement is in the interest of the Gov
ernment and is necessary for reasons beyond the con
trol of the employee; and

(2) The use of the replacement vehicle is in the in
terest of the Government.

Shipment of Motor Vehicles165.2

i
/
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signments abroad does not constitute a break in contin
uous service outside the continental United States;

(TL:GS-441; 1-4-91)
(Effective date: 4-17-83)
(Uniform State/AID/USIA/
Commerce /Agriculture)

(3) The employee is assigned to a post which is 124
or more kilometersl200 or more miles from the conti
nental United States or the use of sea transportation
would be required to carry the motor vehicle from the
continental United States to the employee's post; and

(4) The employee has not availed self of a construc
tive cost shipment of a new motor vehicle under the
authority of §163, paragraph a, or of previous State or
agency elective alternative authorities during the prior
4-year period;

(5) The employee has not had a privately-owned
motor vehicle shipped between foreign posts at Govern
ment expense for 1 year (9 months for personnel with
an 18-month tour of duty) prior to the date on which
employee requests periodic replacement authority; and

(6) On the date on which a request for periodic re
placement authority is made, the employee is sched
uled to remain at post of assignment for at least 1 year
(9 months for personnel with an 18-month tour of
duty). The shipment of a new motor vehicle from the
United States or other place of purchase to an em
ployee's post of assignment at employee's personal ex
pense has no effect on eligibility for periodic replace
ment authority provided the criteria outlined above are
met.

;'
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165.6 Delivery or Pickup of a
Vehicle

(TL:GS-310; 5-4-83)
(Effective date: 4-17-83)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. When an employee or a dependent who is not in
travel status makes a separate trip for the purpose of
delivering or picking up a motor vehicle, the commer
cial shipment of which has been authorized, the em
ployee may be reimbursed the following expenses:

(1) Mileage for driving the vehicle one way between
the post and the point of delivery or pickup; and

(2) Cost of the employee's transportation by com
mon carrier one way between the post and the point of
delivery or pickup.

b. The reimbursement may not exceed the cost of
commercial shipment of the vehicle. Noper diem is
allowable and leave must be charged for absence from
the post.

present post abroad if such shipment is determined to
be necessary or expedient in accordance with §165.1.

b. For State and USIA, shipment of the vehicles dis
cussed in this section is authorized and funded by
Washington; for AID, shipment is authorized by AID/
Wand funded by the posts.

22:343
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b. For State and AID, shipment of periodic replace
ment veHicles· is authorized and funded by posts (6
PAM § §121.1-Sa and 121.3-3); for USIA, see 6
FAM 121.2a(1).

165.5 When No Previous
Shipment Has Been Made

(TL:GS-310; 5-4-83)
(Effective date: 4-17-83)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. If no motor vehicle of an employee or member of
an employee's family has been transported at Govern
ment expense from the United States to the employee's
present or previous posts abroad, an authorizing officer
may, when funds are made available and subject to the
time limitations in §16S.4a(6), authorize shipment of a
motor veficle from the United States to the employee's

165.7 Limitations at Specific
Posts

(TL:GS-310; 5-4-83)
(Effective date: 4-17-83)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. The chief of mission, in consultation with other
agency heads in the country, determines what restric

. tions or limitations, if any, are placed upon the motor
vehicles brought to posts under the chief of mission's
jurisdiction.

b. These may include, but are not limited to, provi
sions to assure that the vehicle is suitable and that the
import of the vehicle is not primarily for resale.

c. When there is reason to believe that a motor ve
hicle was shipped to post at Government expense and/
or was imported under diplomatic or official privileges

. and immunities primarily for the purpose of sale at a
profit and not for the bona fide personal use of the em
ployee or employee's dependents, the chief of mission
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or designee must investigate. The investigation is to in
clude the following factors:

(1) Whether a profit was made or anticipated on
the sale; and

(2) Whether the vehicle was sold or scheduled to be
sold before the last 6 months of the employee's sched
uled home leave or departure from post, taking into
account factors such as curtailment of assignment,
evacuation, or extensive damage to the vehicle.

d. If, based on the investigation under paragraph b
of this section, the chief of mission determines a viola
tion of regulations has occurred, the chief of mission
will:

(1) Require the employee to repay the u.S. Gov
ernment the original cost of transporting the vehicle to
the post; and

(2) Deny the employee the benefits of § § 165.3
and 165.4 (Emergency Replacement and Periodic Re
placement); and

(3) For such other action as may be taken by the
chief of mission, see 2 PAM 225.3.

e. For additional information on the importation,
purchase, and sale of personal property under diplo
matic or official privileges and immunities, see 2 FAM
225.3; see also 3 FAM 620 for rules on personal con
duct.

165.8 Limitations on Type and
Size of Vehicles for State
and USIA

(TL:GS-310; 5-4-83)
(Effective date: 4-17-83)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. Vehicles that may be transported include passen
ger automobiles, station wagons, and certain small
trucks or similar vehicles that may be used primarily for
personal transportation, but transportation is not au
thorized for trailers, airplanes, or any vehicle intended
for commercial use.

b. Transportation at Government expense is limited
to vehicles having a gross size for shipping purposes of
not more than 15 measurement tons (600 cubic feet).
An employee who ships a larger vehicle which other
wise qualifies for shipment at Government expense
must pay all costs which result from the excesssize of
the vehicle.

165.9 Shipment of Foreign
Vehicles

(TL:GS-441; 1-4-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

A foreign-made vehicle purchased and delivered in
the United States may be treated in the same manner as
a U.S.-manufactured motor vehicle for the purpose of
transportation. A foreign-made, foreign-purchased
motor vehicle may be shipped to or between posts, but
may not be shipped to the United States at Government
expense unless it qualifies under one of the provisions
of §165.9-1. Shipment of foreign-made, foreign-pur
chased motor vehicles to the United States must meet
all the Environmental Protection Agency (EPA) and
Department of Transportation's regulations.

165.9-1 General Exceptions
(TL:GS-352; 10-15-86)
(Effective date: 9-24-86)
(Uniform State/AID/USIA/
Commerce /Agriculture)
(GAO Decisions: B-226426, 1/19/88)

a.A foreign-made, foreign-purchased motor ve
hicle owned by an employee or family member autho
rized to travel may be shipped to or returned to the
United States when the vehicle:

(1) Was purchased after September 11, 1970, and
prior to October 24, 1972;

(2) Was purchased by a new appointee at least 3
months prior to the notification of appointee's selection
for appointment;

(3) Cannot legally be sold or disposed of at the
overseas post of assignment;

(4) Must be shipped for evacuation purposes (see
§125.4); or

(5) Was purchased for use in a country where the
following conditions apply:

(a) Local laws or other requirements permit only
the operation of right-hand drive vehicles;

(b) Parts and service are not available for American
vehicles at the post (written justification submitted by
post to Washington must bear certification of chief of
mission, or principal officer when there is no immedi
ate supervisory post); or

(c) Use of a foreign-made vehicle is necessary for
reasons of personal safety of employees (prior Wash
ington authorization is necessary).

b. Any vehicle which would qualify for shipment to
the United States under the provisions of subparagraph



6 FAM 160
PAGE NO.

9A-68
EFFECTIVE DATE

as indicated
TRANS. MEMO NO.

22:343 AID HANDBOOK 22, App 9A .

5 of this section remains qualified for shipment to the
United States even if subsequently shipped to a post
that is not eligible under the provisions of subparagraph
(5). See §168.6 concerning import restrictions.

c. Authority to ship a foreign-made, foreign-pur
chased motor vehicle under any of the general excep
tions must be contained in the employee's travel autho
rization or amendment thereto.

165.9-2 Posts Granted Exceptions
(TL:GS-352; 10-15-86)
(Effective date: 9-24-86)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Posts that are granted an exception to the restriction
on shipment of foreign-made, foreign-pur'chased, pri
vately-owned vehicles to the United States at Govern
ment expense under one or more of the provisions of
§165.9-1a are found in Exhibit 165.9-2.

166 USE OF U.S.-FLAG AND
FOREIGN-FLAG VESSELS FOR
STATE AND USIA

(TL: GS-431; 9-29-90)
(Uniform State/AID/USIA)

Section 901 of the Merchant Marine Act of 1936
(see § 182.3) provides that travel and transportation of
effects shall be on ships registered under the laws of the
United States where such ships are available unless the
necessity of the mission requires the use of a ship under
a foreign flag. It also vests in the Comptroller General
special enforcement responsibilities.

166.1 Definitions
(TL:GS-431; 9-29-90)
(Uniform State/AID/USIA)

The following definitions apply specifically to § 166:
(1) U.S. flag vessel: vessel registered under the

laws of the United States;
(2) Direct: without transshipment en route;
(3) Foreign flag vessel: vessel registered under the

laws of a foreign country; and
(4) Nearest: measurement from point of origin to

point of destination according to travel by the usually
traveled route.

166.2 Standards for Shipment for
State and USIA

(TL: GS-431,' 9-29-90)
(Uniform State/AID/USIA)

a. Posts shall exert reasonable efforts to analyze
schedules and tariffs on a worldwide basis in routing
effect consistent with the following standards which are
for guidance only:

(1) When both U.S. flag vessels and foreign flag
vessels operate directly between a port serving the place
where the transportation of effects originates and a port
serving the actual destination, shipment of effects shall
be made on an U.S. flag vessel;

(2) When U.S. flag vessels do not operate directly
between a port serving the place where transportation
of effects originates and the port serving the actual des
tination, and foreign flag vessels do so operate, ship
ment of effects shall be made on a foreign flag vessel;

(3) When there are neither U.S. flag vessels nor
foreign flag vessels operating directly between a port
serving the place where transportation of effects origi-

. nates and the port serving the actual destination, and it
can be determined that U.S. flag vessels are available
for any segment of the journey, the shipment of effects
shall be by such routing and shall include U. S. flag ves
sels where operating. Waiting time at point of transship
ment shall be governed by paragraph (4) of this sec
tion. More than one transshipment for the sole purpose
of using U.S. flag vessels is not required; and

(4) Foreign flag vessels may be used for the ship
ment of furniture and household and personal effects
including privately-owned motor vehicles when:

(a) U.S.' flag vessels are not scheduled to call at the
port of loading within 30 days after:

(i) Notice to ship based on need for immediate ship
ment of the effects has been received by the post; or

(ii) The effects are ready for shipment, which ever
is later;

(b) Agents of U.S. flag vessels cannot give reason
able assurance that an U.S. flag vessel scheduled to call
at the port of loading within the time specified in sub
paragraph (a) above:

(i) Will actualIy caIl at such port of loading within 30
days as scheduled; and will actually discharge cargo at
scheduled destination port within two weeks after arriv
al regardless of port congestion; and where agents of
foreign flag vessels can give such assurance due to their
preferential berthing arrangements at the port; or

(ii) Will discharge cargo at scheduled destination
port without transshipment; and where agents of for
eign ships can give such reasonable assurance.
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b. Whenever a foreign-flag vessel is used, the AID
mission or AID/W, as appropriate, is to annotate its
records to indicate the reason for such use.

166.4-2 Standards for Shipment
(TL:GS-431; 9-29-90)
(llnifornn StateIA/DIllS/A)

a. Instances of exception to this principle include
the following:

(1) When AID/W or the AID mission director certi
fies that U.S. flag vessels do not provide adequate ser
vice to the destination;

(2) When the shipment of effects would be delayed
an unreasonable period of time awaiting an U.S. flag
vessel; and

(3) When payment or services can be made through
use of surplus foreign credits owned by the United
States or from AID trust funds and U.S.flag steamship
lines will not accept such funds.

Use of U.S. Flag and
Foreign Flag Ships by AID

166.4-1 Polfcy
(TL:GS-431; 9-29-90)
(llnifornn State lA/DIllS/A)

Although Executive Order 10784 exempts AID from
the requirements of section 901 of the Merchant Ma
rine Act of 1936, which requires U.S. Government em
ployees to use ships of U.S. registry when such ships are
available, AID's policy is that U.S. flag vessels are to be
used for the transportation of effects unless such ships
are not available or their use is not feasible.

Documentation of
Shipments for State. and
USIA

To assure compliance with section 901(a) of the
Merchant Marine Act of 1936, and 46 U.S.C. 1241
regarding the use of U. S. flag vessels for transporting
household goods and/or personal effects of U.S. Gov
ernment employees, see 41 CFR 101-41.309-1 Fac
tual Support of Charges-International Shipments, and
6 FAM 184.3-5.

b. When the origin or destination is a seaport, it is
not necessary to send the shipment to another port in
order to utilize aU.S. flag vessel.

(C) The authorizing officer at the post determines 166.4
that safe storage facilities are not available and that
delay in shipment would expose effects to serious dam-
age or loss from climatic conditions, excessive humid
ity, pilferage, sabotage, or other hazards beyond the
control of the post. In such instances, a statement justi
fying the use of a foreign flag vessel is required.

166.3-1 Compliance With Title 41 of the
Code of Federal Regulations
(41 CFR 101)

(TL:GS-431,' 9-29-90)
(llnijornn State IllS/A)

166.3

)

)

\
)
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166.3-2 Issuance of Certificate
(TL:GS-431; 9-29-90)
(llnijornn State lA/DIllS/A)

When the utilization of foreign-flag service is
deemed justified under §166.2, written authorization
must be issued. This certificate of justification (format
shown in6 FAM Exhibit 135.5) must be signed by an
authorizing officer designated by the Department, or
Agency, or principal officer of the overseas post. Full
justification for the use of a foreign-flag vessel must be
shown in the certificate. The certificate (which may be
reproduced locally) must be prepared in triplicate. The
original and one copy are submitted to the ocean carri
er, freight forwarder, or household goods transporter,
as appropriate; one copy is retained by the issuing offi
cer or post. The transportation company must be in
structed to submit one signed copy of the certificate
with the bill to the paying office.

167 USE OF U.S. FLAG AIRLINES
(TL:GS-431; 9-29-90)
(llnifornn State lA/DIllS/A)

a. When shipment of effects or baggage is made by
air, and U.S. flag air service is available, such service
must be used in accordance with 49 U.S.C. 1159b, un
less such use would involve delays which would jeopar
dize the cargo (for example, vaccines) or be incompat
ible with the purpose of the shipment (for example,
emergency medical supplies and equipment). Unac
companied air baggage shipments need not be delayed
in excess of 48 hours to make use of U.S. flag airlines.

b. When U.S. flag air service is not available at the
point of origin of the shipment, routings will provide for
transshipment at the nearest practicable interchange
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168.2 Use of Designated Packers
and Shippers

(TL:GS-232; 8-16-77)
(Uniform State/AID/USIA)

Where the Department, Agency, or a post has con
tracts or approved prices or arrangements with desig
nated packers and shippers, payment for the services of
such packers and shippers is allowable. If other firms
are used at the request of the employee, the employee
must pay for any excess costs involved.

168.3-1 Personnel Returning From
Extended Duty

(TL:GS-441; ·1-4-91)
(Uniform State/AID/USIA)

a. Privilege
(1) Government employees who return to the

United States upon termination of "assignment to ex
tended duty," abroad may import effects free of duty
under subheading 9805.00.50, Harmonized Tariff
Schedule of the United States (HTSUS). This same
privilege applies to returning family members who have
resided with employees at such post and to any person
evacuated to the United States under Government or
ders.

(2) For a definition of "assignment to extended
duty," see 19 CFR 148.74(d) in 6 FAM 184.2.

b. Notation on Travel Orders
(1) Travel orders for employees entitled to duty

free entry show the employee's diplomatic title (if any)
and the following: "The personal and household' ef
fects of this employee and members of the em
ployee's family are eligible for duty-free entry un
dersubheading 9808.00.50, Harmonized Tariff Sched
ule of the United States (HTSUS) since the employee
has completed an assignment of extended duty
abroad. "

(2) If the employee is returning to the same post for
another tour of duty after home leave, the following is
also to be added to the statement: "Home leave cov
ered by these orders is statutory leave prior to re
turn for a new assignment to extended duty at an
overseas post."

c. Limitations
(1) 19 CFR 148.74 (c) cited in 6 FAM 184.2, limits

the amount of alcoholic beverages (and tobacco) that
may be imported duty-free into the United States by

point to connect with U.S. flag air service. An inter
change point is not considered practicable if the ship
ment would be delayed in excess of 48 hours or if trans
shipment would jeopardize the cargo.

c. Whenever the post or the Department routes a
shipment making use of a foreign flag air carrier, a
certification similar to that appearing in 6 FAM Exhibit
135.5 must be stamped on the SF-1103, Government
Bill-of-Lading, and be completed by the authorizing
officer. When the shipment is dispatched on an U.S.
flag air carrier and no routing is shown, the carrier will
be responsible for this certification.

d. Shipments made through international freight for
warders must comply with the above standards. For
warders are instructed to submit with their bills a copy
of the airway bill or manifest showing the air carriers
utilized and the justification for any use of foreign flag
air carriers where U.S. flag air carriers provide service.

168 GENERAL PROVISIONS
AFFECTING SHIPMENT

168.1 Advance Shipment of
Effects

(TL:GS-232; 8-16-77)
(Uniform State/AID/USIA)

a. The Department or Agency may authorize orap
prove the advance shipment of furniture, household
and personal effects, including a privately owned motor
vehicle of an employee from a post to employee's place
of residence, or to an intermediate storage point, prior
to the issuance of separation or transfer orders to the
employee when advance travel has been authorized in
accordance with 6 FAM 126.1 or when it is administra
tively determined that it is in the best interests of the
Service. In addition, the AID mission director may au
thorize advance shipment of effects in connection with
advance travel authorized in 6 FAM 126.1. No storage
of effec~s shipped in advance is allowable. When ad
vance shipment isauthorized, a repayment agreement
similar to that prescribed in 6 FAM 126.1-4 shall be
executed by the employee.

b. The employee is liable for any costs resulting from
the advance shipment of effects. which are in excess of
those costs which may be authorized subsequently;
therefore, this authority should be used with extreme
care.

168.3 Free Entry of Effects Into
the United States

-~
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persons 21 years of age and over and requires that such
items accompany the person making the claim for free
entry upon the person's arrival in the United States.
Under no circumstances should alcoholic beverages be
combined with unaccompanied baggage (see 6 PAM
147.4) or household effects for shipment under travel
orders.

(2) U.S. customs authorities reserve the right to ex
amine all shipments entering the United States. If a
shipment of unaccompanied baggage or household ef
fects is found to contain alcoholic beverages, the owner
will be subject to penalties by law. Neither the Depart
ment nor the Agency will take action to assist the em
ployee in such circumstances and the Department or
Agency will cooperate fully with the prosecuting autho
rities. In addition, the Department or the ~gency may
impose administrative penalties against any employees
who violate this regulation.

(3) Alcoholic beverages not accompanying travel
ers are forwarded through commercial channels and
are not shipped in care of Despatch Agencies. Owners
will be responsible for clearance and payment of import
duties as well as Federal and State taxes to the Customs
authorities without the assistance of Despatch Agen
cies.

168.3-2 Courtesy of the Port
(TL:GS-202; 12-3-74)
(Uniform State/AID/USIA)

High officials of the executive branch shall be ex
tended .. courtesy of the port." Under this practice,
priority treatment is accorded by Customs inspectors
(in those ports where such treatment can be of value),
but the returning official is not exempt either from in
spection of baggage or payment of duty on what the
official imports over and above the normal exemption
provided by law for all travelers in comparable circum
stances.

168.4 Prohibitions in Connection
With Resignation,
Retirement, or Separation
From the Service

(TL:GS-202; 12-3-74)
(Uniform State/AID/USIA)

The Government does not pay for the cost of trans
porting effects (including a privately-owned motor ve
hicle) in connection with resignation, retirement, or
separation from the Service, unless the effects were the
property of the employee or a family member while the
employee was in an active duty status in the Service and

did not consist, in any part, of effects or a motor vehicle
acquired en route to a place of residence upon separa
tion, A ~rtification of compliance with this section is
required on the employee's travel voucher. (See 3
PAM 780 and AID M.O. 479.1 for provisions on eligi
bility for travel upon Service separation.)

168.5 Employee Responsibility for
Shipment of
Personally-Owned Firearms
and Ammunition

(TL:GS-202; 12-3-74)
(Uniform State/AID/USIA)

a. It is the responsibility of each employee to consult
the post report and/or the post administrative officer to
determine the restrictions and limitations, if any, that
are placed upon the shipment of personally-owned
firearms or ammunition into the country of assignment.
The post report will include the prescribed procedures
that must be complied with under host country regula
tions when firearms and ammunition are authorized.
(See 2 PAM 170, Appendix A, part IV C.) When post
reports are not available, the employee, before initiat
ing shipment of firearms or ammunition, must secure in
writing authorization and approval from the chief of the
diplomatic mission, or designated representative.

b. When an employee transfers directly without a
Washington assignment from one post to another post
where fewer, or no, firearms are authorized, the em
ployee must send the excess, or all, firearms back to the
United States in accordance with regulations governing
the importation of firearms and ammunition. (See 6
FAM 184.2-2 and 10 FAM 180.)

168.6 Federal Motor Vehicle
Safety Standards

(TL:GS-202; 12-3-74)
(Uniform State/AID/USIA)

a. It is the responsibility of each employee importing
a personally-owned vehicle into the United States to
assure that the vehicle conforms to the Federal motor
vehicle safety standards (19 CFR 12.80) at the time the
vehicle is imported into the United States.

b. The employee should complete Form HS-7, Im
portation of Motor Vehicles and Motor Vehicle Equip
ment Subject to Federal Motor Vehicle Safety Stan
dards, issued by the U.S. Department of Transporta
tion, National Highway Traffic Safety Administration,
and forward it to the respective U.S. Despatch Agent at
the time1>ills-of-Iading and other shipping documents
are forwarded under existing procedures.
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c. The National Highway Traffic Safety Administra
tion has prepared a booklet, "Federal Motor Vehicle
Safety Standards" including import regulations, which
provides basic information concerning import restric
tions and compliance with safety standards. Complete
information as to current applicable safety standards

must be obtained from the U.S. Department of Trans
portation, National Highway Traffic Safety Administra
tion,Washington, D.C. 20590.

169 Unassigned

)
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POSTS GRANTED EXCEPTIONS
Posts granted exceptions to the restriction on shipment of foreign-made, foreign-purchased, pnvately-owned

vehIcles to the United States at Government expense are as follows:

a. Operation of a right-hand vehicle only:

Canberra
:vfelbourne

Penh
Pon Louis

VaJIeua

b. Pans and services not available for American vehicles:

) Abidjan
Accra
Addis Ababa
Alexandna
Algiers
Amman
Amsterdam
Amanarivo
Antwerp
Apia
Baghdad
Bamako
Bandar Seri Begawan
Bangkok
BanguI
Banjul
Barcelona
BeIjing
BetnJt
Belfast
Belgrade
Belo Horizonte
Berlin
Bern
Bilbao
Bissau
Bombay
Bonn
Bordeaux
BraSIlia
BrazzavIlle
Bridgetown
Brisbane
Brussels
Bucharest
Budapest
Bujumbura
Cairo
Calcutta
Cape Town
Casablanca
Cebu

Chengdu
Chiang Mai
Colombo
Conakry
Copenhagen
Cotonou
Dakar
Damascus
Dar es Salaam
Dhaka
DjibOUti
Douala
Dublin
Durban
Dusseldorf
Edinburgh
Florence
Frankfun
Freetown
Fukuoka
Gaberone
Geneva
Genoa
Georgetown
Guangzhou
Hague, The
Hamburg
Hamilton
Harare
Hong Kong
Honiara
(badan
Islamabad
Jakarta
Johannesburg
Kabul
Kaduna
Kampala
Kano
Karachi
Kathmandu
Khartoum

Kigali
Kinshasa
Kolonia
Koror
Krakow
Kuala Lumpur
Lagos
Lahore
Leningrad
Libreville
Lilongwe
Lisbon
Lome
London
Lubumbashi
Lusaka
Luxembourg
Lyon
:vfadras
Madrid
:vfajuro
:vfalabo
~anagua

Manila
:vfaputo
Marseilles
:vfamnique
Maseru
Mbabane
Medan
Milan
Mogadishu
Mombasa
Monrovia
Moscow
Munich
Muscat
Naha
Nairobi
Naples
N'Djamena
New Delhi
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Niamey
Nice
Nicosia
Nouakchott
Oporto
Oran
Osaka-Kobe
Oslo
Ouagadougou
Palermo
Paris
Peshawar
Phnom Penh
Ponta Delgada
Port Moresby
Port of Spain
Porto Alegre
Poznan
Prague

Praia
Pretoria
Rabat
Rangoon
Recife
Reykjavik
Rio de Janeiro
Rome
St. George's
Salzburg
Sanaa
Sao Paulo
Sapporo
Seville
Shanghai
Shenyang
Singapore
Sofia
Songkhia

Strasbourg
Stuttgart
Surabaya
Suva
Sydney
Tangier
Tokyo
Trieste
Tripoli
Turin
Tunis
Udom
Victoria

- Vienna
Vientiane
Warsaw
Yaounde
Zagreb
Zurich
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171 PLACES OF STORAGE
(TL:GS-435; 8-16-90)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. STATE ONLY: Storage of effects is authorized at
the Department's designated facilities located in the
Washington, D.C. Metropolitan area for transferees or
Hagerstown, MD for domestic appointees. For.other
authorized locations for posts worldwide, ~ee 6 FAH
Exhibit H-173. EXCEPTION: A political appointee
from outside the Washington, D.C. area assigned to an
overseas post is authorized to store effects at their place
of appointment in the United States.

b. Storage of effects may be authorized at the place
where the effects are located or, if no adequate storage
is available at such place, at the nearest authorized stor
age point. See 6 FAR Exhibit R-173 for post's desig
nated storage locations.

c. The Department or Agency may, at its discretion,
transfer effects in storage under contracts between the
Department or Agency and the storage firm, from one
storage firm to another, when deemed necessary for
the proper protection of the effects or when in the best
interest of the Government, without the Government's
incurring any liability arising out of the transfer. The
Department or Agency assumes no obligation, apart
from claims payable under 31 U.S.C. 240 through 243,
nor will it undertake any services with respect to effects
not in storage under contracts between the Department
or Agency and the storage firm.

172 ALLOWABLE STORAGE
EXPENSES

(TL:GS-422; 10-25-89)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Allowable expenses for storage of effects may in
clude the cost of:

(1) Storage;
(2) Packing necessary to prepare the effects for

storage;
(3) Cartage incident to storage;
(4) Warehouse labor charges;
(5) Storing clothing, rugs, tapestries, paintings, oth

er works of art, and items of high value in special con
trolled storage facilities apart from other effects. Righ-

value items include items whose value exceeds $1000,
one-of-a-kind articles that are irreplaceable and have
a definite monetary or insurable value, and ~tems that
have special storage requirements. Requests for con
trolled storage should be by memorandum with an
itemized inventory of items to be stored, addressed to
the appropriate office of the employing agency for ap
proval and amendment of travel authorization:

State: PER/EX/ADM;
AID: M/SER/MO/TTM;
USIA: M/PFO;
FCS: OFFICE OF PERSONNEL ADMINISTRA

TION;
FAS: DIRECTOR, MANAGEMENT SERVICES;
(6) Carting, warehouse labor charges, and !Jnpack

ing effects when residence quarters are next occupied;
(7) In cases involving continuing storage, if no ade

quate facilities for such storage are ~vailable at the
place where the effects are located, expenses in con
nection with shipment of the effects to a designated
place of storage shall be allowable in accordance with
the applicable provisions of §161 (see 6 FAR H-173);

(8) Other miscellaneous expenses, not enumerated
in this section, may be allowed when necessarily in
curred in connection with the storage of effects;

(9) Where the Department, Agency, or post has
contracts or approved prices or arrangements with des- .
ignated storage firms, payment for the services of such
firms is allowable. If other firms are used at the request
of the employee, the employee must pay for any excess
cost involved; and

(10) State and AID only: Access to, segregation,
and removal of a portion of effects already in storage at
Government expense, for shipment toa new post of,
assignment (applicable in conjunction with transfers to
new duty stations): temporary storage of such effects is
limited to periods specified in subparagraph· (1) of
§17S.2.

173 LIMITATIONS ON AMOUNTS
STORED

(TL:GS-442; 1-4-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)
(GAO Decisions: B-216347, 3/26/85)

The .total of the amount ·of the effects stored and
shipped shall not exceed the limitations in § 162. Effec-
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tive September 15, 1964, amounts of less than 91 kilo
grams/200 pounds (net weight) shall not be placed in
storage at Government expense in any single commer
cial facility. Goods currently in storage at Government
expense under 91 kilograms/200 pounds (net weight)
should be removed from commercial facilities at the
earliest practicable moment.

174 STORAGE OF MOTOR
VEHICLES

(TL:GS-328; 8-14-84)
(Uniform State/AID/USIA/
Commerce/Agriculture) .

Storage of motor vehicles may not be authorized or
approved except in emergencies. (See § 177.)

175 TEMPORARY STORAGE

175.1 Authority for Temporary
Storage

(TL:GS-328; 8-14-84)
(Uniform State/AID/USIA/
Commerce/Agriculture)

A travel authorization constitutes automatic author
ity for the payment of charges for storage of an em
ployee's effects at the ,place where the effects are lo
cated; provided that no temporary storage charges are
paid concurrently with a quarters allowance. (See
§ 176 covering storage beyond tempprary periods.)

175.2 Periods of Temporary
Storage

(TL:GS-422; 10-25-89)
(Uniform State/AID/USIA/
Commerce /Agriculture)
(GAO Decisions: B-210170, 7/6/83)

Effects may be stored for temporary periods as fol
lows:

(1) Storage of effects held pending shipment is al
lowable from the date of the departure of the employee
from employee's old post to new post or, in the case of
a new employee, from the day of departure from new
employee's place of residence until shipment is made.
An additional period of temporary storage is authorized
for a period of 3 months after the date of arrival of the

employee at new post or the establishment of residence
quarters, whichever is shorter;

(2) During any period when the employee is absent
from .post under orders and residence quarters at em
ployee's post are not maintained; or

(3) In connection with the separation of an em
ployee from the Service, temporary storage is autho
rized for an aggregate period of 3 months for each sepa
rate lot of household effects. For effects already in stor
age in the United States, the 3-month authorization
commences from the last day in pay status. For effects
originating overseas or in the United States (other than
from storage), the 3 months authorized may be applied
to storage in-transit and/or storage at destination..

175.3 Termination of Temporary
Storage

(TL:GS-328; 8-14-84)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Upon expiration of the periods above, no further
storage is paid by the Government unless specifically
authorized in accordance with § § 176 and 177.

176 CONTINUOUS STORAGE
(TL:GS-217; 2-27-76)
(Uniform State/AID/USIA)

a. Continuous storage of household effects is autho
rized when an employee is assigned or transferred to a
post abroad or in the United States other than Wash
ington, D.C.

b. Continuous storage for employees assigned to
Washington, D.C., must be specifically authorized.
Employees assigned as Foreign Service inspectors, trav
eling auditors, roving administrative specialists, or in
any similar capacity requiring frequent and extensive
travel, may qualify. In addition, when an authorizing
officer determines that it would be in the public interest
or more economical, such storage may be authorized.

176.1 When
Government-Furnished
Quarters Are Available

(TL:GS-217; 2-27-76)
(Uniform State/AID/USIA)

When it has been determined that suitable Govern
ment-furnished quarters are available for the em-

I
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ployee, limited shipment of effects will be ~uthorized. ,
/ If the employee elects to ship all or a portion of the

authorized limited shipment allowance, the balance of
the applicable combined shipment and storage allow
ance will be available for continuous storage. However,
if the employee ships more effects to the post than may
be accommodated in the quarters provided, these ef-:
fects may not be placed in continuous storage at Gov
ernment expense at the post.

116.2 When
) Government-Furnished

Quarters Are Not Available
(TL:GS-217; 2-27-76)
(Uniform StQte/AID/USIA)

When it has been determined that Government
furnished quarters are not available and the employee
has been granted a full shipment of effects, the em
ployee 'may decide what proportion of effects within the
combined shipment and storage allowance to ship or
store. Care should be exercised, however, in deciding
what to ship, since if effects shipped may not be accom
modated in the employee's residence, they may not be
placed in continuous storage at post at Government ex
pense.

176.3 When Type of Quarters Is
Unknown'

(TL:GS-217; 2-27-76)
(Uniform StQte/AID/USIA)

Pending determination of the type bf quarters to be
occUpied, a limited shipment will be authorized and'
temporary storage of the remaining effects 'within the
employee's combined shipment and storage allowance
will be authorized in accordance with§ 175.2. Contin
uous storage or shipment of the effects in temporary
storage will be authorized when determination is made
of the type of quarters to be occupied.

176.4 Changes In Occupancy
Status

(TL,:GS-422; 10-25-89)
(Uniform State/AID/USIA)

An employee is authorized and initiates a full ship
ment of household effects to a post because it was pre
viously deter\mined that Government-furnished quar
ters were not available. Subsequently, Government
furnished quarters become available and the officer in .
charge at the post directs the employee to occupy those'
quarters. In such an instance, the employee is autho
rized storage of excess household effects at the desig
nated storage point for the post. (See 6 FAH H-173.)
However, authority for storage of such effects must be
included in the employee's travel authorization or
amendment thereto.

177 EMERGENCY STORAGE
(TL:GS"':'217; 2-27-76)
(Uniform State/AID/USIA)

a. When specifically authorized, an employee may
store furniture, household and personal effects, and a
privately-owned motor vehicle for the duration of the
emergency and for an additional period not to exceed 3
months.

b. Emergency conditions warranting authorization
of storage include but are not limited to the following:

(1) Nonavailability of usual transportation facilities;
(2) General civil disturbance or imminent threat

thereof, including but not restricted to war, civil war,
uprisings, riots, strikes, blockades, or martial law;

(3) Acts of nature, including but not restricted to
earthquakes, tidal waves, flood, fire, or storm, or dis
ease or pestilence resulting in quarantine or refusal of
transportation or entry or exit o~. effects; and

(4) Unusual import or export restrictions or ob
structions, or other conditions recognized as emergen
cies and set forth on the document authorizing or ap
proving storage payment.

178 and 179 Unassigned

(CONTINUED ON PAGE 9A-73)
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TRAVEL AND TRANSPORTATION LAWS AND REFERENCE
DOCUMENTS

)

181 AUTHORITY AND
APPLICABILITY

(TL:GS-378; 4-20-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Excerpts from the Foreign Service Act of 1980 relat
ing to travel and transportation of effects are furnished
for information and ready reference. They are not in
tended as a complete digest of all the laws affecting
travel and transportation of effects. Subchapter 180
does not contain regulations of the Department, AID,
or USIA. Wherever applicable to USIA, the term II Sec
retary" shall be deemed to mean the Director of USIA.

182 LAWS RELATING TO TRAVEL
AND TRANSPORTATION OF
EFFECTS

182.1 Foreign Service Act of 1980
(TL:GS-443; 1-4-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The Foreign Service Act of 1980 provides:

SEC. 901. The Secretary may pay the travel and re
lated expenses of members of the Service and their
families, including costs or expenses incurred for -

(1) proceeding to and returning from assigned posts
of duty;

,(2) authorized or required home leave;
(3) family members to accompany, precede. or fol

low a member of the Service to a place of temporary
duty;

(4) representational travel within the country to
which the member of the Service is assigned. or, when
not more than one family member participates, outside
such country;

(5) obtaining necessary medical care for an illness,
injury or medical condition while abroad in a locality
where there is no suitable person or facility to provide
such care (without regard to those laws and regulations
limiting or restricting the furnishing or payment of

transportation and traveling expenses), as well as ex
penses for -

(A) an attendant or attendants for a member of the
Service or a family member who is too ill to travel unat
tended or for a family member who is too young to trav
el alone, and

(B) a family member incapable of caring for himself
or herself if he or she remained at the post at which the
member of the Service is serving;

(6) rest and recuperation travel of members of the
Service who are United States Citizens. and members
of their families, while serving at locations abroad spe
dfically designated by the Secretary for purposes of this
paragraph, to -

(A) other locations abroad having different social.
climatic, or other environmental conditions than those
at the post at which the member of the Service is serv
ing, or

(B) locations in the United States except that. un
less the Secretary otherwise specifies in extraordinary
circumstances travel expenses under this paragraph
shall be limited to the cost for a member of the Service,
and for each member of the family of the member, of 1
round trip during any continuous 2-year tour unbroken
by home leave and of 2 round trips during any continu
ous 3-year tour unbroken by home leave;

(7) removal of the family members of a member of
the Service, and the furniture and household and per
sonal effects (including automobiles) of the family,
from a Foreign Service post where there is imminent
danger because of" the prevalence of disturbed condi
tions, and the return of such individuals. furniture. and
effects to such post upon the cessation of such condi
tions. or to such other Foreign Service post as, may in
the meantime have become the post to which the mem
ber of the Service has been reassigned;

(8) trips by a member of the Service for purposes of
family visitation in situations where the family of the
member is prevented by official order from accompa
nying the member to. or has been ordered from, the
assigned post of the member because of imminent dan
ger due to the prevalency of disturbed conditions, ex
cept that -

(A) with respect to any such member whose family
is located in the United States, the Secretary may pay

John M
Previous Page Blank



EFFECTIVE DATE

as indicated
TRANS. MEMO NO.

22:343 AID HANDBOOK 22, App 9A

the costs and expenses for not to exceed. two round
trips in a 12-month period, and

(B) with respect to any such member whose family
is located abroad, the Secretary may pay such costs and
expenses for trips in a 12-month period as do not ex
ceed the cost of 2 round trips (at less than first class) to
the District of Columbia;

(9) round-triJ? travel from a location abroad for
purposes of family visitation in emergency situations in

,volving personal hardship;
(10) preparing and transporting to the designated

home in the United States or to a place not more dis
tant, the remains of a member of the Service, or of a
family member of a member' of the Service, who dies
abroad or while in travel status;

(11) transporting the furniture and h01;1sehold and
personal effects of a member of the Service (and of his
or her family) to successive posts of duty and, on sepa
ration of a member from the Service, to the place
where the member will reside (or if the member has
died, to the place where his or her family will reside);

(12) packing and unpacking, transporting to and
from a place of storage, and storing the furniture and
household and personal effects of a member of the Ser
vice (and of his or her family) -

(A) when the member is absent from his or her post
of assignment under orders or is assigned to a Foreign
Service post to which such furniture and household and
personal effects cannot be taken or at which they can
not be used, or when it is in the public interest or more
economical to authorize storage;

(B) in connection with an assignment of the mem
ber to a new post, except that costs and expenses may
be paid under this subparagraph only for the period be
ginning on the date of departure from his or her last
post or (in the case of a new member) on the date of
departure from the place of residence of the member
and ending on the earlier of the date which is 3 months
after arrival of the member at the new post or the date
on which the member establishes residence quarters;
and

(C) in connection with separation of the member
from the Service except that costs or expenses may not

. be paid under this subparagraph for storing furniture
and household and personal effects for more than 3
months;

(13) transporting for or on behalf of a member ofthe
Service, a privately owned motor vehicle in any case in
which the Secretary determines that water, rail, or air
transportation of the motor vehicle is necessary or ex
pedient for all or any part of the distance between
points of origin and destination, but transportation may
be provided under this paragraph for only one motor

vehicle of a member during any 48-month period while
the member is continuously serving abroad, except that
another motor vehicle may be so transported as a re
placement for such motor vehicle if such replacement -

(A) is determined, in advance, by the Secretary to
be necessary for reasons beyond the control of the
member- and in the interest of the Government, or

(B) is incident to a reassignment when the cost of
transporting the replacement motor vehicle does not
exceed the cost of transporting the motor vehicle that is
replaced;

(14) the travel and relocation of members of the Ser- .
vice, and members of their families, assigned to or with
in the United States (or any territory or possession of
the United States or the Commonwealths of Puerto
Rico and the Northern Mariana Islands), including as
signments under subchapter VI of Chapter 33 of title 5,
United States Code (notwithstanding section 3375 (a)
of such title, if an agreement similar to that required by
section 3375(b) of such title is executed by the member
of the Service); and

(15) 1 round-trip per year for each child below age
21 of a member of the Service assigned abroad -

(A) to visit the member abroad if the child does not
regularly reside with ,the member and the member is
not receiving an education allowance or educational
travel allowance for the child under section 5924(4) of
title 5; United States Code, or

(B) to visit the other parent of the child if the other
parent· resides in a country other than the country to
which the member is assigned and the child regularly
resides with the member and does not regularly attend
school in the country in which the other parent resides,
except that a payment under this paragraph may not
exceed the cost of round-trip travel between the post to
which the member is assigned and the port of entry in
the contiguous 48 States which is nearest to that post.

SEC. 902. Loan of Household Effects. -
The Secretary may, as a means of eliminating trans

portation costs, provide members of the Service with
basic household furnishing and. equipment for use on a
loan basis in personally owned or leased residences.

SEC. 903. Required Leave in the United States. -
(a) The Secretary may order a member of the Ser

vice who is a citizen of the United States to take leave
of absence under section 6305 of title 5, United States
Code (withoutregard to the introductory clause of sub
section (a) of that section), upon completion by that
member of 18 months of continuous service abroad
The Secretary shall order on such leave of absence a
member of the Service who is a citizen of the United

'\
\

)

)

\
)



TRANS. MEMO NO.

22:343

States as soon as possible after completion by that
member of 3 years of continuous service abroad.

(b) Leave ordered "under this section may be taken
in the United States, its territories and possessions, or
the Commonwealths of Puerto Rico and the Northern
Mariana Islands.

(c) While on a leave of absence ordered under this
section, the services of any member of the Service shall
be available for such work or duties in the Department
or elsewhere as the Secretary may prescribe. but the
time of such work or duties shall not be counted as
leave.

\
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183 COST OF PREPARING AND
TRANSPORTING REMAINS
OF U.S. OFFICERS AND
EMPLOYEES

(TL:GS-378; 4-20-88)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. Executive Order 8557 dated September 30, 1940
(3 CFR. 1938-1943 Comp., p. 749), provides:

)

"."
\

)

182.2 Fiscal Year Carryover
(TL:GS-378; 4-20-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

22 U.S.C. 26 (excerpt):
Appropriated funds made available to the Depart
ment of State for expenses in connection with travel
of personnel outside the continental United States,
including travel of dependents and transportation of
personal effects, household goods, or automobiles of
such personnel shall be available for such expenses
when any part of such travel or transportation begins
in one fiscal year pursuant to travel orders issued in
that year, notwithstanding the fact that such travel or
transportation may not be completed during that
same fiscal year.

182.3 Use of American Ships
(TL:GS-378; 4-20-88)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The Merchant Marine Act of 1936 (49 Stat. 2015;
46 U.S.C. 1241 (a» provides:

Any officer or employee of the United States travel
ing on official business overseas or to or from any of
the possessions of the United States shall travel and
transport his personal effects on ships registered un
der the laws of the United States where such ships
are available unless the necessity of his mission re
quires the use of a ship under a foreign flag: Pro
vided, that the Comptroller General of the United
States shall not credit any allowance for travel or
shipping expenses incurred on a foreign ship in the
absence of satisfactory proof of the necessity there-

I
for.

PRESCRIBING REGULATIONS GOVERNING THE
PAYMENT OF EXPENSES INCURRED IN CON
NECTION WITH THE DEATH OF CERTAIN CI
VILIAN OFFICERS AND EMPLOYEES OF THE
UNITED STATES

By virtue of and pursuant to the authority vested in me
by the Act of July 8, 1940, Public No. 729, 76th Con
gress, entitled, "An Act to defray the cost of returning
to the United States the remains, families, and effects
of officers and employees dying abroad, and for other
purposes," I hereby prescribe the following regulations
governing the payment of expenses authorized by that
Act:

PART I--DEFINITIONS

SECTION 1. As used in these regulations:
(a) "Employee" means civilian officer or employee

of the United States.
(b) "Home" means a fixed or permanent dwelling

place synonymous with place of fixed abode as distin
guished from a mere temporary residence.

(c) "Dependents" includes a lawful widow; chil
dren, stepchildren, and adopted children, if unmar
ried, under twenty-one years of age, and in fact depen
dent upon the decedent for support, or if physically or
mentally incapable of selfsupport regardless of age; and
dependent parents who were a part of the decedent's
household.

(d) "Department' includes independent establish
ment, agency, or federally owned or controlled corpo
ration.

(e)' "Continental United States" means the 48
States and the District of Columbia.

PART II--PREPARATION AND TRANSPORTA
TION OF THE REMAINS OF EMPLOYEES DY
ING WHILE IN A TRAVEL STATUS AWAY
FROM THEIR OFFICIAL STATION AND WITH
IN THE CONTINENTAL LIMITS OF THE
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UNITED STATES

SECTION 2. When an employee dies while traveling
on official business within the continental limits of the
United States, the head of the department concerned
shall pay the expenses of preparing the remains of the
decedent and of transporting the remains to the home
or official station of the decedent or to.such other place
as the head of the department may designate as the
appropriate place of interment, provided that in no
case shall the expenses payable be greater than the
amount which would have been payable had the place
of interment been the home or official station, 'which
ever shall be more distant.
SECTION 3. Preparation of Remains. The costs of
preparation of remains allowable under &ection 2 of
these regulations shall include costs of embalming, cre
mation, necessary clothing, and caske.t. The total
amount allowed for such preparation shall not exceed
$100.
SECTION 4. Transportation of Remains. The costs of
transportation of remains allowable under section 2 of
these regulations shall include the costs of removal of
the remains from the place where death occurred to an
undertaking establishment, procurement of burial and
shipping permits, furnishing an outside case for ship
ment (including, when necessary, the sealing of such
shipping case), removal to a common carrier, trans
porting the body by common carrier, and one removal
at the place of· interment from the common carrier to
an undertaking establishment or other place of immedi
ate delivery. Instead of conveyance by common carri
ei, removal of the remains overland by hearse (includ
ing ferry charges, bridge tolls, and similar items) may
be allowed, provided that the total charges for transpor
tation shall not exceed the total costs of transportation
had conveyance been made by common carrier. If con
veyance is by hearse, no allowance shall be made for an
outside shipping case.

PART Ill--PREPARATION AND TRANSPORTA
TION OF REMAINS OF EMPLOYEES DYING
WHILE IN A TRAVEL STATUS OUTSIDE/THE
CONTINENTAL LIMITS OF THE UNITED
STATES OR WHILE ON ASSIGNMENT-TO A
POST OUTSIDE THE UNITED STATES

SECTION S. When an employee dies while traveling
on official business outside the continental limits of the
United States or while on assignment to a post outside
the United States, the head of the department con
cerned shall pay the expenses of preparing the remains
of the decedent and of transporting the remains to the

home or official station of the decedent or to such other
place as the head of the department may designate as
the appropriate place of interment, provided that in no
case shall the expenses payable be greater than the
amount which would have been payable had the place
of interment been the home or official station, which
ever shall be more distant.
SECTION 6. Preparation of Remains. The costs of
preparation of remains allowable under section 5 of
these regulations shall include all the ordinary costs of
embalming, cremation, necessary clothing, and a cas
ket or container suitable for shipment to the place of
interment. There shall also be allowed any expenses
necessarily incurred in complying with local laws and
laws at the port of entry in the United States relative to
the preparation of dead bodies for transportation and
burial.
SECTION 7. Transportation of Remains. The costs of
transportation of remains allowable under section 5 of
these regulations shall include the charges for removal
of the decedent's remains from the place where death
occurred to an undertaking establishment, from the un
dertaking establishment to a common carrier, thence
by common carrier to the place of interment, and one
removal at the place of, interment from the common
carrier. Th~remains may be transported by means oth
er than by common carrier, provided that when con
veyance by common carrier is available there shall be
allowed ,toward the expense of such other transporta
tion an amount not in excess of the sum allowable had
the remains been transported by common carrier.

PART IV--TRANSPORTATION OF DEPENDENTS
AND HOUSEHOLD EFFECTS,AND OTHER PER
SONAL PROPERTY OF EMPLOYEES DYING
DURING A PERIOD OF ASSIGNMENT TO A
POST OUTSIDE THE CONTINENTAL LIMITS
OF THE UNITED STATES

SECTION 8. When an employee dies during a period
of assignment to a post outside the continental limits of
the United States or while in transit to or from such
post, the head of the department concerned shall pay
the costs of transportation of the dependents of the de
cedent and of the household effects and other personal
,property of the decedent and his dependents to his for
mer home or to such other place in the United States
not more distant than the former home as the head of
the department may designate.
SECTION 9. Transportation of Dependents. The costs
of transportation of dependents allowable under sec
tion 8 of these regulations shall include the actual costs
of transporting such of the dependents of the decedent

)
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as are outside the continental limits of the United States
to the designated destination, provided that the costs
shall not exceed the costs of transportation by the most
direct route from the official station of the deceased
employee to said destination, and provided that travel
is undertaken during the period of one year from the
date of death of the decedent. Such transportation
shall be subject to the provisions of the Standardized
Government Travel Regulations and such regulations as
the heads of the respective departments may prescribe
thereunder governing the payment of transportation
expenses generally.
SECTION 10. Transportation of Personal Effects. The
costs of transportation of personal property other than
household effects allowable under section 8 of these
regulations shall include the expenses actually and nec
essarily incurred in transporting said personal effects as
baggage, subject to the provisions of the Standardized
Government Travel Regulations governing the payment
of charges for the transportation of baggage generally.
Expenses in connection with the transportation of bag
gage by private conveyance which would not hav~ been
incurred had the baggage been transported by common
carrier shall not be allowed. Reimbursement for loss or
damage to baggage during transit shall not be allowed,
nor shall charges for marine and other insurance be
allowed.
SECTION 11. Transportation of Household Effects.
The costs of transportation of household effects allow
able under section 8 of these regulations shall include
costs of packing, crating, drayage, and transportation
subject to the following restrictions governing payment
of such costs:

(a) Items allowable as household effects. House
hold effects shall be deemed to include such furniture
and furnishings asare usual and necessary for the main
tenance of a household establishment and as are of suf
ficient intrinsic value reasonably to justify their trans
portation, but for the purposes of these regulations shall
not include groceries, provisions, wines, liquors, ani
mals, birds.

(b) Shipment usually to be by freight by most eco
nomical route. Shipment of household effects shall be
made by ordinary freight service by the most economi
cal route unless otherwise specifically authorized by the
head of the department concerned~ In the. absence of
such authorization, the expense of shipping househoid
effects by a method other than that indicated above
shall be allowed in an amount not to exceed the cost of
shipping such effects by freight by the most economical
route.

(c) Maximum allowances of weight and volume al
lowable. Except as hereinafter provided,· the maximum

number of pounds of household effects when packed
and crated, or boxed, or packed in lift vans for ship
ment by freight, for which payment shall be allowed,
shall be as follows:

When When

Clasa of Penollne1
family family
bat bnot
ftlKt Atoost

Employees in grade CAF-lS or above
or receiving a salary payable in such
grade or above .....•...•...... 24.000 19,000

Employees in grade CAF-12, CAF-13
or CAF-14.. or receivi.o& a salary
payable in such grades .......... 20,000 15.500

Employees in grade CAF-9, CAF-I0, or
CAF-11, or receiving a salary payable
in IUch grades ..••..•••..•..•. 16,500 12,000

Employees in grade CAF-6, CAF-7, or
CAF-8, or receiving a salary payable
in such grades .••............. 13,000 8,500

Employees in grade CAF-S or below
or receiving a salary payable in such
grade or below .......•••...•. 11.400 6,720

When shipment of effects for any portion of the jour
ney is covered by a bill of lading stating that charges are
computed only on a measurement basis instead of a
weight basis, the maximum number of measurement
tons (measuring 40 cubic feet each) for which payment
shall be allowed, shall be as follows:

When When

Clasa of Penonnel
family family
bat b not
nl>Ct atMst

Employees in grade CAF-lS or above
or receiving a salary payable in such
grade or aboYe ..•...•.•..•..•. 60 49

Employees in grade CAF-12, CAF-13, or
CAF-14, or receiving a salary
payable in IUch grades ..••...••. 52 40

Employees in grade CAF-9, CAF-I0, or
CAF-H, or receiving a salary
payable in such grades .......... 43 33

Employee. in grade CAF-6, CAF-7. or
CAF-8, or rec.eMng a salary payable
in such grades .••.•..•..•..... 34 26

Employee. in grade CAF-S or below
or receiving a salary payable in such
grade or below .••..••..•••..• 31 24

When shipments involve weight consideration over
one portion of the distance and measurement over
another portion, payment shall be allowed for charges
for the e~tire distance regardless of measurements if
the weight does not exceed the weight limitations pre
viously indicated. Payment of actual charges shall also
be allowed for the entire distance regardless of weight,
provided the measurements do not exceed those pre
viously indicated.

When shipments involve weight and measurement
considerations over different portions of the distance,
and measurement and weight are both in excess of the
limitations herein prescribed, payment shall not be al-
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sions of these regulations shall apply, except that the
amount allowed for the transportation of the remains to
the place of interment shall not exceed the amount
which would have been allowable had death occurred
at the point from which the decedent departed on such
temporary absence.
SECTION 15. Escort for Remains. Transportation ex
penses of an escort for the remains shall not be allowed.
However, this shall not be construed to prohibit the use
by an escort of one of the two tickets required to ship
the remains as baggage by railroad.
SECTION 16. Use of Government Bill-of-Lading. If
the shipment of remains is made by express, a Govern
ment bill-of-Iading shall be used whenever possible.
SECTION 17. Prohibition of Payments When Other
Laws Apply. No payment shall be made under the said
act of July 8, 1940, for expenses of preparing and trans
porting the remains of any employee in any case where
payment therefor is authorized by any other law of the
United States, and where any other law of the United
States provides for the payment of expenses of either of
said services payment hereunder shall not be allowed
fOf such service: provided, however, that nothing
herein contained shall be construed as depriving any
person of any payment hereunder because of the fact
that the deceased employee was eligible for burial
benefits on account of service rendered in the armed
forces of the United States. No payment shall be made
under the said act of July 8, 1940, for transportation of
surviving dependents of a deceased employee and for
transportation of household effects and other personal
property in any case where payment therefor is autho
rized by any other law of the United States.
SECTION 18. Effective Date; Publication. This order
shall be effective as of September 6, 1940, and shall be
published in the FEDERAL REGISTER.

FRANKLIN D. ROOSEVELT

AMENDING EXECUTIVE ORDER NO. 8557 OF
SEPTEMBER 30, 1940, ENTITLED "PRESCRIB
ING REGULATIONS GOVERNING THE PAY
MENT OF EXPENSES INCURRED IN CONNEC
TION WITH THE DEATH OF CERTAIN CIVIL-

. IAN OFFICERS AND EMPLOYEES OF THE
UNITED STATES tt

By virtue of and pursuant to the authority vested in me
by the act of July 8, 1940, 54 Stat. 743, it is ordered
that section 3 of Executive Order No. 8557 of Septem
ber 30, 1940, prescribing regulations governing the

22:343
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SECTION 12. Notification of Relatives. When the
head of a department is informed of the death of an
employee while in any status subject to the provisions of
these regulations, he shall notify immediately the next
of kin or legal representative of the decedent and ren
der every reasonable assistance in arranging for prepa
ration and transportation of the body. He shall also in
form the next of kin or legal representative of the provi
sions of these regulations.
SECTION 13. Method of Payment of Expenses. The
head of the department concerned may pay the ex
penses allowable under these regulations either directly
to the persons performing the prescribed services or by
reimbursement to any person who has made original
payment of such expenses.
SECTION 14. Death During Period of Absence from
Duty. When an employee dies while temporarily absent
from duty during a period of travel on official business
or during the period of his assignment to a post outside
the continental limits of the United States, the provi-

lowed for weight excess where weight considerations
are involved or for measurement excess· where mea
surement considerations are involved. Allowances for
packing shall be computed on the basis (weight or mea
surement) used in computing shipment charges at the
initial stage of transit.

rWithin the continental limits of the United States,
where the transportation of maximum allowances pre
scribed above at less than carload rates would cost as
much as, or more than, a minimum carload, transpor
tation of a minimum carload may be allowed regardless
of the volume or weight of the shipment.

(d) Shipment to be made on American ships. If
household effects must be transported by vessel, ship
ment shall be made on American ships unless otherwise
specifically authorized by the head of the department
concerned. '

(e) Other costs allowable in connection with trans
portation of household effects. Payment shall also be
made of expenses incurred in hiring and transporting
lift vans, and in packing and crating, or boxing, or
packing in lift vans for shipment. Allowance shall not
be made for charges in connection with any shipment
of empty lift vans, or for payment of storage charges or
import duties on lift vans.

(f) Time limit on shipment of effects. Shipment of
effects shall be made within one year of the death of the
officer or employee, unless an extension is granted by
the head of the department concerned prior to the ex
piration of that time.

PART V--GENERAL PROVISIONS
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payment of expenses incurred in connection with the
death of certain civilian officers and employees of the
United States, be, and it is hereby, amended to read as
follows:

SEC. 3. Preparation of remains. The costs of prepara
tion of remains allowable under section 2 of these regu
lations shall include costs of embalming, cremation,
necessary clothing, and casket. The total amount al
lowed for such preparation shall not exceed $150.

HARRY S. TRUMAN

184 OTHER REFERENCE
DOCUMENTS

184.1 Payment, of
General-Average
Contributions In Connection
With Transportation of
Effects (5 U.S.C. 5732)

(TL:GS-378; 4-20-88)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Executive Order No. 10614, May 25, 1955, 20 F.R.
3699, provides:

Sec. 1. Definitions. As used in these regulations:
(a) The term "military personnel" means members

and former and deceased members of the uniformed
services as defined in section 102 of the Career Com
pensation Act of 1949 (63 Stat. 804) [now section 101
of Title 37].

(b) The term "civilian employees" means civilian
officers and employees of a department, including For
eign Service personnel, and former and deceased civil
ian officers and employees.

(c) The terms "military personnel' and "civilian
employees" shall also include those individuals enu
merated under the term "person" as defined in section
1 of the Missing Persons Act, as amended [section
1001 of Title 50].

[NOTE: "Employee" as defined in 5 U.S.C. 5561
would replace the reference in section 1(c) to "person"
as defined in 50 U.S.C. 1001.]

(d) The term "department" means an executive de
partment, independent establishment, or other agency

of the Federal Government, including wholly-owned
or controlled Government corporations.

(e) The· term "general-average contribution"
means the contribution by all parties to a sea venture
(1) to make good the loss sustained by anyone of their
number on account of voluntary sacrifices made of part
of the ship or cargo to' save the residue or the lives of
those on board from impending peril, or (2) for ex
traordinary expenses necessarily incurred for the com
mon' benefit and safety of all.

(f) The term "household goods" means such bag
gage, household goods, and effects, including private
ly-owned automobiles and professional books, papers,
and equipment, of military personnel and civilian em
ployees as are authorized to be transported at Govern
ment expense by law or regulation pursuant to law.

Sec. 2. Allowance of general-average contributions.
Whenever military personnel or civilian employees of a
department are liable for general-average contribu
tions arising out of shipments of household goods (as
defined in Section 1(f) hereof), authorized or ap
proved under law or regulations pursuant to law, dis
bursements shall be made, under rules and regulations
prescribed by the head of the department concerned,
from appropriations chargeable for the transportation
of baggage and household goods and effects (a) for the
payment of the general-average contributions for
which such military personnel or civilian employees are
liable, or (b) for the reimbursement of such military
personnel or civilian employees in the amounts of their
general-average liability paid by them and for which
receipts are furnished, subject to the limitations set
forth in section 3 hereof.

Sec. 3. Limitations. The provisions of section 2 hereof·
shall not apply.

(a) In case the shipment of household goods is
made under law or regulation pursuant to law which
provides for reimbursement to the military person or
civilian employee concerned on a ~ommuted basis in
lieu of payment by the Government of the actual costs
of the shipment; or

(b) In case the military person or civilian employee
concerned has himself selected the means of shipment;
or

(c) To quantities of household goods (excluding au
tomobiles) shipped in excess of quantities authorized to
be transported by law or regulation pursuant to law. In
any case of such excess shipment, the .liability of the
Government for the employee's general-average con
tribution shall not exceed the proportion that the appli-
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cable limitation, by weight or volume, bears to the total
quantity, by weight or volume, of the household goods
shipped.
Sec. 4. Effective date. This order shall be effective in
any case in which the loss involved occurs, or has oc
curred, on or after June 4, 1954.

DWIGHT D. EISENHOWER

184.2-1 Importation of Persona.1 and
Household Effects

(TL:GS-409,' 1-25-89)
(Uniform State/AID/USIA/
Commerce /Agriculture)

19 CFR 148.74 through 148.77 provides for free
entry of personal and household effects as follows:

§148.74 Exemption on termination of assignment to
extended duty or on evacuation.

(a) Exemption. With the limitation on alcoholic
beverages and tobacco products provided in paragraph
(c) of this section, entry free of duty and tax under
subheading 9805.00.50, Harmonized Tariff Schedule
of the United States (HTSUS) (19 U.S.C. 1202), may
be accorded personal and household effects of:

(1) Any person in the service of the United States
who returns to the United States upon the termination
of assignment to extended duty at a post or station out
side the Customs territory of the United States;

(2) Members of his family who have resided with
him at such post or station and are returning upon the
termination of his assignment; or

(3) Any person evacuated to the United States un
der Government orders or instructions.

(b) Applicability of exemption. The term "personal
effects" as used in subheading 9805.00.50, HTSyS, is
not confined to that class of articles described in sub
heading 9804.00.20, HTSUS, nor is any period of use,
such as is prescribed by subheading 9804.00.05,
HTSUS, applicable to household effects entered under
subheading 9805.00.50, HTSUS. The privilege of free
entry under subheading 9805.00.50, HTSUS, does not
apply to:

(1) Articles imported for sale, or for the account of
any person not specified in subheading 9805.00.50,
HTSUS; or

'\
\

)

-\
)

/
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(2) Articles which have not been in the direct per
sonal possession of the claimant, or a member of his
household, while abroad.

(c) Limitation on alcoholic beverages and tobacco
products. A total of not more than 4 liters of alcoholic
beverages and not more than 100 cigars shall be ac
corded free entry under subheading 9805.00.50,
HTSUS, subject to the conditions that:

(1) These articles accompany the person making
the claim for free entry upon his arrival in the United
States;

(2) Not more than 1 liter of any such alcoholic bev
erages shall have be~n distilled or otherwise manufac
tured and bottled in any place other than the United
States or its possessions;

(3) Such individual has not concurrently claimed
exemptions as a returning resident under s~bheadings

9804.00.65 and 9804.00.70, HTSUS; and
(4) Such person, if other than one in the service of

the United States, shall have attained the age of 21.
(d) Termination of assignment to extended duty.

The requirement of subheading 9805.00.50, HTSUS,
that the person "returns to the United States upon the
termination of assignment to extended duty" shall be
considered met upon the necessary proof being sub
mitted that' anyone of the following is applicable:

(1) The person is returning upon the termination of
a tour of duty outside the Customs territory of the
United States of at least 140 days' duration.

(2) The person is returning after the termination of
an assignment under permanent change of station or
ders to duty at a post or station outside the Customs
territory of the United States, regardless of the duration
of the duty. A crew-member, including a member of a
command, serving on a United States naval vessel when
it departs from the United States on an intended de
ployment of 120 days or more outside the Customs ter
ritory of the United States and who continues to serve
on the vessel until it returns to the United States may be
considered as returning after the termination of an as
signment of duty under permanent change of station
orders.

(3) The person is returning to the United States
upon the termination of a tour of duty at any time after
leaving the United States for duty of not less than 140
days outside the Customs territory of the United States.

(4) The person, although not returning to the
United States, is ordered by the Government agency
involved from duty at a post or station outside the Cus
toms territory of the United States to duty at another
post or station outside the Customs territory of the
United States necessitating the return to the United
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States of his personal and household effects.

§148.75 Persons ineligible for exemption on termi
nation of assignment.

(a) Persons returning from temporary assignment.
No person, or member of his family, shall be allowed
free entry of personal and household effects under sub
heading 9805.00.50, Harmonized Tariff Schedule of
the United States (HTSUS) (19 U.S.C. 1202), where
the person returns to the United States pursuant to
Government orders or instructions which authorized
him initially to proceed to a foreign post or station and
return to the United States upon termination of tempo
rary duty, except as it may otherwise be deemed proper
in accordance with the provisions of §148.74(d) or
§148.76.

(b) Persons returning on leave or before termina
tion of extended duty assignment. A person returning
on leave, other than on reemployment leave at the ter
mination of assignment to extended duty as defined in
§148.74(d), or otherwise returning before the termina
tion of an assignment to extended duty outside the Cus
toms territory of the United States, with or without or
ders covering the return, is not eligible for an exemp
tion under subheading 9805.00.50, HTSUS (19
U.S.C. 1202).

(c) Person returning on temporary duty assign
ment. A person returning to the United States under
orders on temporary duty assignment at the termination
of which he is returned to his duty station abroad to
resume his regular duties is not regarded as returning to
the United States at the termination of extended duty
outside the Customs territory of the United States and
is not eligible for an exemption under subheading
9805.00.50, HTSUS (19 U.S.C. 1202).

§14B.76 Waiver of requirements or limitations.
In any case in which the limitation on the quantity of

alcoholic beverages and tobacco products which may
be exempted from duty and tax under §148.74(c) or
the failure of the person to meet the requirements that
he be returning upon the termination of assignment to
"extended duty," as explained in §148.74(d), will

. cause undue hardship to the person through no fault of
his own, but rather because of the nature of his assign
ment or other hardship circumstances, the Commis
sioner of Customs, upon receipt of a request from the
Government agency involved, may waive the limitation
or the requirement, as the case may be, if he deems
such waiver warranted by the facts.

§148.77 Entry of effects on termination of assign
ment to extended duty, or on evacuation.

(a) General procedure. All articles for which free
entry is claimed under subheading 9805.00.50, Har
monized Tariff Schedule of the United States
(HTSUS) (19 U.S.C. 1202), shall be entered or with
drawn in accordance with the requirements prescribed
by the Tariff Act of 1930, as amended. District direc
tors shall be satisfied in all cases that the articles for
which free entry is claimed under subheading
9805.99.50, HTSUS, are personal and household ef
fects of the importer entitled to the benefits of subhead
ing 9805.00.50, HTSUS, particularly in those cases
where the quantity of effects imported may appear to
be unreasonable for personal or household use. No in
voice shall be required for articles accorded free entry
under this provision.

(b) Declaration and entry - (1) Person entitled to
exemption. Declaration and entry for articles claimed
to be exempt from duty and tax under subheading
9805.00.50, HTSUS (19 U.S.C. 1 202) , may be made
on Customs Form 6061, or Department of Defense
Form (DD) 1252 when entry is made in the name of
the person who is entitled to the benefits of the exemp
tion. The date of the person's last departure from the
United States shall be indicated on the declaration and
entry.

(2) Designated official. Customs Form 6061, ex
ecuted on behalf of the owner of unaccompanied per
sonal and household effects by either a United States
Despatch Agent or a designated responsible military of
ficial in his own name, may be accepted by the Customs
officer as the declaration and entry if there is a valid
reason evident from the owner's travel orders or infor
mation at hand why the United States Government
agency concerned is unable to present Department of
Defense· Form (DD) 1252 or Customs Form 6061 ex
ecuted by the owner. The date of the owner's last de
parture from the United States need not be indicated
on the form. The following statement shall be added
across the face or to the back of Customs Form 6061:

This form is completed on behalf of:

(Name of Government employee)

Travel orders and information on hand in this office
show that the named person has met all requirements
of §148.74 of the Customs Regulations and is entitled
to the benefits of subheading 9805.00.50, Harmonized
Tariff Schedule of the United States, The shipment im
ported consists of nothing but personal and household
effects of the named person, which effects are not im
ported for sale or as an accommodation for others.
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(c) Verification of claim for" exeThption '- (1) 'By
travel orders. The declaration and entry shall be veti- ,.
fied by the Customs officer by an inspection of the o'wn
er's travel orders. If the district directoriaccepts an~in~";;

spection of the owner's travel orders as evidence-, that.'
the effects were brought into the. United States within
the requirements of subheading 9805.00;50" the;own- J

•

er's travel orders shall be identified on the ,entry; which:'~:"

shall be handled like a,free .baggage"declaration.
(2) By other evidence. The declaration ~ndentry,

may be verified by other evidence which satisfies the
district director that the effects were brought into the
United States in connection with:

(i) The person's return to the United State~ upon,
the termination of assignment 'to exiendecrduty; as ex~

plained in §148.74(d). '.,' '

(ii) The return of members of his famiiy. who have
resided with him at his post or station upon thetermina-
tion of his assignment. or .

(iii) The evacuation of a person to the United States
under Government orders or instru~tions.

Importation of "
Personally-Owned'Firearms and
Ammunition Into the United
States

(TL:GS-378; 4-20-88)
(Uniform State/AID/USIAI'
Commerce /Agriculture)

The importation provisions of the Gun Control Act
of 1968, which became effective on Octobe~ 22,' 19'68,
are administered and enforced bythe Internal R~venue
Service, Department of the Treasury. Exesutive Order
11432, effective October 22, 1968, tranSferredthe im
portation provisionsof section 414 (B) of the Mutual
Security Act of 1954, as amended (22 U;S.t: 1934)~;
from the Secretary of State to' the Secretary of .' the
Treasury. The Internal Revenue Service issued 'coni-' ",
prehensive regulations .effective December 16, 1968"
setting forth the rules· governing the shipment offire~'
arms and ammunition. The regulation governing the
shipment of firearms andam~unition, entitled "Part
178 - Commerce in Firearms and Ammunition" (26
CFR 178), provides: .,j

a. Personnel may ship to the United States any fire
arms or ammunition which they originally shipped from

the United States provided they can prove to the satis
faction of the United States Customs officials that they
possessed the firearms or all?munition in the United
States. Methods of proof are:

(1) Bill-of-sale or other commercial document
showing transfer of the firearms or ammunition in the
United States;

(2) Registration on Customs Form 4457, foreign
Made Article Taken Abroad and Returned, or on any
other registration document available for this purpose;

(~) " Household effects inventory or packing list pre
pared in the United States on outbound shipments. and

(4) A sworn statement in the form of an affidavit

attested to and bearing the official seal of the consular
office at the employee's post of assignment;

b. Personnel able to meet one of the above methods
of proof may have their firearms shipped back to the
United States packed inside the household effects con
tainer. Ammunition must be packed separately and

must not under any circumstances be included in
household effects or baggage shipments;

c~ "Personnel who purchase firearms or ammunition,
outside of the United States must arrange for its impor

tation into the United States strictly in accordance with
the regulation (26 CFR 178.113). This applies to
U .S.-mamifactured as well as foreign-manufactured
firearrns and ammunition. There are no exemption
provisions for civilhin Government employees nor are
there any waiver provisions;

d. Personnel in this category must arrange for a
importer Of dealer located in their State of residence in
the United States to handle the importation of the fire

arms '()rammunition. For a permit, the own must com
plete in triplicate, IRS Form 6, Application and Permit
for importation of Firearms, and forward it to the im
porter or dealer who will complete the application and
forward it to the Inter!lal Revenue Service, Department
of the Treasury, Washington D.C. A single permit will
cover one or more firearm and one or more types of
ammunition;

e. The firearms and ammunition must be shipped di
rectlyto the importer or dealer handling the importa
tion')Jnderno circumstances may firearms and ammu

ni~ion'iri this category be included in household or per

sona~ effects shipments to the United States, nor may it
be shipped separately in care of the U. S. Despatch
Agent. Expenses for shipments of firearms or ammuni
tion, including importer's fees, may be charged against
the travel authorizations of the employees concerned.
The method of shipment must be determined by each
post on the basis of available facilities. '

/

'\
)
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184.3 Code of Federal
Regulations (CFR)

(TL:GS-378; 4-20-88)
(Uniform State/AID/USIA/
Commerce/Agriculture)

In accordance with 41 CFR 101. Public,Contracts
and Property Management. GSA provides for account
ability of serially-numbered forms as follows:

184.3-1 Accountability for Government
Transportation Requests
(GTR's)

(TL:GS-378; 4-20-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

41 CFR 101-41.207-4 provides:

§101-:-41.207-4 Accountability for GTR·s.
Each agency shall prescribe procedures to control

GTR procurement. stocking. distribution. and account
ability and shall establish safeguards to prevent their
improper or unauthorized use. Each officer and em
ployee of the Government or other person having cus:'
tody of a GTR is responsible for its safekeeping anCiis
liable for amounts which the Government may be re
quired to pay because of improper use of the GTR re
sulting from fault or negligence of the custodian.

184.3-2 Lost or Stolen GTR's; Lost
Government Excess Baggage
AuthorlzatlonlTlckets (GEBAT's)

(TL:GS-378; 4-20-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

41 CFR 101-41.211-1 provides:

§101-41.211-1 Reporting of GTR's Lost or Stolen
before Presentation to Carrier.

A lost or stolen GTR shall be reported promptly in
writing by the accountable person to the appropriate
agency office. This report shall include a complete
statement of facts. If the lost or stolen GTR shows the
carrier that is to honor the GTR. service desired. and
point of origin, the accountable person shall also notify
promptly in writing the named carrier and other local
initial carriers.

,41 CFR 101-41.211-2 provides:

§lOl-41.211-2 Disposition of Recovered GTR's
Previously Reported Lost or Stolen.

A OTR that has been reported as lost or stolen but
that is subsequently recovered shall not be used to ob
tain transportation "or accommodations.

The recovered qtR.~hether it is blank or partially
or completely filled out. 'shall be returned promptly to
the issuing officer who shall mark it,"CANCELLED If

and forward it through appropriate channels to the of
fice keeping the accountability records. The GSA Gen
eral Records Schedule 9. Travel and Transportation
Records. provides instructions for disposition of can
celled OTR's (see 101 "':'11.404.2).

184.3-3' Accountability for Tickets or
Coupons

(TL:GS~'378; . , 4-20-88)
(Uniform State/AID/USIA/
Commerce/Agriculture)

41 CFRI01-41.212 provides:

:'FederaI:age~cies ~hall m~intain adequate accounting
and administrative control. including individual ac
countability. ,of tickets and other transportation doc
uments received in exch,ange for GTR's or other pro
curing instrume~ts~ Agenc::y regulations should cau
tion travelers and other accountable persons that
failure to account for these documents may result in
personal liability.

184.3-4 Accountability for U.S.
Government Bllls-of-Lading

(TL:GS-378; 4-20-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

41 CFR 101-41.308-1 provides:

§lOl-41.308-1 Agency Control.
Agencies shall maintain accountability records and

physical control of GBLstock. Employees responsible
for the issuance and use of GBL forms shall be held

, accountable for their dispositi'on. GBL forms ...

184.3~5 Overseas 'Transportation of
Household Goods and/or
Personal Effects

'(TL:GS~378;, 4-20-88)
(Uniform State/AID/USIA/

, Commerce/Agriculture)

41 CFR10 1-41.309 provides:
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Office of the Assistant Secretary of Defense for Inter
national Security Affairs (OASD (ISA)).

185.3-2 U.S. Citizens, Non-Government
'Employees and/or Dependents

(TL:GS-378; 4-20-88)
(Uniform State/AID/USIA/
Commerce/Agriculture)

See 7 FAM '366.

185.3~1 U.S. Government Employees
and/or Dependents

(TL:GS-378; 4-20-88)
(Uniform State/AID/USIA/
Commerce/Agriculture)

See 3 FAM 686..1.

185.2 Request Procedure
(TL:GS-378; 4-20-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Except for activities listed in § §185.3 and 185.6,
requests for U.S. military transportation must be sent to
the Traffic Management Branch (OPRI STP/T/TM).
The request ~ust:

(1) Certify that the mission to' be performed is in
the U.S. national interest. Sufficient detail must be in
cluded to enable the Department to properly evaluate
and determine that the request meets this criterion;

(2) Certify that commercial transportation is either
not available or, for reasons which must be specified, is
not capable of satisfying the requirement. Commercial
transportation includes U.S. and foreign carriers,
scheduled or chartered, air or surface mode; and

(3) Include appropriate' fiscal data which will be
used for payment to DOD of the requested passenger/
cargo transportation:

(a) Lower cost or shorter transit time available via
military transportation is not sufficient justification to
obtain DOD approval;

(b) If the request is in order, the Assistant Secretary
for Administration will ask DOD for the use of Military
Airlift Command (MAC)' or Military Sealift Command
(MSC) service, as appropriate; and

(c) If U.S. military transp?rtation is approved,
OPRISTP/T/TM will transmit copies of request and ap
proval to the; appropriate paying office.

Aeromedical Transportation185.3

185.1 General
(TL:GS-443; 1-4-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The Office of the Assistant Secretary of Defense for
Production and Logistics (OASD) (P&L) , must ap
prove in advance the use of U.S. military transportation
except for Foreign Disaster Emergency Relief (see
§185.6) for which DOD approval is obtained from the

§lOl-41.309 Factual Support of Charges.
§1201-41.309-1 International Shipments.

(a) International Ocean Shipments. Each bill sub
mitted by a freight or household goods forwarder for
the payment of transportation charges for the overseas
movement of personal property (including household
goods, personal effects, and for civil agencies, privately
owned vehicles) shall be supported by a copy of the
ocean freight bill along with the GBL. Also, each bill
submitted by an ocean carrier or freight forwarder for
the payment of charges for the transportation of per
sonal effects of officers and employees of the United
States, furnished in whole or in part by a foreign-flag
carrier, shall be supported by the authorizing official's
certification of the necessity for the use of the foreign
flag carrier. (See 4 CFR 52.2 Use of A~erican Flag
Vessels and Certificated Air Carriers.)

(b) International Air Shipments. (1) Each bill for
the payment of international air freight transportation
charges not involving the use of foreign-flag carriers
shall be supported:

(i) For air carriers, with a carrier's certification
that only U.S.-flag service was used or, in the absence
of such certification, with a copy of the air waybill or
manifest showing the underlying carriers utilized, and

(ii) For air freight forwarders, with a copy of the air
waybill or manifest.

(2) Each bill submitted by an air carrier or air
freight forwarder for the payment of international air
freight transportation charges involving, in whole or in
part, the use of foreign-flag carriers shall be supported
by:

(i) A copy of the air waybill or manifest showing
the underlying carriers utilized, and

(ii) A certification, adequately explaining the non
availability of U.S.-flag service, signed by the responsi
ble official of the authorizing agency or the carrier hav
ing knowledge of the facts concerning such usage.

185 USE OF U.S. MILITARY
TRANSPORTATION
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185.3-3 Foreign Nationals
(TL:GS-378; 4-20-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

EFFECTIVE DATE
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(4) Within overseas areas: foreign nationals. The
overseas commander has approval authority if the pa
tient's injury or illness is directly related to U. S. Gov
ernment operations within the area. Otherwise, re
quests for movement of foreign nationals must be for
warded to HQ MAC SCOrf AFB ILI/SGROI/
ACIAI/, through the local diplomatic post and the De
partment of State's Traffic Management Branch,
Washington, D.C. 20520, for a determination of
whether movement is in the national interest. When the
critical nature of the patient's illness or injury precludes
submission of a request, the major commander may ap
prove the request based on own determination of U.S.
interests. The appropriate aeromedical transportation
agency will be asked to carry out the mission. A mes
sage of confirmation will be dispatched to MAC/ACIA

USAF CLINIC HOWARD AFB PAI/SGI/

(c) For South and Central America, and the Ca-
ribbean, add the following info address:

(b) For the Far East-Pacific, add the following info
addresses:

2AES RHEIN-MAIN AB GEI/CCI/
HQ USAFE RAMSTEIN AB GEI/SGPFI/

(a) For Europe, Middle East, and Africa, add the
following info addresses:

HQ PACAF HICKAM AFB HII/SGPF//
9AES CLARK AB RPI/CCI/

HQ USAF WASH DCI/SGHRI/
HQ MAC SCOTT AFB ILI/SGROI/ACIAI/
57AES SCOTT AFB ILI/DOI/
375AAW SCOTT AFB ILI/SGI/

(j) Billing address (bona fide lifesaving missions will
not be delayed pending receipt of billing address); and

(k) Names and phone numbers of persons responsi
ble for surface ambulance transportation at both origin
and destination.

(3) All requests for lifesaving transportation, in ad
dition to containing the information specified in para
graph (2) of this section, should be sent by "IMMEDI
ATE" telegram to the Department's Traffic Manage
ment Branch (OPRISTP/TITM), and should include
distribution to the appropriate geographic bureaus. The
following should be info addresses on all messages from

'any post worldwide:

AID HANDBOOK 22, App 9A

Aeromedical Cases Not Acceptable for
Movement

These include:
(1) Terminal cases;
(2) Non-reimbursable cases;
(3) Personal or family convenience cases; and
(4) Medical expet:imentation (unless determined

by competent medicai authority that such experimenta
tion will save a life) cases.

a.

b. Emergency Lifesaving Aeromedical
Transportation

(1) The following criteria will be strictly adhered to
in determining transportation eligibility:

(a) The patient's illness or injury must be an imme
diate threat to the patient's life;

(b) Patient is situated where medical capabilities for
adequate diagnosis and treatment, under generally ac
cepted medical standards, are not available in the im
mediate geographical area. Transportation will be re
quested only to the nearest medical facility which can
provide such necessary medical capability; and

(c) Suitable commercial transportation must not be
available. It must be ascertained by the requester that
commercial facilities (charter air ambulances or air tax
is or scheduled air carriers or surface carriers) are un
able to provide the necessary transportation. This will
be checked by the HQ MAC aeromedical duty officer
to ensure compliance with DOD policy that the DOD
will not compete with the commercial transportation in
dustry in providing this service.

(2) All requests for lifesaving transportation must
contain the following information:

(a) Name, age, and sex of patient;
(b) Affiliation of patient (foreign government,

~tc.);

(c) Complete medical diagnosis and prognosis;
(d) Name and phone number of attending physi-

cian;
(e) Name and location of origin hospital;
(f) Name and location of destination hospital;
(g) Name and phone number of receiving physi

cian;
(h) A statement that possible use of commercial

transportation facilities has been fully explored and
cannot meet the requirement;

(i) Name and phone number of person requesting
transportation;

)

)
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indicating the nature of reimbursement (for example,
other Government agency or Air Force mission ac
count) .

c. Other Than Lifesaving Conditions
Posts should forward these requests by telegram to

the Department's Traffic Management Branch (OPRI
STP/T/TM) providing full background and justification
as to why aeromedical transportation is requested. In
formation on the patient requested in § 18S.3-3b(2)
should be included. When the Department's Traffic
Management Branch (OPRISTP/T/TM), through the
Assistant Secretary for Administration, requests trans
portation, certifying that such transportation is in the
national interest and that commercial transportation is
neither available nor capable of meeting the require
ment, aeromedical transportation may be provided
within the overseas area and from overseas to a CON
US hospital under other than lifesaving conditions.
This transportation must be recommended by the re
sponsible theater Air Force surgeon and authorized by
HQ MAC SCOTT AFB ILl/SGROI/ACIAII. One
member of the immediate family may accompany a pa
tient as a nonmedical attendant when competent medi
cal authority determines that a family member's pres
ence is essential to the patient's mental and/or physical
well-being. The sponsoring authority's request must in
dicate the agency or individual responsible for reim
bursement and provide a specific name and address for
direct billing. Reimbursement will be at the non-U;S.
Government Rate Tariff, AFR 76-28, paragraph S,
plus applicable inflight medical charges. If aeromedical
transportation on other than a routine basis (that is,
urgent or priority) is required, the tariffs prescribed in
AFR 76-28, paragraph 4b, will be charged.

d. Admissions to U.S. Military Hospitals
(1) Under emergency, lifesaving conditions where

the request from the post or bureau includes both aero
medical transportation on U. S. military aircraft and ad
mission to the appropriate U.S. military hospital, the
Traffic Management Branch (OPRISTP/T/TM) will
coordinate and request both the hospital admission and
the transportation from the DOD.

(2) Under other than lifesaving conditions, the Bu
reau of Politico-Military Affairs (PM) will obtain DOD
permission to admit the foreign national to the appro
priate U.S. military hospital. The Traffic Management
Branch will then approach DOD for use of military air
craft to transport the patient if this has been requested
by the postlbureau. If commercial transportation is to
be used, this should be clearly stated in the postlbureau
request, as the Traffic Management Branch does not

arrange for commercial transportation of foreign na
tionals.

185.4 Visitation Travel
(TL:GS~378; 4-20-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

See 3 FAM 699.

185.5 Emergency Evacuation
(TL:GS-378; 4-20-88)
.(Uniform State/AID/USIA/
Commerce/Agriculture)

The State Department Operations Center (S/S-O)
initiates all requests for militarily-assisted evacuations
of U.S. citizens abroad in emergencies with the concur
rence of the Under Secretary for Management and the
appropriate regional bureau.

185.6 Foreign Disaster
Emergency Relief

(TL:GS-378; 4-20-88)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. See 2 FAM 060 (AID Handbook 8).
b. Requests for use of U.S. military transportation

for foreign disaster relief operations must be approved
by the Office of Foreign Disaster Assistance (OFDA).
Under no circumstances will offices of State, AID,
USIA, DOD, or other Government agencies arrange
for placement of cargo or persons aboard aircraft or
ships authorized by DOD for use of (and funded by)
Disaster Relief without prior concurrence of the Office
of Foreign Disaster Assistance.

185.7 Defense Attache (DATT)
Aircraft

(TL:GS-378; 4-20-88)
(Uniform State/AID/USIA/
Commerce /Agriculture)

The defense attache (DATT) may approve space
available non-reimbursable travel on defense attache
controlled aircraft for the chief of mission (ambassa
dors, ministers, or charges d'affaires) and key mem
bers of their staffs designated by the chief of mission, to
conduct official U.S. Government business. This ap
plies only when the primary purpose of the flight is for
official business for the DATT. It does not apply if spe
cial mission flights are required or to normal PCS's of

./

)

\

/
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u.S. diplomatic personnel. Spouses of chiefs of mission
and deputy chiefs of mission accompany their sponsor
on a space-available basis within the sphere of accredi
tation (including area of dual accreditation) only when
the trip is for official business and, further provided,
that the presence of the spouse is requested as being
necessary for the accomplishment of official business.

186 through 189 Unassigned

(TEXT CONTINUED ON PAGE 9A-91)
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190
TRANSPORTATION OF OFFICIAL SUPPLIES AND

EQUIPMENT

)

191 SHIPMENTS OF OFFICIAL
SUPPLIES AND EQUIPMENT
FROM THE UNITED STATES
USING U.S. DeSPATCH
AGENTS

(TL:GS-388 10-13-87)
(Uniform StlJte/AIDIUSIAIComm.~1

Agriculture)

The Department, the Foreign Affalfl Agencies and
other U. S. Government civil/an (I. e. , non-OOO)
Agencies should utilize the U.S. Deapatch Agents
and their Con.ol/datlon Receiving PoInt (CAP) Pro
gram whenever possible when shipping official sup
pile. and equipment from the United State. (see 6
FAH 190).

192 USE OF U.S.-FLAG AND
FOREIGN-FLAG VESSELS

192.1 Policy
a. Under the Cargo Preference Act of 1954 (48

U.S.C. 1241 (b), which I. SectJon 901 (b) of the M...•
chant Marine Act), Government agencle. acqulnng,
whether within or outside the United State., IUppliea
that may require ocean transportation shall ensure
that at least 50 percent of the groSl tonnage of
the.. supplle. (computed separately for dry bulk
carnera, dry cargo IInert, and tankerl) Is trans
ported on prlvately-owned U.S.-flag commercial
ves.el. to the extent that such venet. are available
at rate. that are fair and reuonabJe for U.S.-flag
commercial vessels. (To determine the availability
of U.S.-flag commercial vessel. at fair and reason
able rates, see sections 192 and 193 below.) Thl.
applies when the supplies are:

(1 ) Acquired for the account of the United
States:

(2) Fumlshed to, or for the account of, a foreign
nation without provision for reimbursement:

(3) Furnished for the account of a foreign nation
In connection with which the United States advances
funds or credits, or guarantees the convertibility of
foreign currencies: or

(4) Acquired with advance of funds, loans. or
guaranties .made by or on behalf of the United
States. '

b. The 50 percent requirement shall not prevent
the use of privately-owned U.S.-flag commercial
vessels for transportation of up to 100 percent of the
cargo subject to the Cargo Preference Act of 1954.

192.2' Applicablll~

Except as provided in sections 192 and 193 be
low, the cargo Preference Act of 1954 applies to the
following cargoes:

a. Supplies owned by the Government and In the
possesslon of:

(1) The Government;
(2) A contractor: or
(3) A subcontractor at any tier;
b. Supplies for use of the Govemment that are

contracted for and require subsequent delivery to a
Govemment activity but are not owned by the Gov
ernment at time of shipment: and

c. Supplies not owned by the Government at the
time of shipment that are to be transported for distri
bution to foreign assistance programs. but only if
then supplies are not acquired or contracted for
with local currency funds (see section 192.3).

192.3 Exceptions

The policy and procedures In this section do not
apply to the following:

a. Shipments aboard vessels of the Panama Ca
nal Commission or as required or authorized by law
or treaty;

b. Ocean transportation between foreign coun
tries of supplies purchased with foreign currencies
made available, or derived from funds that are made
available, under the Foreign Assistance Act of 1961
(22 U.S.C. 2353):

c. Shipments of classified supplies when the clas
Sification prohibits the use of non-Government ves
sels: or

d. Small purchases under Part 13 of the Federal
Acquisition Regulation (FAR).

John M
Previous Page Blank
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192.4 Procedures
For purposes of determining the availability of pri';'

vately-owned U.S.-flag commercial vessels at fair
and reasonable rates, rates filed and published in
accordance with the requirements of the Federal
Maritime Commission (FMC) may be accepted as
fair and reasonable. When applicable rates for char
ter cargoes are not in published tariffs, a determina
tion as to whether the rates are fair and reasonable
shall be obtained from the Maritime Administration
(MARAD).

193 Use of U.S.-Flag and
Foreign-Flag Air Carriers

193.1 Polley

Section 5 of the International Air Transportation
Fair Competitive Practices Act of 1974 (49 U.S.C.
1517) (Fly America Act). as amended by Section 21
of Public Law 96-192, February 15, 1980, 94 Stat.
443, requires that when a shipment of supplies is
made by air, and U.S.-flag air carrier service is
available, such service must be used for U.S. Gov
ernment-financed international air transportation.

193.2 Availability and Unavailability
of U.S.-Flag Air Carrier
Service

a. If a U.S.-flag air carrier cannot provide the in
ternational air transportation needed or if the use of
U.S.-flag air c~rrier service would not accomplish an
agency's mission or unless such use would involve
delays which would jeopardize the shipment (for ex
ampl,e, vaccines) or be incompatible with the pur
pose of the shipment (for example, medical supplies
and equipment), foreign-flag air carrier service may
be, deemed necessary.

b. U.S.-flag air carrier service is considered avaiJ
able even though:

(1) Comparable or a different kind of service can
be provided at less cost by a foreign-flag air carrier:

(2) Foreign-flag air carrier service is preferred
by, or is more convenient for. the agency: or

(3) Service by a foreign-flag air carrier can be
paid for In excess foreign currency (unless U.S.-flag
air carriers decline to accept excess or near-excess
foreign currencies for transportation payable only
out of such monies).

c. Except as provided in section 193.2a above,
U;S.-flag air carrier service shall be used for U.S.
Government-financed commercial foreign air travel
if service provided by U.S.-flag air carriers is avail
able. In determining availability of a U.S.-flag air
carrier. the following scheduling principles shall be
followed unless their application would result in the
last or first leg of travel to or from the United States
being performed by a foreign-flag air carrier:

(1) U.S.-fl4!g air carrier service available at point
of origin shall be used to destination or, in the ab
sence of direct or through service. to the farthest
interchange point on a usually traveled route:

(2) When an origin or interchange point is not
served by a U.S.-flag air carrier. foreign-flag air
carrier service shall be used only to the nearest in
terchange point on a usually traveled route to con
nect with U.S.-flag air carrier service; and

(3) When a U.S.-flag air carrier involuntarily re
routes the cargo via a foreign-flag air carrier. the
foreign-flag air carrier may be used notwithstanding
the availability of alternative U.S.-flag air carrier
service.

193.3 Disallowance of Expenditure

Agencies shall disallow expenditures for U.S. Gov
ernment-financed commercial international air
transportation on foreign-flag air carriers unless
there is attached to the appropriate voucher a cer
tificate or memorandum adequately explaining why
service by U.S.-flag air carriers was riot available. or
why it was necessary to use foreign-flag air carriers.

193.4 Air Freight Forwarders

a. Agencies may use air freight forwarders that
are engaged in international air transportation (49
U.S.C. 1301 (24) (c» for U.S. Government-financed
movements of property. The rule on disallowance
or expenditures in section 193.3 above applies also
to the air carriers used by these international air
freight forwarders.

b. Agency personnel shall inform international air
freight forwarders that to facilitate prompt payments
of their bills, they shall submit with their bills (1) a
copy of the airway bill or manifest showing the air
carriers used and (2) justification certifications for
the use of foreign-flag air carriers. A certification
similar to the one shown in the clause at 52.247-63.
Preference for U.S.-Flag Air Carriers, satisfies the
justification requirement.

194 through 199' Una••Jgned

'\
I
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(See also 6 FAH H-166)

Allowances, Weight 162
Exceptions 121.1-4

Alternate Seat of Government 125.1

Appointment Travel , 125.2,
133.2-1.
148.4

Access and Segregation - Stored
Items 172(10)

Accommodations, Travel , 146

Addresses (~one) App. 0

Advance Shipment of Erfects 168.1

Airline Tickets
See: Employee Responsibility; Tickets

Air Travel
Accommodations 146.3
Authonzauon 132.1.

141a(15)

Less-man-first class
Authonzed excess baggage 147.1b
Indirect travel 132.4-2
POV cost-construct 145.3a & b
Rest stOP authorized 133.4
Visitation travel. . . . . . . . . . . . . .. 182.1

Promouonal offers 143.2c
See: Fly Amenca Act

Airplanes (privately owned)
ShIpment prohibited . . . . . . . . . . . .. 117i
Use of 145.1a(3),

145.4-3

Alcohol Shipments 147.4,

168.3-1.
184.2-1

)

Subject

A

Business class
AID only. , , , .

Promotional offers , .
Class of SerVlce .
Economy class .
First class .. , .

Sectio:l .

121.1-4b(2),
146.3a (4)
143.2c
146.3a
143.2
121.1-5b(7),
121.3-4b(1),
143.2c,
146.3 thru 6

Authorizations (Travel)
Advance 1:.3. 1:6.

16S.1
Superseded 12~

Types 125

Automobiles
See: Privately Owned Vehicles

Awaitins Transportation 156. ~

B

Baggage
Excess (accompanied) 147.1
In lieu of VAS - home leave .. · 1~7.1c

R&R. EVT. visitation not
authorized " . . . . . . . . . . . . . . . . . 147. 1e

Transferable to household effects .. 162.2
Transferable to CAB 147.2f
Unaccompanied (aIr freight) 147.2. 193

(See also Standardized Regulations. section
630)

Bills of Lading 1i6.~,
(See also 6 FAH H-168)

Boats (commercial) 141a(15)
See: Ship and Ferry Travel; Ship Transporta-

tion

Boats (privately owned) 117i

Bonus Mileage Tickets 143

Bus 1413(16) &
(17)

c
Cancellation Fees 144.1

Cancelled Reservation Fees 144.1

Chiefs of Mission
Air in lieu of surface shipment 147.2c
Class of air travel 146.3
DATI aircraft use 185.7
Delegation of authority 121
Spouse (representational) 127

Children
Advance travel 126.1, 126.2
Defined .. . . . . . . . . . . . . . . . . . . . . . . 11 7k ( 1)
Fly America 135.3
Of separated parents

(See 3 FAM 699.8)
Over 21 (return travel) 126.3
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Claims 310
See: Privately Owned Vehicles:
Household ECfects

Consumables 162.3
(See also 6 FAH Ex. H-161.4)

Cost Constructive Shipments
See: Household. ECrects; Per Diem: Storage

Customs 168.3-1.
184.2

D

Damages 164. 310

Deaths
FSN employees "126
V.S. citizen employees and family . 126.5. 183

Definitions 117. 148.3
15 1.2~

162.1-1.
183. 184.1

Delays· En Route 156.3

Delegation of Authority 121

Denied Boarding Compensation 144.2

. Dependents 117k. 126.4.'
148.3.
151.1.
154.2-2b

Despatch AgenU
(See 6 FAH H-165)

Directed Departure " 126.7

Direct Travel 132.3
(See: 3 FAM 141.4 and 6 FAH H-124)

Duty Free Entry 168.3. 184.2

E

Emergency Storage/Travel During
Transfer : .. 1~5. 9b

Err.~rr~ncy Visitation 128.1.
147.1

(See also 3 FAM 699.5)

Employee Responsibility
Bonus mileage 143
Cancelled reservations 144.1
Denied boarding compensation 144.1
Designated packers and shippers

(use of) 168.2
Excess costs for personal travel 132.4. 133.1
Excess transportation costs .. . . . . . . 163
First class air accommodations 146.5
Fly America' 135.1
Personal responsibility 132.4-1.

133.1. 142.1
Ticket and GTR liability 184.3
Travel management centers

(use of) 128.3

Equal Employment
(See 6 FAH H-168.2)

Evacuation Travel . . . .. . . . . . . . .. . . 125.4
(See Standardized Regulations. section 600)

Exceptions. Committee on 121.1-4.
163c

Excess Baggage : . . . . . . . . . . . 147. 1

Excess Travel Time 132.4-2.
133.1

Excess Weight 163

Exhibits App. A

Expenses Allowable/Not Allowable
Effects 161. 172
Travel and miscellaneous 141. 142

Experts ond Consultants 111.1-2

F

o

o

o

ECfects
Defined 117i
Shipment . . . . . . . . . . . . . . . . . . . . .. 160

(See also 6 FAH H-160)
Storage 170

(See also 6 FAH H-170)

Emergency Payments 113

Emergency Storage 145.2-2.
177

Educational Travel 111.1-1.
125.3 Family

Change in family status 162.1-3
Defined 117k
Newly acquired family member 126.8
Per diem 126'.4. 156.7
Travel for representational purposes 127

Federal Travel Regulations 112.148.
153.1.
153.4.
153.5.
154.2-1.

o
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(See also 6 FAH H-127)

G

GEBAT
See: Baggage

General Average (loss) 184.1

GTR's 116.4.
184.3-1,

Foreign Flac
Air carriers 135.5. 167
Vessels 134, 166

Foreign National Medical
Transportation 185.3

Forms App. B

Funding Responsibilities
AID 121.3
Delegated to posts 121.1-5b.

c&d
Detail assignee~ (6035) 121.1-5c
Fiscal year carryover 182.2
Overseas posts. . . . . . . . . . . . . . . . .. 121.1-5a
Overseas posts - FBO 121.1-5d
CSIA 121.2
Washington PCS (2025) 121.1-5b

J
(No Entries)

Household Erfects
Amounts - death in servlce 182.1
Amounts - normal 162
Constructive cost " 163
Consumables 162.3
Definitions and exclusions 117i.

162.1-1,
168.4

Duty free entry 168.3
Evacuation

(See Standardized Regulations. section 631b)
High value items 318.5
Insurance " 164c. 319
(nventory (in case of loss) 318.5
Loss 323.3
Separation from servJce

(ownership) 168.4
Storage . . . . . . . . . . . . . . . . . . . . . . . . 170
Through-bill-of-lading 162.4
Unaccompanied baggage

(air freight) 162.2
L'se of U.S. flag airlines 184.:
Use of t.: .5. flag vessels 166

I

Illness in Travel Status 133.3.
156.5-oS

Import Restrictions 168.3.
168.5.
168.6. 184.:1-

Indirect Travel 132.4

Insurance 164c. 318.5.
319

International Conference Travel .... 111.1-3

International Date Line (per diem) . 155.2

Interruptions 133.1.
133.2-3.
156.3

Inventory 318.5

154.3-3.
155. 157.2.
157.3.'

168.5,
184.2-2

146.3
thru 6.
121.1-5b(7).
121.3-4b(l) .
143.2c

135.2
135.5
135.7
135.3
193
135.7. 193.3

128.1. 135.6

First Class Air Travel

Firearms .

Fly America Act
Between two overseas points
Employee justification .
Employee responsibility .
Exceptions .
Official supplies and equipment .
Penalty .

Foreign Currency

)

o

\J Home Leave Travel

H

125.5.
147.1c

K
(No Entries)

L

(See also 3 FAM 450) Layette 147.3



o

C)

o

o
6

:"Jon-continental U.S ; 155.1
Rates 153

(See also Standardized Regulations. sections
195. and 925)

Reductions , 15 J

Rest stops 133. ~
Ship 153 . .£
Time zone dislocation 133.5
U.S 15.£.3
(See also:

SubSIstence expense:
Standardized Regulations:

Evacuations (SEA) . . . . . . . . . .. S. R. 63:
Home Servlce Transfer

Allowance . . . . . . . . . . . . . . .. S.R. 150
PredepartUre . . . . . . . . . . . . . . .. S.R. 24:.3)

Pets (not shipped) 117i

PRIVATELY OWNED VEHICLES .. 1JS
Authorization 165.1.

165.2-1.
165.5

Cost limits 1JS. 2;,.2..
165.2-2.
165.6

Delivery or pickup 165.6
Direct travel (advantageous

to l.'SG) 145.1-2
Distance per day 145.4-2
Emergency replacement 165.3
ForeIgn vehicles 165.9.

Ex. 165.9-2
Insurance 319
Limitations (suitability. sale) 165.7
Motor vehicle. defined 117(0)
Ownership required 145.2-1a.

165.1a.
165.2-2

Periodic replacement 165.4
Personal convenience use 145.3
Personal travel 132.4. 133.1
Reimbwsement (rate. per diem.

tolls) 141e.
145.1a.
14S.,s-3

Safety standards 168.6
Shared . . . . . . . . . . . . . . . . . . .. . . . . 145.4-4
Shipping ' 165. 166
Size limit 165.8
Storage 145.2-2c

174, 177

Purchasinl Transportation Service .. 128

Professional Materials 121.1-4(c)

1H. 145

185

132.1
Ex. 1.32.3-2

163f. 164.
184.1, 310

111. 1-4

M

FAM 100 Index

Page No. Effective Date Trans. Memo. No.
9A-96 Apr; 1 11, 1991 22:347 AID HANDBOOK 22, APP 9A

~- , .

Notice of Shipment
(See 6 FAH H-165.9)

p

o
(No Entries)

Mileage .

Military Transportation .

Payments (or Transportation 128.1 thru
128.5

Per Diem 150
Assignment to TOY post 156.6-2
Awaltmg transponation 156.4
Computation . . . . . . . . . . . . . . . . . .. 155
Duration of TOY assignments 154.3
FamIly , 126.4. 156.7
Government quaners furnished , 154.2-2
Inspector allowance 154.4
International date line 155.2
Items ancluded in per diem 142.1
Leave while in travel status 156.5
Lodgangs-plus reimbursements , 153
!\-1eals furnished by government , 154.2-2

Lodgings-plus
See: Per Diem

Loss or Shipments

Laws and Reference Documents .... 180
(See also 6 FAH H-100. App. A & C)

Leave in Travel Status 1S6.5

Legal Authorities (Sone) App. C

Local Transportation 1.£ 1a (16)

Lodging 142.1,
153.5. 154.2

Modes of Travel

Marine Security Guard Travel
(See also 2 FAM 048)

Meals 142.1. 154.2

Medical travel . . . . . . . . . . . . . . . . . .. 125.6
(See also 3 FAM 686)
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Promotional Travel Programs .... " 143

Q

s

u

Taxis_ Airport Limousines 141a(1S) &
(17). 141b
thru d

T

Storage 10 transit 175
(See also 6 FAH H-174)

Temp~rary 175

Subsistence Expense 157

Superseded Authorizations 124

Surface Travel 132.1.
132.:-1

Surface Travel Restrictions 132.2

Tickets
Bonus mileage tickets 143
Reduced price tickets . . . . 143. 1
Round trip tickets 143
Ticket liability 184.3
Gnused 116.:
Use of cash 128.5

Time Limitations
Storage 175.2
Travel and transportation 133.2

Time Zone Dislocation " 133.5

Types o( Orficial Travel 125. 1:6

Tips 1.$1.
142.1 (3)

Trains 141. 146.1

Travel Advances (or Domestic
Relocation 129.1-6

Travel Agencies 128.2

Travel Prior to Authorization 123

Types of Travel Authorizations 129.1-1

116.3.
126.9-3.
14tb. 157.4

143

148

126.9-1.
128.6. 1471e

141a(15).
145.3b

126.1-4_
168.1

Reduced Price Tickets .

Relocation (Domestic) .
(See also FTR Ch. 302)

Rental Cars .

R

Receipts

Repayment Agreements .

(See-also 3 FAM 699.5-3)

Rest and Recuperation (R&R)

(See also 3 FAM 698.10)

Rest Stops , 133.4.
146.3c
156.3

Retirement Travel , 168.4.
175.2(3).
133.2-2

Round Trip Tickets 143

Routing 132
(See also 6 FAH. H-165)

Scheduling Travel 131, 135.3

Separation Travel 133.2-2_
168.4_
175.2(3)

o

( )

(See also 3 FAM 782)

o

Ship and Ferry Travel

Ship Transportation

Storage .
Allowable expenses .
Constructive cost .
Continuous .
LImitations on amounts .
SeparalJon travel .

132.1. 134_
146.2

166. 182.3_
192

170
172
163c
176
173
175.2

Unaccom.panied Air Baggage
See: Balgage

Usually Traveled Route 117x. 132.
133

v
Vehicles

See: Privately Owned Vehicles

Visitation Travel 121. 1.
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H--110 GENERAL POLICY

o

o

o

H-111 BACKGROUND
(TL:GS:H-103; 3-24-89)
(State Only)

This Handbook of Procedures and Guides covering
Foreign Service travel and transportation expenses
does not have the force of a regulation issued by the
Department or Agency pursuant to law. While the pro
cedures and guides in the handbook· are not regula-

tionS, they are normally followed in worldwide adminis
trative activities. Exception, consistent with law or regu
lation, may be made by supervisory personnel when ad
herence to a specific procedure or guide is not in the
interest of good management in light of conditions pres
ent in a specific situation.

H-112 through H-119 Unassigned



6 FAM H-IOO
PAGE NO.

9A1-2
f.FF[CTIVE DATE

as indicated
TRANS. MEMO NO.

22:343 AID HANDBOOK 22

H-120
AUTHORIZATION AND PROCUREMENT OF TRAVEL AND

RELATED ITEMS

'I
/

H-121 AUTHORIZING TRAVEL

H-121.1 Authorizing Temporary
Duty Travel (State Only)

(TL:GS:H-l 03; 3-24-89)
(State Only)

Form OF-144, Temporary Duty (TOY) Official
Travel Authorization, is used for approving temporary
duty travel. Approval may cover travel performed for
administrative or medical purposes, rest and recupera
tion, short-term training, attendance at conferences,
etc., between the United States and overseas, within
the United States, or overseas. Authorizations issued in
the form of cables, telegrams, airgrams, etc., are con
firmed by the subsequent issuance of an OF-144 (see 6
FAH Exhibit H-121.1).

H-121.2 Authorizing Temporary
Duty Travel (AID Only)

(TL:GS:H-103; 3-24-89)
(AID Only)

See AID Handbook 22, Travel and Transportation,_
for required instructions and procedures.

H-121.3 Authorizing Temporary
Duty Travel (USIA Only)

(TL:GS:H-103; 3-24-89)
(USIA Only)

Temporary duty travel described in paragraph a of6
FAM 121.2 is authorized by USIA, Washington. When
such travel is charged to the Office of Personnel and
Training, Home Leave Transfer Account, Form
IA-34, Authorization of Official Travel, documents
the travel authority. Otherwise, Form IA-34A, Autho
rization of Official Travel, is used. Authorizations is
sued in the form of telegrams, or other communications
with the post are subsequently confirmed by issuance of
the appropriate forms. (See 6 FAH-1 Exhibit
H-121.3.) Temporary duty travel, described in para
graphs b through d of 6 FAM §121.2, may be autho
rized at the p'ost. In such instances, Form OF-144 may

I
be used.

H-121.4 Authorizing Temporary
Duty Travel (Commerce
Only)

(TL:GS:H-103; 3-24-89)
(Commerce Only)

Form CD -29, Travel Order, is used for authorizing
temporary duty travel when headquarters, Washington,
D.C., issues the travel orders. Otherwise, OF-144 is
used when post issues the' travel orders. Included is
travel for administrative purposes, rest and recupera
tion travel, short-term training, medical purposes, at
tendance at conferences, etc., performed overseas,
within the United States, and between the United
States and overseas points, Authorizations issued in the
form of cables and telegrams are confirmed by the sub
sequent issuance of either a CD-29 or an OF-144.

H-122 and H-123 Unassigned

H-124 PROCEDURE IN
CONNECTION WITH
DIRECTED DEPARTURE

(TL:GS:H-103; 3-24-89)

To authorize purchase of transportation permitting
the detail of an employee or to transfer an employee
and dependents in accordance with 3 FAM §141.4,
chiefs of mission may allow issuance of United States
Government transportation requests (GTR's) (Form
SF-1169). The travel order establishing the official ob
ligation of funds will be issued by the Department or !lre
Agency, after the travel commences, upon receipt of
the report required by 3 FAM §141.4. Travel will be
chargeable to the current applicable appropriation.
Other fiscal data will be supplied by Washington.
Movement of household effects and shipment of auto
mobiles shall not be authorized until receipt of instruc
tions from the Department or the Agency (see 6 FAM
§126.7).

"\

)
/

/
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H-125 EVACUATION TRAVEL
AUTHORIZATION

(TL:GS:H-103; 3-24-89)
(State Only)

When a principal officer determines that an emer
gency situation exists at a post requiring the evacuation
of employees, their families, privately-owned vehicles
(POV's), and transportation or storage of their effects_
the authorizing officer at post shall issue individual or
blanket travel authorizations. Each authorization shall
cite the names of the persons· traveling. In addition to
the usual post distribution of copies, infonnation copies
of all evacuation travel authorizations shall be fur~

nished as stated below.

H-125.1 State Department
Personnel

(TL:GSH-2; 11-30-90)
(State Only)

Evacuation travel authorization copies shall be fur-
nished to the: . .
(1) Office of Personnel;
(2) Transportation Division (OPRIST/TD);
(3) Appropriate regional bureau; an,d
(4) Office of Financial Services (FMP/FM/FS).

H-125.2 USIA Personnel
(TL:GS:H-103; 3-24-89)
(USIA Only)

Evacuation travel authorization copies shall be fur~

nished to the:
(1) Office of Personnel (M/PFO);
(2) Travel and Transportation Branch (M/AST);
(3) Finance and Data Management Division (MI
CFV); and
(4) Coordinator for Emergency Planning an~ Proper
ty Management (M/AOP) .

H-125.3 AID Personnel'
(TL:GS:H-103; 3-24-89)
(AID Only)

Copies of Form AID 5-8, Request and Authoriza
tion of Official Travel, shall be furnished to AID/W to
the:
(1) Office of Personnel,;
(2) Travel and Transportation Management Divisio~

(SERIMO/ITM); and
(3) Office of Financial Management (EED).

H-125.4 Commerce Personnel
(TL:GSH-2; 11-30-90)
(Commerce Only)

Evacuation travel authorization copies shall be fur
nished to the:
(1) Office of Foreign Service Personnel;
(2) State's Transportation Division (OPRIST/TD);
and
(3) Office of Planning and Management (USFCS/
OFSP).

H-125.5 U.S. Despatch Agents
(TL:GS:H-103; 3-24-89)

The Department's or Agency's transportation office
will insure that the appropriate U.S. Despatch Agent
receives a copy of the evacuation order or request and
authorization for use in clearing the employee's ship
mentes) through U.S. Customs.

H-126 REQUESTING SPECIAL
AUTHORITY FOR ADVANCE
TRAVEL OF DEPENDENTS
OR SHIPMENT OF EFFECTS

H-126.1 Advance Travel of
Dependents or Advance
Shipment of Effects

(TL:GS:H-103; 3-24-89)

a. Requests for authorizing the advance travel of de
pendents or the advance shipment of effects will be
submitted by memorandum from posts abroad, using
the subject tag: APER. This memorandum should in
clude the reason for requesting advanced return of de
pendents, their names, ages, and relationships to the
employee, the length of time they have been members
of the employee's household at post, an estimate of the
travel costs, and the proposed time of departure.

b. The request for travel will be supported by a rec
ommendation of the officer in charge and by other sup
porting documents, such as medical certificates, when
required. The officer in charge should comply with
travel regulations by forwarding a repayment agree
ment when requesting authority for advance shipment
of effects.
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c. For AID, see 6 FAM §§126.1 and 126.2.

H-126.2 Advance Travel of
Dependen'ts In
Emergency

(TL:GS:H-103; 3-24-89)

In an. emergency' when travel must begin before'au
thorization can be obtained from Washington, em
ployees may arrange for the travel of 'their dependents
atpersonal expense and later submit a voucherrequest
ing reimbursement. The voucher will be submitted un
der cover of a memorandum, subject to the length of
time the dependents have been members of the em
ployee's household at the post, and must be accompa
nied by supporting documents, such as medical certifi
cates. As an alternative the employee may wait and ob
tain reimbursement upon commencing personal travel
(see 6 FAM §126.2).

H-127 SF-1169,U.S.,
GOVERNMENT
TRANSPORTATION'
REQUEST (GTR)

H-127.1 lJs~,' "
(TL:GS:H-I03; 3-24-89)

a. \\,'henever it is accepted by ~. carrier"the GTRis
used to obtain passenger transportat~onf()f pfficial trav"
el. Taking the form of pre-punched card stock, the
GTR is provided numbers which mat~h ,correspof-lding
serial numbers at the time of manufacture. It is art ac
countable form.

b. Individual snapout assemblies consist ot'qne origi
nal (SF-1169-132); one memorandum ,card copy
(SF-1169-232) ; one' dupH~ate', pap~r 'copy
(SF-1169-332); and' ()ne triplicaiepaper copy
(SF-1'169-432). GTR's must"be s'ignedby the autho
rized traveler who ac'ts as the" iSSUing officer :(6 ,FAM
§§127.1a and 127.1b).

H-127.2 Source,,:
(TL:GS:H~103;'3-24~89)

a. Upon presentation of a'uth,orization, trayelers may
obtain GTR's before depart:ure or en r~utefrom their
executive or administrative officers in th'e Department,
AID, USIA,the'State Department Transportation Divi
sion, or from overseas posts (6~AM §128.3).

b. Fiscal-servicing posts requisition supplies of
GTR's from the General Services Administration
(GSA), or USIA, Washington, as appropriate, in ac
cordance with current requisitioning procedures of the
Depanment, AID, or USIA. Serviced posts obtain sup
plies of GTR's from their servicing post.

H-127.3 Accountability and
Disposition of GTR's

H-127.3-1 Responsibilities of
Accountable Officer

(TL:GS:H-103; 3-24-89)

a. The accountable officer designated in accordance
with 6 FAM §116.4 will verify that the serial numbers
of GTR's received from GSA on Department of State
or' AID requisitions correspond to the serial numbers
shown on GSA Form R3-711, Verification of Delivery,
which is enclosed with each shipment. The accountable
officer will sign' the GSA R3-711 (accepting responsi
bility) and return it to GSA immediately, as a receipt
for the serially-numbered· forms listed on· it.

b.'Theaccountable officer will verify requests re
ceived from USIA \Vashington. in response to requests
made to ,that Agency, and sign Form LA-10, Receipt
for Government Transportation Requests, returning
the IA-10 to USIA as the officer's accept.ance of ac

countability for the serially-nunlbered forms listed on
it.

c. The accountable officer shall make provision for
safeguarding and controlling the issuance of GTR's
through the maintenance of an appropriate control reg
ister.

d. When GTR's are issued to a traveler, the account
able officer will stamp or indicate the name of the post
of issu'e on the memorandum copy used for relief of
accountability.

e. The accountable officer will transfer accountabil
ity of GTR's.by obtaining an appropriate receipt from
t~e traveler, or person acting as agent for the traveler,
oranother accountable officer who accepts the forms.
The person. accepting such accountability should be in
formed of the provisions of 6 FAM §115 and 6 FAM
'§116.4, paragraphb.

f. The person (whether the traveler or a represent
ing agent) who accepted accountability for the GTR's is
responsible for furnishing the accountable officer with a
memorandum copy of forms provided to carriers, or
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other documentation acceptable to the accoun~ableof
ficer. When the accountable officer receives this docu
mentation, the, officer makes, a record on the acco,unt
ability register. The accountable officer at post may re
lieve a person of accountability on behalf of anot.her
accountable officer provided the latter is notified.

g. The accountable officer who accepts unused,can
celed, and spoiled GTR's furnished to a traveler by the
Department, AID, or USIA, will destroy them record
ing the action on the control register.

h. The traveler must provide a report forthe post
accountable officer concerning lost or stolen GTR's
furnished by 'the Department, AID,' or USIA, stating
efforts taken to recover the item(s). The report is for
warded to the principal' ~r administrative officer, who
will determine 'that accountability requir~ments have
been met. The General Accounting Office will deter
mine whether relief can be granted to the accountable
officer or to the traveler of responsibility for lost or sto
len GTR's.

i., In the case of a lost or stolen GTR if the nat:neof
the carrier and services desired were filleg out, ,the
named carrier and other initial carriers shall be imme
diately advised not to honor the GTR's. Notification
should be made to the General Services Administra
tion, which will determine whether payment tO',the car
rier may be made. If the information received from the
traveler indicates that the" Bill To"section of the GTR
was filled in, a copy of the report will befurnished-the
"Bill To" office to alert it to the possible unauthorized
use of such GTR's. If found or recovered, under no
circumstances should GTR's which have been previo\;Js
ly reported as lost or stolen be used to obtain transpor
tation or accommodations. The report and statement of
relief of accountability shall be held for the next regular
examination by the auditors or Foreign Service inspec
tors in order that they may confirm that accountability
requirements have been fully met.

j. The' accountable officer will be held accountable
for any amounts which the U.S. Government maybe
required to pay by reason of fault or negligence of the
accountable officer.

k. GTR's issued to agencies other than the Depart
ment 'of State, AID, and USIA, will be accounted
for in accordance with the regulations of the applicable
Agency.

H-127.3-2 Disposition of~poiled or
'Ganc'eled ,Transportation
R,~9uests:

(TL:GS:H-103; 3-24-89)

General records regulations prescribed by the Gen
eral Services Administration provide that GTR's and

,,:empty covers forthemwhich are spoiled in handling, or
,',which.are canceled, or voided for any reason, are not
':,record·'materials. They shall be destroyed as soon as
,accountability requirements are met. The accountabil
ityrecords themselves shall be destroyed 4 years after
all entries for the' records are cleared.

'-j ..

,ti-127.3~3 "Pisposition of Memorandum
,Card ,Copy.

. (TL:GS:H-J03; 3-24-89)

a. The' issuing officer 'shall' insert 'the value of the
transportation furnished on the memorandum card
copy (SF-1169) and shall forward it, by the fastest
available means, to the ,office which will be billed for
the transportation." ,,',", '.' ,

b. Memorandum .ca~d copie's shall be forwarded to
the State Department. marked "Attention: Financial
Services, FD/V;~'tqArQ, Office of Financial Manage
ment, "A~tentio~n::Em:ployee Ser~ces Division;" to
USIA, for" Attention: Finance and Data Management
Division;" or to Commerce, "Attention: Management
Service Center."

'H-127.3~4·'Disposition of Paper Copies
(TL: GS:l-i-l03; 3-24-89)

... . -,

",One paper: copy (Sf-1169B) should be retained by
the;:issuing'officer for that officer's records. The other
paper. copy ($F:-1169C) ,showing the actual services
'fyrnished, should,b'egiven tothe traveler for use in the
pr~p~ratioJ) and doculllentation of the traveler's reim
bursement . voucher. New stocks are identified as
'SF-1169-23'1, SF-1169-331, and SF-1169-431.

~- ~:' I" ,',.' , :.. - - . (i~''',· -', -'.. .

H-127.3-5 Disposition by Traveler
(TL:GS:H-103; 3-24-89)

All copies of unused, ca,nceled,., and spoiled
SF-1169's must be returned tothe accountable officer
for disposition. When'transferred to another location,

"thetrave.1er,"may eitl1~r return.SF"71 169's to the ac
:,CQuntable ,,' qfficer at the previ<;>us. or, the new location.
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The latter officer may return them or may accept ac
countability, notifying the original accountable officer
who would be relieved of accountability.

H-127.4 Payable In U.S. Dollars at
Washington

(TL:GS:H-103,' 3-24-89)

a. When a GTR is issued payable by the Depart
ment, AID, or USIA in U.S. dollars, it shall contain
the following billing instructions in the "Bill Charges
To" block: Department of State, Financial Services,
FD/V, Rosslyn Station, P.O. Box 9487, Arlington, Va.
22209; or AID, SERlFM/ESD, Washington, D.C.
20523; or United States Information Agency, Finance
and Data Management Division, Washington, D.C.
20547; or U.S. Department of Commerce, Manage
ment Service Center Caller Service #6025, German
town, MD 20874, as appropriate.

b. GTR's payable by other Government agencies
must contain the address of the paying office of the
Agency concerned. State, AID, and USIA certifying
officers cannot certify payments in the United States
for other agencies.

H-127.5 Payable Overseas
(TL:GS:H-I03; 3-24-89)

When a GTR is issued payable at a post abroad, it
shall contain the appropriate billing instructions in the
"Bill Charges To" block. If only the preprinted
SF-1169 is available, the printed billing instructions
shall be deleted from the GTR and the name and loca
tion of the post to be billed shall be inserted. The mem
orandum card copy shall be forwarded by the fastest
available means to the post where the carrier's bill will
be paid. GTR's on which transportation charges are
payable in local currency shall be billed to the post
overseas. If the travel is chargeable against a Washing
ton allotment or AID Washington budget allowance, an
extra memorandum copy of the GTR shall be prepared
and forwarded to the Department marked" Attention:
Financial Services, FD/V;" to AID for "Attention:
Washington Accounting Operations Division;" or to
USIA for" Attention: Finance and Data Management
Division." Extra memorandum copies of GTR's shall
be forwarded by the fastest available means to the
Agency bearing the cost of the travel.

H-127.6 Unassigned

H-127.7 GTR's Furnished to
Traveler

(TL:GS:H-103; 3-24-89)

Before travelers commence journeys, a sufficient
number of GTR's should be furnished to allow comple
tion of authorized itineraries. If the traveler pays cash
for transportation, the traveler's claim for reimburse
ment of the Federal transportation tax will not be al
lowed unless the necessity for such cash payment is
clearly shown on the travel voucher.

H-127.8 Preparation of SF-1169
(TL:GS:H-103: 3-24-89)

a. An SF-1169, U.S. Government Transportation
Request, is prepared in accordance with the applicable
exhibit and guide illustrated in 6 FAH Exhibit
H-127.8. For emergency visitation travel, the em
ployee contribution prescribed by 3 FAM 699 will be
documented on the back of the GTR as follows:

(1) Total cost of transportation: S_;
(2) Less amount paid by traveler: $_ ; and
(3) Balance to be billed: _S.

b. The reverse of the original and memorandum
copy of the GTR will also contain a receipt from the
carrier acknowledging payment by the employee.

H-127.9 Transportation Obtained
by Other than GTR's

(TL:GS:H-103; 3-24-89)

When transportation services or accommodations
are obtained by the U. S. Government by means other
than the use of GTR's (Le., travel management cen
ters, purchase order, letter, or other forms of commu
nication), the procurement document shall contain the
same data which would be required in the issuance of a
GTR. See 6 FAH Exhibit H-127.9 for the use of Form
FS-455, Purchase Order, Receiving Report and
Voucher, in place of a GTR.

H-128 TRAVEL ARRANGEMENTS
(TL:GS:H-103; 3-24-89)

All personnel making travel arrangements shall ob
serve the following requirements:

a. The GTR or other procurement document should
be drawn on the transportation company which is ex
pected to honor it for service;

b. The policies pertaining to issue and use of GTR's
as provided in 6 FAM §120 and in 6 FAH H-128.2
shall be followed;
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c. Arrangements should'•.b.~;;(m$4~,:~t t~,e earliest

practicable date after the tr..vel, rf~ll~hQrized;
d. Departure of the travel'er sh()u14:'be tirried to avoid

missing or excessive waiting -"fQr~~hne~t~ng' flights or
ship sailings; and ' , .

e. Travel messages and,notif~JlrJ.Qt\S requ.ired by
Section H-122 shall be 5ent pr()~Ptly~'

H-128.1 Arrangement., for
Indirect Trav.el.'

(TL:GS:H-103; 3-24-~9)

All arrangements for indjreet·:,t.r,~v~.1 f9T personal
convenience shall be madeQythe:'t~av~~erdirecuy with
the transportation company furnishb1,8;t.lle·servicesl' or,
with travel agencies sUbje~it9t~,;'ptQ\1sionsof 6 F AM
§128. .

H-128.2 Procurement fQr Indirect
Travel

(TL:GS:H-103; 3-24-89)

When official travelers journey for personal conve
nience on other than a usually traveled route, regional
bureaus or appropriate offices•.orthe designated offi
cer at post may, upon reques,t, issl,le a GTR or other
procurement document to the company furnishing the
services if a usually traveled route had been used.
When transportation is obtained with a Purc,hase Order
(FS-455), a Receiving ~eport .an.d¥oM,cher! or a local
ly developed request form, tile 'procur~ment document
shall include all information·which would have been re
quired if a GTR (SF-1169) h~d b~e~\lsed.Useof the
FS-455 in lieu of an SF-l16~.,~.~I1'ownan~~?,plained

in 6 FAH Exhibit H-127.9(pages-l'ap:d 2)~ The GTR

(or other procurement document) then may be pres
entecl to the carrier in exchange for indirect transporta
tion desired. in accordance with, the following proce
dure:

a.The issuing officer shall attach a letter to the GTR
wh.if~.Will" authorize the carrier's agent to furnish the
traveler With transportation or accommodations other
than those specified in the request in accordance with
the tr~veler's wishes (e.g., via an indirect route), sub
je~t to th~ following conditions:

. (1) The cost of transportation payable by the Gov
ernmEmt may not exceed the constructive cost of a usu
ally traveled route (6 FAH H-132.3) authorized on the
GTR. When the traveler desires higher priced indirect
rou~ing~,the cost of such unauthorized services (in
cluQing:sQch Uniteci States taxes as applicable) must be
pa:i,d. in cas!) by ~he traveler and collected by the carrier
a~ the tillle the GTR covering theauthorized services or
accommodations is exchanged for tickets; and

(2) When the GTR is exchanged for tickets, the
traveler must record in the space provided on the re
verse of the original and memorandum copy of the
GTR (or on the original and duplicate of the request
forms issued to procure tickets) the type and class of
transportation or accommodations furnished for each
segment of the journey, and sign the statement; and

b. The traveler shall be responsible for immediately
forwarding the signed memorandum copy of the GTR
or other procurement document, properly annotated,
to the paying office indicated on the face of the request
form. ,The traveler's signed statement on the request
form will restrict the carrierbilling to an amount consis
tent \Vith the transportation services actually furnished.

H-129 Unassigned
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I. e .. 'ltAVI" HO.

•
UNITED ITAT.IO" A"."ICA

. '. 4428 -561310
TEMPORARY DUTV (TDV) OFFICIAL TRAVEL AUTHORIZATION .. ..

Department of State .... , '. . " ' AII.,,,,.,.I Ollll,.tl...
IAOINCYI t~tllember 30, 19XX

Y." lNO horo., o"thorl.ed '0 por'orlll official tra"ol a' Go"o"'lIIon' lI,on.. a. I"dlcotod ho'ol". U"I... otho,.l.o "otod,
ollo.po..IO' o"d 'ho ",••1"'''11I por dlolll 'lnclor tho regulation, oro a"thorlud•
•. HA"I, TlTLIE, AHD ~DDltUS(H._ .u,... ,., "....(ioverl..'..", "'''011''0' I. AUTHO". ZINO O~~IC. 7. A....LICA.LIE ItEOULATIOHI

James C.Ernployee, Amembassy
General Services Officer ~,...... 'n~'",·.: '·T.,,~i

Q£Jf'n" alanAmerican ,Embassy .......1.0'1'1.1 HUM.III
New Delhi, India cs,"og" g45 7 9 . OTHE",.

(S"u"r'
.,' ,

I. ITlNEIIAtn, ~U""OII, "IMA"ICI AND ...ECIAL INIT"UCTIONI AHD AUTHOltlZATIONI
~ ..,

Depart from New Delhi on or about October 10, 19XX, to Bombay and
return, for a peri.ad of approximately ten (lO). days for the purpose
of.consultatiQnwithshipping and customs authorities on expediting
sh1pments of household effects, unaccompanied baggage and privately
owned vehicles. '

"

' .

~r·

I. LIQUIDATION "ICOIID
, O.to Do.c,lp"." P••t.~ ar Ollll,otl... 01111....... U"I1,..'~.f'"

(A) (B) (e) A"th.,I ••" LI....,~o'... a.:;jc... CDI (EI

' ..

"

IO~EL~' tl'~UND~1 u. AUTHO"I:Ll~' _ij e ,·"i' ',~ 'f cs-~ '< • "l
"_oHarold Dt1;>loyee ,~.•_I Joan Officer

. ,-
"_0' Gao Supervisor

Tltl ••General services Off. :"11/.1 B&F. Officer 11l1.,Jldninistrative Officer
u ACCOUNTING CLAnl~'C ATION CODES. Th. corlin, (A through D) IIIlIa' .0 .ha",n on all doc"",on', lu"ed "nd.r ,hi •

• a"thorll, and "'"., appoar on all "ouch.r., In"alco., TR'a, GB/L'a, elc. (Fo' USIA. A 'hr.."gh F m".' lie aho.."')

A. A",..p,l.tI;'''· 8. AlItih"."t
: ":':',,,i: ,. 0.1 O"• .,;;i~.'i."I"~nciti.n E.Ollject , F. S..b-Svllollloc'

G. ""'."",. C.'O,.ljll~t,I." '", USI AISvb.C••,/Actl"", c...,.,) US'AIF"nctl." (USIAIR.....'co) -
I

f ... .- "

1950113, 4428 .561310 432801 2156 I. $250.00
'; ~-, ,. ,

ORIGINAL- TO TRAVELER .. 50144.101 OPTIONAL. "CAM 144 (FORMERLV .1""6)
JANUARV JII75

o

o

o

o



FORMS IA-34 AND IA-34A, UNITED STAT~S I,NFORMATION AGENCY
AUTHORIZATION OF OFFICIAL'TRAvEL

o
AID HANDBOOK 22, App 9Al

TRANS. MEMO NO.

22:343
EFFECTIVE DATE

as indicated
• trAH-1 I!xhlblt H-121 ~3

o 1~""""
Da1ald B. Drp10yee
U.S.I.S.
Ialcb1, United Ki.r¥Jckm

(x)-2345

03/OJ/XX.... i·::~=:;:~~_:~ -...- 1'::0"
4 ...... III orwe 1M e:e.. '" DIIlIIIItiIII CedI

-

o

lcada1, U.K. 234567 IDndcn, U.K~ 234567

.~;- 1'7' r=-~ ---- u •• '~;;;--=.

"~1G~ ," ;;-;,;;0;-.. ---'-' ... "1'·ti --.. ........ "'ttIIda

R>-Ol ,,.. '" . ..:._ ~. _ . _ •..• _._•.•_.,._._., .• e. _..•_.•..:.: .._
IS afectI r. ...-.t". ..... It . 114 u.eu......... .II~.t===--

..1 Ano.erp (EISO). . .
1.,...."'~I........ "'CIIiIdrIII. _.. ._.~.__ .....__.__.._.._- ..__ .77""*.....-.....,........... .

Wife-Mathilda, Sm-KeVin (04/23/XX), Dau-Erin (03/16/XX}
5a1-sean (02/02/XX), DllU-KerJ:y (04/02/XX)

II aoBCW. 1NIftUC'ft0Nl. AVTIIOIUZATKift,Aim'aDruiI .."
ftI .........~ tfteeu .....,. 1M ....,..•• faIait1 lIIi clutJ eatrJ ....... 117.01
.. tile 'I'uttr IdledldII .. tIlII v.Ited u. ..,..,. eapllC.ld or dIlJ .......
..................~u.. .....,..,. 10 ntIn , _11 .. _ paIL

... " tnftI autllol1Md .. ICICWCIaJa willa • rAIIIJU-Ie \II Air, ~~~_~. ~~~~.~~.

o
.~Do\TA: .... 14 ....

......, ~ Ta G& .

A. ..... " c. .....

(x)-2345 '290

G.............
-~------- ...P....."'"

21011

.. .....
*KlOOS00(X) '100601

...-rAHr: hrJ ........ e.e-IlII ftII".,.. ........~ ......... DIII .. -.

COpy FOR TRAVELER - SEE REVERSE 8101o Iusrs :IlK: Ene:l'aetic - I
.........

!Peter PrincinY:" =.-:W~...

1

John M
Best Available



TRANS. MEMO NO.EFFECTIVE DATE

9Al-IO as indicated 22:343 AID HANDBOOK 22, App gAl

Forms IA-34 and IA-34A, United States Information Agency Authorization
of Official Travel-Continued

DIPOaTANT INSTRUCI10NS TO THE TRAVELD

JI'OIJDW TII!SE arnzs TO AVOW Dlt'naILTIES AND INSUU PROJIPT REDIBl"RSEMErft' 01 YOOI TRAVEL aPacsa. THEY AlE
J«1f ASUBSTlTU'l'E FOR THE n.u REGUUnONl U~'DD WRJal YOU AU ftA\'IUNG aur TIlEY WILL IDIlND YOU or SOW! OF
1VEJUPORTAHT 'I1lIHGS YOU IOGHT OTHEaWlSE OYEILOOI.

1.~ ultimate resporm1lility (or the ccmd perfClmllDee 01 oOIdal trawl and fw the PIIJDIIIt oIq dw&es iDcwred Ihroutb
failure Lo obRrvt the jovernlnI replaUoal rat ",nh lhe emDloYeea tra~ reprdJesI 01 who IU1 uve assisted ta mal·
t-. tnvel or ltansportaliCll arfqementJ. Keep • waul r«ora 01:

I. DlLe, haul' and minute of mry~ IDd arrival, e¥8l change !rona 0Dt tJpe of eanveyaaet 10 1DGther. lAd Mrf
mairC 01 1ft iD1emaUCILtJ bolIJdaJ1 where a ebanp II l*' cltDllllnV'lllv'"

b. E\-ery casta paymeal for wblcb )'OU wiJ) claim rtlmbunemeDL Note tIM: date. place. purpose, and 1InlMd. tbe bU.B in Iocil
emency II ,au are abroad.

Co Serial Number 01 each United Slata of America Transportation Request used, 1M llture and value tf 1M I«Yice .. Ie
commodatiaD received, and the JWDe of the transportaUOD company (also name 01 abip lied if tnvdizt& b)' sea).

d. Numbec ol pieet& of bagac' wried, IDd the wel&ht if carried u acess baaalt ell' shipped bJ apl'S

t. Euct date and hoar or entry~ Ian of abRnce IJI4 return to dld7 staba. 111I1 extra traM II performed for pentN1
raaana, the ema time tateia IS char&ealU to &eave ltd tile atra apease mUll be barM bJ )'GQ.

DO ~OT lILY ON YOUR 3IEMORY FOR TlllS IMPORTMT MiD NECESSARY I!'WORIIATl01

2. aufD~ IIllccordance with erAM: llU (aDd allach tbrJD 10 JOUl vouehen) (ar all0wabie em apeDltitwes 11 __
of us. pIUI &Ily~e tu., for: . .

L BaIPP tnDsfer aa4 cbectiDI c:barces.

be S&eamer chain. CUIhioDI. IDd "CI.

e. AJI~ 0( foreip N'I'tSJC1.1brwiU11 tbI nle ol coownicll ud CftIDmiw. dwIcd batIl Cor~ fraDAmeri·
CIII dolJllI aDd rtCClIlYutlD& to Americaa dollars.

ll. All eISh purchases of trdSpOC'tatioa ot of PuDmu lCtt1amoc1itiaal <PuDma stubl lei' Ibe Jailer). You • .at .. Goftn.
Ind Transpor1atioo Requsls wbemer pDbJe roromcw traM (H!VD USB THEM 10R PERSONAL TRAVEL). U
trwportaUan c:har&es 1I mess of $15 paid lot II~... OIl trawl~ .,Til DOl ...

e. Far I&llioaaJ UemI requlrirC ret'eiptl. .. I rAM 140.

1 Wbea tnnsportaUoa~ 11'I uted aad no da1m Is Co be lUCIe far JIll' ... .,~~ JOU IDIIt lUI ""*' I
toUCber bdcalJnl clites IDd~ cI trmJ, IDf&IJI oflrlalpDrtatlm. ULben ollrUlSpOrtaliol requests ... &lid citatiaa
tD JU' ImeI~ liDW 1Id~.

l NJow eadJy )'QCI' tnvtl authorizatioo Ilftll on die maJe side. Do .. slap mr IJV~ • nlG .... auda:Ized ~ do
lOt~ III II emercaq wbidl mUll be lull7 explalDed II 'fU wacber. Uwill Ilit be CGDI1dIrtd ..~ if )'GQ
delaJ .... JOUr bill•• does Dllt llriw 01 ichec1uIe. UUU bappa • Idnil k Ubut.". lanrudDa u.tNctIoaL

So Ed~ wl'tlOOMlble for &nJ 1nIIISpor1a~ demamce.~ custGmI,~ CI' ... CGIlI bDmd bJ IlImJ'er
or biIlhei' Ilent whidl are not aUtboriz.ed bJlaws IDd nauJatioDs~ tllelhlplst 01~ talda al~
espeDIe. (FAM I FSrR 111.U

.. U "IN Cmil, has been au1horit.ed to travll at Govemmeal~ oaJy the c:clIt 01 ired~ Inftl~~ II
lowed. Uyou.stoD OYer oa omeiallMlsinesa \mdet orden lid ju raraiJ, dell" " be rill JIll. • ~ clem will be aJIowed
for )'OUr family lor that~ &Del Iltf ac.s Irllllpl'tlUaI cmta lat:Umd II I nRl tI me of iCber tbu aDonbIt Ie
cammodaUms iIIlhiJ cooOecUoa must be borne u a Pcr-aI obIJpUoa. l!laslt"" specillClD7~ ill ICClDl'duet
wida. FAM·FSI'IL)

7. 11ckeb aad pus~ will DOt be iIIued to traft1en _til medical~ art received IGr 1M empIo,. IDd aD of WI!
'- depeDdents no are tlaveWl& from Ibe U.s. to 0ftISUI pal&&.



6 FAM H-IOO

Forms IA-34 and IA-34A, United States Information Agency Authorization
of Official Travel-Continued

-)
AID HANDBOOK 22, App 9Al

TRANS. MEMO NO.

22:343
EFFECTIVE DATE

as indicated

Placement of Funds Obligation Codes

01 (X) 1006 00 KlOOS 21010 ·290 • (X)-0345

Allotment code-----l

Function code --J

1Fund code (S&F)

1Fiscal year'--------'

Sub-cost or activity center cod

/'-- \
'_ J Resource code

20bligation numbers (home leave) (transfer travel) _

10n Government Transportation Requests (GTR's) payable overseas, show the complete
fund symbol rather than the fund code and fiscal year; for example; 6750100.

2The obligation number is the same as the travel authorization number, unless ·noted
otherwise on the travel authorization.

'~--)



6 FAM H-IOO
PAGE NO. EFFECTIVE DATE TRANS. MEMO NO.

9A1-12 as indicated 22:343 AID HANDBOOK 22, App 9Al

Forms IA-34 and IA-34A, United States Information Agency Authorization
of Official Travel-Continued

United sr.tes information Ag8fJcy

AUTHORIzATION OF OFFICIAL TRAVEL

A.·~llltJon No. Bnd 0_ ex) -1234 06/06/)0(
Amendment No. and Dals _

B. Certificate 01 Approval No. n1 D!Ile 678910 06/06/XX

You .,.. hereby dlolIzed by lilt U'1i1ed Slat.. InIormaticn Agtnt;y to pertonn oIl'd11 If....... GovemmenI upne .. indIcIIed hMln. Thi.lr.... 11 nol ordered at yru
llIQuest nor tor~r c:orMnttnee. 'lCCIPl u prtMIion II made tor __ .. IIIcM8d by law. You ..e 10~ i't ICCOfdance..hi inIlIuclicnl conleined _lin Of ..

1I!lIIlded. U1IeIsOlhefwiae med. II upenan rod lIllt rnuiIrUn perdllmundef"" reglNllorw checbd beIaw.,.~.Vouchers IhcUd be NlniIed~ ..
Pftl"ldII1 i't lh& .,pIcable regulBl--.

C. Name Sullivan S. Enployee D. 0If1Cial Station OJblin, lrelc11'Xl
I. OrglWliZatiOn '1bcmas Jefferson center.. Sl8lus:

00__ FS -02FN __ 0Ihe1 (specify)
O. Regulations: FTR__ 6FAM ___

H. Itinerary - In such order lWlCI III 8UCh tme. u necessary

DJbli.n/I£lndon/Washington~ew York/I.txldonlI)lblin

I. Tr.vello begn on or about o6/15(XX and 10 end on or about 07/30/XX
Travel must be in accordal1Cll with existing regulalions 10 travel on America'1 llag carrier. wtwnt ava.abIe. Ncncorr1lIlree 8UtOITIItiCaly
eIlablishes !he traveler'l acceptance d IinIw'lc:IaI responsibility

J.t. Purpose 01 Trevel: CatltgolY~rem rewtlSe side d Ihll page)
2. Deec:rtpllon (clearly dellCtlb8 lIp8CiI"lC purpc»e oIlravel)

Discussioo with Architects for proposed acXlitioo to TJ center and to purchase subscriptiar
service for satellite retrieval infomatioo system re-broodcast.

3. 1/ calegOfy 5 or 108 is speclfied aboYe. will more lhen one person IIItend? Kl Yes NoD

K ""1'Yized EKp80dtures - PROVIDE JUSTIFICATION ON SEPARATE SHEET
1. ___ POYOdsIK,loS/UnilS Excess Baggage 2. .......x.......Taxicabs 3. -LHlre 01 Automoblle.. ___ Mixed MOOe d Travel 5. __Use 01 PeN: s.__Cost CoITlwalive b. __Mileage ~)__CPM

6 __Actual Subsistence Expense BIIIIis (Specify city and amount)

7. __Hire of Room tor OlIicial Uee (Specify city and inteIlded use 01 room)
8. OIher

L Requesting Ollic;erl()rganizaliorvPhone P. U.S. COlar Accounting DaIs Estimated Cost

Evelyn E. Eltployee ZZ/y 234-55
FUNO-fY·AllOT·SCCIAC-FUNC-RES

... Approval (I certify lhat this lTavel is essenlial and thal the Travel S 0,000.00
purpose cannel be achieved by other means (mail. cable, Excess Baggage 00 00
telephone. leleconference. lIle.» Per Diem 0.000.00
Org Name 'PL:X::... Miscellaneous 000 00

ZZZ/ZZ 'lhunder Blitz T~ S 0,000 00
.'"",""",,,," }.

N. Clearances Foreign CUlTency Data
Org Name Signal~e Q.nency._-._-

Travel
Excess Baggage
Per Diem
Miscelaneous
ToIa! S

Travel Advance S 0,000.00

O. Funds Available Q. Authorizing OIIiesr

CCl:/CC: / - ~

I

J

IA·34A
(~87)

IMPORTANT: Every Voucher and M8S&8ge Concernng TIl.. Travel MUll Refer 10 AulhcrllallOO Nl.mber and Dale al Top.

! TRAVEI.r:n'S COPfiKell1"Aii.h YO~1 ~~l.<h!llr~m:;!

\



6 FAMH-IOO

AID HANDBOOK 22, App9A1
TRANS. MEMO NO.

22':343
EFFECTIVE DATE

as indicated

FORM SF-1169 6 FAH-1 Exhibit H-127.8

U.S. GOVERNMENT TRANSPORTATION REQUEST

Sample of Form SF-1169 as Used by Employees of State and AID

--I
!=::J:
C/)_

~(J)
0-
~(J)
JJ:J>
fZ
m
z:J>-in
~n
~ozcC;>z
~~
~m.. r
-6 m!-n
~~

8-1;3 62163

Wash, D.C.
3,07/05/XX

10:

...................................-

1--1"Lt,[:.JJ...I;.,.i.LI;...I:.I.I3OCU...uJ.l,......n.Ju"u,..w...---1 '1' 1950113 2025 562134
\!:.) 100205 55-23

DOICI'f...............
_"••• Jill

'\
\

)
/

INSTRUCTIONS TO TRlV!L!R

* \~ife - Mary
Michael D6/06/XX)
Anne (L2/04/XX)

BifMCI FUANlSHID. ~ O1MER THAN REQUESTEO

I''''''''



6 FAM H-IOO
PAGE NO.

9Al-14
EFF[CTIVE DATE

as indicated
TRANS. ME MO NO.

22:343 AID HANDBOOK 22, App 9Al

6 FAH-1 exhibit H-127.8

Guide to Preparation of Form SF-1169 by Employees of State and AID

(1) BILL CHARGES TO Most forms will be pre-printed in this block. If old stock is being used and the block
is blank, enter exact name and complete postal address of the Government office to which the carrier is to present
the bill for payment.

(2) FISCAL DATA Enter appropriate fiscal accounting information. When payment is to be made in other
than V.S. dollars, show type of currency in "Special Accommodations and Requirements" box; for example, "To
be paid in Indian rupees."

(3) PLACE AND DATE OF ISSUE Enter installation, point, city, state, or country, and GTR date of issue
rather than the date of the ticket or transportation service requested.

(4) ISSUING GOVERNMENT OFFICER OR TRAVELER Signature and office, division or branch, and De-
partment or Agency are to be entered in this block.

(5) TRAYELER (Type or print) Enter name of traveler and title or military rank where such designation is
necessary to obtain special fares.

(6) OTHERS (No.) Enter number of persons in addition to the traveler for whom transportation and/or accom
modations are being requested. Include infants in the number regardless of whether seating or other accommoda
tions are authorized. When GTR is to cover one person, only, enter the word "No."

(7) DEPENDENT TRAYEL-CHILDREN (Dates of birth) Check "Spouse" block and list name of spouse if
spouse is to accompany the traveler. Also, list names and dates of birth of any dependent children who will
accompany the traveler; for example, "Michael (06/06/XX), Anne (12/04/XX)," etc.

(8) SPECIAL ACCOMMODATIONS AND REOUIREMENTS Enter number and type of accommodations to
be furnished and list points between which each type of accommodation is to be utilized. Abbreviate if necessary.
For rail travel, indicate whether parlor car seat, roomette, etc.
Steamship travel is NOT authorized, unless a medical justification determines that travel by air is detrimental to the
health of the employee or employee's dependents. If medical conditions permit use of steamship travel, when
known: show name of vessel, sailing date, and number of assigned stateroom (bed or berth where less than room
capacity is involved). If the available accommodation for the class authorized is unknown at time of issuance of the
GTR, enter the words "lowest available accommodation." Then, before surrendering the GTR to the carrier, the
traveler shall enter in the "Continuation of Services Required" box on the reverse side of the GTR, over the
traveler's signature, the following:

"I certify that berth , stateroom No. , on SS
__________________, date of sailing , was furnished at

thellowest available accommodation at time reservation was made."

The foregoing provision is not to be construed as authorizing travelers to obligate the V.S. Government to pay for
services in excess of those allowed by law or pertinent administrative regulations. Where use of a stateroom on a
lake, river, or coastwise steamship involves a separate charge, enter the specific value of the authorized room in the
"Special Accommodations and Requirements" box.
Also enter in this box any special fares and/or charges, such as Group Fare-Commercial Air Movement (GF
CAM)"Charter, Contract, Section 22 Quotation, etc., followed by any pertinent movement, charter, or contract
number. On a GTR issued for the V. S. domestic portion of any international journey, enter "Conj/intl travel."

\
/

\



AID HANDBOOK 22, App 9Al
TRANS. MEMO NO.

22:343

6 FAM H-IOO
EFFECTIVE DATE

as indicated

)
/

8 FAH-1 exhibit H-127.8

Guide to Preparation of Form SF-1169 by Employees of State and
AID-Continued

(9) CARRIER OR AGENT TENpEREp TO Enter name of the carrier that is to honor the GTR. When the
GTR must be presented to the carrier or agent other than the one shown in this box, either the issuing officer or the
traveler shall endorse the GTR to that carrier or agent by entering in the "Service Furnished If Other Than Re
quested" box on the reverse side, over the traveler's signature, the words "Endorsed to (carrier/agent) for ticket
issuance."

(10) CITIES Enter in the "From" box the name of the city and state or point from which transportation and/or
accommodations are to be furnished~ In the "To" boxes, enter the cities and states or points to which such services
are to be furnished. Use city/airport codes for air travel when such are known; otherwise, use the city with the
Postal Service style of two-letter state and province abbreviation...
(11) STOPOVER AUTH Enter "Yes" before the cities at which stopovers are authorized and "No" for all
others.

(12) CARRIER AND CLASS OF SERVICE Enter in the applicable box the initials or code name of the carrier
and class of service authorized between each listed point. For air travel, show first or economy class. Business
class is not authorized. For rail travel show whether first, second, coach, etc., and for steamship travel show
whether first, second, cabin, tourist, etc.

(13) EXCESS BAGGAGE AUTHORIZED Enter the exact weight and/or number of pieces of excess baggage
authorized to be transported for each leg of the trip. When the exact weight or number of pieces is unknown, show
the maximum excess authorized. If excess baggage is not authorized, enter the word "None" in the "Weight" and
"Pieces" columns opposite the respective city or point entered in the "To" box. On a GTR issued to procure
excess baggage only, complete the GTR as outlined above, but enter the words "Excess baggage only" in the
"Special Accommodations and Requirements" box.



EFF[CTIVE DATE

as indicated
TRANS. MEMO NO.

22:343 AID HANDBOOK 22, App 9~

6 FAH-1 exhibit H-127.8

Sample of Form SF-1169 As Used by Employees of USIA

a&.OWl8D1OP .......__........., .....,.......---- CD'. . B-l.~ 62~19United States Infonnatim :--:J--J --4
M/CFV 301 Fourth Street Sf Ol-'(X)-1006-00-KlOO5-2101o-21011-22 ~n, _??l;nA ~ ::J:
W,..~h:T. ton. D.C. 20547 ~ -

290.T.A. (X)-0345 06/06/XX: <D 'UClIIGDllWClF_ UJl:)

I8SUIIG __""'OPAC:IR"""""" USIA Ialdal 0 -
06/06/XX ~ UJ

JJ »z
rnnAlrt ~. '1i\'rnlnl~ 'Rl)N\ ~ Z

TMVELERIJ»Hr,*, == m

1;IlIMC8rrTMYIL
'Xl~,

......"'CCCHIXM11ClNIMI)...1IIIIIB • Z
~"...-... -i

n-..,;a'~ 1:l. "C"-1__ 1J
JJ 0

c.w&CftM8lr1lNDllWJ1O•
.~

~* I z 0-i
I:Slta Air Lines 8TCP . CIYB .......,. Z c:

(MIt CWlMRMGaMlClFIIJMlI l:)

I'" AUnt. "'T~ . "."..~..., ...., ... 0
'TI

nn 10: 1'1'r~ nr.1Q v AA 'TI ;p- (; m10 . Tf'M"rtJ nT.l? V !!' r-
'D, ! m
10: 'TI

0
lOt

~ :xJ.
1UUL. 1QMeu......,........... s:

DO............. u..,• u. .....,~'-IW+ii
..N..... ...................-. _ ........CRI ....

/

;'

INITtIUCTIONI TO TRAY!LI"

TIlI.~ ...1NI.~"IllOIIdIIa..........~.

,==.:.=::'::..co:~'1:":==:fl-:t-~
"11*" wtltfI ror-dtd.

:,.=:~-=-r:=.r-~.:==~~=-~e:..~~

* liife- Mathilda
Son - Kevin (04/23/XX)
Dau - Erin (03Llp/XX)
Son - sean (02/20/XX)
Dau - l<erry (04/02/XX)

6lAVlCl fUAHlSHlD•• OnE" 1tWl REQUESTED

I

Guide to Preparation of Form SF-1169 by Employees of USIA

(1) Explanation of United States Information Agency (USIA) accounting classification.

(2) Travel authorization number and date.

!
/

John M
Best Available



6 FAM H-IOO

AID HANDBOOK 22, App 9Al
TRANS. MEMO NO.

22:343
EFFECTIVE DATE

as indicated

6 FAH-1 exhibit H-127.9

FORMS OF-206, PURCHASE ORDER, RECEIVING REPORT AND
VOUCHER; AND OF-206A, CONTINUATION SHEET

PAID BY

BU. VOU. NO.

DATE

CONTRACT NO.

D. O. VOU. NO.
"=~------- ....

DATE(3) .
~~::"':":::=~'==":,,,::,,:~~~=~~~~=o:===-' 3 07/07 /XXORDER IS HEREaY PV.CEO WITH THE A80\IE-+U>.LEO VENOOR FOR THE AAna.Ea oeeCRlB£1)

BELOW, TO BE FUNSHEO TO-' ACCOUNT

==.:=::r:-llf PURCHASE ORDER. RECEMNQ REPORT PURCHASE ORDER NO.
It. l.Wted at... AND VOUCHER 17\

t;P;;Uii!R"C:;:Hi"<iA:":8~I!~R.:-·':Tl-t!':":"UNTE/)====-=a==T~"T::E'='.~GI()V2A::':=NMENT=='':'':I':S"::-'-:DFl~.--::T~"'~DOO~~~~PAV'~~AAE.=O~"~T--I\.!..J 903

American Embassy. Paris L2J . OF-283

VENDOR:

French National Railroad
Rue Saint Louis
Paris, France

)

James R. Employee

ITEM
NO. ARTICLES 0I't SERVICeS oUANTm UNT PAI~

COST PER

1 Roundtrip first-class rail transportation tor
James R. Employee, FSO, from Paris to f5\
Marseille. \:.J

FRS 225.00

CD
T.O. ~o. 102 dated 07/07/XX

SIGNA~UREOF-ORDERINGO~ICEA-, (';'\ TITLE

ll~f'lAtJ fJ.. LfLJ..luA ~ ~ 0 General Services Officer
I CE,*,PV THAT THE ORDERED ITEM8 UST!O WERE RECEJ\IED AVAILABIUTY OF FUNDS

ON 07/1 olxx (DAT!)!XCO'T AS FOl1.OWS:

TOTAL
AMOUNT 225.00

<D&~~~bth~
mLE Consular Officer

PAYMENT

COUP\.ETED

PARlW. 0

o

AMOUNT BILLED. AS PER ATTACHED BILL(S) ••
DIFFERENCES 1------1

AMOUNT VERIFIED CORRECT FOR ••

APPROVED FOR

I---------~ .._-------__l
EXCHANGE RATE TO • 1.00

PURSUANT TO AUTHORITY VESTED IN ME. I CERTIFY THAT THIS VOUCHER IS
CORRECT AND PROPER FOR PAVMENT •

7!1/~~ hJ~ 3-i .c..c.~& ... B&FOfficer
lfaie (AuI~llVlngouocer) (Tille)

~UNTING CLASSIFICATION

~d 1950113 Allotment 4236
~

Obligation No. 102/523601 Ob~t 2156
, 11_ FOR a ON TREASURER ()lI u.s. PAYEE (SIONATURE AND TITLE)

:u-- II- FOR' ON 1

_~ 1""---

ORIGINAL. D.O. VOUCHER
10208-102

OPTIONAL ,.ORM 201
(REV. 7-&7)

DEPT. OF STATE
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6 FAH-1 exhibit H-127.9

Forms OF-206, Purchase Order, Receiving Report and Voucher; and
OF-206A, Continuation Sheet-Continued

;
/

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - w...:. - - - - - -.-

PAlO BY

DATE

~~~~ --I BU. VOU. NO.
CONTRACT NO.

DATEPURCHASE ORDER NO.

903
m~=--------1D. o. VOU. NO.
~-2n

PURCHASE ORDeR. RECEIVING REPORT
AND VOUCHER

American Embassy. Paris
WNOOA:

French Rational Railroad
Rue Saint Louis
Paris, France

OT/OT/XX
ACCOUNT

rrEM
NO. ARTlClU OR IlERVlCEI QUANTtTY 1».lIT" _It'

COST PEA

1 Roundtrip firat-class rail transportation tor
James R. Employee, FSO, from Paris to
Marseille.

'RS 225.00

T.O. 10. 102 dated OT/OT/XX

/

(1) Artlol.. NOl / Num.ro / uufanda Nummar / Artloulo. NOl.
(2) Arllel.. ou aervlo•• , O.lorlllon. , Wa,. od.r Dlen.tlelltung , Artloulol 0 .ervlolol
(3) Qu.nUte , Qu.nUta , Menge' ClnUdad
(4) Prix par unit. 'Prauo Unitarlo , ~nlelprell I PNclo pro Unldad
(5) Montant total/"Totale' a.umtprall /lmporta

ISIGNA URE OF OAOERINCI 0iJICER ,

0./0-4'../ (!. - ~'-~
v

"I TITLe

feneral Services Officer
TOTAL
AMOUNT 225.00

.~

)

PLEASE TURN-OVER FOR AN IMPORTANT NOTICE TO THE V!NDOR
TOURNEZ S.V.P. POUR UN AVIS IMPORTANT CONCERNANT LE FOURNISSEUR
BITT! WENDEN FUER EINEN W1CHTIGEN HINWEI8 FUER DEN UEFERANTEN
VEDI RETRO PER UNA AWERTENZA IMPORTANTE PER IL FORNITORE
VER AL DORSO POR AVISO IMPORTANTE AL VENDEDOR

THE INVOICES MUST BE SUBMITTED IN QUADRUPLICATE.
LES FACTURES DOIVENT ETRE SOUMISES EN QUATRE EXEMPLAIRES.
RECHNUNGEN SIND IN VIERFACHER AUSFERTIGUNG EINZUREICHEN.
LE FATTURE DEVONO ESSERE PRESENTATE IN ORIGINALE E TRE CaPlE.
LAS FACTURAS HAY QUE PRESENTARLAS POR QUADRUPUCADO.

NO.1 - VENDO"

1Cl2Il»-1Q2

OPTlONAL ,"ORM 206
(REV. 7-117)

DEPT. OF STATE

)
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Forms OF-206, Purchase Order, Receiving Report and Voucher; and
OF-206A, Continuation Sheet-Continued

6 FAH-1 exhibit H-127.9

- - - . - - - - - - - - - - ~ - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

IMPORTANT NOTICE TO SELLER

1. The Invoice must be submitted In quadruplicate.
2. The Purchase Order No. mUlt be quoted on your invoices end In aU communications concerning this order.
3. The following certificate must be duly signed on the Invoice original: -I certify that the above bill Is correct

just and that payment therefor has, not been reeeNed-.
4. Discount terms, .If any. mUlt be lhown on all invoices.

AVIS IMPORTANT AU FOURNISSEUR

1. les factures dolvent etre soumis" en quatre 8Xemplalras.
2. Prlere de mentlonner, dans les factures et toute, communica1lons au suJet de.la presente commaOOe. Ie

numero de commande (Purchase Order No.).
3. Chaque facture devra porter Ie certlfleat luivant, dont I'orlglnal seulement dewa etre signs: -Je certlfle

que Ie presente facture est correcte et juste, et que paiement n'en pea ete recu·.
4. Prlere 9'Indlquer, Ie cas echeant, lei conditions de'escompte danl toutes lei factures presentees.

WICHTIGER HINWEIS FUR DEN LIEFERANTEN

1. Rechnungen sind In v1Brfacher Ausfertlgung elnzurelchen.
2. Die Purchase Order No. 1st auf Ihren Rechnungen, sowle In allen ubrlgen Zuschriften. anzugeben.
3. Oas Ortglnallhrer Rechnung ist mit folgendem rechtsgultig unterschriebenen Passu. zu veraehen: -'ch

bestet/ge, daB oblge Rechnung rlchtig und korrekt 1st und deB Zehlung hlerfur nleht emalten wurde-,
<t. Zehlungsbedlngungen (Skontl) sind In allen Rechnungen anzugeben.

AWERTENZA IMPORTANT! PER IL FORNITORE

1. le fatture devono &SIers presentate In orIglnale e tre cople.
2. Le vostre fetture e tutte Ie comunicazlonl dovranno recare /I numero del presente erglnat/vo (Purchase

Order No.). ,
3. l'orignlele deve contenere Ie seguente dlehlarazlone. debitamente flrmata: -Dlchiaro eM la presente

fattura e esatta ed equa e che non e stata ancora pageta·.
4. le eventual! condlzlonl dlaconto dovranno 8ssere riportateau tUlle Ie fatture.

AVISO IMPORTANTE AL VENDEOOR

1. Las factures hay que presentarlas por quadruplleedo.
2. Las factures y todes Ins cgmpnlCJIcloofts referentes a e5te pedldo deben menclonar el numero de orden

al reverso (Purchase Order No.) de eate pedldo. .
3. las facturas deben lievar .1 slgulente C8rtlfleado firmado en el original so/amente.
4. Se ruege Indlcar en todes las facturas presentadaa los descuentos concedidos,



6 FAM'H-IOO
PAGE NO.

9Al-20
EFFECTIVE DATE

as indicated
TRANS. MEMO NO.

22:343 AID HANDBOOK 22, App 9Al

6 FAH-1 exhibit H-127.9

Forms OF-206, Purchase Order, Receiving Report and Voucher; and
OF-206A, Continuation ~heet-Continued

- - - - -' - - - -- -- --- - - - ------ -.- - - - - - - - - - --- _. - -- - - -- - - - --- - ---- - -
Form 8flPI'owed by the

PURCHASE ORDER. RECEIVING REPORT
PURCHASE ORDER NO. PAae NO.

~rol"GenW"crf
the 1MI11d 81a.

AND VOUCHER DATI:
(CONTNJATION stEET) ,

PURCHASE..: n«! LNT'!D ITAT1!S GOY!ANMOIT. DR. - THII DOCUMENT ~PAAl:D AT

V~NDOR:

IT'EM ARTU.ES'OA lIEAVlCE8 QUANTITY UNIT PRICe AMOL.Nr
NO. COST PeR

, ,

\.
)

/

ORIGINAL· D.O. VOUCHER

&0200-202

OPTIONAL flORM 208A
(REV. 7-57)

DEPT. OF STATE



AID HANDBOOK 22, App 9Al
TRANS. MEMO NO.

22:343

6 FAM H-IOO
EFFECTIVE DATE

as indicated

8 FAH-1 exhibit H-127.9

)

\
)

Forms OF-206, Purchase Order, Receiving Report and Voucher; and
OF-206A, Continuation Sh'eet-Continued

Preparation 'Guide

; J

Numbers below correspond to circled numbers on forms:

(1) Enter locally controlled purchase-order numbered series.

(2) Enter title of preparing office.

(3) Enter address and date.

(4) Enter name and address of carrier or agent.

(5) Enter:
Statement as to mode of travel;
Type of accommodations;
Name of traveler(s);
Points of origin and destination (and return, if appropriate); as well as
Number and date of travel authorization.

(6) If in local currency, indicate the type and show the amounts in the column in the body as well as the
total.

(7) The individual authorized to issue the purchase shall show own name and title, and shall affix own
signature.

(8) The traveler shall show the date the traveler received the tickets and shall affix own signature and show
own title.

(9) The preparing officer shall show the full accounting classification as shown on the travel order.

(10) If the appropriate object code or the U.S. dollar equivalent is not known at the time the transportation
is secured, this may be omitted (to be supplied at time of payment).
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H-160
TRANSPORTATION OF EFFECTS

H-161.1

'\

)

)

H-161 GENERAL PROVISIONS

Shipments

H-161.1-1 Action by Employees
(TL:GS:H-103; 3-24-89)
(State Only)

a. Employees should know their shipment limita
tions and the net weights involved. As a guide for esti
mating weight in future shipments, they should main
tain personal records of each shipment's weight. When
ever possible, a written estimate of the net weight of
effects should be obtained from the packing company.

b. Employees or their agents should furnish shipping
and storage maximum weights and written instructions
concerning articles to the packer or carrier. Packers
should not fail to contact the employee for disposition
instructions in the event effects exceed the weights spe
cified. Employees should obtain written acknowledg
ment of their instructions. Failure to put instructions in
writing will seriously jeopardize an employee's case if
an excess shipment occurs and documentary evidence
of instructions must be presented.

H-161.1-2 . Estimating Weights
(TL:GS:H-103; 3-24-89)
(State Only)

a. 6 FAH Exhibit H-161.1-2 is a guide to assist em
ployees in estimating the net weight of their effects prior
to packing. This exhibit lists the household effects
which generally comprise the majority of articles used
to furnish a residence. An estimated net weight for frag
ile articles, which normally require preliminary packing
before removal from the residence, includes the pack
ing and crating materials (6 FAM §162.1).

b. Furniture is variable in size and weight. Em
ployees should exercise care in utilizing the list in 6
FAH Exhibit H-161.1-2 to estimate the net weight of
their effects. The figures furnished represent average
weights and serve as a guide. Regardless of the esti
mated net weight arrived at by the use of this list, the
actual net weight of the effects shipped or stored will be
charged against an employee's authorized weight allow
ance.

c. The average cubic feet per piece is furnished as an
indication of the size of the article for which the weight
is shown. As a general rule, 7 pounds per cubic foot

may be used to estimate the net weight of the articles
not listed.

H-161.2 Action by Post

H-161.2-1 Obtaining Information
(TL:GS:H-107; 8-3-89) (State Only)

When preparing 'a surface shipment between posts,
the losing post, before initiating shipment, should get
specific instructions from the gaining post regarding the
following factors:

(1) Limitations of size and weight of shipping con
tainers;

(2) Port of discharge (if destination post is not a
port of call);

(3) Marking instruction to be placed on containers;
(4) Suggested routing;
(5) Consignee to be designated on ocean bill-of

lading; and
(6) Import restrictions, if any, on certain commodi

ties; e.g., alcoholic beverages, firearms, automobiles.

H-161.2-2 Arranging for Shipment
(TL:GS:H-107; 8-3-89)
(State Only)

When arranging for the packing of effects, the post
should make every effort to protect the employee and
the government from excess charges by the following
actions:

(1) Obtain economical and efficient packing ser
vices;

(2) Assist the employee in obtaining an accurate es
timate of the net weight of employee's effects;

(3) Ascertain that the effects are properly packed
in suitable containers of the minimum size, weight, and
cubic measurements necessary to ensure their safe ar
rival at destination; and

(4) Determine that the shipment is correctly
marked, routed, and forwarded without delay.

H-161.2-3 Notification of Shipment
(TL:GS:H-103; 3-24-89)
(State Only)

a. (See sections H-162.1-5c and H-165.9.)
b. When forwarding the shipment, copies of the tele

graphic Notification of Shipment are preferred over the
OF-199, Notice of Shipment of Effects. Copies should
be included with the packing list and bill-of-Iading for



I
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b; Reasonable service standards for the proper pro
tect'ion of effects should be established to insure high
quality service. Excellent guides for the packing and
protection of various articles used in the household are
detailed in the Defense Supply Agency's publication
"Military Standard Preparation of Household Goods

eme,rgency purposes or where an official determination
has been made that the shipment of consumables to a
post is necessary in accordance with 6 FAM §162.3.

'6. The mere fact of assignment to a hardship post or
to a post where the cost of locally purchased foodstuff is
excessive cannot be considered as a justification for
shipment of consumables at Government expense.

c. Requests for the inclusion of a post in the list of
posts to. w~ich shipment of additional consumables can
be authorized shall be submitted by the chief of mission
by cable, subject: justification' for additional consum
abIes allowance, stating the reasons for the recommen
dation. If the recommendation is approved (see 6
FAM §162.3-2), the post will be added to the ap
proved list. For the current approved list of posts to
which shipment of additional consumables is autho
rized,see 6FAH Exhibit H-161.4. Personnel being
transferred to one of these posts will be authorized the
adciitional allowance for shipment of consumables.

H-162, ARRANGING FOR EXPORT
PACKING AND
TRANSPORTATION
SERVICES

H-162.1 .Shipment Originating
Abroad

(TL:GS:H-I07; 8-3-89)
(State Only)

a '1:'he appropriate administrative personnel of each
overseas establishment are responsible for the packing,
crating, and shipment of personal and household ef
fects and for their transportation to storage or to other
designations ~rom posts abroad. When sufficient Gov
ernment personnel are not available to perform these
services, the services may be obtained by:

(1) The use of small purchase and other simplified
purchase procedures under the authority of Federal
Acquisition Regulation (FAR) Part 13;

(2) Sealed bidding under the authority of FAR Part
14; or

(3) By negotiation under the authority of FAR Part
15.

f.FF[CTIVE DATEPAGE NO.

9Al-24

6 FAH H-IOO

forwarding to the destination post. Receipt of these
documents will provide advance notice so that the em
ployee and the post can" anticipate'\he; ar'rival of the
shipment and' be prepared to handle it 'Without delay.

~ : '- • -.' ',' \ ; '. " '

H-161.2-4 U.S. Customs Documentation
(TL:GS:H-I03; 3-24;;..89)';"
(State Only) ::.>;.

a. When HHE shipments are destined tothe United
States by a thrpugh bill-of~lading ca~riert"a'U.S. Cus
toms Form 3299, Declaration for "Free Enlry of Unac~"
companied Articles, .must be . completed by th~ :em~·t,.
ployee in all cases. The completed form IS given to th~
local agent of the through bill-of-lading' carrier fOf,
transmission to the carr{er's custom's brok~rat the u.s. '
port of entry. Completion of this'f~r~ .is .essential to
avoid delays when the shipment arrives i~ the United'
States (section H-162.1-5b).

b. When shipments destined to the United States are
made by the pack-and-crate method, a Customs Form
3299 is not necessary as the shipments are consigned
directly to the U.S. Despatch Agent fordearance.

H-161.3 Purchase of In$urapp~~ by
Employees

(TL:GS:H-I03; 3-24-89)
(State Only)

a. Although the Government "provides some r~ljef

from personal loss, employees 'are, enc'o\J~,aged,to' car~y
private insurance against damage to, .. or loss of, their
personal property. The supplemental. coverage .pro
vided by the Government is des~ribed in 6FAM'§310.
The liability of packing and storage firms in the United
States generally is limited ,to 60 , cents per .pound ,of,
weight for the article damaged or lost.' '.

b. As neither the department nor the Agency negoti
ates claims with private insurers on beh~lf of em
ployees, the responsibility for h~ndlin.gsuch~,claims

must be assumed by the employees concerned~ '.

H-161.4 Authorization for
Transportatio~of
Additional Consumables·

(TL:GS:H-I03; 3-24-89); ,
(State Only)

a. Authority for the shipment of consumables in' ad~
dition to the weight aHowancespecified in 6 FAM §.162
may be included in the travel 'authorizations, issued to
employees who are assigned to posts wher~.maxi~u.m .
stocks of commissary foodstuff must be maintained for
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for Shipment and Storage and Related Services"
(MIL-STD-212, as amended). This publication has
been sent to all posts and should be available for guid
ance. Except for the substitution of materials not avail
able locally, the packing methods outlined in the publi
cation should be used by the posts in developing their
packing specifications.

H-162.1-1 Establishing Requirements
(TL:GS:H-103; 3-24-89)
(State Only)

a. The arrangements made for packing an~ shipping
household effects would be influenced by the .size of
the post, the type of quarters provided, and the pre~

ence of AID and USIS programs, which 'increase the
number of persons the post assumes responsibility for
servicing.

b. Posts should estimate their packing, crating, and
shipping requirements for a 12-month period based
upon anticipated normal transfer of personnel ~hich

will occur during this period. If the estimated volume of
services is expected to exceed $25,000 each year,con
sideration should be given to the establishment of an
indefinite delivery contract in accordance with FAR
16.503 or 16.504. If the estimated volume ofserVices is
expected to be $25,000 or less each year, it may be
more appropriate to obtain the services (case-by-case)
in accordance with one of the small purchase or other
simplified purchase procedures set forth'in FAR Part
13.

H-162.1-2 Competitive Solicitations for
Packing, Crating, and
Shipping Services

(TL:GS:H-103; 3-24-89)
(State Only)

a. Solicitation for Services
Competitive solicitations shall be used to the maxi

mum extent practicable consistent with the require
ments of FAR 13.106(b) for small purchases, and FAR
Subpart 6.1 for procurements estimated. to exceed
$25,000. Once a post establishes its requirements, it
must develop specifications that promote full and open
competition, and must prepare a solicitation document
that sets forth the responsibilities of the bidders/offer
ors as well as the resultant contractor. FAR Subpaits
13.107, 14.201, and 15.406 provide guidance for the
preparation of solicitations. In addition, Airgram
A-900, September 24, 1984, provides instructions for
the use of FAR clauses in purchase orders, blanket pur-

chase agreements, and contracts.

b. Ownership of Containers
In the pack-and':"'crate method, the shipping con

tainer and. the' packing materia's furnished by the con
tractor become the Government's.' The destination
post takes title and contr·ol o~er the shipping contain
ers, c~rton:s, andpackittg,materials ,after the shipment
is deHver~d and,unpacked. All posts should try to sal
vage i~coming:tontainers' received in good condition.
The vans originating from Washington are well-made
and de~igned,witll removable doors to facilitate their
reuse, allowing posts to obtain an appropriate reduction
in packing charges. by, furnishing vans to their contrac
tors. Shippingcontairters and packing materials used
for shipment of effects' by the through bill-of-Iading
method will remain the property of the carrier or its
agent.

H-162.,1-3 ,!hro.u,gh. ,BIII-of-Lading
SerVices'

(TL:GS:H-103; ,3-24-89)
(State Only) .

a. Nature of Service
'(1) ,A through bill-of-Iadingor residence-to-resid

ence servite is available 'between many posts and the
United States. It provides all necessary labor and mate
rials'required for a complete moving service from resi
dence at origin' to residence at' destination under the
control and responsibility of a single transportation
company. It requires, only one bill-of-Iading or ship
ping document and the processing of a single voucher.

(2) The charges for this type of shipment are based
upon. a' single-factor. rate per '100 pounds net weight,
subject to a minimum charge for 500 pounds at the
applicable rate. The rates stipulated include the follow
ing services:

(a) Preliminary packing at residence;
(b) Stowing, effects into shipping containers;
(c) Transportation of shipment to port of embarka

tion;
(d) Port clearance, loading, and ocean transporta

tion;
(e) Unloading and customs clearance arrangements

at port of debarkation;
(f) Hauling to residence at destination; and
(g) Unpac~ing of effects arid placement in resi

dence.

.' (3) ~The :availability of this service does not mean
that it is the best or most economical method of trans.
p6itinga particular shipment. Rates offered to a post
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must be carefully compared with the overall costs of
like service which would be incurred under the pack
and-crate method of shipment. To assist the post"in
computing its cost, reference should be made to pages 1
and 2 of 6 FAH Exhibit H-162.1-4.

b. Limitations on Service
(1) Availability of Residence
As a matter of policy, the administrative officer at

the post, or designee, shall consult with employees as
signed to the United States to determine if they, will
have a residence available to receive their household
effects shipment upon its arrival. When employees are
not able to accept delivery of their shipment of effects
immediately upon its arrival at destination, the through
bill-of-Iading service shall not be used.

(2) Accessorial Charges .
a. The post should determine before shipping ar

rangements are completed what accessorial charges not
included in the through single-factor rate will be as
sessed by the carrier or its agent. An estimate of these
additional charges should be included in the overall
cost of making shipment by the through bill-of-Iading
method. It has been the practice of many through bill
of-lading carriers to have shipments, delivered to their
local agents at destination before an employee-owner
of the effects is advised of their arrival. When the own
er is notified of its availability and cannot accept imme
diate delivery, this subjects the shipment to one or
more of the following additional accessorial charges
which the carrier's local agent makes: warehouse han
dling in, temporary storage en route/storage in-transit
charges (based on each 30-day period or any fraction
thereof), warehouse handling out, and, frequently," re
delivery charges.

b. Under the pack-and-crate arrangements, when
effects are delivered to an unpacking contractor in the
Washington. D.C.• area, 15 days of free storage are in
cluded in the contract prices without additional charge.
Any additional storage charges are prorated on a daily
basis at a much lower rate than that assessed by the
carrier's local agent when storage-in-transit charges
are made.

(3) Additional Restrictions
Through bill-of-Iading service should be limited to

household effects only. Vehicles should never be
shipped by this method. Shipments weighing less than
500 pounds, or consigned to permanent storage, should
not be made by this method.

c. Arranging for Service
(1) Soliciting Rate Quotations
a. When there is a requirement for through bill...of...

lading service. rate quotations should be obtained from

those American-based carriers that the post believes
can m~et its needs.

b. Rates should not be solicited from carriers on a
worldwide basis. 'Posts should only request rates to
those destinations to which they are reasonably certain
of having shipments. By sending an airmail request di
rectlyto the home office of the through bill-of-Iading
carriers, additional rate quotations may be obtained.
The rates received should be compared with the costs
by the conventional pack-and-crate method. If the
quotation received is advantageous it may be used.

(2) Contracting Not Necessary
It is not advantageous or desirable for a post to enter

into a contract for through bill-of-:-Iading services. No
one carrier is in a position to offer the lowest rates to all
possible destinations throughout the world; therefore.
an exclusive contract should not be awarded to a single
carrier for providing through bill-of-Iadingservices to
post. Posts which entered into this type of contract with
a carrier in the past should refrain from such commit
ments when present' arrangements expire.
" (3) Ensure Quality Performance

In the through bill-of-Iading method of shipment,
the post is purchasing service only. The shipping con
tainers and packing materials used for the shipment of
effects will remain the property of the carrier or its
agent. The post should be certain that the containers
and packing materials are adequate to protect the ef
fects properly en route to destination. The quality of
through bill-of-Iading service depends significantly
upon the ability of the carrier's origin and destination
agents toperformexcellent packing and unpacking ser
vices. The posts should take all precautions to ascertain
that the carrier's agent can properly perform all the ser
vices, required.

d. Posts 'to" Which Through Bill-of-Lading Ser
vice Should Not Be Used

Thro'ugh bill-of-Iading (residence-to-residence)
service 'should not be used as a method of shipping
household goods or personal effects to a number of
posts due to, local difficulties or particular administra
tive shipping procedures. A list of the posts for which
through bill-of-Iading service should not be used is
found in 6 FAH Exhibit H-162.1-3d.

H-162.1-4 Determining Cost of Shipping
Household Effects by
Pack...;and-Crate Method

(TL:GS.·H-107; 8-3-89)
(State Only)

a. Pack-and-Crate Method Defined

\
I

I
/

\
)
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Using the pack-and-crate method of shipping
household goods, the Government arranges for the ex
port packing, local transportation, ocean shipment,
and other services necessary to deliver effects to the
employee's residence at destination.

b. Factors In Evaluation
Comparison of a quoted rate and the actual total

cost for pack-and-crate shipments to a point will deter
mine which is most advantageous to the Government.
A post must know how to compute the cost of various
segments of a movement to determine charges for sepa
rate services using the pack-and-crate method. Con
sideration must be given to the following separate ser
vice charges utilizing this form of shipment:

(a) Packing and preparing effects for shipment;
(b) Inland freight to loading port;
(c) Pier handling charges;
(d) Ocean transportation charges to destination

port;
(e) Charges from discharge post to inland destina

tion; and
(f) Delivery and unpacking at residence.

c. Destination Costs
For proper evaluation of costs, the receiving post

should obtain current destination charges at Washing
ton, D.C., or other posts to which through bill-of-Iad
ing rates are being considered.

d. Computing Costs
The 6 FAH Exhibit H-162.1-4d illustrates the

method a post should employ in computing its pack
and-crate costs. The basic information on packing fac
tors and tare ratios should be developed from the post's
own records, using the exhibit. as a step-by-step in
struction. The origin and transportation costs can be
easily and accurately determined for comparison with
rate quotations of through bill-of-Iadingcarriers.

H-162.1-5 Documentation, Distribution,
and Consignment Instructions
for Through Bill-of-Lading
Shipments

(TL:GSH-2; 11-30-90)
(State Only)

a. U.S. Government Bill-or-Lading
(1) Shipments on a through bill-of-Iading basis

should be made on a Form SF-1103, U.S. Govern
ment Bill of Lading (GBL). The GBL should be issued
in the name of the through carrier assuming complete
responsibility for the shipment, not to its local agent. It
should be prepared in such a manner that the post of
origin can pay the charges in local currency when this is

EFFECTIVE DATE

as indicated

advantageous to the Government. The GBL's should
bear the following statements:

(a) "Through residence-to-residence service at the
rate of $_ (and equivalent in local currency) per 100
pounds net weight;"

(b) Indicate the released valuation at which the
lowest through rate will apply, such as: "Released valu
ation __ cents per pound per article;" and

(c) "Storage in transit at destination may be autho
rized only after appropriate advance notice of the avail
ability of shipment has been provided to the post (sec
tion H-174) ."

(2) A copy of the completed GBL showing the rate
and weight ofthe through bill-of-Iading shipment (Le.,
residence-to-residence method) should be sent by air
mail to the destination post. Another copy should also
be sent to the Department's Transportation Division
(OPR/ST/TD) , AID's Travel and Transportation Man
agement Division (M/SER/MO/TIM), or USIA's
Travel and Transportation Branch (M/AST), as appro
priate.

b. U.S. Customs Form 3299
On all through bill-of-Iading shipments to the

United States, U.S. Customs Form 3299, Declaration
for Free Entry of Unaccompanied Articles, must be
completed by all employees before departure from the
post. The completed form must be given to the carrier's
local agent for transmission to the carrier's customs
broker at the U.S. port of entry. Completion of this
form is essential to avoid delays when the shipment ar
rives in the United States (section H-161.2-4).

c. Notice or Shipment'
(1) (Cross-reference to section H-161.2-3.)
(2) The losing post should prepare for the gaining

post a Telegraphic Notification of Shipment En Route.
(Posts previously submitted the OF-199. It often ar
rived after a shipment, creating problems for ELSO,
the Despatch Agents, and post personnel. The late ar
rival allowed demurrage charges to be added to the
handling cost of shipments.) The Telegraphic Notifica
tion of Shipment En Route has been standardized and
is the preferred documentation governing shipment no
tification. As soon as a shipping date is available, the
telegram should be sent to the gaining post as action
addressee, and information copies should go to the em
ployee's Agency transportation office (as well as ELSO
and/or a Despatch Agent if appropriate).

(3) Prompt preparation and transmission of the
Telegraphic Notification of Shipment En. Route (6
FAH Exhibit H-162.1-Sc) is necessary because the in
formation in the text is needed by posts to apply for free
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entry permits. These permits can take several weeks to
process. The information also allows the owner (s) of a
shipment to track its location, and speculate an arrival
date.

d. Consignment Instructions
Through bill-of-Iading shipments between posts

should be made in accordance with consignment in
structions obtained from the destination post with noti
fication provided to the carrier's destination agent.
Shipments to the United States should not be con
signed in care of the United States Despatch Agent.
Neither should shipments be consigned to the Depart
ment's contractors for delivery and unpacking. Ship
ments made to the Washington, D.C. area or to other
points in the United States, should be con~igned to the
employee/owner's address at the delivery area, in care
of the carrier or carrier's agent.

H-162.1-6 Inspection of Packing at Post
(TL:GS:H-103; 3-24-89)
(State Only)

a. Post personnel should arrange to inspect the
packing performance of all firms used by the post,
whether the through bill-of-lading service or the pack
and-crate method is used. All work should be ex
amined to be certain that it is performed in accordance
with the standards prescribed by the post. Particular at
tention should be paid to the following:

(1) Packing: Check to be sure that good quality
packing materials and protection are used in the pack
ing of the effects;

(2) Inventory: Ensure that a complete and proper
inventory is prepared which specifies the shipped ar
ticles and their condition;

(3) Shipping Container: Determine that the ship
ping container is well made, properly lined with a wa
terproof barrier, and sturdy enough to provide ade
quate protection to the shipment. Do not use a contain
er too large for the effects; and

(4) Loading: Be certain that effects are properly
stowed and distributed within the container.

b. All space between cartons and pieces in the ship
ment should be filled by the insertion of cushioning
material or dunnage to keep the load tight and to pre
vent it from shifting within the container. Heavy items
should be placed on or near the floor of the lift van, not
placed on top of light-weight and/or easily crushed
items.

H-162.2 Shipment Originating In
United States

(TL:GS:H-I03; 3-24-89)
(State Only)

When authorized shipments of effects originate in
the United States, the Department or appropriate .
Agency in Washington will make direct payments for
the costs for preparation by the following procedures,
except that the Washington headquarters reserves the
right to use other methods which it determines are· in
the best interest of the Government.

H-162.2-1 Outside Washington, D.C.
Area (Not Applicable to AID)

(TL:GSH-2; 11-30-90)
(State Only)

For shipments originating in localities more than SO
miles from Washington, D.C., the Department or
USIA will furnish the employee, or employee's desig
nated representative, with a letter requesting offers
from at least three firms which are able to export-pack,
store, and provide related services in the local area.
The employee shall send the completed offers from all
firms to the Department's Transportation Division
(OPRIST/TD) or USIA's Travel and Transportation
Branch (M/AST). These offices will send a TSRlPac~

ing Authorization to the firm selected.

H-162.2-2 In WaShington, D.C. Area
(TL: GS:H-103; 3-24-89)
(State Only)

a. The employee should notify the Department or
respective Agency each time service is required in con
nection with the transportation or storage of personal
or household effects located in the Washington, D.C.,
area. This includes effects or purchases made subse
quent to the initial shipment and within the 6-month
time limitation. Employees should not make arrange
ments with commercial firms for performance of ser
vices in connection with such effects until they have
obtained instructions from their Agency's transporta
tion office: Departments of State and Commerce 
Transportation Division (OPRfST/TD) ; AID - Travel
and Transportation Management Division (M/SERf
MO/TTM); and USIA - Travel and Transportation
Branch (M/AST) .

b. When the Department has contracts or price ar
rangements with designated packers, forwarders, carri
ers, or other firms, payment for authorized services
performed by those firms is an allowable expense. If
other firms are used at the request of employees, they
are responsible for all excess costs involved, and must

/
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make personal arrangements with the firm Of firmsse
lected (6 FAM §168.2). Allowable expenses are lim
ited to actual expenses iilcurred, not exceeding, the
amount which the Government would have paid under
its contract or other price arrangements. When two or
more firms have been approved to performa particular
service, reimbursable expenses are limited to the aver-
age price of the approved firms. .

H-162.2-3 Authorization to Pack and
Ship

(TL:GS:H-103; 3-24-89)
(State Only)

The Department or the Agency will issue an appro
priate order to the firm or firms which will perform the
required services. Letters of authorization will not be
issued to cover preparation for export shipment of new
ly purchased items, which include a markup to cover
export packing. Employees shall personally pay these
charges and submit a reimbursement voucher sup
ported by receipted invoices.

H-163 ARRANGING AND PAYING
FOR UNPACKING AND
HAULING SERVICES'

(TL:GS:H-103,' 3-24-89)
(State Only)

Payment for local costs incurred for receiving, han
dling, and unpacking pack-and-crate shipments will be
effected by the recipient posts. However,since agree
ments covering through bill-of-Iading shiPments speci-:
fythat all arrangements and payments with respect to
customs documentation, packing, unpacking, local
drayage, and other related services will be handled by
the carrier, posts should merely inspect such shipments
closely to determine that the carrier provided the ser
vices agreed upon. Particular care should be exercised
to make certain that posts receiving through bill-of
lading shipments make no payments for services ren
dered in connection with these shipments.

H-163.1 Shipment Terminating
Abroad

(TL:GS:H-103; 3-24-89)
(State Only)

Normally, the post will arrange for the'unpacking
and hauling of effects for delivery to the employee's
residence, and will arrange for the payment of costs by
the fiscal office for the post.

6 FAH H-IOO
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H-163.1-1 Reweighing of Inbound
Household Effects Shipments

(TL:GS:H-103; 3-24-89)
(State Only)

If the post has reason to believe that the stated
weight of an inbound shipment of household effects or
unaccompanied air baggage is too high, the shipment
should be reweighed by a contractor upon its arrival at
the post. In such cases reweighing provides an excellent
opportunity to protect the Department or Agency from
paying overcharges for packing and transportation ser
vices based on net and gross weights which prove to be
incorrect. When the shipment exceeds the employee's
allowance, correct reweighing procedures are especially
beneficial to the employees, since they would personal
ly be required to pay excess charges.

H-163.1-2 Reweighing Procedures
(TL:GS:H-103,' 3-24-89)
(State Only)

a. At the time of receipt, each lift van should be
weighed separately on the most accurate scale available
to establish its gross weight. Following delivery and un-'
packing of the household effects, the lift van and any
blockingand bracing material should be reweighed on
the same scale to obtain the tare weight of the lift van.
The gross weight less the tare weight will establish the
actual net weight of the household effects as defined in
6 FAM §162.1. Cartons and wrapping/padding materi
al should not be included as part of the tare (empty)
weight of the lift van. As stated in 6 FAM §162.1-1,
the weight of these items is part of the net weight of the
household effects shipment. A weight ticket should be
stamped by the weighing machine or completed by the
contractor showing the gross, tare, and net weights.

b. When inbound household effects or unaccompa
nied air baggage shipments are reweighed and the tick
eted vice actual gross or net weight is found to be signif
icantly higher, the shipping post must be notified of all
details (including the reweighing tickets) in order to un
dertake corrective measures with the contractor or car
rier. If the shipment originated in the United States, the
Department or Agency transportation office should be
notified.

c. When an unaccompanied air baggage (UAB)
shipment in excess of the employee's allowance arrives
at post, it should be reweighed by the contractor at the
air carrier's terminal at time of pick-up. The air carri
er's scale will probably be the most accurate and acces
sible for reweighing the baggage shipment. If the weight
of the UAB shipment differs from the weight shown on '
the air waybill, the correct weight should be noted on
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the air waybill by the delivering airline before the re
ceiving post takes possession of the baggage. Notifica
tion of discrepancy can then be sent to the shipping
post and the Department or Agency transportation of
fice for follow Up.

H-163.2 Shipments Terminating In
United States Within
50-Mile Radius of
Washington, D.C.

(TL:GS:H-103,' 3-24-89)
(State Only)

a. Direct payment for cost of local cartage, delivery,
and unpacking on behalf of employees will be made by
the Department or Agency for employees who are as
signed to the Washington area, who plan to reside and
who have shipments terminating within a SO-mile ra
dius of Washington, D.C. This procedure, however, is
not applicable to effects held in the Washington, D.C.,
area in loose storage, nor does it affect incoming motor
van movements.

b. If employees do not wish to avail themselves of
the services of the contractor, they may make alternate
delivery and unpacking arrangements. Employees may
pay for the services, and submit a voucher for reim
bursement supported by receipted invoices. Reim
bursement to the employee for the actual expenses in
curred shall be limited to the cost which would have
been incurred had this shipment been handled by the
contractor at the contract rate. Unless specific instruc
tions to the contrary are received by the U.S. Despatch
Agent from the employee-owner, all shipments to the
Washington commercial zone will be consigned to the
contractor(refer to section H-16S.3-2 for instruction
regarding marking and consigning shipments).

c Authorizing services: The Department or Agency
will issue an order to the contractor allowing for per
formance of in-transit storage, local cartage, and un
packing services. At the time of delivery to residence,
the contractor will unpack and place all effects in the
empl01ee's residence as directed by the owner or his/
her representative. Packing materials and shipping con
tainers, except metal or special type vans which are the
property of another firm, become the property of the
contractor.

H-163.3 Shipments Terminating In
United States, Its
Possessions, or
Commonwealth of Puerto
Rico Beyond 50-Mile
Radius of Washington,
D.C.

(TL:GSH-2,' 11-30-90)
(State Only)

The U.S. Despatch Agency responsible for clearing
HHE shipments terminating in the United States, its
possessions, or the Commonwealth of Puerto Rico, be
yond a SO-mile radius of Washington, D.C. (in con
junction with the employee's Agency's transportation
office), will select an appropriate local moving firm
near the employee's ultimate destination. The firm will
receive the HHE shipment from the motor freight carri
er bringing it from the U.S. port of entry and temporari
ly hold it until the employee calls to arrange for a deliv
ery date and time. The Department or Agency will
make direct payments to the local moving firm for de
livery, unpacking, and removal of all debris for items
which the. firm unpacked. Employees who have any
doubt whether or not the destination of their HHE
shipment lies with a 50-mile radius of Washington,
D.C., should contact the Department's Transportation
Division (OPRIST/TD) or USIA's Travel and Trans
portation Branch (M/AST) .

H-163.3-1 Notification to Department or
Agency

(TL:GS:H-103; 3-24-89)
(State Only)

All posts shall notify the appropriate U.S. Despatch
Agency to which the HHE shipment is consigned and
the employee's Agency transportation office by the
standard Telegraphic Notice of Shipment of Effects En
Route to the United States (6 FAH Exhibit
H-162.1-5c).

H-163.3-2 Notification to Firm
(TL:GS:H-103; 3-24-89)
(State Only)

The employee shall notify the firm directly when the
effects may be expected and where they should be de
livered.

)
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H-163.3-3 Letter of Authorization
(TL:GS:H-103,' 3-24-89)
(State Only)

The Department or Agency will issue a letter of au
thorization to the contractor, giving contractor the nec
essary instructions.

H-163.3-4 Procedures for Storage
Removal and Shipment Within
United States

(TL:GS:H-103; 3-24-89)
(State Only)

The proceeding may be followed for effects being
removed from a place of storage in the United States,
its possessions, or the Commonwealth of Puerto Rico to
an authorized destination in the United States, its pos
sessions, or the Commonwealth of Puerto Rico, beyond
a 50-mile radius of Washington, D.C. When this pro
cedure is not followed, the employee shall make all ar
rangements, pay for the services, and submit a reim
bursement voucher supported by receipted invoices.

H-164 UNASSIGNED

H-r165 PROCESSING SHIPMENTS
OF HOUSEHOLD AND
PERSONAL EFFECTS

H-165.1 Through Shipments
(TL: GS:H-l 03,' 3-24-89)
(State Only)

Whenever money can be saved by doing so, effects
shall be shipped on a through bill-of-Iading rather than
to an intermediate point for transshipment.

H-165.2 Surface Shipments
Between Posts

(TL:GS:H-103; 3-24-89)
(State Only)

Before initiating a shipment between posts, see sec
tion H-161.2.

H-165.3 Shipments of Effects to
United States

H-165.3-1 Surface Shipments of Effects
to United States (Other Than
Resldence-to-Resldence
Movements)

(TL:GS:H-103; 3-24-89)
(State Only)

a. The U.S. Despatch Agent must arrange for clear
ance through U.S. Customs for HHE shipments. Clear
ance will only be made for those shipments which con
form to regulations. After clearance processes are com
pleted, shipments will be forwarded to an approved in
bound contractor for Washington, D.C., San
Francisco, or Los Angeles, or to the local delivery firm
selected by the transportation office of the employee's
Agency. It is the employee's responsibility to contact
his or her Agency's transportation office to determine
the name, address, and phone number of the packing
firm receiving the inbound HHE shipment, and to con
tact the firm for arranging a date and time to deliver
and unpack the HHE shipment.

b. The consignee shown on the ocean bills-of-Iad
ing should·be the appropriate U.S. Despatch Agent as
determined from 6 FAH Exhibit H-16S.3-lb.

c. If the ultimate destination for a shipment of
household affects (HHE) is the metropolitan Washing
ton, D.C., area (50-mile radius of the Capitol), the ap
propriate port and Despatch Agent should be used. Ca
nadian posts will have' the HHE shipments export
packed in wooden lift vans and utilize van line carriers.
These shipments will be sent to the Department's in
bound contractor if designated for permanent storage,
or packed and shipped as a residence-to-residence
van line move to the employee's metro Washington ad
dress (if known and available for occupancy upon ar
rival), or for temporary storage if the address is un
known or is unavailable for occupancy upon arrival.
Posts in Mexico will have HHE shipments export
packed in wooden lift vans and send them by motor
freight via the consulates at Nuevo Laredo or Tijuana
to the Department's inbound contractor for either per
manent or temporary storage.

d. Shipping containers should be stenciled or other-
wise legibly marked:

U.S. Despatch Agent (include appropriate city,
State, and zip code)
For Forwarding to:
John Jones (Agency)
clo Department's Inbound Contractor
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Washington, D.C.
Via: Baltimore (or other Despatch Agent as ap
propriate)

PS or TS (permanent or temporary storage
awaiting delivery/unpacking)

e. When the HHE shipment originates at a Mexican
post, the U.S. border gateway (Le., Laredo or San
Diego) should be placed in the marks following "Via:".

f. If the ultimate destination is a U.S. port of call,
the HHE shipment should be routed to that U.S. port
of call if service exists. If the destination is other than
the metropolitan Washington area, :lnd is not a port of
call, the HHE should be routed for discharge to the
U. S. port closest to the inland destination. The ship
ping containers (wooden lift vans) should, be stenciled
or otherwise legibly marked with the name and address
of the consignee and the port of discharge as follows:

U.S. Despatch Agent (include appropriate city,
state, and zip code)
For Forwarding To:
John Jones (Agency)
123 Main Street
Waco, Texas
Via: Houston
TS (for temporary storage awaiting delivery/un
packing)

g. If the ultimate destination is the San Francisco
Bay area or the Los Angeles metropolitan area, the De
partment maintains packing firms under contract in
each of these two cities to which all HHE shipments
should be consigned. Shipping containers (wooden lift
vans) should be stenciled or otherwise legibly marked
with the name of the employee in care of the unpacking
contractor as follows:

U.S. Despatch Agent (include appropriate city,
state, and zip code)
For Forwarding To:
John Jones (Agency)
c/o Department's Inbound Contractor
San Francisco, California (or Los Angeles)
Via: Oakland (or Long Beach)
PS or TS (permanent or temporary storage
awaiting delivery/unpacking)

H-165.3-2 Air Shipments of Effects to
United States

(TL:GSH-2; 11-30-90)
(State Only)

a. Shipments of Unaccompanied Air Baggage
(UAB) destined for the Washington, D.C., m~~ropoli-

tat:t area on clirect flights to Washington's Dulles Inter
ni;ltional ~iq>ort ONLY, are to be marked, consigned,
and prepaid directly to the Department's Transporta
tion Division (OPR/ST/TD). Air shipments of UAB
destined to areas of the United States other than the
Washington, D.C., metropolitan area should be
marked, .. consigned, and prepaid to the appropriate
l).S.Despatch Agent based on the U.S. gateway desig
nated in 6 FAH Exhibit H-165.3-2. Note: The air
shipment I~ to terminate at the U.S. gateway designated
in 6 FAH Exhibit H-165.3-2. The U.S. Despatch
Agent will arrange for customs clearance and issue a
new GBL to forward the air freight to the ultimate desti
nation. The employee's name (and Agency), destina
tion address~telephonenumber, and appropriate fiscal
datainust 'be typed in the "Nature and Quality of
Goods' section of the air waybill. A complete and leg
ible invel1tory of the UAB or HHE shipment MUST
accOmpany the shipment in a waterproof pouch on the
number one piece or box. The inventory must be in
English, or have an accurate translation attached (see
sectionH:"'165.3-1d, below).

b. Th~United States Gateway (Le., point at which
the shipment enters the U.S.) should be determined in
advance ancl one of the following instructions should be
endorsed on the air waybill:

(1)' Either "On arrivalat Washington, D.C. (Wash
ington Dulles International Airport ONLY), notify the
Transportation Division (OPR/ST/TD), Department of
State, Washington, D.C. 20520, Tel: 202"-647,..4167,
to arrange· for customs clearance;"

(2) Or "On arrival at (place appropriate U.S. gate
way point here from list In 6 FAH Exhibit H-165.3-2),
notifY' the, U.S. Despatch Agent, (place address and
telephone number of appropriate Despatch Agent here
from list found in 6 FAH Exhibit H-165.3"-2), to ar
range customs clearance."

c.EXCEPTION: If there are non-stop (Le., di
rect) flights from employee's area to one of the ap
proved ,U.S. gateways shown in 6 FAH Exhibit
H-16?37""2 other than the one listed for employee's
area and this U.S. gateway is closer to the employee's
ultimate d~stination, the GSO should route the air ship
ment to the alternate U.S. gateway. In all cases the air
shipment~houldterminate at one of the approved U.S.
gateways, shown in 6 FAH Exhibit H-165.3-2. There
the U.S. Despatch Agent will issue a new GBL and for
ward the shipment to the ultimate destination. UAB ar
riving at Dulles International Airport for the Washing
ton, D.C., metropolitan area or at San Francisco Inter
national Airport for that metropolitan area, will be col
lected by one of the Department's inbound delivery
contractors for delivery to the employee's residence.
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d. If the employee has a bona fide delivery address
and telephone number before departing from post,
they should be typed on the air waybill and a cable noti
fication to State OPRlSTrrD and to the appropriate
U.S. Despatch Agency. If the destination is outside the
airline delivery area or the airline cannot telephone the
employee or his/her agent to arrange for a delivery, the
UAB shipment will be turned over to the inbound deliv
ery contractor (in Washington, D.C., or San
Francisco) or a local moving firm at the final destina
tion for delivery to the employee's residence.

e. To ensure the clearance of effects through U.S.
Customs with minimal delay, the "Telegraphic Notice
of Shipment" for air freight en route (see 6 FAH Ex
hibit H-162.1-5c) must be sent when the"losing post
initiates the shipment. Copies of the notice should go to
the appropriate U.S. Despatch Agent or the Depart
ment's Transportation Division (OPRlSTrrD) with an
information copy to the employee's Agency, if other
than State.

f. Posts forwarding shipments by air to aU.S. Des
patch Agent must attach legible copies of the packing
list and an inventory (HHE or UAB) to the appropriate
air waybill as well as the "Telegraphic Notice of Ship
ment En Route" (6 FAH Exhibit H-162.1-5c). The
packing list/inventory, wi~ the air waybill, MUST be
sent to the appropriate U.S. Despatch Agent by the
fastest means possible (Le., APO air mail, international
air mail, or courier service). The packing list must be
legible and in English (or a bona fide English transla
tion must accompany the original) and must provide
the following information:

(1) Name of employee, Agency, and whether HHE
or UAB;

(2) Type of shipping container (e.g., box, crate,
carton, etc.);

(3) Detailed listing of inventory numbers for each
shipping container (NOTE: posts must instruct their
packers to mark the shipping containers with U 1 of 1,"
"1 of 4," "3 of 5," etc.,to identify each container on
the packing list);

(4) Gross cube (in cubic meters and feet) and out
side dimensions (length by width by height in centime
ters and inches) of each shipping container;

(5) Net and gross weight (in kilos and pounds) of
each shipping container;

(6) Ultimate destination with address and tele
phone number (if known); and

(7) Fiscal data.
g. U.S. Customs regulations require that a detailed

packing list and inventory be submitted by the U.S.
Despatch Agent with the U.S. Customs Form 3299.

h. Failure to provide the packing list and inventory
may delay the shipment from being cleared (in some
instances, for 2 to 3 weeks), inconvenience the em
ployee, and result in increased cable traffic, storage
charges, and unpacking and examination charges. If
the shipment transits ELSO, the post should forward
the packing list and inventory to ELSO-Antwerp.
ELSO will forward the documents to the appropriate
U.S. Despatch Agent at the time the shipment is for
warded to the United States.

H-165.3-3 Procedures for Handling

Overweight and Cost-Constructive

HHE/UAB Shipments From Poat

(TL:GS:H-l03: 3-24-89)
(State Only)

a. All shipments are made by authorized weight al
lowances for each employee, whether for HHE or
UAB. If a shipment is known to be in excess of the
allowance, it is not to be forwarded by the originating
post until the employee is notified of the excess weight,
is informed of the difference to be paid for the cost of
shipping, and is told which options may be exercised.

b. There are two options: (1) employee must pay the
post cashier for the cost of shipping the excess weight;
or (2) employee may elect to identify items by invento
ry number and description for removal and/or place
ment into HHE or storage shipment. At employee's ex
pense, shipment can be made to the authorized storage
point, unless the employee is being transferred to
Washington, D.C. where storage would not be autho
rized. The shipment should be forwarded to the autho
rized destination, once the employee has exercised ei
ther option concerning the excess and has made pay
ment to the post cashier.

c. If costs are incurred above the amount left with
the post cashier, they will be for the employee's pay
ment. This would be the case for shipments which are
initiated by other than the originating post. The em
ployee is responsible for all costs resulting from excess
weight and/or any HHE/UAB shipped on a cost-con
structive basis, in accordance with 6 FAM §163 from
locations other than those authorized in the travel au
thorization.

d. Posts are advised to inform and caution transfer
ring employees that HHE/UAB shipments from other
than the originating post may exceed weight allow
ances. When authorized weight allowances are exceed
ed, the employee will be responsible for all resulting
costs if HHE/UAB shipments are made from other
than the post of origin. This applies to excess weight



and/or HHE/UAB shipped, in accordance with 6 FAM
§163 on a cost-constructive basis, from locations other
than those spe:;:ified in the travel authorization.

H-165.3-4 Shipments Handled by

ELSO/Antwerp

(TL'GS:H-J03; 3-24-89)

(Slate Only)

a. Shipments or:ginating at one' of theLT .S. De~patch
Agertts and bound for ELSO-tlt:rviced post~: utilize U.S.
nag steamship companies whkh normally discharge at
the Ports of Rotterdam and Brernerhaven. The U.S.
flag steamship companies then deliver the cargo and
containers by truck to their terminals located in Ant
werp and Bremen at which point ELSa takes receipt of
the shipments. The U.S. Despatch Agent(s) provide
ELSa and the destination post(s) with advance ship
ping information in the form of the "Telegraphic Notifi
cation Of Shipment En Route" telegram (6 FAH Ex
hibit H-162.1-5c), packing lists, and shipping docu
mentation. The average transit time between the U.S.
east coast until ELSO actually receives the shipment at
its facilities ranges between 17 to 20 days.

b. Once shipments are in its possession, ELSO ar
ranges for the onward movement of these shipments to
the consignee. ELSa inspects arriving shipments
against the shipping documents to ensure that the total
number of pieces shippt:d actually arrived. Repairs and/
or repacking of shipments is done by ELSO when nec
essary. If applicable, claims are filed with the parties
responsible for damages. As soon as shipments are
booked, ELSa advist~ lhe destination post by a "Tele
graphic Notification Of Shipment En Route" telegram
(6 FAH Exhibit H-162.1-5c) giving shipping details.
Posts should immediately notify ELSa of shipment(s)
arrival or non-arrival to allow ELSa to begin tracing
action on missing shipmems, to make payment of ship
ping charge~, and to update and close ELSO shipping

files.
c. Destination posts should consider delays for un

avoidable reasons in onward booking of shipments;
Le., delayed arrival of carrier, bad weather, inaccessi':'
ble road transportation, customs problems, etc.; before
requestinglthe status of household and personal effects
shipnlents transiting ELSO. Posts should allow at least
20 days from the actual depanure date of the shipn~ent

from the U.S. before asking ELSO about transship
ment information. RE~nNDER: When requesting in
formation for any shipmem, posts should refer t() either
the U.S. Despatch Agent or ELSa shipment ~umber
when known.

g. Surface shipments (ocean/truckltrain) from POSlS

forwarded via ELSa's agent in Bremen for transship
ment must be consigned:

o

o

o

o

o
AID HANDBOOK 22, App 9Al22:343

[Do NaT consign any surface shipments routed via
Antwerp'to a forwarder. ELSO will provide a delivery
address when the carrier notifies ELSO of the arrival of
the shipment in Antwerp. Shipping documentation
should be forwarded directly to ELSa Amwerp via fast-
~st available means. J .

d. To improve forwarding of shipments of household
and personal effects to/from posts, to reduce transit
times, and to avoid storage charges, the following pro
cedures apply for shipments to/from/via ELSa Ant
werp. UAB shipments should be made from the origin
post to destination post on a through air waybill when
ever possible. When shipments are made to the United
States, the procedures outlined in section H-16S .3- t
should be followed. No UAB 8hipmems, unli;;~~ no vtli·

er rOUling is available to the post, s}HJuld be c()nsl~:.n(;(1

to ELSa fOf transshipment. Normally, only hou~dh)1J

cfl't:cls and personally-owned vehides should bl..
routed VIa ELSO for transshipmt;m.

e. Posts must provide ELSO with a "Telegraphic No··
tice Of Shipment En Route" telegram containing the
information shown in 6 FAH Exhibit H-162.1 -5c for
household effects and personally-owned vehicle ship
ments transiting Antwerp. Posts must also provide
ELSO with the name of the post to which shipments are
to be forwarded. Telegrams to ELSO should be ad
dressed "RUFHSO/U$OFFICE ELSO ANTWERP."
They are not to be addressed to the American Consul
ate General Antwerp. ELSO can only receive "UN
CLASSIFIED" telegrams. Itsoperational staff consists
of Foreign Service nationals who cannot process classi
fied material. Shipping information must reach ELSO
wen in advance of the actual shipment. All boxes/lift
vansmust be clearly marked as directed by the gaining
post. All shipping documents must include the em
ployee's name and final destination, and must indicate
"VIA ANTWERP" or "VIA BREMEN," as appropri
ate. Whenever possible, fiscal data should be included
on the actual shipping documents.

f. Surface shipments (oceanltruckltrain) from posts
forwarded via Antwerp for transshipment must be con

signed:

American Consulate General (ELSO)
Noorderlaan 147, Bus 12A
(Atlantic House)
2030 Antwerp, Belgium
Tel. (32) (3) 542-4775/6

TRANS. MEMO NO.

as indicated
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H-165.4-1 Surface Shlpnlents of Effects
From United States

(TL:GSH-2; 11-30-90)
(State Only)

a. HHE to be shipped by surface from the United
States, by other than residence-to-residence move
ments, will be forwarded to Foreign Service posts by
one of the U.S. Despatch Agencies. Transportation of
fices of the State department, AID, and USIA issue
TSR's or Packing Authorizations. These TSR's allow
packers in the United States (contract and non-con
tract) to pack and pick-up HHE shipments from the
employee's residence or vendors, and load the HHE
into wooden lift vans which meet Department specifica
tions. These lift vans become the property of the U.S.
Government. Transportation offices are responsible to
ensure that export HHE shipments are made available
in a timely manner, and that the appropriate U.S. Des
patch Agent is utilized for moving the shipment to'post.
The various Agency transportation offices monitor and
control the shipment until it is in the hands of the Des
patch Agency. The U.S. Despatch Agency receives and
books the HHE shipment on a vessel.

b. Until the shipment is loaded aboard and sails, the
U.S. Despatch Agent is not to be contacted for status
reports of HHE shipments. Instead, the post or mission
overseas should request status reports from the trans
portation office of the Agency, unless the Department
has been authorized on behalf of an Agency to issue a
TSR or Packing Authorization. If this is the case, the
Transportation Division (OPRISTITD) of the Depart
ment of State should be contacted. When status is re
quired for the shipment of a privately-owned vehicle
(POY), posts and missions overseas should inquire di
rectly of the U.S. Despatch Agency to which the em
ployee submitted the automobile shipping form.

~\

)

/ '\
)

/

)
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American Consulate General (ELSO)
c/o Carl Hartmann
Internationale Spedition
Rembertistrasse 28
2800 Bremen I, Germany

[All shipping documentation should be forwarded
directly to ELSO Antwerp, not to Carl Hartmann in
Bremen.]

h. Shipments forwarded toELSO by air-serviced
posts via any of the airports located· in Paris should be
consigned:

American Consulate General (ELSO) Antwerp
c/o Transaction Marketing Internationals
3,Rue Du Remblais . .
B.P. 10573 95710 Roissy-C.D.G. CEDEX/Paris

[Do NOT consign these shipments to Amembassy
Paris or include Amembassy Paris as either an action or
info addressee on the "Telegraphic Notification of
Shipment En route" telegram.] .

i. A "Telegraphic Notification Of Shipment En.
Route" telegram should b~ prepared for shipments for
ELSO arriving at the Paris airports (6 FAH Exhibit
H.... 162.1-Sc) with RUFHSO/USOFFICE ELSO ANr
WERP as action addressee. Shipping documents should
be forwarded to ELSO via fastest possible means.

j. Shipments destined for permanent storage in Ant-
werp must be consigned as follows:

American Consulate General (ELSO)
Permanent Storage: Property of: (Name)
c/o Arthur Pierre N.V.
700 Noorderlaan
2030 Antwerp, Belgium

H-165.4

6FAH H-IOO
EFFECTIVE DATE

as indicated

Shipments of Effects
From United States

k. NOTE: ELSO is not a designated storage site for
vehicles. No vehicles can be accepted for permanent
storage.

1. . Posts experiencing difficulties with shipments for
warded via ELSO should immediately send an UN
CLASSIFIED telegram to "RUFHSO/USOFFICE
ELSO ANTWERP" providing as many details as possi
ble about the shipment(s). ELSO will do all they can to
resolve specific problems.

H-165.4-2 Air Shlpnlents From United
States

(TL:GSH-2; 11-30-90)
(State Only)

UAB shipments from the United States are con
trolled by the transportation office of the employee's
Agency or State (OPRIST/TD) if State prepared the
documentation for an employee of another Agency. A
"Telegraphic Notification of Shipment En Route" (6
FAH Exhibit H-162.1-Sc) to the employee's post' of
assignment citing the air waybill number, weight and
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cube, number of pieces, and VABairline shipping date
is forwarded (based on information from the packer)
by State or the Agency's transportatio,n office. If the
V AB does not arrive within a time frame determined
normal, the GSO at post caninitiate tracer action.V.S.
Despatch Agents do not handle V AB shipments so sta
tus or tracer action should not be expected of them.
Requests for status or tracer action should be sent to the
transportation office of the employee's Agency'.

H-165.5 Use of Advantageous
Rates

(TL:GS:H-103; 3-24-89)
(State Only)

When lift vans are not used and different freight
rates are applicable to various goods comprising the ef
fects, posts should package and describe the effects to
permit utilization of a lower rate or combination of
rates.

H-165.6 Maximum 'Dim'ensio~s'of'
Lift Vans to:BeUsed for
Shipment or Permanent,
Storage of Household,
Effects

(TL:GS:H-103; 3-24-89)
(State Only)

For shipment or permanent storage ofHHE' wQ(lden
or plywood lift van, maximum dimensions should not
exceed 8 feet in length, 6 feet 10 inches in:height; and
6 feet in width. These measurements ate:necessaiy for
proper and safe 'handling of lift vans at piers and ware
houses. These limitations ensure that lift vans fit into
steamship containers wherever this service is,pr'ovided
by the ocean carrier. .'

H-165.7 .Estimating 'Freight Rates
on Shipments Within
United States

(TL: GS:H-l 03; 3-24-89)
(State Only) . '

In most countries local shipping agents are able to
furnish accurate information on the distance from the
port of arrival to the destination withinthe V.S. as well
as the cost per mile. If this information is not available,
use the following information. Freight rates' for' ship
ment of effects from ports of arrival to, their ultimate
U.S. destination, or from points of ori'gin in the United

States to· ports of departure shall be computed at an
average cost of 3 cents per mile for each 100 pounds of
freight.

H-165.8 Bills-or-Lading
(TL:GS:H-103; 3-24-89)
(State Only)

List the effects of each employee on a separate bill
of-lading. Each of the following items must be entered
on a separate bill-of-Iading or specifically itemized on
the same bill-of-Iading in accordance with 6 FAM
§184.2-lc(2): wines, liquors, and tobacco products.
The term II specifically itemized" used here means
there is a line entry specifying the name of the items,
their weight or volume, and total number. See section
H-166 when case(s) of alcoholic beverages and tobac
co products are being shipped to the United States.

H-165.9 Telegraphic Notification
of Shipment En Route

(TL: GS:H-l 03; 3-24-89)
(State Only)

a.When an employee's effects and/or POV are con
signed to a V.S. Despatch Agent or to a post, the offi
cer arranging the shipment must immediately prepare a
"Telegraphic Notification of Shipment En Route" (6
FAH. Exhibit H-162.1-5c). A copy of the telegraphic
notifieation should be sent to the gaining post with the
following: the original bill-of-Iading, packing list, any
keys needed for customs inspection, consular invoices
when required by foreign authorities, and any other
documents necessary for clearance and forwarding of
the shipment.

b. When effects are consigned to a Despatch Agent
for onward shipment to another post, or they transit
ELSO, a copy o'f the "Telegraphic Notification of Ship
ment En Route" (6 FAH Exhibit H-162.1-5c) should
be sent by the losing post to the receiving post with an
information copy to ELSa or the Despatch Agency and
to the employee's Agency transportation office. (See
section H-161.2-3.)

H·-166 SHIPMENTS NOnr <b"'e} BE
MADE l·~~ROUGr~

DESPATCH AGENY
(TL:GS:H-107; 8-3--89)
(State Only)

Alcoholic beverages, residence-to-residence ship
ments, non-conforming personal vehicles for all gov
ernment employees, shipments of household effects

I
/
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and personal vehicles for members of the Marine secu
rity guard or Defense attaches are not. to be sent
through the U.S. Despatch Agent (see 6 FAM §'147.4
and 6 FAM§168.3-1c concerning alcoholic bever
ages) .

H-167 SHIPMENT OF
AUTOMOBILES

H-167.1 Preparation
(TL:GS:H-J03; 3~24-89)

(State Only)

a. When it is necessary to ship an automobile in con
nection with transfers between posts and to assignments
in the United States, avoid crating if possible. The fol
lowing factors are to be considered:

(1) Adequacy of port loading and unloading facili-
ties;

(2) Nature of carrier and cargo;
(3) Possibility of transshipment;
(4) Danger of pilferage;
(5) Overland haul, if any; and
(6) Cost of crating.

b. If crating is unavoidable, give consideration to
partial dismantling, if feasible. Removing wheels may
significantly reduce cubic footage and shipping costs.
The cost of crating should. be held to a practicable mini
mum.

c. To prevent damage to automobiles due to improp
er servicing and to expedite clearance at 'the .port ·of
entry, the forwarding post arranges to have the follow
ing precautions taken at the port before the loading of
any vehicle, boxed or unboxed:

(1) Disconnect the battery;
(2) Drain gasoline from the tank;
(3) Drain water from both radiator and engine

block unless certain that vehicle contains sufficient per
manent antifreeze to protect it during transit;

(4) Remove all detachable items, such as hubcaps,
windshield wipers, outside mirrors, cigarette lighter,ra
dio antennas, etc., from vehicle before shipment and
lock them in the trunk of the car. (Note: safety equip
ment; i.e., windshield wipers and outside mirrors must
remain on the car in order for drive-away-,.services In
the U.S. to move the vehicle to/from the port legally);

(5) Obtain assurance from the shipping company
that vehicle will be stowed below deck to prevent water
damage;

6 FAH H-IOO
EFFECTIVE DATE

as indicated

(6) Surrender to the steamship company at the time
the vehicle ispelivered. to the pier the ignition and
trunkl.<~ys that accompany the automobile;

(7) J:..eave"windows open approximately one-half
inch. for. ventilation when vehicle is boxed; and

(B) Remove all mud and soil·from chassis and body
oLvehicle consigned to the United States, in com

, pliance with U.S. Department of Agriculture require
ments.

H-167.2' Boxing
(TL:GS:H-J03; 3-24-'89)
(State Only)

See 6 FAH Exhibit H-167.2 for list of posts to or
from which· an automobile must be shipped boxed in
order to ensure its secure and safe arrival.

H-168 U.S. GOVERNMENT
BILLS-Of-LADING

H'2168.1, Preparation
,:' (TL:GS:H-103;, 3...24-89)

(State finly~ .

For use and preparation of United States Govern
ment bills-of-Iading (GBL's) ,see the General Services
Administration's handbook, How to Prepare and Pro
cess U.S. Government Bills of Lading. This publication
is available, through the Government Printing Office
(GPO) , under .. ~ational Stock Number
7610.,..OO,~62-6740.

>'

H-t68.2, Equal Employment
Opportunity Provision

(TL:GS:H':103,' 3-24;;"89)
(State Only)

; ,3: Before anyGBL)s.psed, Special Condition 9 on
the reverse side should be examined to be certain that
the properEqli~1Efuployment Oppoitunity (EEO) pro
vision is cont:lineck on· the white Original (SF-1103)
and the pink Shipping Order copy (SF-1104). The lat
est version of this provision reads as follows:

"EquaIEn:tpl~yment Opportunity Condition 9 here
ofis~e'vi~ed as follows:'The nondiscrimination
clauses conta,ined in Section' 202 of Executive Order
J 1246' relative to equal employment opportunity for
.~llpersons \yithout regard to race, creed, color, or
national origin, and the 'implement rules Secretary
of Labor are· incorP9rated herein."
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b. The reverse side of some existing supplies of
GBL's have a modified provision that is based upon
earlier Executive Orders. This revision reads as follows:

"Equal Employment Opportunity Condition 9 here
of is revised as follows: The nondiscrimination
clauses contained in section 301 of Executive Order
10925, as amended, relative to equal employment
opportunity for all persons without regard to race,
creed, color, or national origin, and the implement
ing rules and regulations of the President's Commit
tee on Equal Employment Opportunity are incorpo
rated herein to the extent the carriers are not ex
empted from Section 301 by the rules and regulation
of the President's Committee on Equal Employment
Opportunity. "

c. The latter notation shown on the GBL is suffi
cient. Action need not be taken to modify GBL's which
already show the provision. New GBL stocks have the
proper language pertaining to Condition 9 on the re
verse side.

d. If the stocks presently on hand do not include ei
ther version of the Equal Employment Opportunity
provision cited in this section, the notation may be in
serted by typewriter, rubber stamp, or other suitable
method, either on the face of the document or on the
reverse side in the blank space under" Special Services
Ordered." (For AID, see HB22, Travel and Transpor
tation) .

H-169 COMMERCIAL OCEAN
BILLS-OF-LADING

H-169.1 Required Provision
(TL:GS:H-103; 3-24-89)
(State Only)

a. Whenever commercial ocean bills-of-Iading are
used to cover shipments of Government property or
personal effects moving at Government expense, the
terms and conditions of the GBL (SF-II03) are to be
included on the commercial document. This require
ment bec'ame effective August 1, 1967. The following
provision must be overprinted or stamped on the com
mercial 04ean bill-of-lading:

"This shipment is made under all terms and condi
tions of the Standard Form 1103, Government Bill

of Lading, and is subject to the terms and proce
dures set forth in Comptroller General of the United
States Circular Letter B-150556, dated June 16,
1967."

b. Compliance with this provision is mandatory for
American-flag carriers and should be enforced to the
extent possible when commercial ocean bills-of-Iading
are issued by foreign-flag carriers. These provisions
cannot be applied against foreign-flag carriers without
their concurrence.

c. A copy of the Comptroller General's Circular Let
ter B-150556 (6 FAH Exhibit H-169) may be given,
upon request, to any carrier unfamiliar with its terms.

H-169.2 Payment
(TL:GS:H-103; 3-24-89)
(State Only)

a. Ocean carriers may be paid either when the vessel
has arrived at the destination port, or at the port of
origin 30 days after the cargo has been loaded aboard
the vessel, whichever is earlier. In order for the certify
ing and disbursing officer to determine the proper date
of payment, the ocean carrier shall indicate on the face
of the SF-1113, Public Voucher for Transportation
Charges, (1) the date of arrival at destination; or (2)
the loading date. Billings presented in compliance with

this section are to be processed expeditiously. The
ocean carrier is not required to support its billing with a
consignee's certificate of delivery. Payments made un
der this procedure are subject to adjustment if determi
nation is made that cargo is lost, damaged, or has not
been delivered to the destination specified in the bill
of-lading contracts, and the budget and fiscal officer is
advised.

b. Each Government office or Foreign Service post
which arranges for ocean carriage is required to estab
lish a reasonable numbering system for the payment
and control of commercial ocean bills-of-lading to pre
vent duplicate payments and to simplify the task for
personnel involved with accounting, certifying, and dis
bursing. For example, the New York Despatch Agency
might annotate ocean bills-of-Iading covering ship
ments commencing each fiscal year with DAfNY-1,
DAfNY-2, etc., and Embassy Beirut might use EMf
Beirut-I, EMfBeirut-2, etc.

i
I
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LIST OF ARTICLES AND AVERAGE ESTIMATED NET WEIGHT FOR THE
GUIDANCE OF EMPLOYEES IN ESTIMATING NET WEIGHT OF THEIR

EFFECTS TO BE SHIPPED OR STORED
8 FAH-1 exhibit· H-161.1-2

'\\

)

)

Article

Living Room

Bench (fireplace or piano type)
Bookcase
Bookshelves, sectional
Cabinet, music
Chair, occasional
Chair, overstuffed
Chair, rocker
Chair, straight
Chair with arms
Clock, grandfather
Desk, secretary
Desk, small
Desk. Winthrop
Fireplace equipment
Hide-a-bed
Lamp, floor
Pad for large rug
Pad for small rug
Phonograph (table model or portable)
Piano, baby grand
Piano, concert grand
Piano, parlor grand
Piano, spinet
Piano, upright
Rack, magazine
Radio, portable
Radio, table
Rug. large
Rug, small
Sofa. 2-cushion
Sofa, 3-cushion
Stand for telephone and chair
Stool, foot
Studio couch
Table (coffee, end, or nest)
Table, dropleaf
Table, library
Table. occasional
Television, combination (radio or phonograph)

Average
Cubic Feet
Per Piece

5
20
3
10

.15
25
12
5

10
20
35
22
22
5

50
3
8
3
3

50
125
100
40
75
2
2
2

10
3

35
50
5
2

50
S

12
20
12
25

Average
Estimated
Net Weight

35
125
25
50
90
50
50
20
50

100
200
100
100

. 35

350
20
40
15
25

500
1,000

800
350
650
15
10
15
70
20

245
350
35
10

300
3S
8S

150
85

17S
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List of Articles' Average Estimated Net Weight-Continued
6 FAH-1 Exhibit H-161.1-2

Article

Living Room-cont'd

Television, console
Television, portable
Television, table model

Dining Room

Bar, portable
Buffet
Cabinet, corner
Cart, tea
Chair, straight
Chinaware, in carton or dish-pack, per cubic foot
Closet, china
Pad for large rug
Pad for small rug
Rug, large
Rug, small
Server
Table, extension type

Bedroom

Bed, bunk (set of 2, including spring and mattress)
Bed, .double (including spring and mattress)
Bed, hollywood (including spring and mattress)
Bed, king-size (including spring and mattress)
Bed, single (including spring and mattress)
Bench for dresser
Bench for vanity table
Chair, boudoir
Ch,air, rocker
Chair, straight
Chaise longue
Chest of drawers
Chiffonier
Dresser
Dresser, vanity
Pad. for large rug
Pad for small rug
Rug, Jarge
Rug, small
Table, night
Wardrobe, large
Wardrobe, small

Average
Cubic Feet
Per Piece

15
5

10

15
30
20
10
5
1

25
8
3

10
3

15
30

70
60
40
70
40
4
4

10
5
5

25
25
25
25
20
8
3

10
3
5

40
20

Average
Estimated
Net Weight

105
40
70

\

)
/

100
210
"140
50
35
12

175
40
15
70
20

100 ~
210

300
300
200
400
200
30
25
40
25
20
75

175
175
175
175
40
15
70
20
35

280
140
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List of Articles' Average Estimated Net·Welght-Contlnued
6 FAH-1 exhibit H-161.1-2

\
)

/

Article

Nursery

Bathinette
Bed, youth
Chair, child's
Chair, high
Chest of drawers
Chest, toy
Crib, baby
Pad for large rug
Pad for small rug
Playpen
Rug, large
Rug, small
Table, child's

Kitchen

Bin, vegetable
Board, ironing
Cabinet, kitchen
Cabinet, utility
Chair to a breakfast suite
Roaster
Stool
Table, breakfast
Table, utility

Miscellaneous

Basket, clothes
Bed, day
Bed, roll-away .
.Bicycle
Cabinet, filing
.Cage and stand for a bird
Can, trash
Carriage, baby
Carriage, doll or folding
Carton, clothing·
Carton, linens
Carton of books, per cubic foot
Clothes hamper
Fan, electric

Average
Cubic Feet
Per Piece

5
30
3
5

12
5

10
8
3

10
10
3
5

3
2

30
10
5
5
2

10
5

5
30
20
10
20
5
7

20
5
3·
5
1
5
5

Average
Estimated
Net Weight

35
150
20
25
85
25
70
40
15
35
70
20
35

15
15

200
70
25
35
10
70
35

25
210
140
50

140
35
15
75
35
40
65
25
10
35
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List of Artl~les' Averag~~stlmated' Net Weight-Continued
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Article

Miscellaneous-cont'd

Golf bag with clubs
Heater, gas or electric
Hose, garden (and tools)
Incinerator
Ladder, extension
Ladder, step
Lamp shades
Mower, hand
Mower, power
Sled
Tools, chest of
Tricycle
Trunk, footlocker
Trunk, steamer
Trunk, wardrobe
Vacuum cleaner
Wagon, child's
Wheelbarrow

Appliances

Air conditioner, window
Dehumidifier
Dishwasher
Dryer, electric or gas
Freezer (10 cubic feet or less)
Freezer (11 to 15 cubic feet)
Freezer (16 cubic feet and over)
Mangle
Range, electric or gas
Refrigerator (6 cubic feet or less)
Refrigerator (7 to 10 cubic feet)
Refrigerator (11 cubic feet and over)
Sewipg machine
Sewing machine, portable
Washing machine

Porch, Outdoor Furniture, and Equipment

Bath, bird
Bench, picnic
Box, sand

Average
Cubic, Feel
Per piece

2
5

10
10
15
10
10
5
15
2

,10,
'5

6
10

, 15

5
5
8

30
10
20
2S
30
45
60
12
30
30
45
60
10
2

25

5
5

'10'

. :.1

',Average
'~. ~. Estimated"

Net, We,ight

l ~\~ ;~<, i

'; ~O
,~s

,70
i ", "

li""'-l,"'?O
, ,: 45

"i. !"~'25,...

20
"

, <,35'
',?S

15
, l

100 .
35"-;

,- , -'1

t., $0, "
;rt,79,
"105

35
35
SO

210
60

140
175
210

, 315
420
;~5

2JO
2-10
315
420
foo
25

200

35', "
35',::

SO'.' ,

.J

/

/
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6 FAH-1 exhibit H-161.1-2

List Of Articles' A~er~ge/'Esti~~te~Net W~lghi"';'~6ontlnued

)

~ i " Article

Porch'; .Outdoor Furnitur~, an(J Equipment-cont'd

Chair. lawn
Chair~ porch
Glid~r

Grill ,or barbecue, portable :
Gym ,'~set, outdoor, child'5
Racks', dryer, outdoor
Rock,er, swing
Rug;" ',large

.Rug; .small
Sett~e
Slicle, outdoor, child's
Swlllg, outdoor
Table, picnic
Table; '\liili~y

Um~~,el1a, outdoor

" - " • ~. ' .:.• 1"' • '. ~

Average
Cubic Feet
Per Piece

S
10
20
10
20
5

10
10
3

20
10
30
20
10
S

".:.!

Average
Estimated
Net Weight

35"
3S

140
40

140
15
70
70
20

100
70

210
140
70
35

")
.. ' 't. " ...

-.' .-

.'
•• ','. ' • I ~ ~ '.', J ... '.

I. '.'.. '. , .~., r ••

~ .. ,',"
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SHIPMENT ILLUSTRATIONS

Lift Van Markings

6 FAH-1 Exhibit H-161.2-2

"')
/

SIDE END "\

d ~ I q r~
~ ~~ 11 ~

'I

~
(,

I
) I,I

\ ~Df3PA B"G~ i
4 S. r.AY

H~U BLDGU • cmt"n) .%:1
nHO OHAAf.ZI2 Z -4022

1
, I

r~rOR" ING I

AN! R. )8 (AID
\% EPAR £NT' OVND ONTRA R

1f. HINt~

~.C·I r
-\,.,

~1 )BA.LT

i' ~
\ j I

j,
I

t(

I ~
. ,

I

•
\1 \ 1,

t
,

~, ( I )

I " - . --
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TRANS. MEMO NO.

AID HANDBOOK 22, > App 9Al 22 :343
EFFECTIVE DATE

as indicated .

)
Shipment Illustrations-Continued 6 FAH-1 Exhibit H-161.2-2

')
J

'\
I

.J

Consignment Marklngs-
Household Effects (HHE) G'olng From West Africa to the Washington, D.C.

Area

u.s. I)ESPlffCII AGI~N'r
~lO S. GAY S'OtEET
U.S. CUS1U~IS II()USI~ BLI)(j.-Rill. 23()
B1UTI~IOltE, !I.LUIl'l.Jl1'1) 21202 -4022

FOil FOnlV1Utl)IN(, 1'():

JllNE It. DO£(l'I))
c/o DEI)lUt'I~IEN'I"S INlJ0 I~TJ) CON'I'RL-lC'I'()It
lVllSIIIN(.1'ON, I).C.

VIA B1U..'I'I~IOllE
l'S

Consignment Markings-
Household Effects (HHE) Going From the Philippines to San Francisco

U.S.I)I~SP.NI'CIIAGENI'
555BATfEltY S'nlEET, R()O~I :11:1
SAl~ Fll1'l~CIS(~(), ·CM..IF()lllUi' ~1111-2313

FOR FOlllVARI)IN(j 'Il):
DONALI) R. lVl-l1~ON (lUI»)

c/o DEPAR'lll)~N'r'S INJI()1JN)) C()N'DIJ'CfOll
Sll1~ FllilJ.'VCISCO, (~lUI1101t1~I1'.

VI1\ 01UlLi'i~l)
PS



9A1-46 as indicated

Shipment Illustrations-Continued

6 FAH H-IOO
PAGE NO. F.FF[CTIVE DATE TRANS. MEMO NO.

22:343 AID HANDBOOK 22, App 9Al

6 FAH-1 Exhibit H-161.2-2

'" Consignment Markings-
Household Effects (HHE) Going From South Africa to Waco, Texas

u.s~ DI~SPATCII il(.I~N'I'

P. O.BOX 522:196
GI~NJ~IW !l.LllL FilCILIrn
MlAilll, FI..OllII)il3:JI52 -2396

F()R .F()lll,TiUll)INC. 11»:
h"'VELYN il. l)lJi\'NIN(. (iUI))
12:1!l.LlIN srl'lll~l~rl'

lVACO, rrl"XtlS

VIA 11()(]Sl'()N

Consignment Markings-
UAB Shipment Ending at JFK International Airport

(Final Destination Is San Francisco)

.V•.s. DESPA1'CII il(.ElVr
JFI{ IN'fER1~.Nrl()N1U .. AlllP()llrr
liUJ, IlOOII 221Ll
JDI1U.~A, NJn"'YOIU{ IIL!:J()

FOR F()lllVAlll)ING rll):
SUZ111~I). GIIIS()N (1\11))

c/o DEPlutl~II~N'r'S Il\T]I()(Ji\T]) (~()N'rll.L,C'r()ll

SA1~ l"'l1l1~CISCO, (~lUIl"()llI~lLl

The post consigns, marks, and prepays the shipmentto the New York Despatch Agent at th~

DA's JFK Liaison Office. (The shipmen~ enters the United States and ends at this airport.)

The post sends the shipment prepaid only as far as JFK Airport. The DA's Liaison Office clears
the shipment through U.S. Customs and makes all arrangements to send the effects on to San
Francisco.

/

/
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)

)

Shipment illustrations-Continued

Consignment Markings-
#:

UAB Shipment Ending at Washington's Dulles International Airport
(Final Destination Is Washington, D.C.)

OPRISTIJffffO
DEl'A1l1'!IENT OF S'lil'I'E '
lVASHING'lllN, I).C.

FOR FOlllVAllDIN(. 'IU:
IlOJIEll'f Il. PllOVl~TJ)Ell(1\11))'

c/o DEPAll'nll~N'I"S INlI()1JN)) C()N'fllilCll)ll

The Department's Liaison Office at Dulles International Airport will clear the shipment
through U.S. Customs. Unless the post has provided a delivery address on the air waybill, the
Dulles Liaison Office will give the UAB to the Department's Inbound Contractor to hold.

Consignment Markings-
Household Effects (t-IHE) Going to Washington, D.C. - Transshipping

through ELSe

AJ."IERI(~lll~ f~()NSUl..Jl'I'I~ (.ENI~IW.. (I~L4if))

NO()RI)EIllJ\il..L~ )Li7, BUS 121\
20:1«) A.lVnfElll·, IJI~I..(J111)1

FOil FOlllVAlll)IN(. 'Il):
tJf)llJ.~ (I. l)lJ1JLIC (lllD)

c/o 1)1~I'lUl1'!II~YI"S I~TJJ()l~TJ) CONI'llL1C'I'Oll
'V~"IIIN("Il)N, I).C. . "

l'S
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CONSUMABLES POSTS
6 FAH-1 Exhibit H-161.4

Personnel at the following posts are authorized shipment of additional consumables to post:

Accra
Addis Ababa
Algiers
Antananarivo
Baghdad
Bamako
Bangui
Bissau
Bombay
Brazzaville
Bucharest
Bujumbura
Calcutta
Chengdu
Colombo
Conakry
Cotohou
Damascus
Dar es Salaam
Djibouti
Douala
Freetown
Georgetown
Grenada
Guangzhou
Havana
Honiara
Kaduna
Kampala
Kathmandu
Khartoum
Kiev
Kigali
Kolonia

Krakow
La Paz
Leningrad
Libreville
Lilongwe
Lubumbashi
Lusaka
Madras
Majuro
Malabo
Managua
Maputo
Mogadishu
Monrovia
Moroni
Moscow
N'Djamena
Niamey
Nouakchott
Oran
Ouagadougou
Paramaribo
Port-or-Spain...
Poznan
Praia
Rangoon
,Sanaa
Shanghai
Shenyang
Sofia
Ulaanbaatar
Victoria
Yaounde

\
!

/

)
;'

'\
)

Personnel assigned to the following post are granted consumables shipments from Bangkok only to post:. \; ..'

Udorn
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8 FAH-1 Exhibit H-162.1-3(D)

POSTS TO WHICH THROUGH BILL-OF-LADING SERVICE
IS NOT TO BE USED

The posts listed below request that through bill-of-Iading (residence-to-residence) service not be used as a meth
od of shipping household goods or personal effects to posts due to local difficulties or administrative actions specify
ing particular shipping procedures.

\
)

Abidjan, Coted'Ivoire
Addis Ababa, Ethiopia
Algiers, Algeria
Amman, Jordan
Bangui, Central African Republic
Belgrade, Yugoslavia
Belize City, Belize
Berlin, Germany
Bombay, India
Bujumbura, Burundi
Calcutta, India
Cape Town, South Africa
Caracas, Venezuela
Ciudad Juarez, Mexico
Colombo, Sri Lanka (Ceylon)
Cotonou , Benin
Dakar, Senegal
Dhaka, Bangladesh
Douala, Cameroon
Durban, South Africa
Gaborone, Botswana
Guadalajara, Mexico
Hermosillo, Mexico
Islamabad, Pakistan
Istanbul, Turkey
Johannesburg, South Africa
Kabul, Afghanistan
Kaduna,· Nigeria
Karachi, Pakistan
Kath~andu, Nepal
Khartoum, Sudan
Kingston, Jamaica

Kinshasa, Zaire
Krakow, Poland
Lagos, Nigeria
Lahore, Pakistan
La Paz, Bolivia
Lubumbashi, Zaire
Malabo, Equatorial Guinea
Maracaibo, Venezuela
Maseru, Lesotho
Matamoros, Mexico
Mazatlan, Mexico
Mbabane, Swaziland
Merida, Mexico
Mexico, D.F., Mexico
Monterrey, Mexico
N'Djamena, Chad
·Niamey, Niger
Nuevo Laredo, Mexico
Ouagadougou, Burkina-Faso
Panama, Panama
Peshawar, Pakistan
Port-au-Prince, Haiti
Poznan, Poland
Pretoria, South Africa
Rabat, Morocco
Rangoon, Burma
Sanaa, Yemen Arab Republic
Santiago, Chile
Tijuana, Mexico
Warsaw, Poland
Yaounde, Cameroon
Zagreb, Yugoslavia



6 FAIl H-IOO
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6 FAH-1 exhibit H-162.1-4(D) o
COMPUTATION OF COST BY PACK-AND-CRATE METHOD

Under the ronventional pack-and-crate method, the charges for various segments of the movement are assessed
differently. Converting these various costs to a common denominator (100 pounds net weight) is the major problem
in comparing the costs of through bill-of-Iading shipments to that of a conventional pack-and-crate shipment.

A review should be made of all shipments export-packed during a recent period to ascertain the total net weight,
gross weight, cubic measurement, and cost. If the basis for the packing charge is other than per 100 pounds net
weight, the cost per 100 pounds net weight can be computed by dividing the total net weight into the total cost.

The net weight and gross weight are defined in 6 FAM 162.1-1. The tare weight is the gross weight minus the net
weight. The tare ratio. which is the percentage of the tare weight to the net weight, is obtained by dividing the tare
weight by the net weight. The number of pounds gross weight in a cubic foot may be obtained by dividing the gross
weight by the number of cubic feet.

EXAMPLE

o

Cost Per
100 Pounds Net

Export packing charged at $12 per 100 pounds net weight, including cost of local
hauling and cost of containers: 100 lbs. net weight (1 x $12.00)

Inland freight to port-of-origin charged at $4 per 100 pounds gross weight: 138
lbs. x $4.00

Port charges at origin at $3 per ton (2,000 pounds) of gross weight: ($3.00
divided by 2,000 lbs.) x 138 = .2070

Origin Costs

Conversion factors developed from post records: 100 pounds net
weight = 138 pounds gross weight (38% tare ratio); there are 9.2

pounds of gross weight .contained in.l cubic foot.

.i

$12.00

5.52

.21

o

Origin Costs:

Ocean Transportation

Ocean freight charged at $60 per 40 cubic feet: ($60.00 divided by 40 cu. ft.)
x (138 lbs. divided by 9.2 lbs.)

Destination Costs

I
Port charges at destination at $ .03 per cubic foot: $ .03 x (138 lbs. divided by

9.2 lbs.):·;
Inland freight from port-of-destination charged at $ .94 x 138 lbs. =$1.297
Local delivery and unpacking at final destination charged at $2.50 per 100 pounds

gross weight: 138 lbs. x $2.50 ..
Total cost per 100 pounds net weight

Cost Per
100 Pounds Net

$22.50

.45
1.30

3.45
$45.43

o

o
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6 FAH-1 Exhibit H-162.1-5(C)

TELEGRAPHIC NOTIFICATION OF SHIPMENT EN ROUTE

UNClASSlflE~

UIt 1IL ,\.)':>1 r I t U

DejJartllzellt Of State
PAGE '1 STATI 1~~7.1

ORIGIN STPQ-!j!J

DRAFTED BY: OPRI'ST~/TI'TO:OJORDA~-DJJ
APPROVEO BY: OPRI'STPI'TiRCMYER5
OPR/STP/Ti GCJENKINS OPRI'STPI'Tr CGMAYERS

SI'S-O:REDOWNEY
------------------lemS5. 2~J157Z /31

R 24tSI~Z JUN 17 ZEX
FM SECSTAT! WASHoe
TO ALL OIPLOMATtC ~ND CONSULAR POSTS

TELEGRAM
"'3

t&tC)-.1
AIT-I'
OIG-.1

Arr-••
!AP-"
5PPR-.3

OPR-I'
AMAO-.I
M-II

55-I'
550-111
A-I'

IUR-'.
ARA-I5'
AS-12

AOS-"
N!A-I?
FSI-8'

s ...."C') LOG-Cl"
10- t If
!ti-a;::-ClII2
I""~ A

NOTE:- ~"!P" T~:PTI!!N QE::tqESE"I'T'S -:-.,.e: DAT~ C!I W"':C'" TH!
TRANSPCRTATION COMP ...NY Cl.AND.,SEA... A:RI RECEIV::O THE
SHIPME ...T Y,N THE CASE OF A ST'EAMSHIJ' COMP.\NY IT IS THE
DATE THE SHIPMENT WAS LOADED ABOARD THE VF.SSE~ ~BL

O~TE', IN THE CASE OF AN AIRLINE OR TRUCK SHIPMENT. THE
DATE WILL REPRESENT TH! DATE THE SHIPMENT WAS PICKED UP
OR OELtVEREO TO THE AIR CARRIER OR FREIGHT FORw~RDER.

THIS INFORMATION SHOULO NOT BE I~TERPRET!O TO MEAN THAT
THE SHIPMENT LEFT THE POINT OF ORIGIN ON THIS DATE.
ARMACOST

UNCLA5 STATE r~"7Vl

INFORM CONSULS

E. O. 12356:- NI'A
TAGS: ATRN '
SUBJECTi TELEGRAPHIC NOTIFICATION OF SHIPMENT ENROUTE

FORMAT - REVI SED

REF: 186. STATE J28172

POSTS AAE NOT CONSISTENTLY USING THE EIGHTEEN-LINE
FORMAT PREVIOUSLY EXPLAINED IN REFTEL. THIS REVISED
INSTRUCTION SUPERSEDES THE EARLIER EXPLANATIO~ PLEASE
COMPLY WITH THE F~LOWING, LINE-BY-LINE.

1. EMPLOYEE'S NAME Q.AST, FIRST, MICDLE IN! TIAL'
2. SHIPMENT DESCRIPTION
3. SHIPMENT DE:SCRIPTION
~. POST OF ORI GIN
5. FISCAL DATA CONE LIN! !NTAY, HERE ONL v! )
a. NUMBER OF PIECES
7. AGENCY
•. CAGANI ZATIONAL SHIPMENT NUMBER tU. S. OUTBOUND ONLY'
9. GROSS WE IGHT
1". NET WEIGHT
1 r. TOTAL CUBE
12. VOYAGE OR FL IGHT NUM8ER

13. DEPARTURE DATE ~EE NOTE'
14. NAME OF VESSEL. "IRL INE, OR TRUCKER
15. SHIPPING LINE
Ie. PORT OR AIRPORT OF DISCHARGE.
17. CONTAINER NUMBER
II. OBL OR AWB NUMBER - DEPENDING ON SHIPMENT TYPE

)

)

~\

)

NOTE: Enter N/A in item 1 if it is for supplies and equipment and not for an individual.
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6 FAH-1 Exhibit H-165.3-1

CONSIGNMENTS FOR SHIPMENTS
DESTINED FOR THE UNITED STATES

Port of Discharge

All Atlantic coast ports, except Baltimore,
Norfolk, and all ports in North Carolina,
South Carolina, and Florida.

Baltimore, Norfolk, and ports in
North Carolina and South Carolina.

All ports in Florida and the Gulf of Mexico.

All Pacific coast ports.

Consignee

U.S. Despatch Agent
Parkway Towers, Bldg. B
485B, U.S. Route 1 South
Iselin, New Jersey 08830-3013

U.S. Despatch Agent
Room 230, U.S. -Customs House
Gay and Lornbard Streets
Baltimore, Maryland 21202-4022

U.S. Despatch Agent
P.O. Box 522396
General Mail Facility
Miami, Florida 33152-2396

U.S. Despatch Agent
555 Battery Street
San Francisco, California 94111-2313

(
\ )

/

"\
)
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/

u.s. AIR GATEWAYS

6 FAH-l Exhibit H-165.3-2

)

"\

)

J
/

u.s. Gateway'

New York and all other Atlantic coast
gateways except Washington, D.C.; .
Maryland, Virginia, and, Miami.

Miami, New Orleans, and other
Gulf gateways.

San Francisco and other Pacific
coast gateways (except for shipment
destined for the Washington, D.C.,
Maryland, and Virginia areas carried
on Northwest Orient Airlines' flights
which terminate at Dulles
International Airport).

Washington, D.C., Maryland, and
Virginia arriving at Dulles
International Airport (consignees only).

u.s. Despatch Agent or

Office to Be Notified

U.S. Despatch Agent
Parkway Towers, Bldg. B
485B, U.S. Route 1 South
Iselin, New Jersey 08830-3013
[Tel. (201) 855-8880]

U.S. Despatch Agent
P.O. Box 522396
General Mail Facility
Miami, Florida 33152-2396
[Tel. (305) 526-2905]

U.S. Despatch Agent
555 Battery Street
San Francisco, California 94111-2313
[Tel. (415) 705-2360]

Transportation Operations Section
OPRIST/TD
Department of State
Washington, D.C. 20520
[Tel. (202) 647-41671
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8 FAH-1 Exhibit H-167.2

LIST OF POSTS THAT REQUIRE BOXING OF VEHICLES

Posts

Bangui, Central African Republic
Bujumbura, Burundi
Dar es Salaam, Tanzania
Douala, Republic of Cameroon
Khartoum, Sudan
La Paz. Bolivia
Lilongwe. Malawi
Lubumbashi, Zaire
Malabo, Equatorial Guinea
Mogadishu, Somalia
Santiago, Chile
Yaounde, Republic of Cameroon
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EFFECTIVE DATE

as indicated

/

6 FAH-1 Exhibit H-169

COMPTROLL.ER GENER.~L'S CIRCULAR LETTER 8-150556

,.....----------~----------'

(lJ
11-150556

COf4.Mll\~~~~ CIP "na amlTtUI G1j'A'Iti:m
11l.... ~0AI.D.c..__

)

\

)

To the Haeda cI ~lul:mts Coi1~ than thtl ~partJ:w1t of Defense -.d
ita ccnsfftuent arf1ftary d!ap.arb:83nts), Independent EstabUslwents, And
Others Ccncernedl

SubjectJ Pr~~nt of ~Qan freight tnnsportatlcn services

The Generi11 Ac:ceURtfng Of'fco hils been ccncerr=d fer scrae tb. ttwlt
-.y OCUlI freight shiF=n~~ mdc fOG" tho account of the United StAtes
br Gowlr.-ent agencfeG, otheT thai. tb3 Deparbent of ODfensc, .... .awing
as c~cf~l «eaR bUIs cd l~ng, wlth~t the custCll8rY controls of the
Govcrl1lRnt bill of h:<ffng rli:!~rdfng pr~f of delivery ~ other adllfnfstra
ti~ safeguarcb. ~ iIItlDlysfs of the pM'tfculu conditiOllS ilWolved In
the usual shippil\9 .rr&ngclMCAta for these Agencies fndlcates that shipllellts
~r. frequently conslsne<l t.o a JWWt agent for f~rding 0.- holding '0.- the
GcMtrnMeat, and that it Is UrnUSUIIl1y dffffcult and tf.. consa.lng for ocean
carrIers to obtialn Kco:apllshod bills of ladfng in such cases. We hay.
also be4sn advised that other doeuranc£ for ocean ship*="t5 .-ast be prepAred
by ~ ocean carriers fn dny event.

Under thesll: cir~ta~,~ hAVQ daW!lopcd pt'ccedures ttwlt are ..tu
.l1y s.UsflllCtorV to tfwa Gowzrn:aeni: and to United StAtes ~e..., carriers
generally, ~rcby th2J PD.-ticuTar probtc:as encountered by o:un carriers in
endeQv~fng to obtain delivery r~celpts can be eli.inated while retaining
reasonab1. cc:mp1f ance wI th 51 tatutes dest gned 'Of' the protoc tion of the
Gowr'l1IIIent and controll fng piI)W8nts fer servfces rendltred on oceMl freIght
shipraents.

[ffectfvo IWga!Jt 1, 1;,07" the pl'Qv'hiOM of S GAO 3000, '01" tho pro
cW"etf.ent of ocean frtJfght troClspcrt.atfClt seryice~ by OepartlMents (other
than tha Dl!:fWlrtI::aent of lbfttllSe .nd Its cons~it:uont military depart-=nts)
and (ndependent establ i~~ilts, tu:r(IJiMft~ c~lled civi 1 agencies, are
therefore ~fffed in$ofar ~$ they rcquiro~ (I) the ~. of Gover~nt

bfl Is' of lading.. SF 1103. fCt' procuring transportation 5ervlces for the
account of' the United Slatn Governm:snt ~d (2) the proper ac:c~1ishment

of theSQ bills af l.ding as ~ condition of PG~nt.

Cfvi 1 &gencie~ '4i 11 prccW'Q ~nd ~y for such services fn accordance
with the follOr1ing pl'CC~durc.:s1

1. (~) OCea" shi~-l:r~ts ~cb by civil 3genc:fu for the account of
the u. S. ~~nt WI)'" ilt the option of the agency. DlW'aI (1) an
5ta~rd Government bill of ladfng forDS: or (2) on c~rcf~1 bttl
of lading forl:J$ OVcr'printcd ~ st~d with the prcw(sion, "Jhfs
5h;~nt Is ..de under all terms ..-.<I cORdi tlons of the Su.ncs.rd
Font Government Si 11 of lading and fa subject to tM teMIII .nd
procedure" ~et forth In CCltAptrol1er General of the United $utes
Clrcul ... let't~.. B-150S56 dated June 16. 1961."
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6 FAH-1 exhibit H-169

Comptroller General's Circular Letter B-150556-Contlnued

8-150556

(b) Execution of the ConsIgnee'. certIfIcate of Delfvery
,on tho GoverntAent bill of 'adlng for,. "'fl1 not be required on
ocean fr.jght:shfpma"ts by or for the Iccoynt or civil .gencfes.
The pro\dsf.ons of S GAO 3035.10 are therefore modf fied to provf de
th.t theorfgfnal, Governmentbfll or I.dfng, when used for ocean

, freightshfpments bycfvll .genefes, will be surrendered to the
ocean carrier•• agent for retention and billfng.

2. The oc.ancarrrcrs witl not submit thefr bill. for payment
for, the involved oceantransportatfon untfl the vessel MS arrived
a~ the destination port ot' 30 days after the c~t'go has been loaded
abOlird the vessel at9rfg{n port. whfchever fsetartier, such govern
ing date to be shown on ,the carrierls bll ling.

, ,

3. The ocean carrfer's bfllings wfll be presented on Standard
Fonn 1113. Public Voucher for Transportation Charges, and the
earrfers will fndicate on the f.ce thereof the date the shfpment
arrived .at destiMtion port 01" the lCMding date. The dAte shawn
Ihouldbe fden,tiffed as (1) the date of arrival at destinatfon or
(2) the loading date.

4. "n\a' 'oeun' carriers wfll comply with any re~son.blo numbering
systera Nhich may be establ ished by each Involved agency for payment
and accounting control.

'nMI ocean c'arriers are no longer requ1red to support their billing
with a consigne.·s c:ertiffc:.lu of detfvery. Shfpments made under these
procedures are subject to the terms and eondi tlons of the Stancard Form
Gover....nt Sill of ladlng,lncludfng CondItIon I thereof. ·.a,erefn entftle
ment to payment is predIcated on proof of de1i~ry at dest.lnacion. There
fore, payments made under these procedures are subject, to adjustment, if
otherwiso proper, when the cargo Is lost, damaged or not delivered to the
destination specified In the bill of lading contracts.

n.. Government does not waIve the right or preaudIt of charges where
such action Is dete~ned to be ncces,ary to protect the interests of the
Government.

Civfl agencies using the facflitfes or des~tch agents~ commercial
f~arders. or carrIers for the preparation of ocean shipping documenta
tion shall establish procedures to assure that the terms and condftions
of the standlrd Government bi 11 0' ladfng for,. wfll be incorporllted by
reference on the cammercial bfll of lading for~. Each agency affected
shaJI establish procedures to assure that bIllings are Dot pafd prior to
arrfva' of the vessel at the de~tfn.tfon port or 30 days .fter the cargo
has been loaded ab~rd ttl'! vesseJ at origin whichever is e." 1fer. Also,
in view of the requiremen:3 fmposed herein upon OCeln carriers .5 to time
of presentation of their :)i 11 fngs, the agencies should process billings
presented in compliance therewith .s expeditiously as possible.

"

/

'\
)
J

/
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/ Comptroller General's Circular Letter B-150556-Contlnued

8-15055'

Under the express provisIons of 31 u.s.C. 82g, disbursing And certI
fying officers Ire relIeved of responsIbility and liability for ~ply.
lentl or overcharges for transportltlon furnished on Government bIlls at
tiding when due to the U5t of i~roper rates or cllssificatlon. Inasnuc:hI' the terlnS and condItions of tM Government bill of hidIng ar. Incor
porated by reference on the commercial documentation ultd under these
procedures, tha reli.f afforded the djsbursing and certifyIng officers
under 31 U.S.C. 829 shall ,be a'fcrded such officers I. to pI)1Itftts for
shfpnents movIng in accordance Iltith these proeedures. Addltior.a11" as
to shipments hereunder, the certffying Ind dfsburling officers Ite
relieved of the present requirement that the consignee1s certIficate of
delivlry nLIst be obtaIned befcre payrnsnt Is .de fCC" ocean frefght
shipments.

The lallfnistrative agencies shill ccntinue to be responsible for
m.king diligent effort to collect .11 agency claims arising under these
proc:ed\.lres Ind for .reporting uncollected debt$ to ttle Trlnsport.tian OIvf·
lion, u. $. ~nera1 Aceountfng Office, 1$ provided in S CAO SOltO.2S.

t;a1~
of the Unlt~d Stites

)
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H-170

PROC~DURES RELATING TO STORAGE

)

)

H-171 APPLICATION,
AUTHORIZATION,
ARRANGEMENTS, AND
PAYMENT

H-171.1 Initial Request for State
and USIA Only

(TL:GS:H-103; 3-24-89)
(State and USIA Only)

An initial request for authorization or approval of
storage shall be made to the Department or Agency on
a Travel Message, Form FS-471. All copies of the re
quest shall be signed by the applicant and the principal
officer, or designee, and be submitted in quintuplicate
as related below.

H-171.1-1 When Known In Advance 'that
Furnished Quarters are to be
Occupied

(TL:GS:H-103; 3-24-89)
(State Only)

When an employee is notified before departure for a
new post that furnished quarters are to be occupied, the
employee is required to apply for storage and limited
shipment, if desired, subject to the provision of 6 FAM
§176.1.

H-171.1-2 When Known in Advance that
Unfurnished Quarters are to
be Occupied

(TL:GS:H-103; 3-24-89)
(State Only)

When an employee knows in advance of departure
for a new post that unfurnished quarters are to be occu
pied, the employee may apply for shipment and storage

. of effects (6 FAM §176.2).

H-171.1-3 When Type of Quarters Is Not
Known

(TL:GS:H-103; 3-24-89)
(State Only)

Before departure from old post the employee is re
quired to apply for preliminary storage and nominal
shipment, if desired, at the time the TMTWO is sub-

mitted. Immediately after arrival at a new post, the em
ployee must either (1) apply for continued storage of
effects or (2) request that they be shipped to the new
post. This should be done to comply with 6 FAM §175,
before expiration of three months following arrival at
post. This application for option (1) or (2) must be ap
proved by the principal officer or the administrative of
ficer and must include an estimate of storage and ship
ping charges.

H-171.1-4 When Emergency Conditions
Exist

(TL:GS:H-103; 3-24-89)
(State Only)

When an application is submitted for storage and
nominal shipment because emergency conditions exist
at the post, it must contain an explanation of the emer
gency conditions (6 FAM §177) .

H-171.2 Changes in Storage
Requirements

(TL:GS:H-103; 3-24-89)
(State Only)

For effects stored in the United States, employees
should consider any changes in personal storage needs
and have the post prepare a memorandum or telegram
(using the ATRN tag) advising the employing Agency.
Storage authorizations for items in the United States
are automatically renewed.

H-171.3 Access and Segregation
(TL:GS:H-103; 3-24-89)
(State Only)

When an employee requests access to and segrega
tion of household effects in storage, and the employee
or agent is unable to be present, employee's Agency
will, subject to limitations of personnel availability,
have an inspector present.

H-171.4 Transfer of Storage Lots
(TL:GS:H-103; 3-24-89)
(State Only)

When a person's effects in storage with one company
must be moved, for compelling reasons, to another



company, the employee will receive prompt notifica
tion from the Agency concerned. In addition, when op
erationally feasible, an inspector from the Department
or Agency will J,e present.

6 FAR H-IOO
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Payment of Storage
Charges )

/

H-172 ARRANGING AND PAYING
FOR PACKING AND
HAULING SERVICES
INCIDENT TO STORAGE
FOR STATE AND USIA

H-172.1 Storage Abroad
(TL:GS:H-103; 3-24-89)
(State and USIA Only)

Posts will arrange for packing, hauling, and prepara
tion of effects incident to authorized storage abroad
and will arrange for direct payment for services ren
dered in accordance with section H-172.3-1.

H-172.2 Storage in United
States

(TL:GS:H-103; 3-24-89)
(State and USIA Only)

a. For authorized storage of effects in the United
States for employees, the employing Agency will make
direct payment for the cost of packing, hauling, and
preparation of effects incident to storage by the proce
dures which follow,

b. Employees will notify their employing Agency
(AID, USIA, etc.) of the firm selected to store effects
and the location of the effects. The employee will notify
the firm directly when and where the effects may be
picked up. The employing Agency will issue a letter of
authorization and instruction to the firm.

c. Storage for State Department employees will now
be located in the Department's centralized storage fa
cility at Hagerstown, Maryland,

d. Employees from Agencies other than State who
do not follow the procedure in paragraph b of this sec
tion shall make all travel arrangements, pay for ser
vices, and submit Form OF-189, Travel Reimburse
ment Voucher, supported by receipted invoices.

H-172.3-1 Storage Abroad
(TL:GS:H-103; 3-24-89)
(Scate and USIA Only)

Posts are authorized to make direct payment for con
tinuing storage of effects at post. Prior to the beginning
of each fiscal year in which storage is required, posts
must cable the Department, Attn: PER/EX/ADM or
employing Agency requesting funds for the annual re
newal of storage.

H-172.3-2 Storage In United States
When Employee Is Assigned
Abroad

(TL:GS:H-103; 3-24-89)
(State and USIA Only)

Payment of initial and recurring storage charges for
effects stored in the United States are made directly by
the Department or Agency. Annual renewals are auto
matic and c;lo not require requests from the employee
for continued authorization.

H-172.3-3 Storage in United States
When Employee is Assigned
to Post In United States

(TL:GSH-2; 11-30-90)
(State and USIA Only)

When authorized storage charges for effects of em
ployees assigned to posts in the United States accrue in
the United States, its possessions, or the Common
wealth of Puerto Rico, accounts will be paid by the De
partment or Agency directly to the storage companies
upon receipt of a bill which has been vouchered on
SF~1034, Public Voucher for Purchases and Services
Other Than Personal. This covers recurring storage
charges. Upon notification by the employee, the De
partment's Transportation Division (OPR/ST/TD) or
USIA's Travel and Transportation Branch (MIAGT)
will issue a letter of authorization and instruction to the
storage companies. When this procedure is not fol
lowed the employee shall pay the storage costs and sub
mit OF-189, Travel Reimbursement Voucher, sup
ported by receipted invoices.

)
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H-173 STORAGE .FAcnjTIEs FOR
.'( .

EFFECTS
(TL:GS- 2; 11-30~90)

(State Only) ,

It has been Department policy since July 1, 1987, to
store all HH~ domestically in Washington, D.C. Since
1983 the Department has designated storage facilities
for all pos~sworldwide. The locations are: Antwerp,
Belgium; Hagerstown, Maryland; and San Francisco,
California. See 6 FAH Exhibit H-173 for your post's
designated storage location. .

H-17~ STq,RAGE IN TRANSIT
(TL:GS:H-I03; 3,--24-89)
(State Only) ,

a. Storage in transit is the holding of a throughbill
of-lading shipment in the warehouse of the carrier or
its authorized agent. This holding is authorized by a
specific written order of an authorized representative of
the Government, before delivery to the destination res
idence:

. b. Placing a shipmeht in storage in transit does riot
constitute a delivery or completion of service. Delivery
of the shipment to the owner's residence and comple
tion of services shall be performed by the carrier after
the goods are removed from storage in transit as a part
of the through seryice atthe single-factor rate. Storage
in transitmust b~ authorized by issuance of a "Storage
in..;.TransitAuthorization" (format shown in 6 FAH Ex
hibit H-1704) .signed by an authorizing officer at the
post. See section H-162.1 -3b(l) regarding prohibition
of the use of storage in transit in connection with
through bill-of-lading shipments.

c. This authorization' (which may be reprod~ced lo
cally) must be prepared in triplicate with the original
a'nd one c,opy retained by the authorizing post. The car
ri~r is required to submit the o~iginal of the authoriza
tion with its bill for such services.'

d. Authorization for storage in transit may be given
when all·· of the following conditions are present:

(1) A through bill-of-Iading shipment arrives at
destination and the post or the employee-owner is un
able to accept delivery;

(2) The through bill-of-Iading carrier has provided
the post with adequate advance notice of availability of
the ship!J1entat destination (on shipments to or from
the United States, 7 days' advance notice must be given
by the carrier); and

(3) The charges for handling in and out of storage,
and the storage ra~e. are not unreasonable.

H-175' 'EMERGENCY STORAGE
LOCATION FOR POV'S

(TL:GS:H-I03; 3-24-88)
(State Only)

Baltimore, Maryland is the only authorized location
for emergency storage of pay's (6 FAM §174 and 6
FAM §177). pay's sent to Baltimore for emergency
storage should be marked for emergency storage and
consigned to the U.S. Despatch Agency, Baltimore, to
include the employee's name and Agency in paren
theses. The U.S. Despatch Agency, Baltimore, will pro
vide the employee's Agency with a copy of their docu
ment showing when the pay was placed into
emergency storage. the name of the firm storing the
pay, the storage rate, and the file/storage number.
The employee's agency must be contacted directly in
writing when the employee or the employing Agency
requests the removal of the pav from storage and de
livery to a specific address in the U.S., or requests that
it be shipped overseas or .. that it be picked-up by the
employee or employee's agent. Reference must be
made to the file/storage number, with a copy of the em
ployee's order (ifthe Agency is to pay for any transpor
tation charges), and exact instructions as to the disposi
tion of the pav must be given.

H-176 through H-179 UNASSIGNED
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POST STORAGE FACILITY LOCATIONS 6 FAH-1 Exhibit H-173

Since 1983, the Department of State has designated storage facility iocations for effects for all posts worldwide.
These storage facility locations are Antwerp, Belgium; Hagerstown, Maryland; and San Francisco, California.

Post Storage Location Post Storage Location

NORTH AMERICA Panama City Hagerstown

Canada
Trinidad and Tobago

Ottawa Hagerstown
Port-of-Spain Hagerstown

Calgary Hagerstown SOUTH AMERICA
Halifax Hagerstown ArgentinaMontreal Hagerstown
Quebec Hagerstown Buenos Aires Hagerstown

BoliviaToronto Hagerstown La Paz Hagerstown
Vancouver Hagerstown Brazil

CENTRAL AMERICA Brasilia Hagerstown

AND WEST INDIES
Porto Alegre Hagerstown
Recife Hagerstown

Antigua and Barbuda Rio de Janeiro Hagerstown

St. John's Hagerstown Sao Paulo Hagerstown

Bahamas Chile

Nassau Hagerstown Santiago Hagerstown

Barbados Colombia

Bridgetown Hagerstown Bogota Hagerstown

Belize Barranquilla Hagerstown

Belize City Hagerstown Ecuador

Bermuda Quito Hagerstown

Hamilton Hagerstown Guayaquil Hagerstown

Costa Rica Guyana

San Jose Hagerstown Georgetown Hagerstown

Dominican Republic Paraguay

Santo Domingo Hagerstown Asuncion Hagerstown

EI Salvador
Peru

San Salvador Hagerstown Lima Hagerstown

Grenada
Surinam

St. George's Hagerstown Paramaribo Hagerstown

Guatemala
Uruguay

Guatemala City Hagerstown Montevideo Hagerstown

Haiti
Venezuela

Port-au-Prince Hagerstown Caracas Hagerstown

Honduras
Maracaibo Hagerstown

Tegucigalpa Hagerstown EUROPE
Jamaica

Kingston . Hagerstown Austria
Martinique (Fr. Caribbean Dept.) Vienna Antwerp

Fort-de-France Hagerstown Salzburg Antwerp
Mexico Belgium

Mexico City Hagersto"wn BrusselS Antwerp
Ciudad Juarez Hagerstown Antwerp Antwerp
Guadalajara Hagerstown Bulgaria
Hermosillo Hagerstown Sofia Antwerp
Matamoros Hagerstown Cyprus
Mazatlan Hagerstown Nicosia Antwerp
Merida Hagerstown Czechoslovakia
Monterrey Hagerstown Prague Antwerp
Nuevo Laredo HagerStown Denmark
Tijuana Hagerstown Copenhagen Antwerp

Nicaragua Finland
Managua Hagerstown Helsinki Antwerp

Netherlands Antilles France
(Curacao) Hagerstown Paris Antwerp

Panama Bordeaux Antwerp

'I
I

/
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Post Storage Location Post Storage Location

EUROPE-cont'd Switzerland
Bern Antwerp

France-cont'd Geneva Antwerp
Lyon Antwerp Zurich Antwerp
Marseilles Antwerp Turkey
Strasbourg Antwerp Ankara Antwerp

German Democratic Republic Adana Antwerp
Berlin Antwerp Istanbul Antwerp

Germany, Federal .Republic of Izmir Antwerp
Bonn Antwerp United Kingdom
Berlin Antwerp London Antwerp
Frankfurt am Main Antwerp Belfast Antwerp
Hamburg Antwerp Edinburgh Antwerp
Munich Antwerp Yugoslavia
Stuttgart Antwerp Belgrade Antwerp

Greece Zagreb Antwerp
Athens Antwerp AFRICA
Thessaloniki Antwerp

Holy See, The Benin
Vatican City Antwerp Cotonou Antwerp

Hungary Botswana
Budapest Antwerp Gaborone Antwerp

Iceland Burkina-Faso
Reykjavik Antwerp Ouagadougou Hagerstown

Ireland Burundi
Dublin Antwerp Bujumbura Antwerp

Italy Cameroon
Rome Antwerp Yaounde Antwerp
Florence Antwerp Douala Antwerp
Genoa Antwerp Cape·Verde
Milan Antwerp Praia Antwerp
Naples Antwerp Central African Republic
Palermo Antwerp Bangui Antwerp

Luxembourg Chad
Luxembourg Antwerp N'Djamena Antwerp

Malta Comoros
Valletta Antwerp Moroni Antwerp

Netherlands Congo, People's Republic of
The Hague Antwerp Brazzaville Antwerp
Amsterdam Antwerp Cote d'Ivoire

Norway Abidjan Antwerp
Oslo Antwerp Djibouti, Republic of

Poland Djibouti Antwerp
Warsaw Antwerp Equatorial Guinea
Krakow Antwerp Malabo Antwerp
Poznan Antwerp Ethiopia

Portugal Addis Ababa Antwerp
Lisbon Antwerp Gabon
Oporto Antwerp Libreville Antwerp

t Ponta Delgada Antwerp Gambia, The
Romania Banjul Antwerp

Bucharest Antwerp Ghana
Soviet Union Accra Antwerp

Moscow Antwerp Guinea
Leningrad Antwerp Conakry Antwerp

Spain Guinea-Bissau
Madrid Antwerp Bissau Antwerp
Barcelona Antwerp Kenya
Bilbao Antwerp Nairobi Antwerp

Sweden Mombasa Antwerp

Stockholm Antwerp Lesotho
Maseru Antwerp
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Post Storage' Facility Locations-Continued

Post Storage Location Post Storage Location

AFRICA-cont'd Bahrain
Manama

Liberia Bangladesh
Monrovia Antwerp Dhaka

.Madagascar
Antwerp

Egypt
Antananarivo Cairo

Malawi Alexandria
Lilongwe Antwerp India

Mali New Delhi
Bamako Antwerp Bombay

Mauritania Calcutta
Nouakchott Antwerp Madras

Mauritius Iraq
Port Louis Aritwerp Baghdad

Mozambique
Antwerp

Israel
Maputo Tel' Aviv

Namibia
Antwerp Jerusalem

Windhoek Jerusalem
Niger

Antwerp Jordan
Niamey Amman

Nigeria
Antwerp' . Kuwait.

,Lagos Kuwait.
Kaduna Antwerp Lebanon

Rwanda . Beirut
Kigali Antwerp Morocco

Senegal
Antwerp Rabat

Dakar . Casablanca
Seychelles

Antwerp
Nepal,

Victoria Kathmandu
Sierra Leone Oman

Freetown Antwerp Muscat
Somalia Pakistan

Mogadishu Antwerp Islamabad
South Africa, Republic of

Antwerp
Karachi

Pretoria Lahore
Cape Town Antwerp Peshawar
Durban Antwerp Qatar
Johannesburg Antwerp Doha

Sudan Saudi Arabia
Khartoum Antwerp Riyadh

Swaziland Dhahran
Mbabane Antwerp Jeddah

Tanzania Sri Lanka (Ceylon)
Dar es Salaam Antwerp Colombo

Togo
Antwerp

Syria
Lome Damascus

Uganda
Antwerp

Tunisia
Kampala Tunis

Zaire United Arab Emirates
Kinshasa Antwerp Abu Dhabi
Lubumbashi Antwerp Dubai

Zambia Yemen Arab Republic
Lusaka Antwerp Sanaa

Zimbabwe
EAST ASIA AND PACIFICHarare Antwerp

NEAR EAST AND SOUTH ASIA Australia
Afghanistan Canberra

."~ntwerp BrisbaneKabul
MelbourneAlgeria

Antwerp PerthAlgiers
SydneyGran Antwerp

Antwerp

Antwerp"

Antwerp
Antwerp

Antwerp
Antwerp
Antwerp

"Antwerp

Antwerp

Antwerp

Antwerp

Antwerp

Antwerp

Antwerp'

Antwerp
Antwerp

Antwerp

Antwerp

Antwerp
Antwerp
Antwerp
Antwerp

Antwerp

Antwerp
Antwerp
Antwerp

Antwerp

Antwerp

Antwerp

Antwerp
Antwerp

Antwerp

Hagerstown
Hagerstown
Hagerstown
Hagerstown
Hagerstown

)
/

/-\
!

J



6 FAH H-IOO

/

AID HANDBOOK 22, App 9Al

&FAH-1 exhibit H-173

TRANS. MEMO NO.

22:343
EFFECTIVE DATE

as indicated

Post Storage Facility Locations-Continued

Post Storage Location Post Storage Location

EAST ASIA AND PACIFIC-cont'd Laos
Vientiane San Francisco

Brunei Malaysia
Bandar Seri Begawan Hagerstown Kuala Lumpur San Francisco

Burma Marshall Islands
Rangoon San Francisco Majuro San Francisco

China, People's Republic of Micronesia
Beijing San Francisco Kolonia San Francisco
Chengdu San Francisco Mongolia, People's Republic of
Guangzhou San Francisco Ulaanbaatar San Francisco
Shanghai San Francisco New Zealand
Shenyang San Francisco Wellington San Francisco

Fiji Auckland San Francisco
Suva San Francisco Papua New Guinea

Hong Kong Port Moresby San Francisco
Hong Kong San Francisco Philippines

Indonesia Manila San Francisco
Jakarta San Francisco Cebu San Francisco
Medan San Francisco Singapore
Surabaya San Francisco Singapore San Francisco

Japan Solomon Islands
Tokyo San Francisco Honiara San Francisco
Fukuoka San Francisco Thailand
Naha San Francisco Bangkok San Francisco
Osaka-Kobe San Francisco Chiang Mai San Francisco
Sapporo San Francisco Songkhla San Francisco

Korea Udorn San Francisco
Seoul San Francisco Western Samoa
Pusan San Francisco Apia San Francisco
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STORAGE-IN-TRANSIT AUTHORIZATION

storage-In-Transit Authorization

In connection with the transportation of house-

hold and/or personal effects of:

- \.
)

~

between

moving under GBL number:---------------

and

storage-in-transit at is--------------- \

hereby authorized for a period beginning

and ending

(Signature of Authorizing Officer)

(Title)

(Post or Organization)

NOTE: Posts type storage-in-transit authorizations as needed.

)

/
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H-190
TRANSPORTATION OF OFFICIAL SUPPLIES AND

EQUIPMENT

H-191 SHIPMENTS OF OFFICIAL
SUPPLIES AND EQUIPMENT
FROM UNITED STATES

H-191.1 Consolidation Receiving
Point (CRP) Progr.am

(TL:GS:H-103; 3-24-89)
(State Only)

The Department, Foreign Affairs Agencies, and
most U.S. Government civilian agencies (non-DOD)
utilize the U.S. Despatch Agents and their Consolida
tion Receiving Point (CRP) Program. Under the CRP
Program, official supplies and equipment (including of
ficial furniture, official vehicles, AID mission-support
items, and certain AID commodity/project items) are
ordered by requisition or purchase order. Items from
purchase orders originating at an embassy, consulate,
mission, or on their behalf by the Department/Agency
are forwarded by GSA commercial vendors in the
United States to one of four CRP contractors. Orders
from GSA are automatically sent to the appropriate
CRP contractor. Under the direct supervision and con
trol of one of three U.S. Despatch Agents, the contrac
tors receive, temporarily store, and consolidate these
items. The consolidation process includes export box
ing, preparing wooden lift vans, palletizing/boxing for
air shipments or containerization, and loading contain
ers.

H-191.2 Copy of Purchase
Order/Requisition to U.S.
Despatch Agent

(TL:GS:H-103; 3-24-89)
(State Only)

One legible copy of the purchase order or requisition
issued by posts or missions must be sent to the appropri
ate U.S. Despatch Agent. If a procurement office with
in the Department or Agency issues the purchase order
or requisition, then three copies of the document must

be sent to the appropriate U.S. Despatch Agent. If the
order is placed by telegram, letter, or other means, the
appropriate U.S. Despatch Agent must be an info ad
dressee or be sent a copy of the order. The item(s) be
ing ordered, the necessary fiscal data to cover consoli
dation and shipping charges, and the proper billing ad
dress for Agencies other than the Department must
clearly show on the order.

H-191.3 CRP Receiving Reports
(TL:GSH-2,' 11-30-90)
(State Only)

a. When an order arrives at the CRP contractor's
warehouse, the CRP contractor issues a receiving report
for each shipment. Most vendors do not provide explic
it information. The CRP contractor is prohibited from
opening cartons (a time-consuming, costly procedure
which would destroy the integrity of the shipment). Be
cause information is not exact, Despatch Agents must
try to work from a trucker's or vendor's documentation
for a general description of items received. These de
scriptions are incorporated into the CRP receiving re
ports which Despatch Agents mail to the post. This re
ceiving report is used to identify items against a single
requisition! purchase order so the GSO and fiscal offi
cer know what has been received.

b. It is difficult to reconcile documents for incom
plete purchase order shipments. Although GSA pro
vides a manifest with each shipment which lists the
items ordered and their quantities on a line-item basis,
most commercial vendors have not been providing this
kind of information for shipments. This missing infor
mation precludes the CRP contractors from keying
their receiving reports to the purchase orders (PO's) on
a line-item basis stating exactly what was received and
in what quantities. As a result, posts will experience
difficulty identifying exactly what vendors have shipped
in response to PO's issued either by the post or on its
behalf. By not knowing exactly what was received by
the CRP contractor, orin what quantities, the post B&F
officer will be unable to determine the appropriate pay
ment to be made to the vendor under the Prompt Pay
ment Act (Pub. L. 97-177).

'\
)

/
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H-191.4 Packing Lists
(TL:GS:H-103; 3-24-89)
(State Only)

a. Vendor-provided packing lists should be supplied
for each PO or portion thereof being shipped to the
CRP contractor. Procurement officers should include
the following text in all PO's issued to commercial ven
dors:

"The vendor is instructed to prepare for each pur
chase order (PO) a packing list in duplicate represent
ing items being shipped to the CRP contractor. This
packing list must be prepqred whether the shipment
constitutes a complete or partial' fulfillment of the PO.
The packing list MUST include the:

(1) PO number;
(2) Name of the ordering post;
(3) Line item(s) included in the shipment; and
(4) Quantity included for each line item.

The vendor shall place one copy of the packing list in
the number 1 box/carton of items being shipped to a
specific post. A second copy shall be placed in a water
proof pouch and affixed to the outside of the same
number 1 box/carton."

b. Noncompliance, or any irregularity, resulting in
back orders must be resolved by the post and the ven
dor.

H-191.5 Special Instructions to
Commercial Vendors'

(TL:GSH-2; 11-30-90)
(State Only)

a. When goods or supplies ordered from one com
mercial vendor on a single PO are estimated to consist
of less than 500 cubic feet or 5,000 pounds, the follow
ing instructions must form an attachment to the PO:

(1) "All materials ordered under this purchase or
der (PO) must be domestically packed. Each carton
and package must be marked with:"

(a) POST: (insert as appropriate); and
(b) PO NUMBER: (insert as appropriate);

(2) When the order is ready for shipment, forward
the shipment prepaid di~ectly to: (Insert the SHIP TO
ADDRESS for the appropriate CRP contractor from
the table in section 192);

(3) A copy of the prepaid commercial bill-of~lad

ing and two copies of the packing list identifying the
number of pieces shipped, the weight and cube of each
piece, and the "marks" indicated above, must be

mailed to: (insert the MAIL TO ADDRESS of the ap
propriate U.S. Despatch Agent from section 192);

(4) Any question'or' comment relating to "marks"
for the Department or any Agency should be referred
to th~State Department (OPRIST/TD); and

(5) One additional copy of the packing list must ac
company the shipment attached to the "lead" or No.1
carton/package. If problems arise in complying with
these instructions, please contact the U.S. Despatch
Agent In: (insert location of thtdlppropriate U.S. Des
patch Agent from section H-'192 at: [insert the tele
phone number of the U. S. Despatch Agent here]).

b. For goods or supplies ordered from one com
mercial vendor on. a single PO which is estimated to
consist of 500 cubic feet or more or 5,000 pounds or
more, the following instructions must be included as an
attachment to the PO:

(1) "All materials ordered under this Purchase Or
der (PO) must be domestically packed. Each carton
and, package must be marked specifically showing:"

(a) POST: (insert as app'ropriate); and
(b) PO NUMBER: (insert as appropriate);

(2) When the order is ready for shipment and its
gross cube and weight are knoWn, contact the U.S.
Despatch Agent in: (insert city location of the, appropri
ate U.S~ Despatch Agent from section H-192) on: (in
sert appropriate' telephone number). The Despatch
Agent's instructions should be consulted to determine
whether the shipment should be directed to the "SHIP
TO ADDRESS" of the CRP contractor, or whether it
should wait for the' arrival ofa steamship container for
loading and eventual release ;

(3) lfthe U.S. Despatch Agent advises you'to send
the domestically packed items to the Despatch Agent's
CRP contractor, forward the shipment prepaid directly
to: (Insert the "SHIP TO ADDRESS" of the appropri
ate CRP contractor from section H-192);

(4) Whether you ship the domestically packed
items directly to the CRP contractor or load them into a
steamship container at your facilities, a copy of the pre
paid comn:tercial bill-of-lac:iing (for direCt shipments
only) and two copies of the packing list identifying the
number of pieces shipped; the weight and cube of each
piece, and the "marks" indicated above must be
mailed to:

(Insert the MAIL TO ADDRESS of the appropriate
U.S. Despatch Agent from section H-192); and

(5) One additional copy of the pac~ing list must ac
companythe shipment attached to the "lead"or No.1
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carton/package. If you have any problems in complying
with these instructions, please contact the U.S. Des
patch Agent in: (insert location ofthe appropriate U.S.
Despatch Agent from section H-192) at: (insert the
telephone number of the U.S. Despatch Agent)."

H-191.6 CRP Packing
List/Manifest

(TL:GS:H-103; 3-24-89)
(State Only)

a. Once the CRP contractor consolidates items for
one or more posts/missions into one shipment, a CRP
packing list/manifest is prepared by the contractor·
which lists the number of wooden lift vans which were
used to consolidate the items (with the dimensions,
cube, gross, and tare weights of each lift va'n), the CRP
receiving reports (by number and including the pur
chase order/requisition number, number of pieces,
cube, weight, and description) which are in each lift
van, the steamship container number each lift van is
loaded into, and the seal number on the steamship con
tainer, if applicable.

b. If the items consolidated are not exported boxed,
but are loaded in their original cartons/boxes/crates di
rectly into a steamship container, then the CRP packing
list/manifest will list only the steamship container num
ber and the CRP receiving reports (containing the same
information as above) which are loose-packed (Le.,
stowed) directly into the steamship container, and the
seal number on the steamship container, if applicable.

H-191.7 Shipping Documentation
(TL:GS:H-103; 3-24-89)
(State Only)

a. When the U.S. Despatch Agent books a consoli
dated shipment on a steamship line and receives the
original ocean bills-of-lading (usually 3 to 5 days after
the ocean vessel departs port with the shipment on
board), two copies of the original bills-of-lading to
gether with the CRP packing list/manifest are mailed by
the U.S. Despatch Agent to the post and a copy of the
CRP packing list/manifest is also mailed to each Agency
at post which has official supplies and equipment in the
consolidated shipment. The advice copy of the CRP
packing list/ manifest mailed to other Agencies at post
will allow each Agency to monitor arrival of the ship
ment and coordinate the release/pick-up of their offi
cial supplies and equipment with the GSO at the embas
sy/consulate .

b. When the U.S. Despatch Agent books a consoli
dated shipment on a scheduled airline or with an air

freight forwarder, an air waybill number is issued. This
air waybill number is noted on the packing list/ mani
fest, and is mailed to the post and to each Agency at
post in the same manner as for surface shipments
above.

H-191.8 Telegraphic Notification
of Shipment En Route

(TL:GS:H-103; 3-24-89)
(State Only)

a. At the time the shipping documentation is mailed
to post (see section H-191.7), the U.S. Despatch
Agent will send a "Telegraphic Notification of Ship
ment En Route" to the post to advise the GSO that the
shipment of official supplies and equipment is en route
(see 6 FAH Exhibit H-162.1-5c for surface and air
shipments). If the shipment is forwarded directly to the
post, the telegram goes directly to the post. If the ship
ment is forwarded via ELSO or another transshipment
point, the telegraphic "Notice" will be sent to ELSO or
to the transshipment point· with info to the post's GSO
(see 6 FAH Exhibit H-162.1-5c).

b. Telegraphic requests from posts on shipment sta
tus, or on overages, shortages, damages, etc., on ship
ments of official supplies and equipment received
should be made directly to the appropriate U.S. Des
patch Agency whenever such a shipment is made di
rectly to the post/mission from the CRP contractor,
with an info copy to the procurement/ supply office of
the appropriate Agency. However, telegraphic requests
on those shipments being forwarded via ELSO should
be sent directly to that office (USOFFICE ELSO ANT
wERp) with info copies to the appropriate U. S. Des
patch Agent who originated the shipment and the pro
curement/supply office of the appropriate Agency.

c. NOTE: Do not send classified messages to any of
the U.S. Despatch Agents or ELSO because they are
capable of receiving unclassified messages only.

H-191.9 Air Freight Shipments of
Official Supplies and
Equipment

(TL:GS:H-103; 3-24-89)
(State Only)

a. Air shipments of supplies and equipment are initi
ated when an immediate requirement exists for these
supplies and equipment which cannot be accommo
dated by official or military mail (Le., APO/FPO) faci
lities. While GSA is capable of direct air freight ship
ments, posts in the CRP program (see section H-192)
are hereby instructed to make all air freight shipping

\

)

\
)
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arrangements through their U.S. Despatch Agent, not
GSA.

b. Unlike the U.S. Despatch Agent, GSA cannot al
ways consolidate a multi-line order. Because GSA pro
cesses each line separately according to stock availabil
ity, more than one supply depot may fill the order and
several air freight· shipments could result, multiplying
the cost of an already expensive shipment. Each item
would incur minimum air waybill charges and any rate
break for the larger shipment would be lost. The U.S.
Despatch Agent is better able to initiate prompt follow
up action in the event that an air freight shipment is lost
or delayed.

c. Requisitions for item(s) which require shipment
by air freight should be addressed to GSA using FED
STRIP document identifier" AOA" and an "08" prior
ity code. The U. S. Despatch Agent must be provided
with a copy of the order with instructions, and fiscal
data, for the air freight shipment. If an OF-263 is sub
mitted, no reference to air freight shipment should be
made on GSA's copy. Shipping instructions should ap
pear on the U.S. Despatch Agent's copy only. When
GSA processes the order, FEDSTRIP document identi
fier "AOA" will direct the shipment to your CRP con
tractor, which will be consolidated with other orders
also carrying .1 AOA" and shipped by air freight by the
U.S. Despatch Agent. If the request for air freight is
telegraphic, both GSA and the appropriate U.S. Des
patch Agent should be addressees. Mark that portion
of the message containing your FEDSTRIP order
"FOR GSA." In a separate paragraph marked "FOR
U.S. DESPATCH AGENT (place city location of Des
patch Agent here [refer to section H-192 above]),"
provide shipping instructions and fiscal data for ship
ping costs.

d. When the U. S. Despatch Agent books either a
single item or a consolidated shipment of two or more
items on a scheduled airline or through an air freight
forwarder, a GBL is prepared by the U.S. Despatch
Agent to present to the airline/air freight forwarder to
gether with the shipment. The airline/air freight for
warder then completes an air waybill and provides the
air waybill number to the U.S. Despatch Agent, who
then places the number on the packing list/manifest
and includes it in the "Telegraphic Notification of Ship
ment En Route" which is sent to the post (see 6 FAH
Exhibit H-162.1-5c).

H-191.10 Hazardous Supplies and
Equipment

(TL:GS:H-103; 3-24-89)
(State Only)

Passenger-carrying flights cannot carry hazardous
supplies and equipment (e.g., matches, flammable or
volatile liquids, paints, or pressurized containers), and
not all areas are served by cargo-only flights. Even
where such cargo-only flights are available, the cost of
shipping these materials by air is usually prohibitive.
Special packing is required (increasing the weight and
cube as well as the expense of the shipment), and high
er rates are charged. Every effort should be made,
therefore, to ensure that these hazardous supplies and
equipment are obtained via surface freight. These re
strictions apply to APO/FPO as well. For air pouch re
strictions see 5 FAM §332.4.

H-191.11 Personal Orders from
Army and Air Force
Exchange (AAFES)
Catalog

(TL:GS:H-103; 3-24-89)
(State Only)

a. The Army and Air Force Exchange Ser
vice (AAFES) publishes a gift catalog from which many
Foreign Service personnel place orders. Some em
ployees have been using the offices of the U.S.Des
patch Agencies in Baltimore, Miami, New York,and
San Francisco as mailing addresses. This procedure is
NOT authorized for personal orders, nor is it autho
rized for orders placed by a commissary or employees'
association at post.

b. Prior to placing an order from the AAFES catalog
those eligible to make purchases should read instruc
tions in each section of the catalog governing the ship
ment of merchandise and should understand the fol
lowing:

(1) Personal orders should NOT be sent via the U.S.
Despatch Agencies, especially those shipments requir
ing the payment of import duty; and

(2) Personal packages received by U.S.Despatch
Agencies will be refused, with a request that they be
returned to sender.

c. Personnel with APO/FPO mailing addresses
should have their orders sent through the military post
al address.
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d. Personnel who do not have access to an APO/
FPO mailing address should not order from the
AAFES catalog, except as· permitted in the section
"America - Part One. Deliveries Cannot be Made to
Foreign Addresses."

e. Consult 5 FAM§322.3 for advice concemingreg
istered and insured parcels, and 5 FAM §315.5 which
defines personal mail.

H-191.12 Shipments for Overseas
Schools

(TL:GS:H-103; 3-24-89)
(State Only)

a. V.S. Despatch Agencies are authorized to pro
vide shipping services on behalf of V.S. Government
sponsored overseas schools. Books as well as other edu
cational supplies and equipment may be forwarded to
the appropriate CRP contractor by commercial suppli
ers for onward shipment to post by the V.S. Despatch
Agency.

b. Posts electing to use the V.S. Despatch Agents
and their CRP for shipment of educational materia~s

must ensure that fiscal data are provided to cover pack
ing, shipping, and related costs for forwarding the mer
chandise. In situations where the post orders educa
tional material directly, procedures are exactly the
same as for other direct purchases' from vendors in the
United States. That is, copies of the purchase order
must be sent to the appropriate U.S. Despatch Agency
which will handle the shipment. Vendors should be ad
vised to mark boxes or cartons with the purchase order
number and to forward the goods to the appropriate
CRP contractor's warehouse.

c. In circumstances where educational materials are
purchased by the school independently, the procedure
for using the V. S. Despatch Agencies and their CRP
Program requires another step. Based on the estimated
weight and volume of goods to be ordered, the school
representative should deposit sufficient monies with the
embassy's cashier in a Suspense Deposit Account
(SDA). The fiscal data created to identify the SDA
would be used in the same manner as fiscal data for
direct purchases.

d. Educational materials which are received at the
CRP contractor's warehouse normally will be for
warded with official supplies and equipment for the em
bassy in a consolidated steamship container or export
lift van, consigned to the embassy as official supplies.
Goods for the school then would need to be separated
from GSA supplies and other cargo for the embassy
after customs clearance and receipt at the post's ware
house facilities.

e. If this procedure would cause problems for the
post because of customs regulations in the host country,
it is possible for the V.S. Despatch Agency to arrange
for separate packing and shipment of the educational
materials. Such shipments can be consigned to the
school directly or to a commercial customs house bro
ker designated by the school. In the event such a proce
dure is necessary, it is extremely important that copies
of the purchase orders be sent to the appropriate V.S.
Despatch Agency highlighting the need to pack, mark,
and consign the shipment in a non-standard fashion.
Posts should ensure, through an exchange of corre
spondence with the appropriate V.S. Despatch
Agency, that these special procedures will be used for
shipment of books and other educational material for
the school.

f. Vse of the V.S. Despatch Agencies and their
CRP Program should result in reduced costs for ship
ment of educational materials. The V.S. Despatch
Agencies have negotiated special ocean freight rates to
many destinations, are able to achieve economies
through consolidation, and therefore can help avoid
certain minimum ocean bill-of-Iading charges.

g. When significant quantities of educational materi
als are ordered, routing of the shipment by a V. S. Des
patch Agency is particularly recommended in lieu of
mail or other alternative means of transportation. In
fact, the DoD office controlling mail through the APO/
FPO (i.e, the Military Postal Service (MPS» and the
department's Diplomatic Pouch and Mail Division have
advised that their facilities are to be used only for nor
mal type mail (Le., letters, testing material such as
SAT's, transcripts, recommendations, etc.) and for ex
tremely small and limited quantities of books and edu
cational materials.

H-191.13 Shipments for Employee
Associations and
Commissaries

(TL:GS:H-103; 3-24-89)
(State Only)

a. V.S. Despatch Agencies are authorized to pro
vide shipping services on behalf of V. S. Government
sponsored employee associations and commissaries.
Nonperishable foods and other items stocked by the
commissary may be forwarded to the appropriate Con
solidation Receiving Point (CRP) Contractor by com
mercial suppliers for onward shipment to post by the
V.S. Despatch Agency. Perishable foods which are re
quired to be chilled or refrigerated during shipment
must be ordered in sufficient quantities to be shipped in
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20-foot refrigerated/chilled steamship containers.
Some shipping lines offer only 35 or 40-foot refrigera
ted/chilled steamship containers. If the quantity of per
ishable foods to be ordered will not fill a 20-foot steam
ship container, or if air shipment of the perishable
foods is required, please contact the appropriate U.S.
Despatch Agency handling your shipments of official
supplies and equipment, specify your needs, and ask if
the shipment can be handled.

b. When ordering items for employee associations
and commissaries, please follow section H-191; this in
cludes procedures for documentation needed by the
U.S. Despatch Agencies and fiscal data.

H-192 LIST OF POSTS SERVED BY
EACH U.S. DESPATCH
AGENT/CRP CONTRACTOR

(TL:GS:H-103; 3-24-89)
(State Only)

a. Geographical lists of posts with the servicing U.S.
Despatch Agent and CRP contractor are found in 6
FAH Exhibit H-192a.

b. An alphabetical listing of all Foreign Service posts
and the U.S. Despatch Agency and CRP contractor for
each is provided as a quick reference guide in 6 FAH
Exhibit H-192b. Once the U.S. Despatch Agency/CRP
contractor is known, one can easily refer to each of the
four appropriate geographical lists in 6 FAH Exhibit
H-192a to obtain the correct addresses and phone
numbers.

H-193 POSTS SERVICED BY ELSO
(TL:GS:H-103; 3-24-89)
(State Only)

Posts in EUR, AF, and NEA which are serviced by
ELSO for transshipping official supplies and equipment
destined from the U.S., or which initiate shipments of

official supplies and equipment ordered in Europe
(such as through RPSO/Bonn) are listed alphabetically
in 6 FAH Exhibit H-193. The mode of shipment from
the United States to ELSO and the mode of shipment
from ELSO to the post, as well as the maximum size lift
van or shipping crate to be used, are also listed for each
post.

H-194 SHIPMENTS OF OFFICIAL
SUPPLIES AND EQUIPMENT
TO UNITED STATES

(TL:GSH-2; 11-30-90)
(State Only)

When processing shipments of official supplies and
equipment from overseas points to the United States,
all posts and the European Logistical Support Office
(ELSO) in Antwerp, Belgium, must ensure that such
shipments are sent through one of the U.S. Despatch
Agencies for customs clearance. Do NOT send any
shipments of official supplies and equipment directly to
Dulles International Airport in Washington, D.C. or for
customs clearance by the Department's Transportation
Division (OPR/ST/TD). The post initiating the ship
ment must, in addition to providing a full and complete
description'of the item(s), also indicate whether or not
the item(s) are returning U.S. manufactured goods pre
viously exported, or if purchased abroad, must indicate
the value (Le., purchase cost) of the item(s). The deliv
ery address and point of contact (including telephone
number) must also be provided the appropriate U.S.
Despatch Agency. The telegraphic "Notification of
Shipment ~n Route to the U.S." must be sent to the
appropriate U.S. Despatch Agent as soon as the ocean
bill-of-Iading or air waybill number is known (see 6
FAH Exhibit H-162.1-5c).

H-195 through H-199 UNASSIGNED
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u.s. DESPATCH AGENCY, CAP CONtRAcTO'R,"AND SERVICED'CRP
DESTINATION POSTS

. The CRP destination posts which follow. are serviced
by U.S. Despatch Agency, P.O. Box 522396, General
Mail Facility, Miami, Florida .33152~2396· [Tele
phone: FTS 8- 848-2905; Commercial (305)
526-2905] and CRP Contractor: Tumi Intern~tional.

Inc., 9605 N.W. 13th Street, Miami, Florida
33172-2813:

The CRP destination posts which follow are serviCed
by U.S. Despatch Agency, Parkway Towers, Building
B, 485B U.S. Route One South, Iselin, New Jersey,
08830-3013 [Telephone: FTS (N/A); Commercial
(201) 855-8880] and CRP Contractor: International
Triax, 6603 Bay Street, Emeryville, California
94608-1021 :

Apia
Auckland
Bandar Seri Begawan
Bangkok
Beijing
Brisbane
Canberra
Cebu
Chengdu
Chiang Mai
Fukuoka
Guangzhou
Hong Kong
Honiara
Jakarta
Kathmandu
Kolonia
Kuala Lumpur
Majuro
Manila
Medan
Melbourne
Naha
Osaka-Kobe
Perth
Port Moresby
Pusan
Rangoon
Sapporo
Seoul
Shanghai
Shenyang
Singapore
Songkhla
Surabaya
Suva
Sydney
Tokyo
Udorn
Ulaanbaatar

Vientiane,
Wellington

Asuncion
Barranquilla
Belize City .
Bogota
Brasilia
Bridgetown
Buenos Aires
Caracas
Curacao
Georgetown
Guatemala City
Guayaquil
Havana
Kingston
La Paz'
Lima
Managua'
Maracaibo
Maiti~ique
Montevideo
Nassau
Panama City
Paramaribo
Port,:",au-Prince'
Porto Alegre
Port~of-Spain.
Quito
Recife
Rio de Janeiro

.•.. St.. George's
. St. John's
. Salvador da Bahia
San Jose
San Salvador

. ): ,Santiago
":Santo'Domingo

Sao Paulo
Tegticigalpa

)

~\

)

J
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)
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The CRP destination posts which follow' are serviced
by U.S. Despatch Agency, 40 South Gay Street, Room
230, U.S. Customs House Building, Baltimore, Mary
land 21202-4022 [Telephone: FTS 8 - 922-3620;
Commercial (301) 962-3620] and CRP Contractor:
Leslie Enterprises, Inc., 1327 Bayard Street, Balti
more, Maryland 21230-1929:

Abidjan
Accra
Bamako
Bangui
Banjul
Bissau
Brazzaville
Casablanca
Conakry
Cotonou
Dakar
Douala
Freetown
Kaduna
Kinshasa
Lagos
Libreville
Lome
Lubumbashi
Malabo
Monrovia
N'Djamena
Niamey
Nouakchott
Ouagadougou
Praia
Rabat
Windhoek
Yaounde

The CRP destination posts which follow are serviced
by U.S. Despatch Agency, Parkway Towers, Building
B, 485B U.S. Route One South, Iselin, New Jersey
08830~3013 [Telephone: FTS (N/A); Commercial
(201) 855-8880] and CRP Contractor: ASA/Apple
Freight Systems, River Terminal, Bldg. 54A, South
Kearny, New Jersey 07032-4612 [Telephone: Com
mercial (201) 344-7339J:

Abu Dhabi
Adana
Addis Ababa
Alexandria
Algiers
Amman
Ankara
Antananarivo
Antwerp
Athens
Baghdad
Barcelona
Beirut
Belfast
Belgrade
Berlin (E & M)
Bern
Bilbao
Blantyre
Bombay
Bonn
Bordeaux
Brussels
Bucharest
Bujumbura
Cairo
Calcutta
Cape Town
Colombo
Copenhagen
Damascus
Dar es Salaam
Dhahran
Dhaka
Djibouti
Doha
Dubai
Dublin
Durban
Edinburgh
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6 FAH-1 ExhIbIt H-192A

u.s. Despatch Agency, CRP Contractor, and Serviced CRP Destination
Posts-Continued

Continuation of list of CRP destination posts serviced
by U.S. Despatch Agency, Iselin, New Jersey, and CRP
Contractor: ASA/Apple:

Florence
Frankfurt am Main
Gaberone
Geneva
Genoa
The Hague
Hamburg
Hamilton
Harare
Helsinki
Islamabad
Istanbul
Izmir
Jeddah
Jerusalem
Johannesburg
Kabul
Kampala
Karachi
Khartoum
Kigali
Krakow
Kuwait
Lahore
Leningrad
Lilongwe
Lisbon
London
Lusaka
Luxembourg
Lyon
Madras
Madrid
Manama
Maputo
Marseille
Maseru

Mbabane
Milan
Mogadishu
Mombasa
Moroni
Moscow
Munich
Muscat
Nairobi
Naples
New Delhi
Nicosia
Oporto
Oran
Oslo
Paris
Peshawar
Ponta Delgada
Port Louis
Poznan
Prague
Pretoria
Reykjavik
Riyadh
Rome
Salzburg
Sanaa
Sofia
Stockholm
Strasbourg
Stuttgart
Tel Aviv
Thessaloniki
Tunis
Valletta
Victoria
Vienna
Warsaw
Zagreb
Zurich

i
\ J

NOTE: All shipments of official supplies and equipment to aU posts in Canada (Le., Ottawa, Calgary, Halifax,
Montreal, Quebec, Toronto, and Vancouver) are forwarded by motor freight carrier (Le., trucker) directly to the
post, while official supplies and equipment to all posts in Mexico (Le., Mexico City, Ciudad Juarez, Guadalajara,
Hermosillo, Monterrey, Tijuana, Matamoros, Mazatlan, Merida, and Nuevo Laredo) are forwarded to theU.S~

Government warehouse in Laredo, Texas, with paperwork mailed to Nuevo Laredo (this post operates the ware
house in Laredo, Texas) and Mexico City, for customs clearance and forwarding on to final destination.
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8 FAH-1 exhibit H-182B
\ A

LIST OF POSTS, U.S. DESPATCH AGENCY, AND CRP CONTRACTOR
"i,'," . . -.' " ',"'(

The following alphabetical listing of all Foreign Service posts and their U.S. Despatch Agency and CRP contractor
is a quick reference guide. Once the U.S. Despatch Agency/CRP contractor is known, refer to one of the four lists in
Exhibit H-192A to obtain their addresses and telephone n~mbers.

Post Desp. Agt/CRPContrac. Post Desp. Agt/CRP Contrac.

)

)

\)
/

Abidjan
Abu Dhabi
Accra
Adana
Addis Ababa
Alexandria
Algiers
Amman
Amsterdam
Ankara
Antananarivo
Antwerp
Apia
Asuncion
Athens
Auckland
Baghdad
Bamako
Bandar Seri Begawan
Bangkok
Bangui
Barcelona
Banjul
Barranquilla
Beijing
Beirut
Belfast
Belgrade
Belize City
Berlin (E or M)
Bern
Bilbao
Bissau
Blantyre
Bogota
Bombay
Bonn
Bordeaux
Brasilia
Brazzaville
Bremen
Bridgetown
Brisbane
Brussels
Bucharest
Budapest
Buenos Aires
Bujumbura
Bukavu
Cairo
Calcutta
Calgary
Canberra
Cape Town"
Caracas
,Casablanca

Baltimore/Leslie Entr.
New York/ASA/Apple
Baltimore/Leslie Entr.
New YorkJASA/Apple
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
New York/Int'l Triax
New York/ASA/Apple
New York/ASA/Apple
New York/Int'l Triax
New York/ASA/Apple
Baltimore/Leslie Entr.
New York/Int'} Triax
New York/Int'l Triax
Baltimore/Leslie Entr.
New York/ASA/Apple
Baltimore/Leslie .' Entr .
MiamilTumi
New York/Int'l Triax
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
MiamilTumi
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
Baltimore/Leslie Entr .
New York/ASA/Apple
Miamitrumi '
New York/ASA/Apple
New YorkJASA/Apple
New York/ASA/Apple
Miamiffumi
Baltimore/Leslie 'Entr.
New York/ASA/Apple
Miamiffuriii
New York/Int'} Triax
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
MiamilTumi; . .
New York/ASA/Apple
Baltimore/Leslie' Entr.
New York/ASA/Apple
New York/ASA/Apple
DIRECT/NONE
New York/Int'l Triax
Ne'wYork/ASA/Apple
Miamiffumi
Baltimore/Leslie Entr., '

Cebu
Chiang Mai
Ciudad Juarez
Colombo
Conakry
Copenhagen
Cotonou
Curacao
Dakar
Damascus
Dar es Salaam
Dhahran
Dhaka
Djibouti
Doha
Douala
Dubai
Dublin
Durban
Edinburgh
Florence
Frankfurt 'am Main
Freetown
Fukuoka
Gaborone
Geneva
Genoa
Georgetown
Guadalajara
Guangzhou
Guatemala City
Guayaquil
The Hague
Halifax
Hamburg
Hamilton
Harare
Havana
Helsinki
Hermosillo
Hong Kong
Honiara
Islamabad
Istanbul
Izmir
Jakarta
Jeddah
Jerusalem
Johannesburg
Kabul
Kaduna
Kampala
Karachi
Kathmandu
Khartoum

New York/Int'l Triax
New York/Int'l Triax
VIA Nuevo Laredo/NONE
New York/ASA/Apple
Baltimore/Leslie Entr.
New York/ASA/Apple
Baltimore/Leslie Entr.
MiamilTumi
Baltimore/Leslie Entr.
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
New York/Int'l Triax
New York/ASA/Apple
New York/ASA/Apple
Baltimore/Leslie Entr.
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
Baltimore/Leslie Entr.
New York/Int'l Triax
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
MiamilTumi
VIA Nuevo Laredo/NONE
New York/Int'l Triax
MiamilTumi
MiamilTumi
New York/ASA/Apple
DIRECT/NONE
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
MiamilTumi
New York/ASA/Apple
VIA Nuevo Laredo/NONE
New York/Int'l Triax
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
New York/Int'l Triax
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
Baltimore/Leslie Entr.
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
New York/ASA/Apple
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8 FAH-1 exhibit H-1t2B

List of Posts, U.S. Despatch Agency, and CRP. Contractor-Continued

Post Desp. Agt/CRP Contrac. Post ·Desp. Agt/CRP Contrac.

Kigali New York/ASA/Apple Oporto New York/ASA/Apple
Kingston Miami/Tumi Oran New York/ASA/Apple
Kinshasa Baltimore/Leslie Entr. Osaka-Kobe New York/Int'l Triax
Kolonia New York/ASA/Apple Oslo New York/ASAIApple
Krakow New York/ASA/Apple Ottawa DIRECT/NONE
Kuala Lumpur New York/Int'l Triax Ouagadougou Baltimore/Leslie Entr.
Kuwait New York/ASA/Apple Palermo New York/ASAIApple
Lagos Baltimore/Leslie Entr. Panama City Miamiffumi )Lahore New York/ASA/Apple Paramaribo Miamiffumi
La Paz MiamilTumi Paris New York/ASAIApple /

Leningrad New York/ASA/Apple Perth New York/Int'l Triax
Libreville Baltimore/Leslie Entr. Peshawar New York/ASAIApple
Lilongwe New York/ASA/Apple Ponta Delgada New York/ASA/Apple
Lima Miami/Int'l Triax Port-au-Prince Miamiffumi
Lisbon New York/ASA/Apple Port Louis New York/ASA/Apple
Lome Baltimore/Leslie Entr. Port Moresby New York/Int'l Triax
London New York/ASA/Apple Porto Alegre MiamilTumi
Lubumbashi Baltimore/Leslie Entr. Port-of-Spain Miamiffumi
Lusaka New York/ASA/Apple Poznan New York/ASA/Apple
Luxembourg New York/ASA/Apple Prague New York/ASA/Apple
Lyon New York/ASA/Apple Praia Baltimore/Leslie Entr.
Madras New York/ASA/Apple Pretoria New York/ASA/Apple
Madrid New York/ASA/Apple Pusan New York/Int'l Triax
Majuro New YorklInt'l Triax Quebec DIRECT/NONE
Malabo Baltimore/Leslie Entr.
Manama New York/ASA/Apple

Quito Miamiffumi )
Rabat Baltimore/Leslie Entr.

Managua Miamiffumi Rangoon' New York/Int'l Triax
/

Manila New York/Int'l Triax
Maputo New YorklASA/Apple Recife Miamiffumi

Maracaibo Miamifrumi
Rejkjavik New York/ASA/Apple

Marseille New York/ASA/Apple Rio de Janeiro Miamiffumi

Martinique Miamifrumi Riyadh. New York/ASAIApple

Maseru New York/ASA/Apple Rome New York/ASA/Apple

Matamoros VIA Nuevo Laredo/NONE Rotterdam New York/ASA/Apple

Mazatlan VIA Nuevo Laredo/NONE St. George's Miamiffumi

Mbabane New York/ASA/Apple St. John's Miamiffumi

Medan New York/Int'l Triax Salvador da Bahia Miamiffumi

Melbourne New York/Int'l Triax Salzburg New York/ASA/Apple

Merida VIA Nuevo Laredo/NONE San Jose Miamiffumi

Mexico City VIA Nuevo LaredolNONE San Salvador Miamiffumi

Milan New York/ASA/Apple Sanaa New York/ASAIApple

Mogadishu New York/ASA/Apple Santiago Miamiffumi \
Mombasa New York/ASA/Apple Santo Domingo Miamiffumi )

Monrovia Baltimore/Leslie Entr. Sao Paulo Miamifrumi J

Monterrey VIA Nuevo Laredo/NONE Sapporo New York/Int'l Triax

Montevideo Miamifrumi Seoul New York/ASAIApple

Montreal DIRECT/NONE Seville New York/ASA/Apple

Moroni New York/ASA/Apple Shanghai New York/Int'l Triax

Moscow New York/ASA/Apple Shenyang New York/Int'l Triax

Munich New York/ASA/Apple Singapore New York/Int'l Triax

Muscat New York/ASA/Apple Sofia New York/ASAIApple

Naha New York/Int'l Triax Songkhla New York/Int'l Triax
Nairobi New York/ASA/Apple Stockholm New York/ASAIApple
Naples New York/ASA/Apple Strasbourg New York/ASAIApple
Nassau Miamiffumi Stuttgart New York/ASAIApple
N'Djamena Baltimore/Leslie Entr. Surabaya New York/Int'l Triax
New Delhi New York/ASA/Apple Suva New York/Int'l Triax
Niamey Baltimore/Leslie Entr. Sydney New York/Int'l Triax
Nice New York/ASAIApple Tegucigalpa Miamifrumi
Nicosia New York/ASA/Apple Tel Aviv New York/ASAIApple
Nouakchott Baltimore/Leslie Entr. Thessaloniki New York/ASAIApple
Nuevo Laredo DIRECT VIA Laredo/NONE Tijuana VIA San Diego/NONE
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'\

)
IS FAH-1 Exhibit H-192B

List of Posts, U.S. 'Despatch Agency, and CRP Contractor-Continued

Post Desp. Agt/CRP Contract Post Desp. Agt/CRP Contract

Tokyo New York/InC1 Triax ' Vienna New York/ASA/Apple
Toronto DIRECT/NONE Vientiane New York/Int'l Triax
Trieste New York/ASA/Apple Warsaw New York/ASA/Apple
Tunis New York/ASA/Apple Wellington New York/Int'l Triax
Udorn New York/Int'l Triax Windhoek Baltimore/Leslie Entr.
Ulaanbaatar New York/ASA/Apple Winnipeg DIRECT/NONE

~
Valletta New York/ASA/Apple Yaounde Baltimore/Leslie Entr.
Vancouver DIRECT/NONE Zagreb New York/ASA/Apple

/ Victoria New York/ASA/Apple Zurich New York/ASA/Apple
/

'\

)
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6 FAH-1 exhibit ...-193
:' ...... ,' .

POSTS SERVICED BY. ELSa
1','-, r, ','.,

Posts in EUR, AF, and NEA which are serviced by ELSO for transshipping official supplies and equipment from
the United States or for initiating shipments of official supplies and equipment ordered in Europe (such as through
RPSO/Bonn) are listed below alphabetically. The mode of shipment from the U.S. to ELSO and the .mode. of
shipment from ELSO to the post, as well as the maximum size lift van or shipping crate to be used arealso listed for
each post. ,(

ANY SIZE means any size container as specified in CRP contract. Mode of shipment symbols are S for sea;S/A
for sea-air; SIR for sea-rail; SIS for sea-sea; and SIT for sea-truck.

Post Mode Container

Addis Ababa SIA 218 CUFT.
Algiers SIT 218 'CUFT<
Antananarivo SIA 218 CUFT.
Antwerp S ANY SIZE

" ': . ~ :... , ,

Baghdad SIT 218 CUFT.
Bamako SIA 218 C'UFT.
Bangui SIA 218CUFT.

,' ...\.'

Belgrade SIR 218 CUFT.
Berlin' SIT 218 CUFT.
Bern SIT 218 CU~T.

Bissau SIS ANY SIZ~,

Bonn' SIT 218 CUFT.
Brazzaville SIA 218 CUFT.
Brussels S ANY SIZE
Bucharest SIT 218 CUFT;

Budapest SIT 218 CUFT;,

Bujumbura SIA 218 CUFT.. '

Bukavu SIA 218 CUFT.
Cairo SIA 218 CUFT.

Casablanca SIS 218 CUFT.? .

Conakry SIS ANY SIZE

Damascus SIA or T 218 CUFT.
Dar es Salaam SIA 218 CUFT.

Djibouti SIS ANY SIZE

Doha SIS ANY SIZE
Enugu SIA 218 CUFT.

Frankfurt SIT 218 CUFT.

Helsinki SIT 218CUFT.

Kabul S/A 218'CUFT;

Kaduna SIA 218 CUFT.

Kampala SIA 218 CUFT.

Kano SIA 218 CUFT.

Khartoum SIA 218 CUFT.

Kigali SIA .218CUFT,

Kinshasa SIA ANY SIZE

Lagos SIA 218 CUFT.

Lome SIS ANY SIZE



',f.
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) 8 FAH-1 Exhibit H-113

Posts Serviced by ELSO-Contlnued

Pos, Mode Container

Lubumbashi SIA 218 CUFT.

Luxembourg SIT ANY SIZE

Madrid SIT ANY SIZE

Malabo SIA 218 CUFf.

Mogadishu SIA 218 CUFT.

" Mombasa SIS 218 CUFT.
) Moroni SIA 218 CUFT.

)
.Moscow SIT 218 CUFT.

Munich SIT 218 CUFT.

N'Djamena SIA 218 CUFT.

Nairobi SIA 218 CUFT.

Niamey SIA 218 CUFT.

Nicosia SIS ANY SIZE

Nouakchott SIS 218 CUFT.

Oslo SIT 218 CUFT.

Ouagadougou SIA 218 CUFf.

. Paris SIT ANY SIZE

Port Louis SIA 218 CUFT.

Prague SIT 218 CUFT.

Praia SIS ANY SIZE

Rabat SIT 218 CUFT.

Salzburg SIT 218 CUFT.

Sanaa S/A 218 CUFT.

Sofia SIT 218 CUFT.

Stockholm SIS 218 CUFT.

Strasbourg1 SIT ANY SIZE

Stuttgart SIT 218 CUFT.

Tunis SIA 218 CUFf.

Vienna SIT 218 CUFT.

Warsaw SIT 218 CUFT.
'\ Zagreb SIT 218 CUFT.

) Zurich SIT 218 CUFT.

1Effective April 1, 1987, shipments destined for German posts transit Bremen in lieu of Antwerp.



6 FAH H-IOO
PAGE NO.

9Al-aO

Title

f.FFrCTIVE DATE

as indicated
TRANS. MEMO NO.

22:343

APPI:N'DIX;A"::
EXHIBITS'

A1o. HANDBOOK 22, ApI? 9Al

6 FAH-1 Section
Comptroller General's Circular Letter B-1S0SS6 ~ . '. ~.~ ~ H-169

Computation of Cost by Pack-and-Crate'Method ,',': . H-162.1-4(D)

Consignments for Shipments Destined for United States .. ';' ',' .. H~16S.3-1

Consumables Posts ' ~ ~ H-161.4

Form OF-144, Temporary Duty (TOY) Official Travel
Authorization H-121.1

Form SF-1169, U.S. Government Transportation Request H-127.8

Forms IA-34 and IA-34A, United States Information Agency
Authorization of Official Travel ... ; ..... :.. '.". ~"" ..... :..... H-121.3

Forms OF-206, Purchase Order, Receiving Report and Voucher;
and OF-206A, Continuation Sheet : H-127.9

List of Articles and Average Estimated Net Weight for
Guidance of Employees in Estimating Net Weight of Their
Effects to Be Shipped or Stored . . . . . . . . . . . . . . . . . . . . . . . . . . . . H-161.1-2

List of Posts That Require Boxing Vehicles H-167.2

List of Posts, U.S. Despatch Agency, and CRP Contractor H-192B

Post Storage Facility Locations ' H-173

Posts Serviced by ELSO . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . H-193

Posts to Which Through Bill-of-Lading Service Is Not to Be Used H-162.1-3(D)

Shipment Illustrations H-161.2-2

Storage-In-Transit Authorization H-174

Telegraphic Notification of Shipment En Route H-162.1-S(C)

U.S. Air Gateways ~ H-16S.3-2

U.S. Despatch Agency, CRP Contractor, and Serviced CRP
Destination Posts H-192A )



AID HANDBOOK 22,
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"APPENpl)( B
FORMS

EFFECTIVE DATE

as indicated

6 FAH-1 SectionForms

Department of State For~s

OF-144', Temporary Duty (TOY) Official Travel Authorization H-121.1

OF-206, Purchase Order."Receiying Report ~nd Voucher H-127.9

OF-206A, Purchase ,Order, Receiving Report and Voucher
(Continua~ion She~t).. I •• ; .' ••••• , ••••••••••••••••••••••••• H-127.9

Standard Forms

SF-1169, U.S. Government Transportation Request ... ~, ...•...•... H-127.8

United States InformatlC?". Agenc:y.Forms

IA-34, United States Information Agency Authorization of
Official Travel .......•. ;' .. '......................•........ H-121.3

IA-34A, United States Information Agency Authorization of
Official Travel ; .....•..' ' H-121.3

: ;

)
/

;-;"0 ',' .~. _. !
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AID HANDBOOK 22

APPENDIXC
LEGAL AUTHORITIES

Legal Authorities

A. Acts

B. Code of Federal Regulations

C. Comptroller General's Decisions

D. Court Decisions

E. Delegations of Authority

F. Department of Defense Regulations

G. Executive Orders

H. Public Laws

I. Publications

K. Treaties and Conventions

L. United States Codes

6 FAH-1 Section

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(N0 entries)

(No entries)

(N0 entries)

)

)
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Purpose Address 6 FAH-1 Section

)

)

There are no entries as of this date.





Federal
Travel
Regulation

41 CFR 301-304
Looseleaf Edition
1989

General Services Administration
Washington, DC 20406



\.
J

/

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 22 22:348 April 16, 1992 10-1

CHAPTER 10

FEDERAL TRAVEL REGULATIONS

lOA. General

/ "-,
)

I

The Federal Travel Regulations (FTR) formerly (FPMR 101-7) has been
revised in its entirety and reissued by the General Services
Administration (GSA) effective May 10, 1989. The new edition, has been
reformatted and renumbered to correspond with the Code of Federal
Regulations (CFR) system (now cited as 41 CFR Part 301-1).

lOB. Applicability

The Federal T~avel Regulations, published herein as Appendix A, is
issued by the Administrator of General Services under the applicable
authorities reflected at the beginning of'each part of the regulation.
The FTR governs travel and transportation allowances for Federal
civilian employees (Chapter 301); relocation allowances for Federal
civilian employees and certain new appointees (Chapter 302); payment of
certain circumstances (Chapter 303); and reduction in travel allowances
when contributions, awards, or payments are made to Government civilians
incident to training or attendance at meetings (Chapter 304).

\_-) 10C. Revisions

As Amendments are published by GSA, they will be issued by AID as
revisions to Chapter 10, AID Handbook 22.

Appendix lOA - Federal Travel Regulations (41 CFR Part 301-1).

,
)

.. /



) May 8, 1992

FEDERAL TRAVEL REGOLATXON
PAGE CHECKSHEET

"Attachment

FTR Amendment ,~6

Following is a list of pages currently in effect in the Federal
Travel Regulation (FTR) after the changes transmitted by this
amendment have been inserted. This checksheet is to be used to
verify the accuracy of the FTR.

Page Amdt. Page Amdt. Page Amdt. Page Amc!t.

" INTRODUCTION Part 301-4 Part 301-9 15-4 9
! i - iv 26 4-1 • • • 26"" , 9'-1' • • · 26 15-5 9/ ·4-2 • • • 26 9-2 . · · 25 15-6 · 9

4-3 · · 3 9-3 . · · 25 15-7 · · · 9
TABLE OF 4-4 · · .. · 3 15-8 · 9
CONTENTS 4-5 Part 301-10 15-9 12
v 10-1 • • 26 15-10 · • 26

Part 301-5 10-2 • • 26 15-11 12
CHAPTER 301 5-1 • • · 26 10-3 17 ~5-12 · · 12
301-i · · 10 5-2 · · · · 10-4 15 15-13 12

10-5 · · 12 15-14 12
Part 301-1 Part 301-6 10-6 · · · 9
1-1 • • • 26 6-1 • • • 26 Part 301-16

'\ 1-2 26 6-2 Part 301-11 16-1 26) • • • · · · · • •
/ 1-3 · 17 11-1 • • 26 16-2 · · · 8··

1-4 • • • 26 Part 301-7 11-2 • • 26
1-5 · 17 7-1 · • • 26 11-3 · · · Chapter 301
1-6 · 17 7-2 · · · 10 11-4 17 Appendix A
1-7 · 17 7-3 · 10 11-5 25 A-1 · 23
1-8 · · · 17 7-4 · 23 11-6 25 A-2 · 23
1-9 · 17 7-5 · · · 10 A-3 · · · 23

7-6 · 10 Part 301-12 A-4 · · · 23
Part 301-2 7-7 · · · 10 12-1 • • 26 A-5 · 23
2-1 • · · 26 7-8 · · · 10 12-2 17 A-6 · 23
2-2 · · · · 9 7-9 · · · 10 12-3 A-7 · 23

" 2-3 7-10 · · 10 12-4 A-8 · 23\

I 2-4 7-11 · 10 A-8 · · 23/ · ·/
2-5 7-12 10 Part 301-13 A-9 23· · ·7-13 · · 10 [Reserved] A-10 23
Part 301-3 7-1.4 · · 10 A-11 23
3-1 • • • 26 7-15 · · 10 Part 301-14 A-12 · · 23
3-2 · · · · 3 14-1 • • 26 A-13 23
3-3 · · · · 3 Part 301-8 14-2 10 A-14 23
3-4 · · · · 9 8-1 • • • 26 14-3 10
3-5 · 17 8-2 • • · 26 14-4 10 Chapter 301
3-6 · 17 8-3 · · · 19 Appendix B
3-7 · 10 8-4 · · · 19 Part 301-15 B-1 · 10
3-8 8-5 · · · 19 15-1 • • 26 B-2 · 10

"- 3-9 15-2 12 B-3 10\ · · ·15-3 · · · 9

1



(-

Attachment
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FTR Amendment 26 May 8, 1992

PAGE CHECKSHEET CONTINUED

Page Arndt. Page Arndt. page Arndt. page Arndt.

CHAPTER. 302 Part 302-6 11-7 14 Part 302-11
302-i 6-1 • • • 26 11-8 14 Appendix C

6-2 • • • 26 11-9 14 C-1
Part 302-1 6-3 · · · · 2 11-10 · · 14 C-2
1-1 • • • 26 6-4 · · · · 2 11-11 14 C-3

•1-2 • • • 26 6-5 · 21 11-12 14 C-4 · · · . 5
1-3 · 17 6-6 · · 2 11";'13 · · 14 C-5 · · · 15
1-4 · 20 6-7 · · · · 2 11-14 14 C-6 · · · 24
1";'5 · 17 11-15 14
1-6 · 17 Part 302-7 11-16 14 Part 302-12
1-7 · · · 20 7-1 • • • 26 11-17 · · 14 12-1 • • 26
1-8 · 20 7-2 · · · 20 11-18 · · 14 12-2 • • 26
1-9 · 17 7-3 · · · 20 12-3 • • 26
1-10 17
1-11 17 Part 302-8 Part 302-11 CHAPTER. 303
1-12 17 8-1 • • • 26 Appendix A 303-i ·1-13 17 8-2 · · · · A-1
1-14 · · 17 8-3 · · · · A-2 Part 303-1 •1-15 17 8-4 · · · · A-3 1-1 • • • 26
1-16 17 8-5 · · · · A-4 1-2 · · · 22
1-17 17 8-6 · · · · A-5
1-18 17 8-7 · · · · A-6 · · 5 Part 303-2
1-19 17 8-8 A-7 · 15 2-1 • • • 26
1-20 17 A-8 · 24 2-2 • • • 26

Part 302-9 2-3 · · · 22
Part 302-2 9-1 • • • 26 Part 302-11
2-1 · • • 26 9-2 · · · · Appendix B CHAPTER. 304
2-2 · · · 17 9-3 · · · · B-1 304-i
2-3 9-4 · · · · B-2
2-4 B-3 Part 304-1

Part 302-10 B-4 1-1 •Part 302-3 10-1 • • 26 B-5
3-1 • • • 26 10-2 • • 26 B-6 Part 304-2
3-2 • • • 26 10-3 · · · B-7 2-1
3-3 · · · 20 10-4 · · · B-8

10-5 • • · B-9
Part 302-4 10-6 · · · B-10
4-1 • • • 26 B-11' · 5
4-2 • • • 26 Part 302-11 B-12 · . · 5

11-1 • • 26 B-13 15
Part 302-5 11-2 • • 26 B-J:4 15
5-1 • • • 26 11-3 17 B-15 24
5-2 · 10 11-4 17 B-16 24

•5-3 · 10 11-4a 17
5-4 · 10 11-5 14
5-5 · · · 10 11-6 14

2



GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

FEDERAL TRAVEL REGULATION
Amendment 1

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

August 24, 1989

,

/
/

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (PTR) to increase
the mileage reimbursement rate for the use of privately owned
automobiles on official business.

2. Effective date. The provisions of this amendment are
effective for travel perfvrmed on or after September 17, 1989.

3. Explanation of changes. This amendment revises the FTR as
follows: S 301-4.2 is amended by revising paragraphs (a)(2),
(d)(l), and (d)(2) to replace 22.5 cents wherever it appears
with 24 cents.

4. Filing instructions.

a. Hake the following page changes:

Remove page(s):

Chapter 301
Page 4-2

Insert page(s):

Chapter 301
Page 4-2

~
\,

/

NOTE: The removed or superseded pages
should be retained to determine rates,
allowances, and entitlements in effect
at specific iimes.

b. The attachment to this transmittal lists the pages
currently in effect in the Federal Travel Regulation
(FTR) after the changes transmitted by this amendment
have beeri inserted. The check sheet is to be used to
verify the accuracy of the FTR. '

of General Services

Attachment
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GENERAL SERVICES ADMINISTRATION
WASHINGTON, DC 20405

l\ugust 24, 1989

FEDERAL TRAVEL REGULATION
Amendment 2

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (FTR) to authorize,
under certain conditions, reimbursement of allowable
residence transaction expenses for employees transferred from
an official station in a foreign area to a different
nonforeign area official station than the one from which the
employee was transferred when assigned to the foreign post of
duty.

Effective date. The provisions of this amendment are
effective for employees whose effec~ive date of transfer
(date the employee reports for duty at the new nonforeign
area official station) is on or after February 19, 1988.

Back~round. The Continuing Resolution for fiscal year 1988,
PubliC Law 100-202 (101 Stat. 1329-430, 431)
December 22, 198i, authorized new relocation benefits for
certain transferred employees. Section 628 of that law
amended 5 U.S.C. 5724a to specifically authorize, under
certain specified conditions, reimbursement of allowable
residence transaction expenses for employees transferred from
an official station in a foreign area to a different
nonforeign area official station than the one the employee
left when transferred to the foreign post of duty.

2.
,
'\

j

j

3.

4. Explanation of changes. This amendment revises the FTR as
follows:

a. Section 302-6.1 is revised and paragraph (g) is added to
authorize, under certain conditions, reimbursement of
residence transaction expenses in connection with transfers
from a foreign post of duty to a new nonforeign area official
station.

b. Section 302-12.4 is amended by revising paragraph (b)(3)
to reflect the change stated in "a" above.

Attachment



FTR Amendmen t 2

5. Filing instructions.

a. Make the following page changes:

•
Remove page(s):

Chapter 302
6-1
6-3
6-5

12-1

Insert page(s):

Page Check Sheet 1

Chapter 302
6-1
6-3
6-5
6-7

12-1
•

NOTE: The removed or superseded pages
should be retained to determine rates,
allowances, and entitlements in effect
at specific times.

b. The attachment to this transmittal lists the pages
currently in effect in the Federal Travel Regulation
(FTR) after the changes transmitted by this amendment
have been inserted. The check sheet is to be used to
verify the accuracy of the FTR.

of General Services
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GENERAL SERVICES ADMI,NISTRATION

Washington, DC 20405

September 15, 1989

FEDERAL TRAVEL REGULATION
Amendment 3

/ TO: He.ads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (FTR) to add new
provisions cQncerning the redemption of frequent traveler
benefits for upgrades to premium-class air accommodations and
to clarify the intent of the Government's policy concerning
the use of premium-class air accommodations, such as business
class.

\
/

2. Effective date. The provisions of this amendment are
effective for travel (including travel incident to a change
of official station) performed on or after

3. Explanation of changes. This amendment revises the FTR as
follows:

a. In § 301-1.6 paragraph (b) is revised and new paragraph
(f) is added to reflect provisions concerning frequent
traveler programs.

b. In § 301-3.3 new paragraph (d) (3)(ii)(F) addresses the
redemption of frequent traveler benefits for upgrades to
premium-class air accommodations.

c. In §§ 301-3.3, 30l-4.3(a)(1), and 30l-7.6(c)(6) the term
"premium-class" replaces the term "first-class"
everywhere it appears.

Attachment



FTR Amendment 3

4. Filing instructions.

a. Make the following page changes:

September 15, 1989 •
Remove page(s):

Chapter 301
1-5

3-1
3-3

4-3

7-11

Insert page(s):

Chapter 301
1-5

3- ...
3-3

4-3

7-11 •
NOTE: The removed Qr superseded pages
should be retained to determine rates,
allowances, and entitlements in effect
at specific times.

b. The attachment to this transmittal lists the pages
currently in effect in the Federal Travel Regulation
(FTR) after the changes transmitted by this amendment
have been inserted. The check sheet is to be used to
verify the accuracy of the FTR.
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

November 27, 1989

FEDERAL TRAVEL REGULATION
Amendment 4

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (FTR), increasing the
maximum dollar limitations on reimbursement for allowable real
estate sale and purchase expenses incident to change of official
station.

2. Effective date. The provisions of this amendment are
effective for employees whose effective date of transfer is on or
after October 1, 1989. For purposes of this regulation, the
effective date of transfer is the date the employee reports for
duty at the new official station.

3. Background. 5 U.S.C. 5724a(a)(4)(B) provides for an annual
update in the maximum dollar limitations applicable to
reimbursement for expenses incurred by an employee for the sale
and purchase of a residence. The law requires that the dollar
amounts be increased effective October 1 of each year based on
the percent change, if any, in the Consumer Price Index for All
Urban Consumers, United States City Average, Housing Component
for December of the preceding year over that published for
December of the second preceding year, adjusted to the nearest
one-tenth of 1 percent.

4. Explanation of changes. Paragraphs (g)(l) and (2) of
S 302-6.2 are amended to reflect a 4.0 percent increase in the
dollar maximums for reimbursement of allowable expenses incurred
for the sale of the residence at the old official station from
$17,813 to $18,526, and for the purchase of a new residence at
the new official station from $8,907 to $9,263.

5. Filing instructions.

a. Make the following page changes:

Remove page(s):

Page Check Sheet 1

Chapter 302
6-5

Insert page(s):

Page Check Sheet 1

Chapter 302
6-5

NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
specific times.

Attachment



FTR Amendment 4

b. The attachment to this transmittal lists the pages
currently in effect in the Federal Travel Regulation (FTR) after
the changes transmitted by this amendment have been inserted.
The check sheet is to be used to verify the accuracy of the FTR.

of General Services
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GENERAL SERVICES ADMINISTRATION
) Washington, DC 20405

December 26, 1989

FEDERAL TRAVEL REGULATION
Amendmen t 5

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. This amendment transmits changed pages which
implement the Federal and State tax tables to be used in
conjunction with Part 302-11 of the Federal Travel Regulation
(FTR) for calculating 1990 relocation income tax (RIT) allowance
payments.

2. Bffectiv~ date. This amendment is effective January 1, 1990.

3. Background. Section 5724b of subchapter II of chapter 57,
title 5, United States Code, authorizes agencies to reimburse
transferred employees for the additional income tax liability
they incur as a result of certain moving expense reimbursements.
Policies and procedures for the calculation and payment of a
r81ocation income tax (RIT) allowance are contained in Part 302
11 of the Federal Travel Regulation. This amendment contains the

\ t~x tables generated by the Internal Revenue Service (IRS)
specifi~ally for use in calculating 1990 RIT allowance payments.

4. Explanation of changes. The special tax tables for
calculating the 1990 RIT allowance payments are contained in the
appendixes to Part 302-11 as follows:

Appendix A to Part 302-ll--Federal Tax Tables for RIT
Allo~ance--Federal Marginal Tax Rates by Earned Income Level and
Filing Status--Tax Year 1989

Appendix 3 to Part 30f-ll--Gtate Tax Tables for RIT
Allowance--State Marginal Tax Rates by Earned Income Level and
Filing Status--Tax Year 1989

~ppendix C to Part 302-ll--Federal Tax Tables for RIT
~llowance--Year 2--Federal Marginal Tax Rates by Earned Income
Lev~l and Filing Status--Tax Year 1990

5. Filing instruction~.

a. Make the Ifollowing page changes:

Remove page(s):

Page Check Sheet 1

Insert page(s):

Page Check Sheet 1

Attachment



FTR Amendmen t 5

Remove page(s):

Part 302-11
A-S

C-3

December 26, 1989

Insert page(s):

Part 302-11
A-S
a-II
C-3

•
NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
specific times.

b. The attachment to this transmittal lists the pages
currently in effect in the Federal Travel Regulation (FTR) after
the changes transmitted by this amendment have been inserted.
This check sheet is to be used to verify the accuracy of the FTR •

....----...... )
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

December 28,1989

FEDERAL TRAVEL REGULATION
Amendment 6

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (FTR) pertaining to
reimbursement of subsistence expenses of Federal employees on
official travel away fro~ their duty stations.

2. Effective date. The provisions of this amendment are
effective for travel (including travel incident to a change of
official station) perfor~ed on or after January 21, 1990.

I

4. Background. Public Law 99-234 (99 Stat. 1756), January 2,
1986, among other things, provided the Administrator of General
Services with author~ty to establish maximum subsistence rates
for domestic travel. Analysis of data from recent subsistence
cost surveys reveals that the current listing of specific per
diem rates should be updated.

5. Explanation of changes.
is revised by increasing the
existing per diem localities
localities.

6. Filing instructions.

Appendix A to Chapter 301 of the FTR
maximum lodging allowance in certain
and by adding new per diem

a. Make the following page changes:

Remove page(s):

Chapter 301
Appendix A
A-l thru A-II

Insert page(s):

Chapter 301
Appendix A
A-I thru A-12

The Page Check Sheet attached to Amendment 5
reflects these page changes.

NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
specific times.

Attachment



b. The attachmen~ to this transmittal lists the pages
currently in effect in the Federal ~ravel Regulation (FTR) after
the changes transmitted by this amendment have been inserted.
This check sheet is to be used to verify the accuracy of the FTR.

FTR Amendment 6 December 28, 1989

Services

•

•
I

I

2

•

•

•



GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

,January 9, 1990

FEDERAL TRAVEL REGULATION
Amendment 7

TO: Heads of Federal agencies

SUBJECT: Change~ to the Federal Travel Regulation

1. Purpose. This amendment transmits 6hanBedpages to the l~89

edition of the Federal Travel Regulation (FTR1·~b.provide for the
establishment of higher maxiJTluJTl dai1y"ra~e~ for,the·. reimburseme!lt
of actual subsistence expenses of Federal ~mp1oyee~ on'offici~l

travel to Presidentially declared disaster areas.

2. Effective date. The provisions of this amendment are
effective for travel performed on or after September 22, 1989.

3. Background. In September 1989 Hurricane Hugo caused
widespread devastation in a broad area surrounding Charleston,
South Carolina. The magnitude of the disaster and the great
influx of emergency personnel required to deal wi~h its effects
resulted in a severe shortage of affordable lodging. Many
Federal employees performing temporary duty in the area were
forced to incur lodging costs that greatly exceeded both the
maximum per diem allowance and actual subsistence expense
reimbursement ceilings. The Federal Emergency Management Agency
requesteo authority to permit adequate reimbursement for this and
any future Presidentially declared disasters.

4. Explanation of changes. Section 301-8.3 is amended by
revising the introductory text and paragraphs (a)(l) and (b)(l)
to reference new paragraph (d), and by adding new paragraph (d)
to provide for higher maximum daily reimbursement rates for
actual subsistence expenses in presidentially declared disaster
i3reas.

i
~ 5. FiJinq instructions.

a. Make the following page changes:

Remove page(s)

Chapter 301
8-3 through 8-5

Insert paqe(s)

Chapter 301
8-3 through 8-5

Attachment



F'fR Amendment 7

NOTE: The removed or supe rseded pages shou ld be .reta ined to
determine rates, allowances, and entitlements in effect at
specific times.

b. The attachment to this transmittal lists the pages
currently in effect in the Federal Travel Regulation (FTR) after
the changes transmitted by this amendment have been inserted.
The check sheet is to be used to verify the accuracy of the FTR.

Q~. )-'-'~
~ R'i~ARD G. AUSTIN

l\cting 1\ .inistrator of General Services
.'
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

February 9, 1990

FEDERAL TRAVEL REGULATION
Amendment 8

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (FTR). The amendment
prescribes procedures and requirements for the reporting of
travel and relocation cost data by selected Federal agencies for
fiscal years 1989, 1990, and 1991.

2. Effective date. The provisions of this amendment are
effective March 1, 1990.

3. Expiration date. The provisions of this amendment expire on
June 30, 1992.

4. Background. Public Law 99-234, approved January 2, 1986,
requires the Ad~inistrator of General Services to submit periodic
analyses of estimated agency payments for employee travel and
relocation to the Director of the Office of Management and Budget
(OMB). The law requires the analyses to be based on a sampling
survey of agencies each of which spent ~ore than $5 million on
employee travel and relocation during the previous fiscal year.
The law further requires the selected agencies to provide the
information necessary for preparing the analyses in a format
prescribed by the Administrator and approved by the Director of
OMB.

5. Explanation of changes. This amendment revises the FTR to
add new Part 301-16 requiring agencies which spent more than $5
million on employee travel and relocation during the prior fiscal
year to report travel and relocation data for fiscal years 1989,
1990, and 1991. The reporting requirement is in the form of a
travel survey questionnaire.

6. Filing instructions.

a. Make the ,following page changes:

Remove page{s):

Page Check Sheet 1

Insert page{s):

Page Check Sheet 1

Chapter 301
If.-l

Attachment



FTR Amendmen t 8

NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
specific times.

b. The attachment to this transmittal lists the pages
currently in effect in the Federal Travel Regulation (FTR) after
the changes transmitted by this amendment have beeh inserted.
This check sheet is to be used to verify the accuracy of the FTR.

/,
it... ,, ". .'.'" ..

-, ,/"'/,M' ,\.~ - // .r~ 1,;.:.. (' (
-'" (~...; ~ f. V . #' •

Rl(CHARD G..AUSTIN'
A~ministrator of General Services
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GENERAL SERVICES ADMINISTRATION
\ Washington, DC . 20405

F~bruary 23, 1990

FEDERAL TRAVEL REGULATION
Amp'1dm"'nt 9

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (FTR) to incorporate
provisions formerly contained in FPMR Temporary Regulations A-32
and A-34 and in FTR Temporary Regulations 1, 2, and 3.

2. Effective date. The regulation transmitted by this amendment
is effective upon publication in the FEDERAL REGISTER.

3. Background. In conjunction with the intent to convert
various travel-related temporary regulations into final rules
under the Federal Travel Regulation (FTR), this amendment
incorporates provisions formerly contained in FPMR Temp. Reg.
A-32 (see 54 FR 10543, March 14, 1989) which authorize the
payment of limited first duty station relocation allowances to
eligible members of the Presidential Transition Team who relocate
prior to selection for, or appointment to, certain Federal
Government positions. This amendment also incorporates
provisions formerly contained in FPMR Temp. Reg. A-34 (see 54 FR
14652, April 12, 1989) which implement Office of Management and
Budget (OMB) Bulletin 88-17, July 22, 1988, entitled "Limiting
Travel Advances to Manage Cash More Effectively." .Further, this
amendment codifies provisions formerly contained in FTR Temp.
Reg. 1 (Use of travel agents and travel management centers
(TMC's) by Federal executive agencies), FTR Temp. Reg. 2 (Use of
contract airline/rail passenger service between selected
cities/airports), and FT~ Temp. Reg. 3 (Travel and transportation
expense payment system using contractor-issued charge cards,
centrally billed accounts, and travelers checks). (See 54 FR
20355, 20357, and 20360, respectively, dated May 10, 1989.)

,
4. Explanation of changes.

a. Section 301-2.2 is amended by revlslng paragraph
(d) (1) (ii) to remove ~eferences to FTR Temp. Reg. 2 and to refer
to Part 301-15, Subpart B, where appropriate.

b. Section 301-3.4 is amended by revising paragraphs
(b) (1) (ii) and (c) to refer to Part 301-15, Subpart B, which
replaces FTR Temp. Reg. 2.

.._ .. .:... ~

Attachment



c. Section 301-10.1 is revised to incorporate provisions
formerly contained in FPMR Temp. Reg. A-34 and to refer to S 301
15.45 which replaces FTR Temp. Reg. 3, par. 12.

d. Section 301-10.2 is amended by revising paragraph
(b) (2) (ii) to refer to Par t 301-15, Subpart C, which replaces
FTR Temp. Reg. 3.

FTR Amendment 9 February 23, 1990

•
e. Section 301-10.3 is substantially revised to incorporate

provisions formerly contained in FPMR Temp. Reg. A-34. .

f. Chapter 301 is amended by adding Part 301-15, Subparts A,
B, and C to incorporate provisions formerly contained in FTR
Temporary Regulations 1, 2, and 3, respectively.

g. Section 302-1.3 is amended to incorporate provisions
formerly contained in FPMR Temp. Reg. A-32.

h. Section 302-1.11 is amended by revising paragraphs (b) (2)
and (e) to incorporate provisions formerly contained in FPMR
Temp. Reg. A-32.

NOTE: Parts 301-10 and 301-15 reflect two style changes:
(1) all references to parts, subchapters, and chapters begin with
lower case letters; e.g., ,part 301-15, subpart B, chapter 301;
and (2) all paragraph levels have the same indents. These style
conventions conform with FEDERAL REGISTER style and will be
reflected throughout the FTR as each part is reprinted in full.

4. Filing instructions.

a. Make the following page changes:

•

•
Remove page(s)

Page Check Sheet 1

Chapter 301
301-i

2-1

3-3 through 3-5

10~1 through 10-3

Chapter 302
1-1
1-7 through 1-9

2

Insert page(s)

Page Check Sheet 1

Chapter 301
301-i

2-1

3-3 through 3-5

10-1 through 10-5

15-1 through 15-13

Chapter 302
1-1 through 1-2a
1-7 through 1-9

•

•



February 23, 1990 FTR Amendment 9

/ NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
specific times.

b. The attachment to this transmittal lists the pages
currently in effect in the Federal Travel Regulation (FTR) after
the changes transmitted by this amendment have been inserted.
The check sheet is to be used to verify the accuracy of the FTR.

5. Effect on other directives. This amendment supersedes FTR
Temporary Regulations 1, 2, and 3 which have been canceled.
This amendment also supersedes FPMR Temporary Regulations A-32
and A-34 which have ~een canceled by supplements thereto.

of General Services
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

August 13, 1990

FEDERAL TRAVEL REGULATION
Amendment 10

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel, Regulation

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (FTR) to implement a
uniform worldwide lodgings-plus per diem system and to
incorporate related changes in all affected parts of the FTR.

2. Effective date. The provisions of this amendment are
effective for travel (including travel incident to a change of
official station) which begins on or after December 1, 1990.

3. Background. The General Services Administration (GSA)
amended the FTR on July 1, 1986, establishing lodgings-plus per
diem as the predominant reimbursement system for travel within
CONUS. At that time GSA indicated it would conduct a thorough
review of the quarter-day per diem reimbursement system used for
travel outside CONUS to determine the desirability, feasibility,
and potential cost effectiveness of developing and implementing a
single worldwide system. The review indicated that a uniform
method of paying per diem expenses to Federal travelers would
result in simplified and equitable reimbursement procedures and
both ease and reduce the cost of travel administration. This
amendment establishes lodgings-plus as a single worldwide system
to be used in computing reimbursement for per diem expenses, and
incorporates corresponding changes in all affected parts of the
FTR to produce a smooth interface with the new worldwide system.

3. Explanation of changes. This amendment revises the FTR as
follows:

a. Section 301-1.6 is revised to correctly reflect GSA
instead of the General Accounting Office as the civilian
executive agency with exclusive contracting authority for the use
of travel agents.

b. Section 301-3.6 is revised to correct a statutory
reference pertaining to the Fly America Act.

c. Part 301-7 is revised to implement a new worldwide
lodgings-plus per diem computation system under which the daily
per diem allowance is based on the actual cost of lodging plus a
fixed allowance for meals and incidental expenses not to exceed
the applicable maximum per diem rate.

Attachment



d. Pertinent sections of Part 301-8 are revised to adapt the
actual expense daily reimbursement limitation provisions to the
new worldwide per diem system and to otherwise produce a smooth
interface between actual subsistence expense reimbursement and
worldwide lodgings-plus.

FTR Amendment 10 August 13, 1990

•
e. Certain sections of Parts 301-11, 301-12, and 301-14 are

revised to update cross references and to make clarifying
editorial changes to conform with the changes to Part 301-7.

f. Appendix A to Chapter 301 is revised to make minor
editorial changes in the introductory text and footnote 4 to
conform to new terminology in Part 301-7.

g. Appendix B is added to Chapter 301 to provide individual
meal and incidental expenses allocations for making deductions in
certain situations from the nonforeign and foreign area meals and
incidental expenses (M&IE) rates.

h. Sections 302-2.1 and 302-2.2 are revised to reflect use
of the new worldwide per diem system in computing per diem for en
route travel incident to a change of official station.

i. Part 302-5 is revised to incorporate corresponding
changes resulting from adoption of the new worldwide lodgings
plus per diem system; to clarify when the period of temporary
quarters occupancy may be interrupted; and to create a smooth
interface between the ending of en route travel and the beginning
of temporary quarters occupancy in the same calendar day.

j. In Chapters 301 and 302, at each place the nonforeign
areas are named, terminology has been standardized and expanded
to include the Northern Mariana Islands which changed in status
from a foreign trust territory to a nonforeign commonwealth.

•

•
4. Filing instructions.

Make the following page changes:a.

Remove page(s):

Page Checksheet 1

Chapter 301
1-5

3-1
3-7

2

Insert page(s):

Page Checksheet 1

Chapter 301
1-5

3-1
3-7

•

•



August 13, 1990

Remove page (s) :

Chapter 301
7-1 through 7-17

8-1 through 8-5

11-3 through 11-5

12-1

14-1 through 14-3

Chapter 302
1-9 through 1-13

2-1

5-1 through 5-5

6-1

FTR Amendment 10

Insert page(s):

Chapter 301
7-1 through 7-15

8-1 through 8-5

11-3 through 11-5

12-1

14-1 through 14-3

B-1 through B-3

Chapter 302
1-9 through 1-14a

2-1

5-1 through 5-5

6-1

),

NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
specific times.

3



b. The attachment to this transmittal lists the pages
currently in effect in the Federal Travel Regulation (FTR) after
the changes transmitted by this amendment have been inserted.
The check sheet is to be used to verify the accuracy of the FTR.

FTR Amendment 10 August 13, 1990
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

August 13, 1990

FEDERAL TRAVEL REGULATION
Amendment 10

ERRATA SHEET

Attached is a cor'rected copy of the transmittal document for

Federal Travel Regulation (FTR) Amendment 10 which forwarded

changed pages to the 1989 edition of the FTR to implement a

uniform worldwide lodgings-plus per diem system and to

incorporate related changes in all affected parts of the FTR.

In the original printing of the FTR Amendment 10 transmittal

document, the explanation of changes and filing ~nstructions were

'incorrectly printed as part of Amendment 11 which was distributed

J simultaneously. File. this errata sheet behind the corrected copy

of the transmittal for Amendment 10.
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

October 9, 1990

FEDERAL TRAVEL REGULATION
Amendment 11

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. ThIs amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (FTR) t6 increase the
maximum dollar limitations on reimbursement for allowable real
estate sale and purchase expenses incident to a 6hange of
official station.

2. Effective date. The provisions of this amendment are
effective for employees whose effective date of transfer is on or
after October 1, 1990. For purposes of this regulation, the
effective date of transfer is the date the employee reports for
duty at the new official station.

3. Background. 5 U.S.C. 5724a(a) (4) (B) provides for an annual
update in the maximum dollar limitations applicable to
reimbursement for expenses incurred by an employee for the sale
and purchase of a residence. The law requires that the dollar
amounts be increased effective October l'of each year based on
the percent change, if any, in the Consumer Price Index for All
Urban Consumers, United states City Average, Housing Component
for December of the preceding year over that published for
December of the second preceding year, adjusted to the nearest
one-tenth of 1 percent.

4. Explanation of changes. paragraphs (g) (1) and (2) of
§ 302-6.2 are amended to reflect a 3.9 percent increase in the
dollar maximums for reimbursement of allowable real estate sale
and purchase expenses.

5. Filing instructions.

a. Make the following page changes:

Remove page(s):

Page Check Sheet 1

Chapter 302
6-5

Insert page(s):

Page Check Sheet 1

Chapter 302
6-5

Attachment



FTR Amendment 11

NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
specific times.

b. The attachment to this transmittal lists the pages
currently in effect in the Federal Travel Regulation (FTR) after
the changes transmitted by this amendment have been inserted.
The check sheet is to be used to verify the accuracy of the FTR.
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GENERAL SERVICES ADMINISTRATION
washington, DC 20405

October 9, 1990

FEDERAL TRAVEL REGULATION
Amendment 11 .

ERRATA SHEET

Attached is a corrected copy of the transmittal document for

Federal Travel Regulation (F1R) Amendment 11 which forwarded

changed pages to the 1989 edition of the FTR to increase the

maximum dollar limitations on reimbursement for allowable real

estate sale and purchase expenses incident to a change of

official station.

In the original printing of the FTR Amendment 11 transmittal

\ document, the filing instructions were incorrectly printed as

part of Amendment 10 which was distributed simultaneously. File

this errata sheet behind the corrected copy of the transmittal

for Amendment 11.
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

October 17, 1990

FEDERAL TRAVEL REGULATION
Amendment 12

ERRATA SHEET

Attached are corrected pages to Chapter 301--Travel Allowances,

Federal Travel Regulation (FTR) Amendment 12, which added

provisions governing the use of automated-teller-machine (ATM)

services by authorized Federal employees traveling on official

business.

In the original printing> of FTR Amendment 12, the following four

errors occurred, and are corrected as indicated with these

revised pages:

~ 1. On page 9-1, § 301-9.1(c) erroneously omitted "or ATM cash
I

/
withdrawals" in the text. This correction amends that paragraph.

2. On page 10-5, .§ 301-10.3(d) erroneously included "and

unpaid travel vouchers" in the text. This correction amends that

paragraph.

3. On page 15-10, in § 301-1S.44(c) (1) the word "for" in the

text is corrected to the words "to charge."

4. On page lS-14,'§ 301-1S.48(a) (2), National Bureau of

Standards is corrected to National Institute of Standards and

Technology.

File this errata sheet behind the corrected copy.
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GENERAL SERVICES ADMINISTRATION
Washington, DC 2d405

January 23, 1991

FEDERAL TRAVEL REGULATION
Amendment 14

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (FTR) to implement new
procedures to be used in calculating the relocation income tax
(RIT) allowance payable to employees who relocate to States that
do not allow the deduction of all or part of the moving expenses
that are deductible for Federal income tax purposes, and to
update the examples in the RIT allowance regulation to reflect
current Federal income tax rates.

2. Effective date. This amendment is effective January 1, 1987.

3. Background. Certain States do not allow the deduction of all
or part of the moving expenses that are deductible for Federal
income tax purpdses. As a consequence, relocated Federal
Government employees are incurring additional State income taxes
when filing tax returns in those States. Current RIT allowance
procedures do not provide for the reimbursement of these
additional taxes. To rectify the inequity to Federal Government
employees relocating to those States, new RIT allowance
procedures have been developed to provide for the reimbursement
of the additional income taxes.

4. Explanation of changes. This amendment revises the FTR as
follows:

a. The table of contents of Part 302-11 is revised to
reflect the removal of Figures 302-11(a) and 302-11(b).

\ b. Section 302-11.5 is revised by adding new paragraphs (0)
) and (p) to provide definitions relevant.to the new calculation

procedures.

c. Section 302-11.8 is revised by:

(1) Deleting obsolete language from paragraph
(b) (1) (iii);

(2) Removing paragraph (c) (6) ;

(3) Redesignating paragraphs (f) (3) through (5) as
paragraphs (f) (4) through (6) and adding new paragraph
(f) (3) which contains the new calculation procedures: and

Attachment
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(4) Removing paragraph (h).

January 23, 1991

•
d. Pate 302-11 is further revised to update ~ertain cross

references and to reflect current Federal income tax rates in the
calculation examples.

e. Figures 302-ll(a) and 302-ll(b) are unnecessary and may
cause confusion and therefore are removed.

5. Filing instructions.

Make the following page changes:a.

-
Remove page (s) :

Page Check sheet 1

Insert page(s):

Page Checksheet 1
•

Part 302-11

through

Part 302-11

11-1 through 11-17

-~-7/
Services •

NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
specific times.

b. The attachment to this transmittal lists the pages
currently in effect in the Federal Travel Regulation (FTR) after
the changes transmitted by this amendment have been inserted.
This check sheet is to be used to verify the accuracy of the FTR.

2

•

•
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

January 23, 1991

FEDERAL TRAVEL REGULATION
Amendment 14

ERRATA SHEET

Attached are corrected pages 11-15 and 11-16 to Chapter 302--

Relocation Allowances, of the Federal Travel Regulation (FTR).

In the recent d1stribution of these pages transmitted by FTR

Amendment 14, § 302-ll.8(h), Summary ex~mple, was erroneously

included. This correction deletes paragraph (h) in its entirety.

File this correct copy in place of the incorrect pages 11-15 and

11-16.

File this errata sheet behind the corrected copy.
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

March 12, 1991

FEDERAL TRAVEL REGULATION
Amendment 15

ERRATA SHEET

Attached is a corrected copy of page C-5 to Chapter 302--

Relocation Allowances, of the Federal Travel Regulation (FTR).

In the recent distribution of this page transmitted by FTR

/ Amendment 15, the table, Federal Marginal Tax Rates by Earned

Income Level and Filing Status--Tax Year 1991, contained in

Appendix C to Part 302-11, was incorrectly printed. This table,

used to determine the Federal marginal tax rate for Year 2 when

computing the RIT allowance, contained inaccurate amounts for tax

year 1991 in the recently distributed Amendment 15. File this
"-

i corrected copy in place of the incorrect copy.
/'

Additionally, in Appendix B to Part 302-11--State Tax Tables for

RIT Allowance, State Marginal Tax Rates by Earned Income Level--

Tax Year 1990 contained on page B-13, use pen and ink to correct

the New York State marginal tax rates. Delete "7.375" each place

it appears in the first, second, third, and fourth columns and

insert in its place "7.875 11 (total of 7 corrections). In the

recent distribution of page B-13 transmitted by FTR Amendment 15,

the marginal tax rate of "7.375" for New York State was

inaccurate.

File this errata sheet behind the corrected copy.
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

March 26, 1991

FEDERAL TRAVEL REGULATION
Amendment 16

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (FTR) to authorize
limited relocation allowances for a "last move home", under
certain specified conditions, for eligible Senior Executive
Service (SES) career appointees to the place where they will
reside upon separation for retirement.

2. Effective date. The provisions of this regulation are
effective for eligible SES career appointees who are separated
from Federal service on or after September 22, 1988, for purposes
of retirement.

3. Background.

a. The provisions of this regulation are authorized by
Section 629 of the Treasury, Postal Service and General
Government Appropriations Act, fiscal year 1989, Public
Law 100-440 (102 Stat. 1758), September 22, 1988, as amended by
Section 3 of the Federal Employees Leave Sharing Act of 1988,
Public Law 100-566 (102 Stat. 2845), October 31, 1988. This
legislation amended 5 U.S.C. 5724(a) to allow, under certain
specified conditions, reimbursement for travel, transportation,
and household goods moving expenses incurred by an eligible SES
career appointee upon separation from Government service for
retirement in relocating to the place where the individual will
reside.

b. Section ~29 of Public Law 100-440 requires that agencies
use funds appropriated or otherwise available for their
administrative expenses to fund a "last'move home"; no additional
funds are authorized to be appropriated for such,purposes.

4. Explanation of changes. This amendment revises Part 302-1 of
the FTR by:

a. Designating existing §§ 302-1.1 through 302-1.14 as
Subpart A--New Appointees and Transferred Employees; and

b. Adding new §§ 302-l.l00 through 302-1.107 as Subpart B-
SES Career Appointees Upon Separation for Retirement.

Attachment
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5. Filing i~structions.

a. Mak~ the following page chnnges:
•

Remove page(s):

Page Checksheet 1

Chapter 302-1
1-1

l-2a

1-5

1-9

1-15

1-17

Insert page (s) :

Page Checksheet 1

Chapter 302-1
1-1

1- 2a

1- 5

1-9

1-15

1-17 through 1-20

•
NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
specific times.

b. The attachment to this transmittal lists the pages
currently in effect in the Federal Travel Regulation (FTR) after
the changes transmitted by this amendment have been inserted.
This check sheet is to be used to verify the accuracy of the FTR.

Services

2

•

•

•
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

May 6, 1991

FEDERAL TRAVEL REGULATION
Amendment 17

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (FTR) to authorize the
payment of pre-employment interview travel expenses and the
payment of certain relocation allowances to all new appointees.

2. Effective Date. The provisions of this amendment are
effectlve February 14, 1991, and apply to all interviewees who
perform travel on or after February 14~ 1991, all new appointees
appointed on or after February 14, 1991, and all student trainees
who are assigned upon completion of college work on or after
February 14, 1991.

3. Background.

a. At the Administration's request, the Office of Personnel
Management developed the Federal Employees pay Comparability Act
of 1990 (FEPCA) as an omnibus provision to facilitate the
recruiting and retention of highly skilled Federal employees.
The President signed the Act into law on November 5, 1990.

b. Section.206 of FEPCA adds new section 5706b to title 5,
united States Code, and amends 5 U.S.C. 5723. Section 5706b,
which falls within Subchapter I of Chapter 57, authorizes the
payment of pre-employment interview travel expenses. Section
5707 authorizes the Administrator of General Services to issue
implementing regulations for Subchapter I of Chapter 57.

c. Section 5723 of title 5 has been amended to authorize
payment of certain relocation expenses to all new appointees.
Prior law authorized the payment of limited relocation expenses
only to new appointees to shortage category positions and to
Senior Executive Service (SES) and certain presidentially
appointed positions. Executive Order 11609, July 22, 1971
(36 FR 13747), delegated to the Administrator of General Services
the President's statutory authority to issue all regulations
implementing section 5723.
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FTR Amendment 17 May 6, 1991

4. Explanation of changes. This amendment revises the FTR as
follows:

a. Part 301-1 is revised by dividing the existing provisions
into two subparts., Sections 301-1.1 through 301-1.3 are
designated as Subpart A. Sections 301-1',4 through 301-1.6 are
redesignated as §§ 301-1.101 through 301-1.103. The amendment
then adds § 301-1.100, and redesignates §§ 301-1.1DO through 301
1.103 as Subpart B. Part 301-1 also is revised to update all
cross references to conform with these formatting changes.

b. Part 301-1 is further revised by adding Subpart C with
new substantive provisions implementing provisions of section 206
of FEPCA relating to the payment of pre-employment interview
travel expenses.

c. Part 301-3 is revised to update cross references to
conform with the changes in Part 301-1.

d. Part 301-7 is revised to update cross references to
conform with the changes in Part 301-1, and to make a technical
correction to an incorrect cross reference in a previous
amendment.

•

•

e. Parts 301-10 and 301-11 are revised to update cross •references to conform with the changes in Part 301-1.

f. Parts 301-12 and 301-14 are revised to update cross
references to conform with the'changes in Part 302-1.

g. Part 302-1 is revised by removing and reserving § 302
1.11, and by revising §§ 302-1.2 through 302-1.5 and 302-1.10 to
reflect the expanded scope of new appointees who qualify for the
limited relocation allowances as prescribed in section 206 of
FEPCA. Part 302-1 also is revised to update cross references to
conform with the changes in Part 302-1.

h. Parts 302-2 through 302-6 and 302-11 through 302-12 are
revised to update cross references to conform with the changes in
Part 302-1. Part 302-11 is further revised to make clarifying
editorial changes to conform with the changes in Part 302-1.

2

•

•
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GENERAL SERVICES ADMINISTRATION

Washington, DC 20406

May 23, 1991

FEDERAL TRAVEL REGULATION
Amendment 18

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (FTR) to increase the
mileage reimbursement rate for the use of privately owned
automobiles for official business.

2. Effective date. The provIsIons of this amendment are
effective for travel performed on or after June 30, 1991.

3. Explanation of changes. 'This amendment revises the FTR as
follows: § 301-4.2 is amended by revising paragraphs (a) (2),
(d) (1), and (d) (2) to replace 24 cents wherever it appears with
25 cents.

4. Filing instructions.

a. Make the following page changes:

Remove page(s):

Page Checksheet 1

Chapter 301
4-1

Insert page(s):

Page Checksheet 1

Chapter 301
4-1

NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect
at specific times.

b. The attachment to this transmittal lists the pages
currently in effect in the FTR after the changes transmitted by
this amendment have been inserted. The checksheet is to be used
to verify the accuracy of the FTR.

Services

At tach'ment
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

July 9, 1991

FEDERAL TRAVEL REGULATION
Amendment 19

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. This amendment transmits changed pages to the
1989 edition of the Federal Travel Regulation (FTR) to provide
for the establishment of a higher maximum daily rate for the
reimbursement of actual subsistence expenses of Federal employees
on official travel to an area within the continental United
States (CONUS) where special or unusual circumstances result in
an extreme increase in subsistence costs for a temporary period.

2. Effective date. The provisions of this amendment are
effective for travel performed on or after July 21, 1991.

3. Explanation of changes. Section 301-8.3 is amended by
revising paragraph (c) to broaden the scope of the provisions for
a higher maximum daily reimbursement rate for actual subsistence
expenses in a Presidentially declared disaster area to cover any
other area within CONUS where special or unusual circumstances
result in an extreme increase in subsistence costs for a
temporary period.

4. Filing instructions.

a. Make the following page changes:

Remove page(s):

Page Check sheet 1

Chapter 301
8-3 through 8-5

Insert page(s):

Page Check sheet 1

Chapter 301
8-3 through 8-5

NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect
at specific times.

Attachment



b. The attachment to this transmittal lists the pages
currently in effect in the Federal Travel Regulation (FTR) after
the changes transmitted by this amendment have been inserted.
This checksheet is to be used to verify the accuracy of the FTR.

FTR Amendment 19 July 9; 1991 •

Services

2

•

•

•
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

August 15, 1991

FEDERAL TRAVEL REGULATION
Amendment 20

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

./

/

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (FTR) to authorize
transferred employees who are members of the same immediate
family to receive separate relocation allowances; to revise the
definition of a mobile home dwelling to include a boat used as
the employee's primary residence; and to include as a
reimbursable transportation expense the necessary costs of
preparing a mobile home for movement and resettling it at the new
destination.

2. Effective Date. The provisions of this amendment are
effective for employees whose effective date of transfer (date
the employee reports for duty at the new official station) is on
or after 'September1?, 1991.

3. Background. The Comptroller General in several
rulings/opinions has called attention to the need for revisions
to the relocation entitlements of employees who are members of
the same immediate family and to the mobile homes allowance. In
the interest of meeting the needs of a changing workforce, the
General Services Administration (GSA) is amending the FTR to:

a. Allow the payment of separate relocation allowances to
employees who are members of the same immediate family.
previously, when employee family members were transferred between
old and new duty stations, respectively located close together,
only one member of the immediate family could be paid relocation
allowances; the other transferred employee family rnember(s) was
eligible for allowances as a family member only.

b. Allow as a mobile home transportation expense payment for
the costs of transporting a boat used as a primary residence.

c. Shift from a miscellaneous expense to a transportation
expense the cost of preparing a mobile home for movement and
resettling it at its destination.

Attachment
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4. Explanation of changes. This amendment revises the FTR as
follows:

a. section 302-1'.4(i) is amended to revise the definition of
a mobile home to include a boat used as an employee's primary
residence.

b. Section 302-1.8 is amended by adding new provisions
relating to the payment of. separate relocation allowances for
employees who are members of the same immediate family.

c. Part 302-3 is amended to reflect that costs of preparing
a mobile home for movement, and resettling it at i~s destination
are properly payable under the mobile home transportation
allowance instead of the miscellaneous expenses allowance.

d. Part 302-7 is amended to include the costs of preparing a
mobile home for movement and resettling it at its destination to
the list of mobile home transportation allowances, and to
incorporate provisions governing the transportation of a boat
used as a primary residence.

•

•
,

5. Filing instructions.

Make the following page changes:a.

Remove page(s):

Page Checksheet 1

Chapter 302
1-1 through 1-4
1-7
3-1 through 3-3
7-1

Insert page(s):

Page Checksheet 1

Chapter 302
1-1 through 1-4
1-7
3-1 through 3-3
7-1 through 7-3

•

•
NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
specific times.

2 •
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FTR Amendment 20

,b. The attachment to this transmittal lists the pages
currentl¥ in effect in the Federal Travel Regulation (FTR) after
the changes transmitted by this amendment have been inserted.
This check sheet is to be used to verify the accuracy of the F'TR.

HN P. HILER
ting Administrator of General Services

3
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405·

September 24. 1991

FEDERAL TRAVEL REGULATION
Amendment 21

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (FTR) to increase the
maximum dollar limitations on reimbursement for allowable real
estate sale and purchase expenses incident to a change of
official station.

2. Effective date. The provisions of this amendment are
effective for employees whose effective date of transfer is on or
after october 1, 1991. For purposes of this regulation, the
effective date of transfer is the date the employee reports for
duty at the new official station.

3. Background. 5 U.S.C. 5724a(a) (4) (B) 'provides for an annual
update in the maximum dollar limitations applicable to
reimbursement for expenses incurred by an employee for the sale
and purchase of a residence. The law requires that the dollar
amounts be increased effective October 1 of each year based on

) the percent change, if any, in the Consumer Price Index for All
Urban Consumers, united states City Average, Housing Component
for December of the preceding year over that published for
December of the second preceding year, adjusted to the nearest
one-tenth of 1 percent.

4. Explanation of changes. Paragraphs (g) (1) and (2) of
§ 302-6.2 are amended to reflect a 4.5 percent increase in the
dollar maximums for reimbursement of allowable real estate sale
and purchase expenses.

"\
I

/

5. Filing instructions.

a. Make the following page changes:

Remove page(s):

Page Check Sheet 1

Chapter 302
6-5

Insert page (s) :

Page Check Sheet 1

Chapter 302
6-5

Attachment
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NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
specific times.

b •• The attachment to this transmittal lists the pages
currently in effect in the Federal Travel Regulation (FTR) after
the changes transmitted by this amendment have been inserted.
The k sheet is to be used to verify the accuracy of the FTR.

Services

2

•

•

•

•

•



GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

October 3, 1991

FEDERAL TRAVEL REGULATION
Amendment 22

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

/

\

)
/

1. Purpose. This amendment transmits changed pages to the
1989 edition of the Federal Travel Regulation (FTR) to allow
authorization at Government expense of a househunting trip for an
employee and spouse when the employee is transferred to Alaska or
Hawaii. This amendment also allows payment for the expenses of
preparing and transporting to the home, official station, or
place of interment the remains of an employee who dies while
performing official duties in, or in transit to or from, Alaska
or Hawaii, as well as the expenses of transporting to the former
home or other designated place the deceased employee's dependents
and household goods.

2. Effective Date.

a. The provisions of this amendment which revise Part 302-4
are effective for an employee whose effective date of transfer
(date the employee reports for duty at the new official station)
is on or after November 8, 1991.

b. The provisions of this amendment which revise Chapter
303 are effective for an employee whose death occurs on or after
November 5, 1990.

3. Background.

a. Paragraphs (c) and (d) of section 1206 of the Defense
Authorization Act fbr Fiscal Year 1991 (Pub. L. 101-510,
November 5, 1990) amended title 5 of the United States Code by
modifying section 5724a~a)(2), relating to payment of expenses of
travel to seek residence quarters, and by modifying section 5742
"Transportation of remains, dependents, and effects; death
occurring away from official station or abroad".

b. The new statutory language allows an agency to authorize
travel at Government expense for an employee and spouse to seek
residence quarters at the new official station when the employee
is transferred to Alaska or Hawaii.

c. The new statutory language also allows payment of the
~xpenses of preparing and transporting to the home, official
station, or place of interment the remains of a Federal employee
who dies while performing official duties in, or in transit to or

Attachment
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from, Alaska or Hawaii. In addition, it codifies the existing
practice permitted by Comptroller General decision of allowing
payment for transporting the deceased employee's dependents and
household goods to the employee's actual place of residence when
the employee dies while performing official duties in, or in
transit to or from, Alaska or Hawaii.

4. Explanation of changes. This amendment revises the FTR as
follows:

a. Part 302-4 is revised by deleting language that limited
a househunting trip solely to a trip within the continental
United States, thereby allowing authorization of a househunting
trip to any of the 50 States or the District of Columbia.

b. Parts 303-1 and 303-2 are revised by adding language to
allow payment for the expenses of preparing and transporting to
the home, official station, or place of interment the remains of
an employee who dies while performing official duties in, or in
transit to or from, Alaska or Hawaii.

c. Part 303-2 also is revised by deleting paragraph (b)
of section 303-2.6. This paragraph authorized payment for the
expenses of transporting the dependents and household goods of an
employee who died while officially stationed in Alaska or Hawaii
based on Comptroller General decision, and prohibited payment for
the expenses of preparing and transporting the employee's
remains. This paragraph i~ superseded by the new statutory
authority governing payment for these expenses.

5. Filing instructions.

a. Make the following page changes:

•

•

•
Remove page(s):

Page Checksheet 1

Chapter 302
4-1

Chapter 303
1-1
2-1

Insert page(s):

Page Checksheet 1

Chapter 302
4-1

Chapter 303
1-1 i

2-1 through 2-3

•
NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
specific times.

2 •
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/ b. The attachment to this transmittal lists the pages
currently in effect in the Federal Travel Regulation (FTR) after
the changes transmitted by this amendment have been inserted.
This checksheet is to be used to verify the accuracy of the FTR.

Services
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

February 18, 1992

FEDERAL TRAVEL REGULATION
Amendment 23

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (FTR) pertaining to
reimbursement of subsistence expenses of Federal employees on
official travel away from their duty stations.

2. Effective date. The provisions of this amendment are
effective for travel (including travel incident to a change of
official station) performed on or after March 1, 1992.

3. Background. Public Law 99-234 (99 Stat. 1756),
January 2, 1986, among other things, provided the Administrator
of General Services with authority to establish maximum
subsistence rates for domestic travel. Analysis of data from
recent subsistence cost surveys reveals that the current listing
of specific per diem rates should be updated.

~
\ 4. Explanation of changes.

is revised by increasing the
existing per diem localities
localities.

5. Filing instructions.

Appendix A to chapter 301 of the FTR
maximum lodging allowance in certain
and by adding new per diem

a. Make the following page changes:

\

/

Remove page(s):

Page Checksheet 1

Chapter 301
7-3

Appendix A
A-I through A-13

Insert page(s):

page Checksheet 1

Chapter 301
7-3

Appendix A
A-I through A-14

;
I

NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in eff~ct at
specific times.

Attachment
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b. The attachment to this transmittal lists the pages
currently in effect in the FTR after the changes transmitted by
this amendment have been inserted. This checksheet is to be used
to verify the accuracy of the FTR.

/

/ /v-/~k/0~
~tCHARD G. AUSTIN

dministr tor of General Services

2
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

December 27, 1991

FEDERAL TRAVEL REGULATION
Amendment 24

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel RegUlation

1. Purpose. This amendment transmits changed pages which
implement the Federal and State tax tables to be used in
conjunction with part 302-11 of the 1989 edition of the Federal
Travel Regulation (FTR) for calculating 1992 relocation income
tax (RIT) allowance payments.

2. Effective Date. The provisions of this amendment are
effect1ve for RIT allowance payments made on or after January 1,
1992.

3. Background. Section 5724b of subchapter II of chapter 57,
title 5, United States Code, authorizes agencies to reimburse
transferred employees for the additional income tax liability
they incur as a result of certain moving expense reimbursements.
Policies and procedures for the calculation and payment of a RIT

\ allowance are contained in part 302-11 of the FTR. This
I

~ amendment contains the tax tables generated by the Internal
Revenue Service specifically for use in calculating 1992 RIT
allowance payments.

~
\
J

/

4. Exelanation of changes. This amendment revises the FTR by
providIng the special tax tables for calculating 1992 RIT
allowance payments. The following tables are added to the
appendixes to part 302-11:

Appendix A to part 302-ll--Federal Tax Tables for RIT
Allowance--Federal'Marginal Tax Rates by Earned Income Level and
Filing Status--Tax Year 1991

Appendix B to part 302-ll--State Tax Tables for RIT
Allowance--State Marginal Tax Rates by Earned Income Level--Tax
Year 1991

Appendix C to part 302-ll--Federal Tax Tables for RIT
Allowance--Year 2--Federal Marginal Tax Rates by Earned Income
Level and Filing Status--Tax Year 1992

Attachment
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s. Filing instructions.

a. Make the following page changes: •
Remove page (s) :

Page Checksheet 1

Chapt·er 302

A-7

C-s

Insert page(s):

Page Checksheet 1

Chapter 302

A-7
B-lS
C-S •

NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
speci fie ti mes.

b. The attachment to this transmittal lists the pages
currently in effect in the FTR after the changes transmitted by
this amendment have been inserted. This checksheet is to be used
to verify the accuracy of the FTR.

services

2

•

•
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GENERAL SERVICES ADMINISTRATION
washington, DC 20406

FEDERAL TRAVEL REGULATION
GSA BULLETIN FTR 4

TO: Heads of Federal agencies

April 30, 1992

SUBJECT: Reimbursement of higher actual subsistence expenses for
travel to Augusta (Richmond County), Georgia

1. Purpose. This bulletin informs agencies of the establishment
of a special actual subsistence expense ceiling for official
travel to Augusta (Richmond County>.,. Georgia. This special rate

/ is applicable to claims for reimbursement covering travel during
the period April 7, 1992, through April 14, 1992.

2. Background. The Federal Travel Regulation (FTR) (41 CFR
301-8) permits the Administrator of General Services to establish
a higher maximum daily rate for the reimbursement of actual
subsistence expenses of Federal employees on official travel to
an area within the continental United States. The head of an
agency may request establishment of such a rate when special or
unusual circumstances result in an extreme increase in
subsistence costs for a temporary period.

3. Maximum rate and effective date. The Administrator of
General Services, pursuant to 41 CFR 301-B.3(c), has increased
the maximum daily amount of reimbursement that may be approved
for actual and necessary subsistence expenses for official travel
to Augusta (Richmond county), Georgia for travel during the
period April 7, 1992, through April 14, 1992. Agencies may
approve actual subsistence expense reimbursement not to exceed
$127 ($101 maximum for lodging" and a $26 allowance for meals and
incidental expenses) for travel to Augusta (Richmond county),
Georgia, during this time period.

4. Expiration date. This bulletin expires on September 30,
1992.,

I

/
5. For further information contact. Jane E. Groat, General
Services Administration, Transportation Management Division
(FBX) , Washington, DC 20406, telephone FTS or commercial
703-305-5253.

By delegation of the Commissioner,
Federal Supply Service.

/}:~ ,/'"

(Ltj/#./ I' )I .' // V -J--,
I r/,. // I~-'

. ~........... ;, .
Allan W. Beres
Assistant Commissioner
Transportation and Property Management
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20406

April 30, 1992

FEDERAL TRAVEL REGULATION
GSA BULLETIN FTR 5

TO: Heads of Federal agencies

SUBJECT: Reimbursement of higher actual subsistence expenses for
travel to Oshkosh (Winnebago County), Wisconsin

1. Purpose. This bulletin informs agencies of the establishment
of a special actual subsistence expense ceiling for official
travel to Oshkosh (Winnebago-County)-, Wfsconsin. This special
rate is applicable to claims for reimbursement covering travel
during the period July 31, 1992, through August 6, 1992.

2. Background. The Federal Travel Regulation (FTR) (41 CFR
301-8) permits the Administrator of General Services to establish
a higher maximum daily rate for the reimbursement of actual
SUbsistence expenses of Federal employees on official travel to
an area within the continental United States. The head of an
agency may request establishment of such a rate when special or
unusual circumstances result in an extreme increase in
subsistence costs for a temporary period.

3. Maximum rate and effective date. The Administrator of
General services, pursuant to 41 CFR 301-8.3(c), has increased
the maximum daily amount of reimbursement that may be approved
for actual and necessary subsistence expenses for official travel
to Oshkosh (Winnebago County), Wisconsin for travel during the
period July 31, 1992, through August 6, 1992. Agencies may
approve actual subsistence exPense reimbursement .not to exceed
$141 ($115 maximum for lodging and a $26 allowance for meals and
incidental expenses) for travel to Oshkosh (Winnebago County),
Wisconsin, during this time period.

4. Expiration date. This bulletin expires on September 30,
1992.

5. For further information contact. Jane E. Groat, General
Services Administration, Transportation Management Division
(FBX), Washington, DC 20406, telephone FTS or commercial
703-305-5253.

By delegation of the Commissioner,

~
Fe~~,a~/su.p~Y2lYservice.
/ '/:/ //1") ,: .../\.. .-<.:.-- ,,/i.,' , ..;;,L-c.-. 1--" :~

llan W. Beres
Assistant Commissioner
Transportation and Property Management
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';ENERAL SERVICES ADtvlI:-JISTRATION
Washington, DC 20405

Janua~y 24, 1992

FEDERAL TRAVEL REGULATION
Amendment 25

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

/

\

/

./

1. Purpose. This amendment transmits changed pages to the 1989
editlon of the Federal Travel Regulation (FTR) to allow payment
of certain additional travel expenses incurred by a Federal
emp 10yee as a resu 1t of a d i sabi li·ty,.- .

2. Effective date. The provisions of this amendment are
effective for travel (i~cluding travel incident to a change of
official station) performed on or after March 6, 1992.

3. Background. The Comptroller General (CG) in numerQUS
decislons has authorized reimbursement to an employee for certain
additional travel expenses necessarily incurred as a result of
the employee's disability, while disallowing other expenses
incurred as a result of the disability. The CG has based these
rulings on the Rehabilitation Act of 1973, as amended,
29 U.S.C. 701, ~t seq •• This amendment specifies which
additional travel expenses are reimbursable under the
Rehabilitation Act of 1973, as amended.

4. Explanation of changes. This amendment revises the FTR as
follows:

a. Part 301-9 is amended by redesignating §§ 301-9.2 and
301-9.3 as §§ 301-9.3 and 301-9.4, respectively.

b. New § 301-9.2 is added to authorize payment of certain
additional travel expenses incurred by a Federal employee as a
result of a disability •

c. Part 301-11.6 is amended to make technical corr~ctions in
a reference and to reflect the redesignation of § 301-9.2 as
§ 301-9.3, and the addition of new § 301-9.2.

Attachment



FTR Ame~dment 25

5. Filing instructions.

a. Make the following page changes:

January 24, l?~2

•
Remove page (s) :

Page Checksheet 1

Chapter 301

9-1
11-5

Insert page (s) :

Page Checksheet 1

Chapter 301

9-1 through 9-3
11-5

•
NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
spec i f ic times.

b. The attachment to this transmittal lists the pages
currently in effect in the FTR after the changes transmitted by
this amendment have been inserted. This check sheet is to be used
to verify the accuracy of the FTR.

Services
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GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

;
May 8, 1992

FEDERAL TRAVEL REGULATION
Amendment 26

TO: Heads of Federal agencies

SUBJECT: Changes to the Federal Travel Regulation

1. Purpose. This amendment transmits changed pages to the 1989
edition of the Federal Travel Regulation (FTR) incorporating
various technical (principally.cross referencing)-and editorial

/ corrections that improve the readability of the FTR and accommo
date previous changes to the regulation.

2. Effective date. The provisions of this amendment are effec
tive June 30, 1992.

3. Explanation of changes.

\
,

/.

)

,
)

a. This amendment revises the FTR to make only non
substantive changes. All revisions are either of an editorial or
technical nature; i.e., updates or minor corrections to cross
references, addresses, and certain language. We, therefore,
request in most instances that you make a pen-and-ink change as
indicated in paragraph 4b, below. Page changes are issued only
for the more complex corrections where making a pep-and-ink
change would be difficult.

b. A substantial number of the changes are made to conform
with Code of Federal Regulations (CFR) formatting requirements.
For example, all authority citations have been revised, and in
all places where a chapter, a part, a section, or a paragraph
references itself with an identifying number; e.g., this chapter
301, this part 301-8, this paragraph (a), etc., the identifying
number is removed so that the reference reads this chapter, this
part, this paragraph, etc. In all places where the words chapter
or part are capitalized; e.g., Chapter 301 or Part
301-8, the capitalized letter is changed to lower case so that
the reference reads chapter 301 or part 301-8. In all places
where title 41 (or title) is used to reference the FTR, the
reference is changed to read subtitle to more accurately refer
ence the FTR. The FTR is subtitle F--Federal Travel Regulation
system of title 41 of the CFR.

Attachment
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a. Make the following--page- changes-:-

4. Filing instructions.

c. A 1992 Consolidated Looseleaf Edition of the FTR (a
reprint, including amendments 1-26) will be available to new
subscribers and will contain all corrections, with the exception
of chapter 304. (Reference note on page 9 of this transmittal
memorandum for an explanation regarding chapter 304). Future FTR
amendments will incorporate these pen-and-ink revisions so that
holders of the original 1989 looseleaf edition of the FTR will
receive these revisions in connection with substantive amendments
to the affected pages.

FTR Amendment 26

Remove pagels):

Page Checksheet 1
Pages i through xiii

Chapter 301
1-1 through 1-3
2-1
3-1
4-1
5-1
6-1
7-1
8-1
9-1
10-1
11-1
12-1
14-1
15-1 and 15-9
16-1

Chapter 302
1-1
2-1
3-1
4-1
5-1
6-1
7-1
8-1
9-1
10-1
11-1
12-1 through 12-3

2

May 8, 1992

Insert pagels):

Page Checksheet 1
Page~ i through v

Chapter 301
1-1 through 1-3
2-1
3-1
4-1
5-1
6-1
7-1
8-1
9-1
10-1
11-1
12-1
14-1
15-1 and 15-9
16-1

Chapter 302
1-1
2-1
3-1
4-1
5-1
6-1
7-1
8-1
9-1
10-1
11-1
12-1 through 12-3

•

•

-.

•

•
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May 8, 1992

Remove pagels):

Chapter 303
1-1
2-1

FTR Amendment 26

Insert pagels) :

Chapter 303
1-1
2-1

/

'-\

\
i

NOTE: The removed or superseded pages should be retained to
determine rates, allowances, and entitlements in effect at
specific times.

b. ~n addition, please make the following pen-and-ink
changes as indicated, working through each chapter and part to
the end of the regulation: ......

(1) In § 301-2~2(d) (4), remove the phrase "paragraph
(d)" and add in its place the word "paragraph".

(2) In § 301-2.3(e), remove the word "herein" and add in
its place the phrase "in this paragraph" •.

(3) In § 301-3.3(d)(2)(i), remove the word "herein" and
add in its place the phrase "in this paragraph", and remove the
phrase "paragraph (d)" in two places and add in its place the
word "paragraph".

(4) In § 301-3.4(b) (1) (ii), remove the phrase "Military
Traffic Management Regulation" and add in its place the phrase
"Defense Traffic Management Regulation".

(5) In § 301-3.5(a) introductory text, remove the phrase
"paragraph (a)" and add in its place the word "paragraph".

(6) In § 301-3.6(b) (1) introductory text, remove the
word "paragraph" and add in its place the word "section".

(7) In § 301-7.2(b) introductory text, remove the phrase
"paragraph (b)" and add in its place the word "paragraph".

(8) In part 301-8, remove the phrase "part 301-8" and
add in its place the word "part" in the following places:

(A) Section 301-8.3(d)i
(B) Section 301-8.4(c)i and
(e) section 301-8.5(b) •

. .

3



(9) In § 301-10.2(b} (2) (iii), remove the phrase "this
cited provision" and add in its place the phrase "41 CFR 101
41. 203-2 (b}".

- FTR Amendment 26 May 8, 1992

•
(10) In § 301-12.7 (a) and (c), remove the phrase "part

301-12" and add in its place the word "part".

(11) In part 301-14, remove the phrase "part 301-14" and
add in its place the word "part" in the following places:

(A) Section 301-14.9; and
(B) Section 301-14.10.

(12) In appendix A to chapter 301 in the introductory
text remove the phrase "of this regulation" and add in its place
the phrase "of this chapter" and add the phrase "of this chapter"
following the reference "part 301-7" in the last sentence, and in
the entry for "CONUS, Standard rate" remove the word "title" and
add in its place the word "subtitle".

(13) In § 302-1.4(d), remove the phrase "title 41" and
add in its place the word "title".

(14) In § 302-1.4(f) (1) (ii), add a semicolon at the end
of the paragraph.

(15) In § 302-1.4(f) (1) (iii) and (iv), remove the
reference "paragraph (e) (2)" and add in its place the reference
"paragraph (f) (2)".

(16) In § 302-1.4(f)(2), remove the reference "paragraph
(e) (1) (iii) and (iv)"" and add ih'its place the reference "para
graph (f) (1) (iii) and (iv)".

(17) In § 302-1.4(j) (1) introductory text, remove the
reference "paragraph (i)" and add in its place the reference
"paragraph".

(18) In § 302-1.12(e) (6), remove the reference
"paragraph (e)" in two places and add in its place the reference
"paragraph".

(19) In § 302-1.13(a) (2) introductory text, remove the
phrase "these provisions" and add in'its place the phrase "this
section".

4
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•
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May 8, 1992 FTR Amendment 26

/ (20) In the following places, remove the phrase "chapter
302" and add in its place the word "chapter":

(A) section. 302-l.3(c);
(B) section 302-1.4 (introductory text) and

paragraphs (b), (e) (introductory text), (f) (2), and (k);
(C) Section 302-l.5(b) (1) and (2);
(D) section 302-1.6 (introductory text);
(E) Section 302-l.9(b);
(F) section 302-l.l2(a) in two places, and (b)

(1), (2), (3), and (5); and
(G) Section 302-l.l3(c) (1).

/

"\
)

\

I
/

(21) In part 302-1, remove the word "regulation" and add
in its place the word "subtitle" in the following places:

(A) section 302~1.10{g);

(B) section 302-l.l3(c) (2) (ii); and
(C) section 302-1.13 (d) (l) (i) (D) .

(22) In part 302-1, remove the word "regulation" and add
in its place the word "chapter" in the following places:

(A) section 302-l.l3{d) (2) (i); and
(B) section 302-l.14{b) (introductory text).

(23) In S 302-1.105{c), remove the phrase "These provi
sions contemplate" and add in its place the phrase "This subpart
contemplates".

(24) In S 302-2.3 (c){2) and (e) (1) introductory text,
remove the phrase "part 302-2" and·addin its place the word
"part".

(25) In S 302-2.3{e) (2) and (3), remove the phrase
"paragraph (e)" and add in its place the word "paragraph".

(26) In § 302-3.3(b) in two places, remove the phrase
"paragraph (b)" and add in its place the word "paragraph".

(27) In S 302-3.4, remove the phrase "part 302-3" and
add in its place the word "part".

(28) In S 302-5.2 (~) and (i), remove the phrase "these
provisions" and add in its place "the provisions of this part".

5



(29) "In § 302-5.3, remove the phrase "including those
appointees covered in S 302-1.11,".

FTR Amendment 26 May 8, 1992

•
(30) In part 302-5, remove the phrase "part 302-5" and

add in its place the word "part" in the following places:

(A) section 302-5.3; and
(B) Section 302-5.5.

(31) In S 302-6.1(g) (2), (4) and (5), remove the phrase
"paragraph (g)" and add in its place the word "paragraph".

(32) In 5 302-6.4", :remove:the.phrase:"including" those •
covered under 5302-1.11,".

(33) In part 302-6, remove the phrase "part 302-6" and
add in its place the word "part" in the following places:

(A) Section 302-6.3(b)i
(B) section 302-6.4; and
(C) section 302-6.5.

(34) In S 302-8.2 (e) and (f), remove the phrase "part
302-S" and add in its place'the word "part".

(35) In 5 302-S.3(a)(3), remove the reference "302
S.2(b) (4)" and add in its place the reference "302-S.2(c) (4).

(36) In 5 302-S.4(e)(3), remove the reference "302
S.2(e)" and add in its place the reference "302-S.2(f)".

(37) In part 302-9,' remove the phrase "part 302-9" and
add in its place the word "part" in the following places:

••
(A) Section 302-9.3(b)i and
(B) Section 302-9.4.

(3S) In S 302-10.5(c), remove the phrase "paragraph (c)" •
and add in its place the word "paraqraph".

(39) In part 302-10, remove the phrase "part 302-10" and
add in its place the word "part" in the following places:

(d)(2)i
(A) Section 302-10.3(c) (2) in three places, and

(B) section 302-10.4 (b) and (e)i
(C) Section 302-10.5(a) (l)i and
(D) Section 302-10.6.

6 •



May 8, 1992 FTR Amendment 26
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(40) In § 302-11. 5 (e), remove the word "regulation" and
add in its place the word "part".

(41) In § 302-11.6(a) in two places and (e), remove the
word "regUlation" and add in its place the word "part".

(42) In S 302-11.8(d), remove the phrase "paragraph (d)"
and add in its place the word "paragraph".

(43) In S 302-11.8(f) (3)(ii), add the symbol "$" in
front of "8,482.44".

(44) In the tax table for 1983/1984 of appendix B to
part 302-11, make the following. changes:

(A) In the introductory text, remove the reference
"302-11.8(e) (1)" and add in its place the reference "302-
11.8(e) (2)";

(B) In footnote 2, remove the reference "302
11. 8 (e) (2) (b)" and add in its place the reference "302-
11 •8 (e) (2) (i i) "; and

(C) In footnote 4, remove the reference "302
11.8(e) (2)" and add in its place the reference "302-
11.8(e) (2) (iii)".

(45) In the tax table for 19~5 of appendix B to part
i 302-11, make the following changes:

/

(A) In the introductory text, remove the term
"FTR", and delete the reference "302-11.8(e) (1)" and add in its
place the reference "302-11.8(e) (2)";

(B) In footnote 2, remove the reference "302
11.8(e) (2) (b)" and add in its place the reference "302-
11.8 (e) (2) (ii) "; and

(C) In footnote 4, remove the reference "302
11.8(e) (2)" and add in its place the reference "302-
11.8(e) (2) (iii)".

(46) In the tax table for 1986 of appendix B to part
302-11, make the following changes:

(A) In the introductory text, remove the reference
"302-11.8(e) (1)" and add in its place the reference "302-
11.8(e) (2)";

(B) In footnote 2, remove the reference "302
11.8(e) (2)(b)" and add in its place the reference "302
11.8(e) (2) (ii)"; and

(C) In footnote 4, remove the reference "302
11.8(e) (2)" and add in its place the reference "302-
11.8(e) (2) (iii)".

7



(47) In the tax table for 1987 of appendix B to part
302-11, make the following changes:

FTR Amendment 26 May 8, 1992

•
(A) In the introductory text, remove the reference

"302-ll.8(e) (1)" and add in its place the reference "302-
11.8(e) (2)";

(B) In footnote 2, remove the reference "302
11.8(e) (2)(b)" and add in its place the reference "302-
1L 8 (e) (2) (i i) "; and

(C) In footnote 4, remove the reference "302
11.8(e) (2)" and add in its place the reference "302-
11.8(e) (2) (iii)".

(48) In the tax table for 1988 of appendix B to part
302-11, make the following changes:

(A) In the introductory text, remove the reference
"J02-11.8(e) (1)" and add in its place the reference "302-
11.8(e) (2)";

(B) In footnote 2, remove the reference "302
11.8(e) (2)(b)" and add in its place the reference "302
11.8(e) (2) (ii)"; and

(e) In footnote 4, remove the reference "302
11. 8 (e) (2)" and add in its place the reference "302-
11.8(e) (2) (iii)".

(49) In the tax table for 1989 of appendix B to part
302-11, make the following changes:

(A) In the introductory text, remove the reference
"302-11.8(e) (1)" and add in its place the reference "302-
11.8(e) (2)";

(B) In footnote 2, remove the reference "302
11.8(e) (2) (b)" and add in its place the reference "302-
11. 8 (e) (2) (ii) "; and

(C) In footnote 4, remove the reference "302
11.8(e) (2)" and add in its place the reference "302-
11.8(e) (2) (iii)".

(50) In the tax table for 1990 of appendix B to part
302-11, make the following changes:

(A) In the introductory text, remove the reference
"302-11.8(e) (1)" and add in its place the reference "302-
11.8 (e) (2) "; and

8
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May 8, 1992 FTR Amendment 26
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(B) In the second, third, fourth, and fifth
columns (seven places) in entry number 33, New York, remove the
number "7.375" and add in its place the number "7.875" each place
it appears. (Note: The revision to the state of New York
appeared in a March 12, 1991, errata change associated with
amendment 15. The correction is repeated here because of its
importance to relocation income tax (RIT) allowance computa
tions. )

(51) In the tax table for 1991 of appendix B to part
302-11 in the introductory text, remove the reference "302
11.8(e) (1)11 and add in its place the reference "302-11.8(e) (2)".

(52) In part 302-ti~ "remov"e the phrase "part 302-11" and
add in its place the word "part" in the following places:

(A) Section 302-11.4 (introductory text);
(B) Section 302-11.5 (introductory text), (e), and

(i) ;
(C) Section 302-11.8 (a), (e) (1) in four places,

(e) (2) (i), (e) (2) (ii) in two places, and (e) (4) (introductory
text);

(D) section 302-11.9(a);
(E) Section 302-11.12; and
(F) section 302-11.13 (introductory text).

,,
I

/ (Note: Chapter 304--Payment from a Non-Federal Source for Travel-
Expenses was revised in the March 8, 1991 pUblication of the
Federal Register as FTR Interim Rule 3 (56 FR 9878). Interim
Rule 3 was not issued in looseleaf format. Interim Rule 4, now
being processed to revise Interim Rule 3, is proposed to be
published in looseleaf format. No 9hanges, therefore, are being
made to the current chapter 304. In the interim,.FTR subscribers
are referred to the Code of Federal Regulations (CFR), 41 CFR
chapter 304.)

\
/

/

c. The attachment to this transmittal
pages currently in effect in the FTR after
ted by this amendment have been inserted.
be used to verify the accuracy of the FTR.

Services
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FEDERAL TRAVEL REGULATION

FOREWORD

This looseleaf edition of the Federal Travel Regulation (FTR) is intended to be the "work
ing copy" of the official 41 CFR chapters 301-304 promulgation of the primary regulation
for use by Federal agencies. .

The FTR is issued by the Administrator of General Services under the applicable authorities
reflected at the beginning of each part of the regulation. The FTR governs travel and trans
portation allowances for Federal civilian employees (chapter 301); relocation allowances for
Federal civilian employees and certain new appointees (chapter 302); payment of expenses
connected with the death of Government civilians under certain circumstances (chapter
303); and reduction in travel allowances when contributions, awards, or payments are made
to Government civilians incident to training .. or attendance.at meetings (chapter 304).

This looseleaf edition of the codified FTR contains all material previously issued in hand
book format under the Federal Property Management Regulations system as FPMR 101-7
(incorporated by reference in 41 CFR part 101-7) and transmitted to Federal agencies by
GSA Bulletin FPMR A-40, Supplements 1 through 30. This edition of 41 CFR chapters

I 301-304 supersedes issuances under FPMR 101-7. A detailed guide to using the new FTR is
incorporated in this looseleaf edition.

The FTR is published in the Federal Register and in a bound volume of the Code of Fed
eral Regulations (CFR). Future amendments to the FTR will be published in the Federal
Register upon issuance and followed by page changes to the looseleaf edition.

) Federal agencies may purchase copies of the looseleaf edition of the FTR (basic edition and
changes as issued) by submitting a Printing and Binding Requisition (Standard Form 1), ref
erencing the General Services Administration's FTR requisition, through their publications
liaison official to the Government Printing Office (GPO). The public may purchase the
basic looseleaf edition and changes by direct subscription from the Superintendent of Docu-

I ments, GPO, Washington, DC 20402. ,The stock number should be included in all orders.

I Dated: February 23, 1989.

Richard G. Austin,
I Acting Administrator of General Services.

Amendment 26: 5-08-92
Effective: 6-30-92
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Next page Is III.

Amendment 26: 5-08-92
Effective: 6-30-92
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FEDERAL TRAVEL REGULATION

GUIDE TO USING THE LOOSELEAF EOI1"ION

Numbering Format
The Federal Travel Regulation (FTR) is divided into chapters, parts. sections. and para
graphs. The numbers 301, 302, 303, or 304 connote specific chapters of title 41 of the Code
of Federal Regulations (CFR). The number before the decimal point indicates the part
within each chapter; the number after the decimal point indicates the section.

Chapter Part Section

301- 1. I

Subdivisions below the section level identify individual paragraphs. These subdivisions con
sist of parenthetical alpha-numerics reading from highest to lowest indentures as follows:
lower case alphabet, Arabic numbers, lower case Roman numerals, upper case alphabet,
italicized Arabic numbers, and italicized lower case Roman numerals. The following exam
ple is illustrative: (a)(1 )(i)(A)(l)(I).

Pages within each part are consecutively numbered beginning with Arabic number 1. Each
page number is preceded by the part number; e.g., the third page of part 301-2 is numbered
2-3. Individual pages are chapter identified in the running header.

FTR Amendments
The FTR currently consists of the 1989 edition, effective May 10, 1989, the date of publica-

, tion in the Federal Register. A 1992 consolidated looseleaf edition of the FTR (a reprint,
including amendments 1-26) will be available to new subscribers. As revisions are made,
FTR amendments will be transmitted as changed' pages to be inserted in the looseleaf edi-
tion of the FIR. Removed or rescinded pages should be retained to determine rates, allow
ances, and entitlements in effect at a particular time. Lines printed in the margin of a loose
leaf page indicate material changed, deleted, or added by the FTR amendment cited at the
bottom of that page. When the insertion of new material shifts unchanged material on suc
ceeding pages, no lines will appear on such pages, but the FTR amendment transmitting
these pages will be cited at the bottom of each page. A line opposite a blank space indicates
deletion of a section or paragraph.

References and Citations

'

This regulation may be referred to as the Federal Travel Regulation or the FTR. The FTR
is subtitle F-Federal Travel Regulation System of title 41 of the CFR. It should be cited as
"41 CFR" followed by the appropriate chapter, part, section, and subdivision numbers; e.g.,
41 CFR chapter 301, 41 CFR part 301-1, 41 CFR 301-1.I(a). This 1989 edition of the Fed
eral Travel Regulation (FTR) supersedes the Federal Travel Regulations (FTR), FPMR
101-7, transmitted by GSA Bulletin FPMR A-40, Supplements I through 30.

I

I
I

./ Amendment 26: 5-08-92
Effective: 6-30-92 III
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FEDERAL TRAVEL REGULATION

TABLE OF CONTENTS

CHAPTER 301-TRAVEL ALLOWANCES

CHAPTER 302-RELOCATION ALLOWANCES

CHAPTER 303-PAYMENT OF EXPENSES CONNECTED WITH THE DEATH OF
CERTAIN EMPLOYEES

CHAPTER 304-REDUCTIONS IN MEETING AND TRAINING ALLOWANCE
PAYMENTS

FTR 1989 Edition: 2-23-89
Effective: 5-10-89 v



FEDERAL TRAVEL REGULATION
Chapter 301-Travel Allowances § 301-1.2

\
PART 301-1-APPLICABILITY AND GENERAL RULES

SUbpart A-Authority, Applicability, and General Rules

Sec.
301-1.1 Authority.
301-1.2 Applicability.

Sec.
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i
/

§ 301-1.1 Authority.

This chapter is issued under the authority

I of 5 U.S.c. 5701-5709, 31 U.S.C. 1353, and
40 U.S.C. 486(c).

§ 301-1.2 Applicability.··

I (a) This chapter applies to official travel
of civilian employees of Government agen
cies, including civilian employees of the De
partment of Defense, as authorized under 5
U.S.C. 5701-5709, but excluding employees
of the judicial branch of the Government.

I (b) This chapter also applies to official
travel of individuals employed intermit
tently in the Government service as consult
ants or experts and paid on a daily when
actually-employed (WAE) basis and of indi
viduals serving without payor at SI a year.
These individuals are not considered to
have a "permanent duty station" within the

Amendment 26: 5-08-92
Effective: 6-30-92

general meaning of that term; however,
they may be allowed travel or transporta
tion expenses under this chapter while trav
eling on official business for the Govern
ment away from their homes or regular
places of business and while at places of
Government employment or service. Maxi
mum rates prescribed in this chapter are I
applicable except as provided in paragraph
(c) of this section or unless a higher rate is
specifically authorized in an appropriation
or other statute.

(c) To the extent the Government has
received payment and except as provided in
§ 304-1.7, acceptance of payment for, and
reimbursement by an agency to, an em
ployee (and/or the accompanying spouse of
such employee when applicable) under part
304-1 are· not subject to the maximum rates
prescribed in this chapter for reimbursable I
travel expenses.
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§ 301-1.2

(d) This chapter also applies to travel by
individuals being considered for employ
ment to and from pre-employment inter
views determined necessary by an agency.

§ 301-1.3 General rules.

(a) Employee's obligation. An employee
traveling on official business is expected to
exercise the same care in incurring expenses
that a prudent person would exercise if
traveling on personal business. Excess costs,
circuitous routes, delays, or luxury accom
modations and services unnecessary or un
justified in the performance of official busi
ness are not acceptable under this standard.
Employees will be responsible for excess
costs and any additional expenses incurred
for personal preference or convenience.

(b) Reimbursable expenses. Travel ex
penses which will be reimbursed are con
fined to those expenses essential to the
transaction of official business.

(c) Definitions.-(I) Agency. For purposes
I this chapter,"agency" means an executive

agency as defmed in 5 U.S.C. 105; a military
depanment; an office, agency, or other
establishment in the legislative branch; and
the government of the District of Columbia;
but does not include a Government-con
trolled corporation, a Member of Congress,
or an office or committee of either House of
Congress or of the two Houses.

I (2) Employee. As used in this chapter,
"employee" means the head of an agency,
an agency official, or any other individual
employed by an agency. This definition also
includes an individual employed intermit
tently in Government service as an expen
or consultant and paid on a daily when
actually-employed (WAE) basis and an indi
vidual serving without payor at S1 a year
(5 U.S.C. 5701(2».

(3) Interviewee. As used in this chapter,
"interviewee" means an individual who is
being considered for employment by an
agency.
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(4) Official station and post of duty. Desig
nated post of duty and official station have
the same meaning. The limits of the official
station will be the corporate limits of the
city or town in which the officer or em.
ployee is stationed. If the employee is not
stationed in an incorporated city or town.
the official station is the reservation. station.
or established area, or, in the case of large
reservations, the established subdivision
thereof, having definite boundaries within
which the designated post of duty is lo
cated...

(5) Government. "Government" means the
Government of the United States and the
government of the District of Columbia.

(6) Continental United States. "Continental
United States" means the 48 contiguous
States and the District of Columbia. The
term may be abbreviated as CONUS.

(7) United States. When used in a geo
graphical sense, "United States" means the
50 States and the District of Columbia
except as provided in § 301-3.6(b)(I)(iii).
The terms "United States" and "the 50
States and the District of Columbia" may be
used interchangeably.

(8) Government-furnished automobile. The
term "Government-furnished automobile"
includes an automobile which. is (i) owned
by an agency, (ii) assigned or dispatched to
an agency on a rental basis from a GSA
Interagency Fleet Management Center, or
(iii) leased by the Government for a period
of 30 days or longer from a commercial
firm.

(9) Government-contract rental automobile.
A "Government-contract rental automo
bile" is an automobile obtained for short
term use from a commercial firm under the
provisions of an appropriate General Serv
ices Administration (GSA) Federal Supply
Schedule contract.

(10) Special conveyance. "Special convey
ance" is any method of transponation other

Amendment 26: 5-08-92
Effective: 6-30-92
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FEDERAL TRAVEL REGULATION
Chapter 301-Travel Allowances

than common carrier, Government-fur
nished, Government·contract rental, or pri.
vately owned, which requires specific au
thorization or approval for the use thereof.

§ 301-1.102

Such transportation generally includes con·
veyances obtained through commercial
rental means for less than 30 calendar days.

I Subpart B-Official Government Business Travel

"\
I

/

§ 301-1.100 Applicability.

This subpart applies to employees as de
fined in § 301-1.3(c)(2) who are traveling on
official business.

I § 301-1.101 Authorization of travel.

(a) Travel policy. It is the policy' or- the
Government that agencies shall authorize
only that travel which is necessary to ac·
complish the purposes of the Government
effectively and economically.

(b) Agency responsibilities. (1) Except as
otherwise provided by law, all travel shall
be either authorized or approved by the
head of the agency or by an official to
whom such authority has been delegated.
Ordinarily, a travel authorization shall be
issued before the incurrence of the expenses..
Agencies shall prescribe procedures for
travel situations where it is not practical or
possible to issue a written authorization in
advance.

(2) Agency heads shall communicate the
Government's travel policy to all travel~au

thorizing officials at all levels within their
respective agencies and establish controls to
ensure that only travel that is essential to
the purposes of the Government and for
accomplishment of the agency's mission is
authorized or approved.

(3) Travel-authorizing officials shall au
thorize or approve only that travel neces
sary to accomplish the agency mission in
the most effective and economical manner.
Authorizing officials should be aware of
travel plans, including plans to take annual
leave in conjunction with travel, and shall
ensure appropriate consideration of the need
for the travel, the use of travel substitutes
(i.e., mail, teleconferencing, etc.), and the

Amendment 17: 5-06-91
Effective: 2-14-91

most cost effective routing and means of
accomplishing travel. Each employee's
travel shall be authorized separately under
specific guidelines provided in § 301-1.102. I
§ 301-1.102 Guidelines for Issuing I

.tr.avel. authorizations.· .

The travel policies and practices of each
agency shall reflect, but not be limited to,
the following guidelines:

(a) Types and use of travel authorizations~

General or blanket travel authorizations for
entire agencies or groups of employees shall
not be used. To ensure adequate managerial
and supervisory attention to the need for all
travel, each employee's travel shall be au
thorized separately under one of the follow
ing types of travel authorization:

(1) Unlimited open authorization. This type
of authorization allows an employee to
travel for any purpose without further au
thorization. Unlimited open authorizations
shall be issued only for department or
agency heads, their deputies, or other prin
cipal agency officials as the agency head or
deputy may designate, and managers of
major subunits where no supervisor is
present.

(2) Limited open authorization. This type
of authorization allows an employee to
travel without further authorization under
certain specified conditions; i.e., travel to
specific geographical area(s), for specific
purpose(s), subject to trip cost ceilings, or
for specific periods of time. Limited open
authorizations may be provided for employ
ees whose duties require frequent repetitive
travel. Such authorizations, however,
should be reviewed and revalidated at least
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Part 301-1-Appllcablllty and General Rules- § 301-1.102

quarterly and should include realistic limita
tions on purpose(s), geographic area(s),
number of trip(s), trip duration, and costs.

(3) Trip-by-trip authorization. This type of
authorization allows an individual or group
of individuals to take one or more specific
trips and shall include the specific purpose,
itinerary, and estimated costs. Travel not
covered in an unlimited or limited open au
thorization shall be separately authorized on
a trip-by-trip basis.

(b) Levels of approval and requireme.-ts for
special purpose travel. Due· to the relatively
high costs associated with certain kinds of
travel, such travel shall be authorized only
on a trip-by-trip basis and reviewed at a
level of authority sufficient to provide
policy approval. The types of travel cov
ered by this requirement are listed in this

I paragraph. Authorization of travel for pur
poses other than those listed should be dele
gated to the lowest management level
which has responsibility for both program
accomplishment and obligation or commit
ment of funds.

(1) Conferences. meetings. and training ses
sions. Travel for conference and meeting
attendance and training sessions shall be au
thorized on a trip-by-trip basis. When au
thorizing travel for conference and meeting
attendance, the approving official shall
ensure that the number of attendees from
the agency is necessary and justified. In ad
dition, the need for conferences and meet
ings for which total travel and per diem
estimates exceed $5,000 shall be cenified by
a level of authority sufficient to provide
policy approval as designated by the head
of the agency scheduling the conference or
meeting.

(2) Foreign travel Overseas and foreign
travel for all employees shall be authorized
on a trip-by-trip basis at as high an adminis
trative level of authority as practical to pro
vide policy approval. However, those em
ployees whose duties require repetitive

overseas and foreign travel or emergency
overseas and foreign travel without advance
notification may be issued limited or unlim
ited open authorizations, as appropriate.
within the criteria of paragraphs (a) (l) and
(2) of this section. In addition, U.S. Govern
ment representatives and attendees at inter
national intergovernmental conferences
must be accredited by the State Depart
ment.

(3) Change of official station/relocation.
Travel and related entitlements for a change
of offiCiaI .station·or relocation determined
to be in the interest of the Government, as
provided in chapter 302 of this title, shall be
authorized on a move-by-move basis (trip
by-trip authorization). This also includes a I
new appointee covered under § 302-1.2 of
this subtitle when issued an authorization
for travel to the first duty station.

(c) Purpose<s) of travel. Each travel au
thorization and the associated travel
voucher(s) (see § 301-11.5(g» shall specify
clearly the purpose(s) of the travel. To es
tablish uniformity in the way that travel
purposes are identified on the travel authori
zation and travel voucher, agencies shall
adopt travel purpose categories that con
form to the extent possible with the follow
ing travel purpose categories:

(1) Site visit Travel to a particular site in
order to personally perform operational or
managerial activities (e.g., to oversee pro
gram activities, grant operations, or man
agement activities for internal control pur
poses; carry out an audit, inspection, or
repair activity; conduct negotiations; pro
vide instructions; or provide technical assist
ance).

(2) Information meeting. Travel to attend
a meeting to discuss general agency oper
ations, review status reports, or discuss
topics of general interest. If a site visit was
conducted as pan of the same trip, consider
the entire trip to be for the purpose of a site
visit.

Amendment 26: 5-08-92
Effective: 6-30-92
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(3) Training attendance. Travel to receive
training.

(4) Speech or presentation. Travel to make
a speech or a presentation, deliver a paper,
or otherwise take part in a formal program
other than a training course.

(5) Conference attendance. Travel to
attend a conference, convention, seminar, or
symposium for purposes of observation or
education only, with no formal role in the
proceedings.

(6) Relocation. Travel performed in con
nection with a transfer from one official
duty station to another (same as a perma
nent change of station or pes move). This
includes new appointees when they are first
authorized relocation allowances for report
ing to their first duty station.

(7) Entitlement travel. Travel entitlements
for which an employee (or dependent) may
be eligible while serving at a duty station
outside the continental United States; e.g.,
tour renewal agreement travel (for the pur
pose of taking leave between tours of duty)
and educational travel. (This type of travel
is normally performed in connection with a
travel entitlement resulting from a change
of station assignment or renewal of a tour of
duty at duty stations located outside the
continental United States.)

(8) Special mission travel. Travel to carry
out a special agency mission; e.g., move
noncombat military units, provide security
to a person or a shipment (such as a diplo
matic pouch), move witnesses from resi
dence to other locations, and travel by Fed
eral beneficiaries and other nonemployees.

(9) Emergency travel. Travel to return an
employee from a temporary assignment lo
cation at Government expense to his/her
designated post of duty or home, or other
alternate location, where helshe would nor
mally be present to take care of the emer
gency situation if the Government had not
directed or assigned the employee to an
other location to perform official business.

Amendment 17: 5-06-91
Effective: 2-14-91

§ 301-1.103

(10) Other travel purposes. All travel per
formed for purposes which are not included
in one of the other listed categories. Even
though stated as "other travel purposes,"
the travel authorization and voucher should
also detail a specific purpose.

(d) Cost estimates. Travel authorizations
shall include estimates of the cost of the
travel. Both unlimited and limited open au
thorizations shall also include an estimate of
the travel costs to be incurred over the
period covered by the authorization. Agen
cies shall use these estimates to obligate the
funds necessary to carry out that particular
travel to improve travel budgetary controls.
(See part 30 I-I0 for provisions covering

\employee source of funds and travel ad-
vances.)

§ 301-1.103 Instructions/guidelines for I
travelers.

(a) Traveler's potential liability notice.
Travelers are accountable for all transporta
tion tickets, Government transportation re
quests (GTR's), or other transportation pro
curement documents received by them in
connection with their official travel. Agen
cies shall provide written instructions to the
traveler at the time an authorization is
issued advising of agency administrative
procedures for the control of and account
ability for passenger transportation docu
ments. If trips are canceled or itineraries
changed after tickets (or GTR's) are issued
to the traveler, the traveler is liable for the
value of the tickets issued until all ticket
coupons have been used for official travel
purposes or all unused tickets or coupons
are properly accounted for on the travel
voucher. (See also, § 301-11.5(c)(l).) A
statement to this effect shall be incorporated
on the travel authorization, or issued as a
"Notice to Traveler" and attached to the
ticket or GTR when issued to the traveler.
(See § 301-3.5 for further provisions regard
ing unused passenger transportation docu
ments.)

1-5



§ 301-1.103

(b) Promotional materials received in con
nection with official travel from common car
riers, rental car companies, or other commer
cial source. Employees are obligated to ac
co'unt for any gift, gratuity, or benefit re
ceived from private sources incident to the
performance of official business (Comp.
Gen. Decision B-199656, July 15, 1981). All
promotional materials (e.g., bonus flights,
reduced-fare coupons, cash, merchandise,
gifts, and credits toward future free or re
duced costs of services or goods) received
by employees in connection with official
travel or incident to the purchase of a ticket
for official travel, or other services such as
car rentals, are due the Government and
may not be retained by the employee. When
an employee receives promotional material
from any commercial source incident to of
ficial travel, the employee shall accept the
material on behalf of the Federal Govern
ment and relinquish it to an appropriately
designated agency official. The governing
regulations regarding agency disposition of
promotional material received by Federal
employees are prescribed by the' Adminis
trator of General Services in 41 CFR 101
25.103-2. (See paragraph (f) of this section
for redemption of frequent traveler bene
fits.)

(c) Denied boarding compensation. Travel
ers shall be instructed to turn into the
agency any cash or other payments received
from carriers for failure to provide con
firmed reserved space as provided in § 301
3.5.

(d) Billing informa.tion for ticket ex
changes. When a traveler exchanges a ticket
for one of lesser value, the carrier should
issue a receipt or a ticket refund application
and is required to make refund directly to
the appropriate agency billing office. To fa
cilitate this refund procedure, agencies shall
provide travelers with a "bill charges to"
address by attaching a copy of the GTR or
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some other document containing this infor
mation to either the ticket or travel authori
zation as provided in 41 CFR 101-41.210-1.
(See also § 301-3.5(c).)

(e) Use of travel agencies. The services of
a travel agent may be used to obtain passen
ger transportation services within, from, or
between the United States and its posses
sions only under the conditions specified in
§ 301-3.4(b)(2), or when the travel agent is
providing services to the Government under
a contractual arrangement with the General
Services Administration.

(f) Frequent traveler programs. (1) Fre
quent traveler benefits earned in connection
with official travel, such as mileage credits,
points, etc., may be used only for official
travel. Employees may not retain and use
such benefits for personal travel. Since the
Comptroller General has ruled that a fre
quent traveler benefit is the property of the
Government if any part of it is earned
through official travel, employees should
maintain separate frequent traveler accounts
for official and personal travel.

(2) Agencies should encourage employees
who travel frequently to participate in vari
ous frequent traveler programs offered by
airlines, hotels, and car rental vendors. Em
ployees may be reimbursed for the cost to
enter certain frequent traveler programs
when entering the program is expected to
result in a savings to the Government. Re
imbursement for the cost to enter the pro
gram may not exceed the expected amount
of the savings.

(3) To the maximum extent practicable,
overall travel costs should be reduced by
using benefits earned through frequent trav
eler programs to obtain free airline tickets,
rooms, and rental vehicles. (See § 301
3.3(d)(3)(ii)(F) for upgrades to premium
class accommodations.)

(4) Use of mandatory or preferred ven
dors, such as contract air and rail carriers,
lowest cost car rental companies, etc., shall

Amendment 17: 5-06-91
Effective: 2-14-91
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be observed fully without regard to
whether such vendors offer frequent trav
eler programs. No deviations from manda
tory or preferred use requirements will be

§ 301-1.202

permitted solely for the purpose of accumu
lating frequent traveler benefits.

I Subpart C-Pre-employment Interview Travel

)

)

/

§301-1.200 Applicability.

(a) Individuals covered. This subpart is ap
plicable to interviewees as defined in § 301
1.3(c)(3).

(b) Policy. Unless otherwise stated, the
allowances established in this subpart for
interviewees are analogous ·to those avail
able to Federal employees traveling on offi
cial Government business. However, an
agency is not required to offer all allow
ances to each interviewee. (See § 301
1.203(a)(2).)

§ 301-1.201 Authorization of travel.

(a) Authority for payment. Agencies may
pay allowable pre-employment interview
travel expenses (as defined in § 301-1.203)
for individuals determined eligible under
paragraph (b) of this section.

(b) Eligibility determination. Each agency
shall establish criteria for determining which
applicants will qualify for the payment of
pre-employment interview travel expenses.
The Office of Personnel Management has
issued guidelines at 5 CFR part 572 for
agencies to follow in making these person
nel determinations.

§ 301-1.202 Responsibilities for pre
employment travel.

(a) Agency responsibilities-( I) General
rule. Agencies shall adhere to the general
travel authorization policies and practices
contained in subpart B of this part.

(2) Limitations on type of authorization.
Pre-employment interview travel may be
authorized only on a trip-by-trip basis. Lim
ited or unlimited open authorizations shall
not be used for pre-employment interview
travel.

Amendment 17: 5-C6-91
Effective: 2-14-91

(3) Responsibility of agencies to inform
interviewees of Government travel policies.
Agencies shall communicate the Govern
ment travel rules and procedures to
interviewees. Agencies should ensure the
interviewee understands how travel reim
bursements are calculated. Agencies also
should provide assistance to the interviewee
in the preparation of travel vouchers.

(4) Limitations on the ability of agencies to
authorize pre-employment travel expenses to
defray unauthorized relocation expenses.
Agencies shall not authorize pre-employ
ment interview travel expense reimburse
ment for the purpose of helping defray relo
cation expenses that are not allowable for a
new appointee under § 302-1.10. For exam
ple, an agency may not pay pre-employment
travel expenses under this subpart so that an
interviewee/new appointee may look for a
house at his/her prospective first duty sta-
tion. '

(b) Interviewee rcsponsibilities-(l) Gen
eral rule. The interviewee is expected to
exercise the same care in incurring expenses
that a prudent person would exercise if
traveling on personal business.

(2) Use of travel agencies. Tickets should
be provided by the interviewing agency.
However, the interviewing agency may au
thorize the interviewee to obtain tickets di
rectly from a travel management center
under contract to the Government.

(3) Use of contract carriers. Interviewees
of mandatory users of the Government's
city pair contracts with airlines and Amtrak
are bound by rules outlined in § 301-2.2 (c)
and (d)(I)(ii)(A).

1-7



Part 301-1-Applicablllty and General Rules§ 301-1.202

(4) Interviewee's potential liability notice.
The interviewee is accountable for all trans
portation tickets and U.S. Government
Transportation Requests (GTR's) issued for
use in performing pre-employment inter
view travel. Agencies shall provide written
instructions to the interviewee at the time
an authorization is issued explaining agency
administrative procedures for controlling
and accounting for passenger transportation
documents. If the interview trip is cancelled
or rescheduled after tickets (or GTR's) are
issued to the interviewee, th,e interviewee is
liable for the value of the tickets issued until
all ticket coupons have been used for pre
employment interview travel or all unused
tickets or coupons have been properly ac
counted for on the travel voucher. A state
ment to this effect shall be incorporated on
the travel authorization, or issued as a
Notice to Traveler and attached to the ticket
or GTR when issued to the interviewee.
The interviewee and the interviewing
agency shall be bound by the same rules
that apply to employee travelers and agen
cies in § 301-3.5.

(5) Billing information for ticket exchanges.
When an interviewee exchanges a ticket for
one of lesser va!ue, the carrier should issue
a receipt or a ticket refund application and
is required to make refund directly to the
appropriate agency billing office. To facili
tate this refund procedure, agencies shall
provide interviewees with a bill charges to
address by attaching a copy of the GTR or
some other document containing this infor
mation to either the ticket or travel authori
zation as provided in 41 CFR 101-41.210-1.

§ 301-1.203 Allowable reimbursements.

(a) Allowable expenses. (1) An agency
may pay to or on behalf of an interviewee
the same travel expenses to which a Gov
ernment employee traveling on official busi
ness would be entitled, with the exception
of those expenses listed in paragraph (b) of
this section. Allowable expenses are subject

1-8

to the limitations applicable to a Govern
ment employee traveling on official busi
ness.

(2) An agency may pay all or a part of
pre-employment travel expenses. However,
an agency electing to pay only subsistence
or only common carrier transportation costs
must pay the full amount to which a Gov
ernment employee would be entitled for
those expenses authorized. Paying less than
the full reimbursement for common carrier
tickets could make the interviewee ineligible
for Government discounts.

(b) Unallowable expenses. An agency shall
not pay expenses for:

(1) Use of communication services as de
fined in part 301-6 for purposes other than
communication directly related to travel ar
rangements for the Government interview.

(2) Hire of a room as defined in § 301
9.1 (b).

§ 301-1.204 Sources of funds.

(a) Payment of travel expenses-(l) Trans
portation expenses by common carrier, other
than local transportation. Interviewee trans
portation by common carrier, other than
local transportation, shall be paid for
through the use of a GTR or a centrally
billed account as provided in § 301-15.45.
Common carrier transportation includes air,
bus, and rail.

(2) Other authorized expenses. All other
authorized expenses shall be paid for by the
interviewee. The agency shall reimburse the
interviewee for allowable travel expenses
upon submission and approval of a travel
voucher.

(b) Unallowable sources-(l) Government
issued individual employee charge cards. Indi
vidual employee charge cards (see § 301
15.44) may not be used for pre-employment
interview travel. However, centrally billed
accounts (see § 301-15.45) may be used to
pay the interviewee's allowable transporta
tion expenses.

Amendment 17: 5-06-91
Effective: 2-14-91
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(2) Travel advances. An interviewee shall
not be issued a travel advance.

(3) Travelers checks. Government contrac
tor issued travelers checks (see § 301-15.46)
may not be used for pre-employment inter
view travel.

§ 301-1.205 Claims .for reimbursement.

(a) Fraudulent claims. A claim against the
United States is forfeited if the claimant at
tempts to defraud the Government in con
nection therewith (28 U.S.c. 2514). In addi
tion, there are two criminal provisions
under which severe penalties may be im
posed on a traveler who knowingly presents
a false, fictitious, or fraudulent claim against
the United States (18 U.S.c. 287 and 1001).

(b) Maintenance of receipts and records.
All interviewees authorized to travel should
keep a record of expenditures properly
chargeable to the Government. Although
receipt requirements vary with the method
of reimbursement, it would be prudent for

Amendment 17: 5-06-91
Effective: 2-14-91

§ 301-1.205

interviewees to retain all receipts until reim
bursement claims are settled. The agency
should alert the interviewee to such require
ments.

(c) Preparation and submission of travel
vouchers. (1) Interviewees are responsible
for the preparation and submission of travel
vouchers, although agencies should assist in
this process. Travel voucher forms may be
typed or handwritten in ink. Only the origi
nal travel voucher must be signed by the
interviewee.

(2) Agencies are to prescribe the adminis
trative procedures, consistent with those in
§ 301-11.4, for interviewees to follow in
submitting travel vouchers.

(d) Review of travel vouchers of
interviewees. Agencies shall review the
travel vouchers of interviewees in the same
manner as they review the travel vouchers
of Government employees on official busi
ness travel as provided in part 30I-II.
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PART 301-2-TRANSPORTATION ALLOWABLE

§ 301-2.2 •

)

/

)

"'-.

)

")

'-,

)

Sec.
301-2.1 Expenses payable as transporta-

tion.
301-2.2 Methods of transportation.
301-2.3 Local transportation.
301-2.4 Emergency travel due to illness or

injury or a personal emergency situa
tion.

301-2.5 Routing of travel.
301-2.6 Use of Government-furnished ve-

hicles.

I Authority: 5 U.S.C. 5701-5709; E.O. 11609;36FR'
13747, 3 CFR, 1971-1975 Comp., p. 586.

§ 301-2.1 Expenses payable as trans
portation.

Transportation expenses which the Gov
ernment may pay either directly or through
reimbursement include fares, rental fees,
m~leage payments, and any expenses inci
dent to transportation such as baggage
transfer; official telegraph, telephone, radio,
and cable messages in connection with items
classed as transportation; steamer chairs,
steamer cushions, and steamer rugs at cus
tomary rates actually charged: staterooms
on steamers; and other expenses set forth in
Parts 301-2 through 301-6.

§ 301-2.2 Methods of transportation.,
(a) Authorized methods. Methods of trans

portation authorized for official travel in
clude railroads, airlines, helicopter service,
ships, buses, streetcars, subways, and taxi
cabs; Government-furnished and contract
rental automobiles and airplanes; and any
other necessary means of conveyance.

(b) Selecting method of transportation to
be used. Travel on official business shall be
by the method of transportation which will
result in the greatest advantage to the Gov
ernment, cost and other factors considered.
In selecting a particular method of transpor
tation to be used, consideration shall be
given to energy conservation and to the
total cost to the Government, including

Amendment 26: 5-06-92
Effective: 6-30-92

costs of per diem, overtime, lost worktime,
and actual transportation costs. Additional
factors to be considered are the total dis
tance of travel, the number of points visited,
and the number of travelers. As stated in 5
U.S.C. 5733, "travel of an employee shall be
by the most expeditious means of transpor
tation practicable and shall be commensu
rate with the nature and purpose of the
duties of the employee requiring such
traveL"

(c) Traveler's cost liability when selected
method is not used. The traveler shall use
the method of transportation administra
tively authorized or approved by the
agency as most advantageous to the Gov
ernment. (See § 301"':2.2(b).) Any additional
cost resulting from use of a method of trans
portation other than that specifically author
ized, approved, or required by regulation,
e.g., contract air service (see paragraph
(d)(l)(ii)(A) of this section), shall be the
traveler's responsibility.

(d) Presumptions as to most advantageous
method of transportation.

(1) Common carrie,..

(i) GeneraL Travel by common carrier
(air, rail, or bus) generally results in the
most efficient use of energy resources and
in the least costly and most expeqitious
performance of travel. Therefore, this
method shall be used whenever it is rea
sonably available. Other methods of trans
portation may be authorized as advanta
geous only when the use of common car
rier transportation would seriously inter
fere with the performance of official busi
ness or impose an undue hardship upon
the traveler, or when the total cost by
common carrier would exceed the cost by
some other method of transportation. The

. determination that another method of
transportation would be more advanta
geous to the Government than common
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carrier transportation shall not be made
on the basis of personal preference or
minor inconvenience to the traveler re
sulting from common carrier scheduling.

(ii) Selecting the most advantageous
method ofcommon carrier transportation.

(A) Contract air service. The use of dis
count fares offered by contract air carri
ers between certain cities (city-pairs) is
considered advantageous to the Govern
ment and is mandatory for authorized air
travel between those city-pairs. (See
§ 301-3.4(b)(l)(ii) and pan 30I-15,sub··
part B for policy and specific guidelines
and exceptions.)

(B) Noncontract air service. The use of
noneontract air service may be authorized
or approved only when justified under
the conditions provided in part 301-15,
subpan B. Advance authorization and the
justification for the use of noncontract air
service shall be shown on the travel order
or other form of travel authorization
before the actual travel begins, unless ex
tenuating circumstances or emergency
situations make advance authorization im
possible. In those events, the employee
shall obtain written approval from the ap
propriate agency official at the earliest
possible time after completing the travel:
The approval and justification therefor
shall be stated on or attached to the
travel voucher.

(e) Rail or bus service. Rail or bus serv
ice may be used when determined by the
agency to be advantageous to the Gov
ernment, cost, energy, and other factors
considered, and when compatible with
the requirements of the official travel.
The use of contract or other discount
fares offered to the Government by rail
or bus carriers between selected cities
(city-pairs) is considered advantageous.
Whenever these discount fares are offered
and the accompanying service will fulml
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mission requirements. they should be used
to the maximum extent possible. See part
301-15. subpart B for policy and specific
guidelines for use of contract rail service.
See also §§ 301-3.3(b) and 301-3.4(b) for
authorized service and accommodations
and reduced fares.

(2) Government-contract rental or Govern
ment-furnished automobiles. When it is deter
mined that an automobile is required for
official travel, a Government-contract or a
Government-furnished automobile shall be
used. as:.follows:·." "

(i) A Government-eontract rental auto
mobile is the flI'St resource for short-term
rental of an automobile by an employee
on temporary duty (TOY) travel. This
applies to employees who travel to their
destination by common carrier, such as
airplane, train, or bus, and would custom
arily rent a Government-furnished vehicle
for local transportation in the destination
area. An employee may also use a Gov
ernment-furnished automobile if a Gov
ernment-eontract rental automobile is un
available or if use of a Government-fur
nished automobile is practicable. Govern
ment-furnished automobiles will continue
to be available for use in isolated areas

..where commercial rental contractors are
not available.

(il) A Government-furnished automo
bile is the first resource when an automo
bile is required for official travel per
formed locally or within commuting dis
tance of an employee's designated post of
duty. If a Government-furnished automo
bile is unavailable, a Government-con
tract rental automobile may be used.

(iii) If cost considerations are used in
determining whether a Government-eon
tract rental or a Government-furnished
automobile should be authorized under
this policy, the overall cost shall include
any administrative costs as well as any

Amendment 9: 2-23-90
Effective: 3-23-90
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costs associated with picking up and re
turning the automobile.

(3) Privately owned conveyance. The use of
a privately owned conveyance shall be au
thorized only when its use is advantageous
to the Government, except as provided in
paragraph (e) of this section. A determina
tion that the use of a privately owned con
veyance would be advantageous to the
Government shall be preceded by a deter
mination that transportation by common
carrier, a Government-contract rental auto
mobile, or Government-furnished transpor
tation is not available or would not be
advantageous to the Government. To the
maximum extent possible, these determina
tions and the authorization to use a pri
vately owned conveyance shall be made
before the performance of travel. .

(4) Special conveyance. Commercially
rented vehicles, other than those under con
tract, and other special conveyances shall be
used only when it is determined that use of
other methods of transportation discussed in
this paragraph (d) would .not be more
advantageous to the Government. In the se
lection of commercially rented vehicles,
first consideration shall be given to Govern
ment-contract rental vehicles available
under an appropriate GSA Federal Supply
Schedule contract.

(e) Permissive use of a privately owned
conveyance. When an employee uses a pri
vately owned conveyance as a matter of
personal preference and such use is compat
ible with the performance of official busi
ness, although not determined to be advan
tageous to the Government under para
graph (d)(3) of this section, such use may be
authorized or approved provided that reim
bursement is limited in accordance with the
provisions of Part 301-4.

(f) Travel by ocean vessel. Except for
travel between points served by ferries,
travel by ocean vessel shall not be regarded
as advantageous to the Government in the

FTR 1909 Edition: 2-23-89
Effective: 5-10-09
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absence of sufficient justification that the
advantages accruing from the use of ocean
transportation offset the higher costs associ
ated with this method of transportation; i.e.,
per diem, transportation, and lost worktime.
Authority to authorize or approve travel by
ocean vessel shall be obtained at the highest
administrative level consistent with agency
travel management policy. The require
ments of § 301-3.6(a) for use of United
States flag ships shall be observed. (See
§ 301-3.3(c) for authorized vessel accommo
dations.)

§ 301-2.3 Local transportation.

(a) To, from, and between places of work.
Transportation by bus or streetcar between
places of business at an official station or a
temporary duty station and between places
of lodging and place of business at a tempo
rary duty station is allowed as a transporta
tion expense. (Concerning transportation by
taxicab between such places, see § 301-3.1.)

(b) To places where meals are obtained.
Where the nature and location of the work
at a temporary duty station are such that
suitable meals cannot be obtained there, the
expense of daily travel required to obtain
meals at the nearest available place may be
approved as necessary transportation not in
cidental to subsistence. A statement of the
necessity, for such daily travel shall accom
pany the travel voucher.

(c) To and from carrier terminals.

(1) Reimbursement shall be allowed for
the usual taxicab and airport limousine fares,
plus tip, between a common carrier or other
terminal and either the employee's home or
place of business at the official duty station
or place of business or lodging at a tempo
rary duty point, or between the airport and
airport limousine terminal. However, avail
able courtesy transportation service fur
nished by hotels/motels should be used by
employees to the maximum extent possible
as a first 'source of transportation between
place of lodging at the temporary duty
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point and common carrier terminal. Reim
bursement shall be allowed for tips when
courtesy transportation service is used.

(2) An agency shall, when appropriate,
restrict the use of taxicabs under paragraph
(c)( I) of this section or place a monetary
limit on the amount of taxicab reimburse
ment when:

(i) Suitable Government or common
carrier transportation service, including
airport limousine service, is available for
all or part of the distance involved; or

(ii) Courtesy transportation service is
provided by hotels/mote~s between the
place of lodging at the temporary duty
site and the common carrier terminal.

(d) Between residence and office on day
travel is performed. Reimbursement may be
authorized or approved for the usual taxicab
fares, plus tip, from the employee's home to
hislher office on the day he/she departs
from the office on an official trip requiring
at least one night's lodging and from the
office to hislher home on the day he/she
returns to the office from the trip, in addi
tion to taxi fares for travel between office
and carrier terminal.

(e) Between residence and office in cases
of necessity. Reimbursement for the usual
taxicab fares paid by an employee for travel
between office and home may be authorized
or approved incident to the conduct of offi
cial business at an employee's designated
post of duty when the employee is depend
ent on public transportation for such travel
incident to officially ordered work outside
of regular working hours and when the
travel is during hours of infrequently sched
uled public transportation or darkness.

.Agencies are expected to establish stringent
administrative controls at sufficiently high
levels which ensure that reimbursements are
authorized only when justifiable and when
all circumstances set forth herein are met.
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§ 301-2.4 Emergency travel due to ill
ness or InJury or a pornonal emer
gency situation.

Provisions governing reimbursement for
allowable transportation in connection with
emergency travel due to illness or injury or
a personal emergency situation are set forth
in Part 301-12.

§ 301-2.5 Routing of travol.

(a) Official necessity. All travel shall be
by a usually traveled route. Travel by other
routes may be allowed when the official
necessity therefor is satisfactorily estab
lished.

(b) Indirect-route or interrupted travel.
When a person for hislher own conven
ience travels by an indirect route or inter
rupts travel by direct route, the extra ex
pense shall be borne by himlher. Reim
bursement for expenses shall be based only
on sucli charges as would have been in
curred by a usually ,traveled route. When
transportation requests are used, they shall
be issued only for that portion of the ex
pense properly chargeable to the Govern
ment, and the employee shall pay the addi
tional personal expense, including the Fed
eral transportation tax. (See § 301
Il.S(a)(3).)

§ 301-2.6 Uno of: Government
furnluhed vehicles.

(a) Use limited to official purposes. When
a Government-furnished vehicle is used by
an employee for official travel, its use shall
be limited to official purposes (31 U.S.C.
1344 as implemented in 41 CFR 101-38.3)
which include transportation between places
where the employee's presence is required
incident to official business; between such
places and places of temporary lodging
when public transportation is unavailable or
its use is impractical; and between either of
the above places and suitable eating places,
drug stores, barber shops, places of worship,
cleaning establishments, and similar places
necessary for the sustenance, comfort, or

FTR 1989 Edition: 2-23-88
Effective: 5-10-88
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health of the employee to foster the contin
ued efficient performance of Government
business.

(b) Government driver's identification card.
Under instructions prescribed, by the Office
of Personnel Management, a Federal em
ployee who must occasionally use a Gov
ernment-furnished vehicle for official busi
ness while on temporary duty away from
hislher official station need not possess a
Standard Form 46, U.S. Government Motor
Vehicle Operator's Identification Card, if

FTR 1989 Edition: 2-23-89
Effective: 5-10-89
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he/she holds a valid State, District of Co
lumbia, or territorial motor vehicle opera
tor's license and presents travel orders spe
cifically authorizing the temporary use of a
Government-furnished vehicle.

(c) Vehicle not available. If a Govern
ment-furnished vehicle is not available when
required as a first resource, a Government
contract rental or other commercially
rented vehicle may be used provided such
use is consistent with § 301-2.2(c) and the
regulations and authorizations of the em
ployee's agency.
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Sec.
301-3.1 Taxicabs.
301-3.2 Rental automobiles and special

convevances.
301-3.3 Travel policy and class of service

authorized.
301-3.4 Special fares.
301-3.5 Unused, downgraded, canceled, or

oversold transportation services.
301-3.6 Use of United States flag carriers.

I Authority: 5 U.S.C. 5701-5709; E.O. 11609. 36 FR
13747,3 CFR, 1971-1975 Comp., p. 586.' .' .

§ 301-3.1 Taxicabs.
(a) Approval requirement. For local travel

authorized under § 301-2.3 (a) and (b), the
use of taxicabs may be allowed if authorized
or approved as advantageous to the Gov
ernment. General authorization for use of
taxicabs for local travel in certain situations
is contained in § 301-2.3 (c), (d), and (e).

(b) Tips. In addition to reimbursement of
taxi fare, the employee will be allowed re
imbursement of tips in the amount of IS
cents when the fare is $1 or less or IS
percent of the reimbursable fare when it
exceeds $1. If the IS percent is not a multi
ple of 5, the reimbursable tip may be in
creased to the next multiple of 5.

§ 301-3.2 Rental automobiles and spe
cial conveyances.

(a) Approval requirement. The hire of
boat, automObile, taxicab (other than for use
under § 301-2.3 (c), (d), or (e», aircraft,
livery, or other conveyance will be allowed
if authorized or approved as advantageous
to the Government whenever the employee
is engaged in official business within or out
side hislher designated post of duty.

(b) Incidental charges. If the hire of a
special conveyance does not include costs
of the incidental expenses of gasoline or oil,
feeding and stabling horses, rent of garage,
hangar, or boathouse, subsistence of opera
tor, ferriage, tolls, etc., the same should be

Amendment 26: 5-08-92
Effective: 6-30-92

first paid, if practicable, by the person fur
nishing the accommodation or by the opera
tor, and should be itemized in the bill. (See
§§ 301-11.3(c)(5) and 301-11.5(c)(2).)

(c) Damage waiver or insurance costs.
Commercial vehicle rental contracts cus
tomarily include full insurance coverage for
property damage or injury or death to third
parties resulting from the renter's use of the
vehicle. Damage to the rented vehicle (col
lision damage), however, is often covered

. only above a deductibie amount specified in
the rental contract, the renter being respon
sible for the cost of damage below that
amount. In such instances, additional insur
ance (collision damage waiver or collision
damage insurance) to relieve the renter
from liability for damage to the vehicle up
to a deductible amount is available in the
rental contract for an extra fee.

(I) Agencies may not payor reimburse
the employee for the cost of collision
damage waiver or collision damage insur
ance when official travel in the rental vehi
cle is performed wholly within the conti
nental United States, Alaska, Hawaii, the
Commonwealth of Puerto Rico or the Com
monwealth of the Northern Mariana Is
lands, or a United States territory or posses
sion. However, agencies are authorized to
pay for damage to the rented vehicle up to
the deductible amount contained in the
rental contract if the damage occurs while
the vehicle is being used for official busi
ness.

(2) Agencies may payor reimburse the
employee for the cost of collision damage
waiver or collision damage insurance when
the vehicle is rented or leased for official
trav~l in foreign areas (areas other than
those listed in paragraph (c)(l) of this sec
tion) and rental or leasing agency require
ments, foreign statute, or legal procedures
which could cause extreme difficulty to
Government employees involved in an acci
dent make such insurance necessary.
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(3) The cost of personal accident insur
ance is a personal expense and is not reim
bursable.

(d) Hire from another employee or member
of an employee's family. Charges for .the hire
of a conveyance of another Government
employee. a member of the traveler's
family, or a member of the family of an
other Government employee shall not be
allowed in the absence of a satisfactory
showing that the conveyance was not pro
cured because of such personal or official
relationship and that the member of the.
family so furnishing was not dependent
upon the traveler for support. The material
facts shall be reported in the account. (See
§§ 301-4.S and 301-11.S(d).)

(e) Persons traveling together. When two
or more persons travel together by means of
a rented vehicle or special conveyance, that
fact, together with the name of each trav
eler and the name of his/her employing
agency, must be stated by each traveler on
his/her travel voucher.

§ 301-3.3 Travel polley and cia.. of
service authorized.

(a) General polley. It is the general policy
I of the Government that less-than-premium

class accommodations shall be used for all
modes of passenger transportation. Common .
carrier accommodations shall be as specifi
cally provided in paragraphs (b), (c), and
(d) of this section and shall apply to both
domestic and international travel of civilian
employees while on official business for the
Government.

(b) Train accommodatioDS.

(1) Sleeping car accommodations. When
overnight travel is involved, the lowest
first-class sleeping ·accommodations avail
able shall be allowed. Higher cost accom
modations may be authorized or approved
upon the employee's certification on the
travel voucher that lowest first-class accom
modations were not available or that use of
superior accommodations was authorized or

3-2

approved by the head of the agency or the
agency head's designee for security pur
poses. When practicable, through sleeping
accommodations shall be obtained if they
are more economical to the Government.

(2) Parlor car and reserved coach accommo
dations. When adequate reserved coach ac
commodations are available, officials au
thorizing travel shall require that those ac
commodations be used to the maximum
extent possible. However, use of a parlor
car seat may be allowed when the duration
of the train travel exceeds 4 hours.

(3) Extra-fare trains. Travel by extra-fare
trains may be authorized or approved when
ever their use is administratively determined
to be more advantageous to the Govern
ment or is required for reasons of security.
The use of National Railroad Passenger
Corporation (AMTRAK) Metroliner coach
service is considered to be advantageous to
the Government. Metroliner Club service is
considered to be flI'St-class service.

(0) Steamer accommodations. The mini
mum fmt-class accommodations will be al
lowed when a stateroom is included in the
cost of passage or is a separate charge.
Higher cost accommodations may be al
lowed upon certification by the employee
on the travel voucher that lowest fmt-class
accommodations were not available· or that
use of higher cost accommodations were au
thorized or approved by the head of the
agency concerned, or hislher designee, for
security purposes. (See § 301-3.6(a) for use
of U.S. flag ships.) The travel order or
other administrative determination may,
however, specify the use of an accommoda
tion less costly than the minimum first-class
accommodations when suitable for a par
ticular voyage. The. term "minimum first
class accommodation" as used in this para
graph means one which provides direct
access from within the stateroom to a wash
basin, shower or bath, and toilet. (See
§ 301-2.2(0 for authorization of travel by
ocean vessel.)

Amendment 3: 9-15-89
Effective: 11-15-89
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(d) Airline accommodations.

(1) Po~icy. It is the policy of the Govern
ment tAat employees who use commercial
air carriers for domestic and international
travel on official business shall use coach
class or equivalent accommodations. Pre
mium-class air accommodations (such as
business or first-class or equivalent accom
modations) may be used only as permitted
in paragraph (d)(3) of this section. (See
§ 301-3.6(b) for use of V.S. flag air carri
ers.)

(2) A uthorization and approval of the use of
I premium-class air accommodations.

(i) Authorization or approval. Heads of
agencies may authorize or approve the

I use of premium-class air accommodations
under criteria provided herein. As used in
this paragraph (d), "agency head" means
the Secretary, Attorney General, Admin
istrator, Governor, Chairman, or chief of
ficial by any other title of an executive
agency (as defined in 5 V.S.c. 105), an
agency in the legislative branch of the
Government, or the government of the
District of Columbia. For ease of adminis
tration, heads of agencies may delegate,
with provisions for limited redelegation,
authority to authorize or approve pre-

I mium-c1ass air travel under this paragraph
(d) provided that appropriate guidelines
in the form of regulations or other writ
ten instructions are furnished to the desig
nee. The delegation or redelegation of au-

I thority to authorize or approve premium
class air travel shall be held to as high an
administrative level as practical to ensure
adequate consideration and review of the
circumstances requiring the need for pre-

I mium-c1ass air accommodations.

(ii) Requirements. Authorization for the
use of premium-class air accommodations
shall be made in advance of the actual
travel unless extenuating circumstances or
emergency situations make advance au
thorization impossible. If advance authori
zation cannot be obtained. the employee

Amendment 3: 9-15-89
Effective: 11-15-89
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shall obtain written approval from the
agency head, or his/her deputy, or other
designee at the earlie~t possible time.

(iii) Employee responsibility and docu
mentation. The employee shall certify on
the travel voucher the reasons for the use
of premium-class air accommodations. I
Specific authorization or approval shall
be attached to, or stated on, the travel
voucher and retained for the record. In
the absence of specific authorization or
approval, the employee shall be respon
sible for all additional costs resulting from
the use of premium-class air accommoda- I
tions. The additional costs shall be the
difference between the premium-class ac- I
commodations used and the authorized I
coach-class or equivalent accommoda
tions.

(3) Use of premium-class air accommoda- I
tions. Circumstances justifying the use of
premium-class air accommodations are lim- I
ited to those listed in paragraphs (d)(3) (i)
and (ii) of this section.

(i) Employee certification required. Pre
mium-class accommodations may be used I
when regularly scheduled flights between
the authorized origin and destination
points (including connection points) pro
vide only premium-class accommodations, I
and the employee certifies this circum
stance on the travel voucher.

(ii) Agency authority or approval re
quired. The agency head (as defined in
paragraph (d)(2)(i) of this section) or his/
her designee may authorize or approve
the use of premium-class accommodations I
when:

(A) Space is not available in coach- I
class or equivalent accommodations on
any scheduled flight in time to accom
plish the purpose of the official travel,
which is so urgent that it cannot be post
poned;

(B) Premium-class accommodations are I
necessary because the employee is so
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handicapped or otherwise physically im
paired that other accommodations cannot
be used, a,d this condition is substanti
ated by competent medical authority;

(C) Premium-class accommodations are
required for security purposes or because
exceptional circumstances, as determined
by the agency head (or hislher designee),
make their use essential to the successful
performance of an agency mission;

(D) Less-than-premium-class accommo
dations on foreign carriers do not provide
adequate sanitation or health standards;

(E) The use of premium-class accom
modations would result in an overall sav
ings to the Government based on eco
nomic considerations, such as the avoid
ance of additional subsistence costs, over
time, or lost productive time that would
be incurred while awaiting availability of
less-than-premium-class accommodations;
or

(F) Premium-class accommodations are
obtained through the redemption of fre
quent traveler benefits.

§ 301-3.4 Special fares.

(a) [Reserved]

(b) Reduced rates.
(1) Use ofspecial lower fares.

(i) Through-fares, special fares, commu
tation fares, excursion fares, and reduced
rate round-trip fares shall be used for offi
cial travel when it can be determined
before the start of a trip that this type of
service is practical and economical to the
Government. Round-trip tickets for spe
cial lower fares which are restricted or
have specific eligibility requirements shall
be secured only when, on the basis of the
journey as planned, it is known or can be
reasonably anticipated that these tickets
will be used. The use of special lower
fares under these provisions does not take
precedence over the mandatory use of
contract air fares between selected city
pairs as prescribed in paragraph (b)(l)(ii)
of this section.

3-4

(ii) For the use of contract air carriers
for official travel between certain cities/
airports, all agencies, except DOD, shall
follow the policies, procedures, and re
quirements provided in Part 30 I-15, Sub
part B. DOD must follow procedures es
tablished in the Military Traffic Manage-
ment Regulation, AR 55-355/
NAVSUPINST 4600.70/AFR 75-21
MCa P4600.14B/DLAR 4500.3.

(2) Reduced group or charter fares offered
by travel agents.

(i) Reduced fares for group or charter
arrangements available only through
travel agents may be used by individuals
or a group of employees provided an
administrative determination has been
made by the agency on a case-by-case
basis before the travel that use of the re
duced group or charter fares will result in
a monetary savings to the Government
and will not interfere with the conduct of
official business. In such instances, if pay
ment for transportation cannot be made
to a carrier with a Government transpor
tation request but must be made to the
travel agent, the traveler shall pay for the
transportation from hislher own funds or
from a travel advance (see Part 301-10)
and shall obtain a receipt for the cost of
the transportation necessary in the per
formance of offical business which shall
accompany hislher voucher along with a
copy of the required administrative deter
mination. Reimbursement shall not exceed
the cost of accommodations authorized
under § 301-3.3.

(ii) The infrequent traveler, unaware of
the general prohibition against the use of
travel agents, who inadvertently pur
chases transportation with personal funds
from a travel agent without the required
advance administrative approval, may be
granted an exception to the preclusi....e
provisions on a one-time basis and may be
paid for the travel costs incurred not to
exceed the cost which would have been
properly chargeable to the Government if

Amendment 9: 2-23-90
Effective: 3-23-90
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the transportation service had been pur
chased directly from the carrier. In such
cases, the traveler will be advised that
recurrence of such use of travel agents
will result in denial of reimbursement
unless it can be demonstrated that the
traveler had no alternative.

(c) Unequal fares available. Except as pro
vided m part 301-15, subpart B, when
common carriers furnish the same method
of travel at different fares between the same
points for the same type of accommoda
tions, the lowest cost service shall be used
unless use of a higher cost service is admin
istratively determined to be more advanta
geous to the Government. (See §30I
2.2(c).)

§ 301-3.5 Unused, downgraded, can
celed or oversold transportation
services.

(a) Unused or downgraded tickets or can
celed reservations. Travelers are required to
follow the guidelines in this paragraph (a)
on unused passenger transportation services
and accommodations:

I

(1) When a traveler knows that reserva-
tions for transportation and/or accommoda
tions will not be used, he/she must cancel
the reservations, either personally or
through the appropriate office handling
agency travel arrangements, within the time
limits specified by the carrier. Similarly,
where the transportation furnished is differ~

ent, or of a lesser value than that authorized
on the ticket, or where a journey is termi
nated short of the destination specified on
the transportation request, the Government
is due a refund. The traveler shall report
these facts to the appropriate agency office
under procedures prescribed by the agency
concerned. All adjustments in connection
with unfurnished or unused passenger trans
portation must be promptly reported to pre
vent losses to the Government. Failure of
travelers to follow these procedures may
subject them to liability for any resulting
losses.

Amendment 17: 5-06-91
Effective: 2-14-91
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(2) As provided in 41 CFR 101-41.209-2,
travelers are not authorized to receive re
funds, credits, or any other negotiable docu
ments from carriers for unfurnished services
or unused tickets (or portions thereof)
issued in exchange for a Government trans
portation request. Instead, the traveler
should request a receipt or ticket refund
application or other written acknowledge
ment of fare adjustment from the carrier
and furnish the carrier a "bill charges to"
address. All unused tickets (including por
tions thereof), coupons, exchange orders,
refund receipts or applications, notices of
fare adjustments, etc., and the factual infor
mation relating to the unused passenger
transportation must be attached to or en
tered on the travel voucher. In any case
where itineraries are changed or trips are
canceled after tickets have been issued to
the traveler, a statement shall be entered on
the travel voucher, and initialed by the trav
eler, that all tickets have been either used
for official purposes or all unused tickets, or
portions thereof, have been properly ac
counted for and attached to the voucher.
(See al~o §§ 301-1.103(a) and 301- I
11.5(c)(I).)

(b) Oversold reserved accommodations
(denied boarding). Tariff provisions of cer
tain scheduled air carriers require the pay
ment of liquidated damages in certain situa
tions if the carrier fails to provide con
firmed reserved space. When payment of
liquidated damages results from travel on
official business, these penalty payments are
due the Government and not the traveler.
Any traveler who has been denied con
firmed reserved space shall ensure that the
carrier shows the "Treasurer of the United
States" as payee on the compensation check
and shall forward the payment to the appro
priate agency official. (See 41 CFR 101
41.209-4.) These payments shall be depos
ited by the agency m accordance with
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Department of Treasury requirements and
credited to miscellaneous receipt account
1699 "Miscellaneous Dividends and Earn
ings Not Otherwise Classified." (See also

I § 301-1.103 and 41 CFR 101-25.103-2.)

(c) Voluntary vacating of reserved airline
accommodations. Airlines are required to ask
for volunteers to give up their reserved
seats before the airline denies boarding to
any passenger with a reservation. Airlines
are free to determine the amount to be paid
to the volunteer. Employees. who voluntar
ily give up their seats may retain these pay
ments only under the following conditions.
Employees should not voluntarily give up
their seats if it will interfere with the per
formance of official duties. If an employee
voluntarily gives up his/her reserved seat
and, as a result, incurs additional travel ex
penses beyond those which he/she would
have normally incurred, these additional ex
penses must be offset against the payment
received by the employee. If the employee's
travel is delayed during official duty hours,
the employee would be charged annual
leave for the additional hours.

(d) Agency responsibilities. Each. agency
shall prescribe procedures for use by travel
ers when submitting documentation and
statements relating to unused or down
graded passenger transportation services. In
cluded in these procedures will be instruc
tions for submitting payments received from
carriers for denied confirmed reserved
space. Agencies shall also provide the trav
eler with a "bill charges to" address by
attaching a copy of the GTR, or some other
document containing this information, to
either the travel authorization or the ticket
to facilitate the carrier refund procedures as
required by 41 CFR 101-41.210-1. Neces
sary administrative arrangements shall be es
tablished for an appropriate review of travel
vouchers and attached documentation in
order to identify any unused tickets, cou
pons, etc., or other evidence of refund due
the Government. To prevent losses to the

3-6

Government these documents must be
promptly identified and processed under the
unused ticket refund procedures prescribed
in 41 CFR 101-41.210. (See paragraph (a) of
this section for required traveler's statement
intended to highlight and facilitate control
of unused tickets.)

§ 301-3.6 Use of L!nited States flag car
riers.

(a) Travel by United States flag ships. Sec
tion 901 of the Merchant Marine Act of
1936 (46 U.S.c. 1241(a» provides: Any offi
cer or employee of the United States travel
ing on official business overseas or to or
from any of the possessions of the United
States shall travel and transport his/her per
sonal effects on ships registered under the
laws of 'the United States where such ships
are available unless the necessity of the mis
sion requires the use 'of a ship under a for
eign flag: Provided, That the Comptroller
General of the United States shall not credit
any allowance for travel or shipping ex
penses incurred on a foreign ship in the
absence of satisfactory proof of the neces
sity therefor.

(b) Use of United States flag air carriers.

(l) Definitions. As used in this paragraph,
the following definitions apply:

(i) The Fly America Act. The "Fly
America Act" refers to provisions en
acted by section 5 of the International Air
Transportation Fair Competitive Prac
tices Act of 1974 (Pub. L. 93-623, Janu
ary 3, 1975), 49 U.S.c. App. 1517, as
amended by section 21 of the Interna
tional Air Transportation Competition
Act of 1979 (Pub. L. 96-192, February
15, 1980), 94 Stat. 43.

(ii) U.S. flag air carrier. The term "U.S.
flag air carrier" means an air carrier hold
ing a certificate under section 401 of the
Federal Aviation Act of 1958 (49 U.S.C.
App. 1371). Foreign air carriers operating
under permits are excluded.

Amendment 17: 5-06-91
Effective: 2-14-91
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(iii) United States. For purposes of the
Fly America Act, "United States" means
the 50 States, the District: of Columbia.
and the territories and possessions of the
United States (49 U.S.C. App. 1301(41».

(iv) Gateway airport in the United States.
A "gateway airport in the United States"
means the last airport in the United States
from which the traveler's flight departs,
or the first airport in the United States at
which the traveler's flight arrives.

(v) Gateway airport abroad. A "gateway
airport abroad" means the airport abroad
from which the traveler last embarks en
route to the United States or at which the
traveler first debarks incident to travel
from the United States.

(2) General requirements of the Fly Amer
ica Act. The Fly America Act, 49 U.S.c.
App. 1517, as implem~nted by the Comp
troller General's guidelines, Decision B
138942, March 31,1981, requires Federal
employees and their dependents, consult
ants, contractors, grantees, and others per
forming United States Government financed
foreign air travel to travel by U.S. flag air
carriers:

(i) Unless travel by foreign air carrier is
a matter of necessity as defined in para
graph (b)(3) of this section, or

(ii) When U.S. flag air carrier service is
available within the guidelines in para
graphs (b) (4) and (5) of this section.

(3) Necessity for use of foreign air carrier
service. Use of foreign air carrier service
may be deemed necessary if a U.S. flag air
carrier otherwise available cannot provide
the air transportation needed, or use of U.S.
flag air carrier service will not accomplish
the agency's mission.

(4) Availability of u.s. flag air carrier serv
ice.

(i) General. U.S. flag air carrier service
is available even though:

Amendment 10: 8-13-90
Effective: 12-01-90

§ 301-3.6

(A) Comparable or a different kind of
service can be provided at less cost by a
foreign air carrier;

(B) Foreign air carrier service is pre
ferred by or is more convenient for the
agency or the traveler; or

(C) Service by a foreign air carrier can
be paid for in excess foreign currency,
unless 'U.S. flag air carriers decline to
accept excess or ne~r excess foreign cur
rencies for transportation payable only
out of those monies. (See also paragraph
(b)(5)(iv) of this section.)

(ii) Scheduling principles. In determining
availability of U.S. flag air carrier service,
the following scheduling principles should
be followed unless their application re
sults in the last or first leg of travel to
and from the United States being per
formed by foreign air carrier:

(A) U.S. flag air carrier service avail
able at point of origin should be used to
destination or, in the absence of direct or
through service, to the farthest inter
change point on a usually traveled route;

(B) Where an origin or interchange
point is not served by U.S. flag air car
rier, foreign air carrier service should be
used only to the nearest interchange point
on a usually traveled route to connect
with U.S. flag air carrier service; or

(C) Where a U.S. flag air carrier invol
untarily reroutes the traveler via a foreign
carrier, the foreign air carrier may be
used notwithstanding the availability of
alternative U.S. flag air carrier service.

(5) Guidelines for determining unavailabil-
ity of u.s. flag air carrier service.

(i) Travel to and from the United States.
Passenger service by a U.S. flag air car
rier will not be considered available when
the travel is between a gateway airport in
the United States and a gateway airport
abroad and the gateway airport abroad is:

3-7
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(A) The traveler's origin or destination
airport, and the use of U.S. flag air car
rier service would extend the time in a
travel status, including delay at origin and
accelerated arrival at destination, by at
least 24 hours more than travel by foreign
air carrier;

(B) An interchange point, and ~he use
of U.S. flag air carrier service would re
quire the traveler to wait 6 hOUTS or more
to make connections at that point, or de
layed departure from or accelerated arriv
al at the gateway airport in the United
States would extend the time in a travel
status by at least 6 hOUTS more than travel
by foreign air carrier.

(ii) Travel between two points outside the
United States. For travel between two
points outside the United States, U.S. flag
air carrier service will not be considered
to be reasonably available:

(A) If travel by foreign air carrier
would eliminate two or more aircraft
changes en route;

(B) Where one of the two points
abroad is the gateway airport en route to
or from the United States, if the use of a
U.S. flag air carrier would extend the
time in a travel status by at least 6 hours
more than travel by foreign air carrier,
including accelerated arrival at the over
seas destination or delayed departure
from the overseas origin, as well as delay
at the gateway airport or other inter
change point abroad; or

(e) Where the travel is not part of a
trip to or from the United States, if the
use of a U.S. flag air carrier would extend
the time in a travel status by at least 6
hours more than traveled by foreign air
carner including delay at origin, delay en
route and accelerated arrival at destina
tion.

(iii) Short distance travel For all shon
distance travel, regardless of origin and
destination, U.S. flag air carrier service

3-8

will not be considered available when the
elapsed travel time' on a scheduled flight
from origin to destination airport by for
eign air carrier is 3 hours or less and
service by U.S. flag air carrier would in
volve twice the travel time.

(iv) Travel financed solely with excess
foreign currencies. U.S. flag air carriers
render themselves unavailable by declin
ing to accept payment in foreign curren
cies for transportation services required
by certain programs or activities of the
Government which, under legislative au
thority; are financed solely with excess
foreign currencies which may not be con
verted to U.S. dollars. In these instances,
and notwithstanding the provisions of
paragraph (b)(4)(i)(C) of this section, for
eign flag air carriers that will accept the
required foreign currency may be used to
the extent necessary to accomplish the
mission of the particular program or ac
tivity. The statement of justification re
quired under paragraph (c)(3) of this sec
tion must indicate that the transportation
service needed can be paid for only in
excess foreign currencies and that other
wise available U.S. flag air carriers de
clined to accept payment in the foreign
currencies.

(c) Use of foreign flag air carriers.

(1) Authorization or approval Expenditures
for commercial foreign air transportation on
foreign air carrieres) will be disallowed
unless there is attached to the appropriate
voucher a certificate or memorandum ade
quately explaining why service by U.S. flag
air carrieres) is not available, or why it was
necessary to use a foreign air carrier. The
use of foreign flag air carriers may be au
thorized or approved only when U.S. flag
air carrier service is not available as deter
mined under the guidelines in paragraph (b)
of this section, or when foreign air carriers
are used under the reciprocal terms of an
appropriate bilateral or multilateral agree
ment as described in paragraph (c)(2) of this

FTR 1989 Edition: 2-23-89
I Effective: 5-10-89
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I certify that it (is) (was) necessary for

(name of traveler or agency)

(date)
for the following reasons:

to use _

(name of foreign flag vessel(s) or foreign flag air
carrier(s»

X Fare payable by
Government

(Organization)

(Title or position)

(Signature of traveler or
authorizing officer)

(date)

Sum of all segment mileage,
authorized

(4) Employee liability for disallowed ex
penditures. Where the travel is by indirect
route or the traveler otherwise fails to use
available U.S. flag air carrier service, the
amount to be disallowed against the traveler
is based on the loss of revenues suffered by
U.S. flag air carriers as determined under
the following formula set forth and more
fully explained in 56 Compo Gen. 209
(1977):

Sum of certificated carrier
segment mileage, authorized

(flight identification number)
or to transport

(personal effects) (freight)
between _
and _

en route from _

to _
on _

section, or when use of foreign carriers is
necessary under paragr~ph (b)(3) of this sec
tion.

(2) Air transport agreements. Nothing in
the guidelines contained in paragraph (b) of
this eecticn shall preclude and no penalty
shall attend the use of a foreign air carrier
which provides transportation under an air
transport agreement between the United
States and a foreign government, the terms
of which are consistent with the interna-

I

tional aviation policy goals set forth at 49
U.S.C. App. 1502(b) and provide reciprocal
rights and benefits.

(3) Justification statement. A statement ex
ecuted by the traveler or agency justifying
the use of a foreign flag air carrier for any
part of foreign travel must be entered on or
attached to the travel voucher, transporta
tion request, or other payment document.
Each request for a change in route or
schedule which involves the use of a foreign
flag air carrier must be accompanied by a
statement justifying such use. The following
is provided .as a guide for preparing the
required justification statement:

\
\

;
/

MINUS

Sum of certificated carrier
segment mileage, traveled

Sum of of all segment mileage,
traveled

x Through fare
paid

/

FTR 1989 Edition: 2-23-89
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PART 301-4-REIMBURSEMENT FOR USE OF PRIVATELY OWNED
) CONVEYANCES

§ 301-4.1 Basic rules.
(a) Mileage payments. When employees

and others rendering service to the Govern
ment use privately owned motor vehicles or
airplanes in the conduct of official business
within or outside their designated posts of
duty or places of service and such use is
authorized or approved as advantageous to
the Government or as an authorized or ap
proved exercise of the employee's prefer
ence, payment shall be made on a mileage
basis unless payment on an actual expense
basis is specifically authorized by law.

(b) Distance measurements.

(I) Automobile and motorcycle travel
When transponation is authorized or ap
proved by privately owned motorcycles or
automobiles, distances between points trav
eled shall be as shown in standard highway
mileage guides or actual miles driven as de
termined from odometer readings. (Actual
odometer readings need not be shown on
the travel voucher.) Any substantial devi
ations from distances shown in the standard
highway mileage guides shall be explained.
The mileage rate as authorized or approved

/

/

may be paid from whatever point the em-Sec. . .
301-4.1 Basic rules. ployee or other person rendenng service to
301-4.2 When use of a privately owned the Government begins hislher journey.

conveyance is advantageous to the (2) Airplane travel. The air mileage be-
Government. tween the origin and destination airports, as

301-4.3 Use of a privately owned convey- determined from airways charts issued by
ance instead of common carrier trans- the National Oceanic and Atmospheric
portation. Administration, Department of Commerce,

301-4.4 Use of a privately owned convey- shall be reponed on the reimbursement
ance instead of a Government-furnished ...__voucher .,and _.shall. be .used. in computing
automobile. '. ... payment for the use of a privately owned

301-4.5 More than one person in convey- airplane. If a detour was necessary because
ance. of adverse weather, mechanical difficulty,

301-4.6 Actual expense basis. or other unusual conditions, the additional

I Authority: S U.S.C. S701-S709; E.O. 11609. 36 FR air mileage may be included in the mileage
13747, 3 CFR. 1971-197S Comp., p. S86. reponed on the reimbursement voucher

and, if included, it must be explained. When
an official requirement for deviation from
direct route travel is such that airway mile
age charts are not adequate to determine
mileage, the formula of flight time multi
plied by cruising speed of the airplane may
be the basis for mileage determinations.

(c) Other allowable costs. Reimbursement
for parking fees; ferry fees; bridge, road,
and tunnel fees; and airplane parking, land
ing, and tiedown fees shall be allowed in

'. addiiiontothe mileage allowance unless the
travel orders or other administrative deter
minations restrict such allowance.

§ 301-4.2 When use of a privately
owned conveyance 18 advantageous
to the Government.

(a) Authorized mileage rates. When the
use of a privately owned conveyance is au
thorized or approved as advantageous to
the Government for the performance of of
ficial travel as provided in § 301-2.2(d)(3),
reimbursement to the traveler shall be at the
mileage rates prescribed in this paragraph.

(I) For use of a privately owned motor
cycle: 20 cents per mile.

Amendment 26: 5-08-92
Effective: 6-30-92
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Amendment 26: 5-08-92
Effective: 6-30-92

Part 301-4-Reimbursement for Use
of Privately Owned Conveyances

(iii) Variable operating costs: Gasoline.
motor oil, maintenance, repairs, and tires.

(iv) Other related cost factors affecting
vehicle operating costs which are peculiar
to the area involved.

(ii) Fixed operating costs: Vehicle depre
ciation, insurance, taxes, and registration
fees.

§ 301-4.2

4-2

(I) A recommended mileage rate not ex
ceeding the following statutory maximums:

(i) For use- of a privately owned motorcy
cle: 20 cents per mile;

(ii) For use of a privately owned automo
bile: 2S cents per mile; and

(iii) For use of a privately owned air
plane: 4S cents per mile.

(2) An analysis of the costs per mile of
operating the privately owned conveyance
in the particular area involved shall include
the data listed in paragraphs (b)(2) (i)
through (iv) of this section. Expenses which
are reimbursable as separate allowances
under § 301-4.I(c), such as parking or toll
fees, shall not be included as cost facton in
this analysis.

(i) Size/type of conveyance to which the
cost data apply.

(2) For use of a privately owned automo
bile: 25 cents per mile,

(3) For use of a privately owned airplane:
45 cents per mile,

(b) :\fiIeage rates outside the United
States. Generally. the mileage rates pre
scribed in paragraph (a) of this section are
applicable outside as well as within the
United States. However, if an agency deter- (c) Special rule when permanent duty
mines that any mileage rate which is below travel is involved. The regulations contained
the statutory maximum is inadequate com- , h t 302 f h' 'I hall I h'fi f' In C ap er 0 t IS tit e S app y w en
pensatlon or use 0 a pnvately owned .con-.... -.' 'tel' d b'l d ., , ul 'd h pnva y. owne .' automo 1 es are use Inveyance In a panic ar area OUtsl e t e " ,
U 't d S t th head f th connection With employees permanentmeta es, e 0 e agency may , ,

b 't t t GSA fi th t bl' h changes of station, when the appointees orsu ml a reques 0 or e es a IS - , ,

t f h· h t fi th t A student tramees descnbed therein travel tomen 0 a Ig er ra e or a area. ny . ,
'I t ed b GSA fi their first permanent duty stations, or whennew ml eage ra e approv y or a

panicul~ area shall be the uniform rate employe~s return fr?m posts of duty outside
payable to all Federal employees in that the cont~ental Umted S~tes to places of
area. The request to establish a higher rate actual residence for separation.
shall be forwarded to the General Services (d) To and from common carrier terminals

I Administration, Attn: Transportation Man- and offiee-(l) Round trip instead of taxicab
agement Division (FBX), Washington, DC to carrier terminals. Instead of using a taxi-
20406, and shall include the following infor- cab under § 301-2.3(c), payment on a mile-
mation: age basis at the rate of 2S cents per mile and

other allowable costs as set forth in § 301
4.I(c) shall be allowed for the round-trip
mileage of a privately owned automobile
used by an employee going from either the
employee'~ home or. place. of business to a
terminal or from a terminal to either the
employee's home or place of business. How
ever, the amount of reimbursement for the
round trip shall not in either instance exceed
the taxicab fare, including tip, allowable
under § 301-2.3(c) for a one-way trip be
tween the applicable points.

(2) Round trip instead of taxicab between
residence and office on day of travel Instead
of using a taxicab under § 301-2.3(d) (in
connection with official travel requiring at
least one night's lodging), payment on a
mileage basis at the rate of 2S cents per mile
and other allowable costs as set forth in
§ 301-4.l(c) shall be allowed for round-
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trip mileage of a privately owned automo
bile used by an employee going from the
employee's residence to the employee's
place of business or returning from place of
business to residence on a day travel is per
formed. However, the amount of reimburse
ment for the round trip shall not exceed the
taxicab fare, including tip, allowable under
§ 301-2.3(d) for a one-way trip between the
points involved.

(3) Privately owned conveyance' used to
transport other employees between residence.
office. and common carrier terminals. Pay
ment under paragraphs (d) (1) and (2) of this
section may be made without the taxicab
fare limitation when the privately owned
conveyance used by the employee for offi
cial travel is also used to pick up and trans
port one or more additional employees trav
eling between home, office, and common
carrier terminals incident to a temporary
duty assignment. Employee participation
under this provision' is voluntary. The
names of the additional employees and their
employing offices/agencies should be stated
on the travel voucher in accordance with
§ 301-4.5.

(4) Parking when automobile is left at ter
minal The fee for parking an automobile at
a common carrier terminal or other parking
area while the traveler is away from hislher
official station shall be allowed only to the
extent that the fee plus the allowable reim
bursement to and from the terminal or other
parking area does not exceed the estimated
cost for use of a taxicab to and from the
terminal under the provisions of § 301
2.3(c).

§ 301-4.3 Uno of a privately owned
conveynnco Inotead of common
carrlor tr~moportntlon.

Whenever a privately owned conveyance
is used for official purposes as a matter of
personal preference instead of common c'ar
rier transportation under § 301-2.2(d), pay
ment for such travel shall be made on the

Amendment 3: 0-15-09
Effectlvo: 11-15-09

§ 301-4.3

basis of the actual travel performed, com
puted under § 301-4.1 at the mileage rate'
prescribed in § 301-4.2(a) plus the per diem
allowable for the actual travel. The total
allowable shall be limited to the total con
structive cost of appropriate common car
rier transportation including constructive
per diem by that method of transportation.
Constructive cost of transportation and per
diem by common carrier shall be deter
mined under the following rules:

(a) Mode of travel to be used for compari
son.

(1) Airplane. The mileage payment shall
not exceed the constructive cost of coach
accommodations (or tourist or economy ac
commodations if a carrier uses this term in
stead of "coach accommodations") on air
planes when such serv~ce is provided by a
carrier. If it is not provided, the comparison
will be made with standard class accommo
dations if provided; otherwise, with pre
mium-class accommodations. When accom- I
modations are provided on both jet and pro
peller-driven planes, the comparison shall be
made with the jet planes. (For the purpose
of this provision, a class of service is consid
ered to be provided by a carrier when it is
scheduled on flights serving origin and des
tination points, regardless of whether space
would have been available had the traveler
used air transportation for the official
travel.)

(2) Train. When none of the accommoda
tions described in paragraph (a)(1) of this
section is provided by an air carrier, the
mileage payment shall be limited to the con
structive cost of frrst-class rail transporta
tion or coach accommodations when the
elapsed time of the rail journey is 4 hours or
less. The constructive cost comparison may
also be made with rail transportation, even
though air transportation is provided, when
an administrative determination is made that
such comparison, including related per
diem, is more economical, and the travel
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order or other administrative directive so
provides.

(3) Bus. When neither air nor rail accom
modations are provided, the mileage pay
ment shall be limited to the constructive
cost of bus transportation.

(b) Transportation costs to be considered
in addition to fares. In determining the con
structive common carrier cost, there shall
also be included the usual transportation
costs to and from the common carrier ter
minals. In addition, t~e cost of excess bag
gage shall be included when it would have
been allowed had the traveler used the car
rier upon which the constructive transporta
tion costs are determined, provided the
traveler certifies as to the weight of the
baggage or presents other acceptable evi
dence of its weight.

(c) Per diem allowance. The constructive
per diem shall be the amount which would
have been allowable if the traveler had used
the carrier upon which the constructive
transportation costs are determined.

(d) Use of actual and reasonable schedules.
In making the foregoing constructive cost
comparisons of transportation, scheduled
departure and arrivals of planes, trains, and
buses at unreasonable hours shall be disre
garded. (For this purpose, "unreasonable
hours" means those which would unduly
inconvenience the traveler or adversely
affect hislher safety, or which would result
in unduly increasing the constructive' per
diem.)

§ 301-4.4 Une of a privately owned
conveyance Instead of a Govern
ment·furnlshed automobile.

(a) Planning for use of Government·fur·
nished automobiles. When use of a privately
owned conveyance is authoriZed or ap
proved under § 30l-2.2(e) even though use
of a Government-furnished automobile
would be more advantageous to the Gov
ernment, reimbursement to the employee
shall be limited to the cost which would be

Part 301-4-Relmbursement for Use
of Privately Owned Conveyances

incurred for use of a Government-furnished
automobile. The normal rate of reimburse
ment shall be that provided in paragraph (b)
of this section; however, agencies should
obtain commitments' from employees who
are expected to perform extensive automo
bile travel on official business whether they
will use Government-furnished automobiles
or whether they will elect to use privately
owned conveyances. Such commitments
will be for periods of time which warrant
the making of arrangements for supply of
Government-furnished: automobiles, and
commitment changes shall be made in suffi
cient time in advance of their effective dates
to permit arrangements to be made for ac
quisition or disposal of Government-fur
nished automobiles as required. An em
ployee who is committed to use a Govern
ment-furnished automobile shall not be au
thorized reimbursement for use of hislher
privately owned conveyance instead of a
Government-furnished automobile; except
that, if such an employee occasionally uses
hislher privately owned conveyance when
a Government-furnished automobile is avail
able, mileage reimbursement limited to the
cost of operating a Government-furnished
vehicle (fixed costs excluded as provided in
paragraph (c) of this section) may be au
thorized or approved.

(b) Reimbursement based on Government
costs. It has been determined that the aver
age mileage cost for use of a· Government
furnished automobile for travel in the conti
nental United States is 18.0 cents. There
fore, the mileage rate for authorized use of
a privately owned conveyance when use of
a Government-furnished automobile would
be most advantageous to the Government
shall be 18.0 cents. Exceptions to the 18.0
cent limitation may be authorized if an
agency determines that. because of unusual
circumstances, the cost of providing a Gov
ernment-furnished automobile would be
higher than 18.0 cents. In such instances,
the agency may allow reimbursement at

Amendment 3: 9-15-89
Effective: 11-15-89
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such higher rate within the rate stated in
§ 301-4.2(a) for advantageous use that will
most nearly equal the' cost of providing a
Government-furnished automobile in those
circumstances. In addition to mileage for
the distance allowed under § 301-4.1(b), the
employee may· be reimbursed for expenses
authorized under § 301-4.1(c) which would
have been incurred if a Government-fur
nished vehicle had been used.

(c) Partinl reimbursement when Govern
ment automobile is available. When an em
ployee who is committed to using a Gov
ernment-furnished automobile, or who be
cause of the availability of Government-fur
nished automobiles, would not ordinarily be
authorized to use a privately owned con
veyance instead of a Government-furnished
automobile, nevertheless requests use of a
privately owned conveyance, reimburse
ment may be authorized or approved. The
rate of reimbursement shall be 9.5 cents per
mile, which is the approximate cost of oper
ating a Government-furnished automobile,
fixed costs excluded.

(d) Reimbursement claims. When claiming
mileage at the IS.0-cent rate, the employee
shall state on the voucher that a commit
ment was not made to use a Government
furnished automobile and that reimburse
ment for use of a privately owned automo
bile was not limited under paragraph (c) of
this section.

§ 301-4.5 More than one person in
conveyance.

Mileage shall be payable to only one of
two or more employees traveling together
on the same trip and in the same convey
ance, but no deduction shall be made from
the mileage otherwise payable to the em
ployee entitled thereto by reason of the fact
that other passengers (whether or not Gov
ernment employees) may travel with him/

FTR 1989 Edition: 2-23-89
Effective: 5-10-89

§ 301-4.6

her and contribute to defraying the operat
ing expenses. The names of employees and
their employing agencies should be stated
on the voucher. (See § 301-11.5(d).)

§ 301-4.6 Actual expense banls.

(a) Used only when authorized by law. Re
imbursement on an actual expense basis ap
plies to reimbursement for use of a privately
owned motorcycle, automobile, or airplane

. only where such method of reimbursement
is authorized by law; otherwise, reimburse
ment is to be made under the provisions of
§§ 301-4.1 through 301-4.5.

(b) Comparative cost requirement. The use
of a privately owned conveyance on an
actual exp'ense basis, as distinguished from a
mileage basis under §§ 301-4.1 through 301
4.5, may be authorized or approved pro
vided the aggregate of allowable expenses
plus any increased subsistence expenses
through increased travel time or less subsist
ence savings through reduced travel time, as
the case may be, does not exceed the cost of
transportation available by common carrier.

(c) Reimbursable costs. For such travel on
an actual expense basis, the employee shall
be entitled to reimbursement of the cost of
gasoline, oil, feed of horses, garage or
hangar rent and stabling of horses while
officially detained en route, and bridge,
ferry, and other tolls. In determining the
amount of increased subsistence expenses or
subsistence savings for a given period of
time, the per diem rate named in the travel
order shall be used. Charges for repairs, de
preciation, replacements, grease, antifreeze,
towage, and similar speculative expenses
shall not be allowed. Exemption from pay
ment of tax on gasoline in States providing
such exemption shall be claimed. The stand
ard Federal forms shall be used for that
purpose. When exemption is refused, re
ceipts shall be obtained in duplicate. (See
§§ 30l-11.3(c)(7) and 301-11.5(c)(2).)
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PART 301-5-BAGGAGE

§ 301-5.5 Requirement for use of least
costly means of shipment.

(a) Selection of transportation service.
When the total weight of Government
property and personal effects or other prop
erty needed by the traveler exceeds the bag
gage allowance, quantities in excess of the
allowance shall be shipped by parcel post,
where practical, or, if not suitable for mail
ing, by freight or express if any of those less
costly means of shipment will suffice. Ship
ments must not be made as accompanied
baggage or express when ordinary freight
service will meet the official needs. Due
consideration must be given to the probable
cost of collecting or delivering the shipment
and the time required for transmission.

§ 301-5.4 Stoppage In transit.

Care should be taken to stop baggage that
has been checked on a ticket beyond the
point where the traveler leaves the carrier.
If baggage cannot be intercepted or trans
ferred and is carried through to original
destination on the unused portion of the
ticket, full explanation of the facts shall be
made to the administrative office at the time
the unused ticket is forwarded for redemp
tion, or the explanation shall be shown on
the voucher. Failure to observe this rule
shall result in any .excess cost to the Gov·
ernment being charged to the employee.

(b) Transfer of baggage. Necessary
charges for the transfer of baggage shall be
allowed.

(c) Storage of baggage. Charges for the
storage of baggage shall be allowed when it
is shown that the storage was solely on ac.
count of official business.

(d) Checking and handling of baggage.
Charges for checking baggage shall be ale

§ 301-5.1 Definitions. lowed. Charges or tips at transportation ter.
(a) Baggage. The term "baggage".as _used._.....ll1inals~shall ..be:.allowedfor handling Gov-

• in this subtitle means Government property ernment property carried by the traveler.
and personal property of the traveler neces
sary for official travel.

(b) Excess baggage. Baggage in excess of
the weight, size, or number of pieces that is
carried free by transportation companies
shall be classed as excess baggage.

§ 301-5.2 Authorization for excess
baggage.

Where less-than-first-class accommoda
tions are used, transportation of baggage up
to the number of pieces or weight carried
free on first-class service shall be allowed at
Government expense; in all other instances,
excess baggage charges shall be allowed
only when authorized or approved.

§ 301-5.3 Payment of costs for .bag- .
gage.

(a) Transportation charges for excess bag
gage. As a general rule, travelers shall make
each payment of domestic airline excess
baggage charges that do not exceed S15.
Where excess baggage services are specifi
cally authorized, the travel order shall
clearly state whether such charges are to be
paid for in cash by the traveler or to be
authorized on the Government transporta
tion request. If the authorization for excess
baggage is not included on the transporta
tion request, the traveler's claim for reim
bursement shall be included on the travel
voucher.

Sec.
301-5.1 Definitions.
301-5.2 Authorization for excess baggage.
301-5.3 Payment of costs for baggage.
301-5,4 Stoppage in transit.
301-5.5 Requirement for use of least costly

means of shipment.

I Authority: S U.S.C. S701-S709; E.O. 11609, 36 FR
13747.3 CFR, 1971·1975 Comp., p. 586.
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§ 301-5.5

(b) Use of Government bills of lading. Ex
press and freight shipments shall be made
on Government bills of lading unless such
handling will interfere with the official pur
poses of the trip or unless it is not practical.
Charges on shipments made on Government
bills of lading must not be paid by the trav
eler.

(c) Government bills of lading not ac
cepted. When acceptance of shipments on
Government bills of lading is refused, pay
ment of the amount demanded shall be

5-2
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made. A report of the circumstances shall
be sent to the administrative office. When
Government bills of lading are refused or
not used and cash payment is demanded, the
carrier's receipt showing the original point
of shipment, destination, number of pack
ages, contents and separate weight of each
package, and rate and amount of charges
paid shall be accepted in support of the
charge.

FTR 1989 Edition: 2-23-89
Effective: 5-10-&9
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PART 301-6-COMMUNICATIONS SERVICES

§ 301-6.5

)

/
/
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Sec.
301-6.1 Authorization.
301-6.2 Type of service used.
301-6.3 Written messages.
301-6.4 Official communications.
301-6.5 Supporting statement.
301-6.6 Charges for telegraph, cable, and

radio services.
301-6.7 Priority of official messages.

I Authority: S U.S.C. S701-S709; E.O. 11609, 36 FR
13747, 3 CFR, 1971-197S Comp., p. S86.

§ 301-6.1 Authorization.

When necessary, telephone, teletype, tele
graph, cable, and radio service may be used
on official business.

§ 301-6.2 Type of service used.

(a) Government equipment. Whenever pos
sible, official long distance telephone calls
and other communications services shall be
through the use of Government-owned and
-leased equipment.

(b) Use of commercial services. If Govern
ment services are not available, the least
expensive practicable type and class of com
mercial service shall be used.

§ 301-6.3 Written messages.

When necessary, written messages may be'
used while on official business. However,
care shall be exercised in preparing mes
sages to provide only those words, figures,
and punctuation necessary to the meaning
of the message.

§ 301-6.4 Official communications.

(a) Local calls. Charges for local tele
phone calls on official business shall be al
lowed as a transponation expense. (See
§ 301-11.S(a)(I) regarding entry of such
calls on travel vouchers as a transponation
expense.)

Amendment 26: 5-08-92
Effective: 6-30-92

(b) Reservation of accommodations.
Charges for commercial communication
services when necessary for reserving air
plane, train, or other transportation accom
modations for official business are transpor
tation expenses and may be allowed when
supported by a satisfactory explanation.

(c) Use of Government telephone systems
during official travel. The Federal Telecom
munications System (FrS) intercity net
work and other Government-provided long
distance:telephone serviceS are to be used
only to conduct official business; i.e., if the
call is necessary in the interest of the Gov
ernment (31 U.S.C. 1348(b». These net
works are to be used for placement of calls
instead of the commercial toll network to
the maximum extent practicable. (See § 301
6.2.) Authorization or approval of employ
ees' use of the Government telephone sys
tems (including calls over commercial sys
tems which will be paid for by the Govern
ment) during official travel shall be in ac
cordance with agency directives issued pur
suant to the Federal Information Resources
Management Regulation (FIRMR) (41 CFR I
201-21.600 through 201-21.602).

§ 301-6.5 Supporting statement.

Charges for' official commercial telephone
calls, telegrams, cablegrams, or radiograms
on official business may be allowed pro
vided a statement is furnished showing the
points between which service was rendered,
the date, the amount paid for each tele
phone call, telegram, cablegram, or
radiogram, and that they were required on
official business. When the public interest so
requires, the points between which tele
phone service was rendered need not be
stated in the official travel voucher, but
may be stated in confidence to the adminis
trative official.
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§ 301-6.6 Charg•• for telegraph, cable,
and radio servtces.

(a) Collect service. Official telegrams. ca
blegrams. and radiograms sent to Govern
ment offices having authorized charge ac
counts shall be endorsed by the sender as
"Official Business-Collect" unless otherwise
directed by a designated authority. All
others shall be prepaid.

(b) Cash payment. When "collect" service
is refused, payment of the amount de
manded shall be made. A report of the cir
cumstances and a receipted" copy of the ,..
message shall be sent to the administrative
office.

(c) Words chargeable. All messages shall
be subject in all respects to the prevailing
commercial count of chargeable words. In

Part 301-6-Communicatlons Services

addition. collect messages may include a
surcharge.

§ 301-6.7 Priority of official messages.

All Government communications by tele
graph, cable. or radio shall have priority
over all other business. except radio com
munications or signals which are given ab
solute priority under the Communications
Act of 1934. as amended. and shall be sub
ject to the prevailing classifications. prac
tices, and regulations applicable to the cor-

.respo~din~ com~.ercial .. communications.
Employees sending such communications
shall endorse thereon the words "official
business." Complaints may be filed with the
Federal Communications Commission in ac
cordance with section 208 of the Communi
cations Act of 1934, as amended.

•

•

••

•
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PART 301-7-PER DIEM ALLOWANCES

§ 301-7.1 -

/

Sec.
301-7.1 General.
301-7.2 Employee and agency responsibil

ities.
301-7.3 Maximum per diem rates.
301-7.4 Rate adjustment requests for

travel within CONUS.
301-7.5 General rules affecting entitlement

to per diem.
301-7.6 Lodgings-plus per diem system.
301-7.7 Computation rules for travel of

more than 10 hours. but not exceeding
24 hours.

301-7.8 Computation rules for travel of
more than 24 hours.

301-7.9 Lodging-location. receipt re
quirements, and allowable expenses.

301-7.10 Deviation from lodgings-plus per
diem system.

301-7.11 Rest stops when travel outside
CONUS is involved.

301-7.12 Reductions in maximum per diem
rates when appropriate.

301-7.13 Mixed travel reimbursements.
301-7.14 Per diem allowance computations

for special situations.
301-7.15 Interruptions of per diem entitle-

ment.

I Authority: 3 U.S.C. 3701-5709; E.O. 11609. 36 FR
13747, 3 CFR. 1971-1975 Comp.• p. 386.

§ 301-7.1 General_

This part applies worldwide (both within
and outside CONUS) except as specifically

I provided in this part.

(a) Authority. Per diem allowances shall
be paid as prescribed in this part for official
travel away from the official station (inclUd
ing travel incident to a change of official
station), except when actual subsistence ex
pense reimbursement is authorized or ap
proved as provided in pan 301-8.

(b) Definitions. For purposes of this pan,
the following definitions apply:

Amendment 26: 5-08-92
Effectlve: 6-30-92

(1) Calendar day. Calendar day means the
24-hour period from one midnight to the
next midnight. The calendar day technically
begins one second after midnight (reflected
in this part as 12:01 a.m.) and ends at 12:00
midnight.

(2) CONUS. CONUS refers to the conti
nental United States, defined in § 301
1.3(c)(6) as the 48 contiguous States and the
District of Columbia. (See 5 U.S.C.
5701(6).)

_. -.(3-) -Destination--rate. .Destinatiortrate is the
rate applicable to the next location where
the employee will perform temporary duty
or where the employee makes an en route
stopover to obtain overnight lodging.

(4) Locality rates. Locality rates are maxi
mum per diem rates prescribed for specific
localities.

(5) Standard CONUS rate. Generally, the
standard CONUS rate is prescribed for any
location within CONUS that is not included
in one of the defined localities or areas for
which a specific rate is prescribed in appen
dix A of this chapter. The standard CONUS
rate is also prescribed for all locations
within CONUS when permanent change of
station travel is involved.

(6) Per diem ,allowance. The per diem
allowance is a daily payment instead of
actual expenses for lodging, meals and relat
ed incidental expenses (see paragraph (c) of
this section). The per diem allowance is dis
tinguished from transportation expenses and
other miscellaneous travel expenses as de
scribed in paragraphs (b)(6) (i) and (ii) of
this section.

(i) Transportation expenses. Transportation
expenses include commercial bus, air, rail,
or vessel/steamship fares and are reimburs
able in addition to the per diem allowance.
Transportation expenses also include local
transit system and taxi fares; cost of com·
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mercia! rental cars and other special con· (3) Incidental expenses covered by per diem.
veyances; and mileage and other allowances (i) Fees and tips to porters. baggage carri-
to cover operating expenses for use of pri. erSt bellhops. hotel maids. stewards or
vateJy owned conveyances. including fees stewardesses and others on vessels. and
for parking. ferries. etc. (See parts 301-2. hotel servants in foreign countries.
301-3. and 301-4 for governing provisions.) (ii) Laundry and cleaning and pressing of

(ii) Other miscellaneous travel expenses. clothing.
Other miscellaneous travel expenses are (iii) Transportation between places of
those described in part 301-9 that are di- lodging or business and places where meals
recdy attributable and necessary to the are taken except as provided in § 301-2.3(b).
travel and temporary duty as authorized (. ) Tid t I h II. IV e egrams an e ep one ca s neces-
and performed.. When authonze.d.. or ap- sary t rese I d . d t'

. '., 0 , rve. 0 gmg ... accommo a Ions.
proved by th~ agency co.ncern~~ these-ex-···· (See part 301-6 for allowable telegram and
pens~ are reunbursable 10 addition. to the telephone expenses incurred for other pur-
per diem allowance and transportation ex- poses.)
penses.

§ 301-7.2 Employ.e and agency re-
(c)T~ of expenses covered by per diem. sponslblllties.

The per diem allowance covers all charges,
including taxes and service charges where (a) Employee responsibillty-(I) Duty to
applicable, for the following types of ex- exercise care ~n incurring .expens~ A~ em-
penses (also referred to as subsistence ex- ployee travehn~ on official busm~s .IS ex-
penses in other parts of this subtitle). peeted to exercise the same care 10 mcur-

. . ., ring expenses that a prudent person would
(1) Lodgzng. (I) ~e term Iod.gzng m~I~?es exercise if traveling on personal business

expenses for overnight sleep109 ~acibtles; and expending personal funds. Excess costs,
~aths; perso~ use of the room du~ng da~- circuitous routes, delays, or luxury accom-
t~me; and servtce charges for ~ans, ~r condl- modations and services unnecessary or un-
tloners, heaters, and fires f~shed 10 ~ooms justified in the performance of official busi-
when such charges are not mcluded 10 the ness are not acceptable under this standard.
room rate. Employees. will be responsible for excess

(ii) The term lodging does not include ac- costs and any additional expenses incurred
commodations on airplanes, trains, buses, or for personal preference or convenience.
vessels. The cost of accommodations fur- (See § 301-1.3(a).)
nished aboard common carriers is included (2) Duty to record pertinent times. The
in the transportation cost and is not consid- date and hour of departure from and arrival
ered an expense covered by per diem. How- at the official station or any other place at
ever, in determining the overall cost to the which official travel begins or ends must be
Government when authorizing the mode of shown on the travel voucher. The same in-
transportation to be used (see § 301-2.2), the formation also must be shown for points at
availability of these accommodations shall which temporary duty is performed or for a
be considered. stopover or official rest stop location when

(2) Meals. Expenses for breakfast, lunch, such arrival or departure affects the per
and dinner and related tips and taxes (spe- diem allowance or other travel expenses.
ciflcally excluded are alcoholic beverage Other points visited should also be shown,
and entertainment expenses, and any ex- but the time of arrival and departure need
penses incurred for other persons). not be entered.

§ 301-7.1
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Amendment 10: 8-13-90
Effective: 12-01-90
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(3) Use of standard time. The hours of
departure and arrival recorded on the
voucher shall be those of the standard time
in effect at the place involved. (See 15
U.S.c. 262.)

(b) Agency responsibilities for authorizing!
approving rates. It is the responsibility of the
head of each agency, or his/her designee, to
authorize or approve only those per diem
allowances that are justified by the circum
stances affecting the travel and are allow
able under the specific rules in this part.
However, the per diem rates provided for
under these rules represent the maximum
allowable. To prevent authorization or ap
proval of per diem allowances in excess of
amounts required to meet the necessary per
diem expenses of official travel, consider
ation shall be given to factors such as those
listed in this paragraph (b) that reduce the
necessary expenses of employees (see spe
cific guidelines in § 301-7.12 for reducing
rates):

(1) Known arrangements or established
cost experience at temporary duty locations
showing that lodging and/or meals can be
obtained without cost or at reduced cost to
the employee;

(2) Situations in which special rates for
accommodations have been made available
for a particular meeting, conference, train
ing or other temporary duty assignment;

(3) Traveler's familiarity with establish
ments providing lodging and meals at a
lower cost in certain localities, particularly
where repetitive travel or extended stays
are involved;

(4) Modes of transportation where accom
modations are provided as part of the trans
portation cost; and

(5) Situations in which the Government
furnishes lodging, such as Government
quarters or other lodging procured for the
employee by means of an agency purchase
order. (See § 301-7.12(a).)

Amendment 10: 8-13-90
Effective: 12-01-90

§ 301-7.3

§ 301-7.3 Maximum per diem rates.

Per diem allowances for official travel au
thorized or approved under this part shall
be at daily rates not in excess of the maxi.
mum per diem rates established as provided
in paragraphs (a) through (c) of this section.
Per diem rates include a maximum amount
for lodging expenses and a fixed allowance
for meals and incidental expenses (M&IE).
Maximum. lodging amounts and the fixed
M&IE allowances are separately reflected in
the listings of per diem rates identified in
paragraphs (a) through (c) of this section.

(a) Continental United States (CONUS).
The per diem allowances payable for offi
cial travel within CONUS shall not exceed
the maximum per diem rates established by
the Administrator of General Services and
listed in appendix A of this chapter. (See
instructions in § 301-7.4 for requesting rate
adjustments within CONUS.)

(b) Nonforeign areas outside CONUS. The
per diem allowances payable for official
travel in nonforeign areas shall not exceed
the maximum per diem rates established by
the Secretary of Defense and listed in Civil·
ian Personnel Per Diem Bulletins published
periodically in the Federal Register. The
term nonforeign areas includes the States of
Alaska and Hawaii, the Commonwealths of
Puerto Rico and the Northern Mariana Is
lands, and the territories and possessions of
the United States. Maximum per diem rates
for nonforeign areas also are listed for con
venience in section 925, a per diem supple
ment to the Standardized Regulations (Gov
ernment Civilians, Foreign Areas).

(c) Foreign areas. Per diem allowances
payable for official tdvel in foreign areas
shall not exceed the maximum per diem
rates established by the Secretary of State
and published in section 925, a per diem
supplement to the Standardized Regulations
(Government Civilians, Foreign Areas). The
term foreign areas includes any area (includ
ing the Trust Territory of the Pacific Is-
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§ 301-7.3

lands) situated both outside CONUS and the
nonforeign areas as described in paragraphs
(a) and (b) of this section.

§ 301-7.4 Rate adjustment requests for
travel within CONUS.

(a) Federal agencies may submit a request
to GSA for review of the costs covered by
per diem in a particular city or area where
the standard CONUS rate applies when
travel to that location is repetitive or on a
continuing basis and travelers' experiences
indicate that the prescribed rate is inad
equate. Other per diem localities listed in
appendix A of this chapter will be surveyed
on an annual basis by GSA to determine
whether rates are adequate. Requests for
per diem rate adjustments shall be submitted
by the agency headquarters office to the
General Services Administration, Federal

I Supply Service, Attn: Transportation Man
agement Division (FBX), Washington, DC
20406. Agencies should designate an indi-
vidual responsible for reviewing, coordinat
ing, and submitting to GSA any requests
from bureaus or subagencies.

(b) Requests for rate adjustments shall in
clude a city designation and a description of
the surrounding location involved (county
or other defined area) and a recommended
rate supported by a statement explaining the
circumstances that cause the existing rate to
be inadequate. The request also must con
tain an estimate of the annual number of
trips to the location, the average duration of
such trips,. and the primary purpose of
travel to the locations.

§ 301-7.5 General rules affecting enti
tlement to per diem.

(a) No allowance at official station. A per
diem allowance shall not be allowed within
the limits of the official station (see defini
tion in § 301-1.3(c)(4)) or at, or within the
vicinity of, the place of abode (home) from
which the employee commutes daily to the
official station. Agencies may .define a
radius or commuting area that is broader
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than the iimits of the official station within
which per diem will not be allowed for
travel within I calendar day.

(b) Travel of to hours or less (to-hour
rule). A per diem allowance shall not be
allowed when the period of official travel is
10 hours or less. (This rule also applies to
travel incident to a change of official sta
tion.)

(c) Exception to to-hour rule. Per diem
shall not be allowed for employees who
qualify for per diem solely on the basis of
working a nonstandard workday (e.g., four
lO-hour days or any other compressed or
flexible schedule). In such instances, per
diem shall not be allowed for travel periods
less than or equal to the employee's work
day hours plus 2 hours.

(d) Beginning and ending of entitlement.
For computing per diem allowances, official
travel begins at the time an employee leaves
his/her home, office, or other authorized
point of departure and ends when the trav
eler returns to his/her home, office, or
other authorized point at the conclusion of
the trip.

(e) International date line. In cases where
the traveler crosses the international date
line (180th meridian), the actual elapsed
time shall be used to compute per diem
rather than calendar days.

§ 301-7.6 LodgingsJplus per diem
system.

Per diem allowances for all official travel,
including travel incident to a change of offi
cial station, shall be computed under the
lodgings-plus per diem system, except as
otherwise provided in this part. Under this
system, the per diem allowance for each
travel day is established on the basis of the
actual amount the traveler pays for lodgings
plus an allowance for meals and incidental
expenses (M&IE), the total not to exceed
the applicable maximum per diem rate for
the location concerned. The rules provided

Amendment 23: 2-16-92
Effective: 3-01-92
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in paragraphs (a) and (b) of this section and
in §§ 301-7.7 through 301-7.10 shall be ap
plied in the specific situations covered.

(a) Maximum per diem rates-(l) For
travel within CONUS. Maximum per diem
rates prescribed under § 301-7.3(a) for
travel within CONUS are listed in appendix
A of this chapter. For all CONUS locations
not specifically listed or encompassed by
the defined boundaries of a listed location,
the standard maximum per diem rate (stand
ard CONUS rate) is prescribed.

(2) For travel outside CONUS. Maximum
per diem rates prescribed under §§ 301
7.3(b) and 301-7.3(c) apply to travel outside
CONUS.

(3) Maximum rate applicable to change of
official station travel. The standard CONUS
rate shall be the applicable maximum per
diem rate for en route travel performed in
CONUS incident to a change of official sta
tion. Locality rates prescribed for locations
outside CONUS will apply for en route
travel performed outside CONUS incident
to a change of official station.

(b) Elements of per diem nllowance-(l)
Maximum lodging expense allowance. The
maximum per diem rates include a maxi
mum amount for lodging expenses. The em
ployee will be reimbursed for actual lodging
costs incurred up to the applicable maxi
mum amounts. Receipts for lodging are re
quired as provided in § 301-7.9(b).

(2) Meals and incidental expenses· (M&/E)
allowance. The maximum per diem rates in
clude a fixed allowance for meals and for
incidental expenses (M&IE rate). The
M&IE rate, or fraction thereof, is payable
to the traveler without itemization of ex
penses or receipts. For partial days of
travel, the M&IE rate shall be prorated as
provided in § 301-7.8(e).

Amendment 10: 8-13-90
Effective: 12-01-90

§ 301-7.8

§ 301-7.7 Computation rules for travel
of more than 10 houru, but not ex
ceeding 24 houru.

When the travel period (entire trip) for
which per diem has been authorized is 24
hours or less, but more than 10 hours, the
travel period will be prorated as shown in
§ 301-7.8(e) starting with the quarter day in
which travel begins and ending with the
quarter day in which the traveler arrives at
home, office, or other authorized point
upon conclusion of the trip. The per diem
allowance for the trip will be calculated as
follows:

(a) Lodging not required. If lodging is not
required, the per diem allowable shall be
the M&IE rate applicable to the location of
the temporary duty assignment prorated as
provided in § 301-7.8(e). If more than one
temporary duty point is involved, the per
diem allowance will be calculated using the
highest of the M&IE rates prescribed for
the locations where official business is per
formed.

(b) Lodging required. If lodging is re
quired, the rules for travel of more than 24
hours apply. I

§ 301-7.8 Computation ruleu for travel
of more than 24 hours.

The applicable maximum per diem rate
for each calendar day of travel shall be de
termined by the travel status and location of
the employee at 12:00 midnight and
whether lodging is required at such loca
tion. When lodging is required, the applica
ble maximum per diem rate shall be the
maximum rate prescribed for the temporary
duty location, or a stopover point where
lodging is obtained while en route to, from,
or between temporary duty locations (see
§§ 301-7.9 and 301-7.6(a)(3) for rules on
lodging location and maximum per diem
rates applicable to change of official station
travel, respectively). Only one maximum
rate will be applicable to a calendar day or
fraction thereof. Per diem for travel of more
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than 24 hours shall be calculated as pro
vided in paragraphs (a) through (g) of this
section.

(a) Day travel begins-(l) Lodging re
quired. When lodging is required on the day
travel begins (day of departure from the
home, office, or other authorized point), the
per diem allowable shaH be the actual cost
of lodging incurred by the traveler, limited
to the applicable maximum lodging allow
ance prescribed for the location of the lodg
ing, plus the applicable M&IE rate pre
scribed for the location of the lodging pro
rated as provided in paragraph (e) of this
section.

(2) Lodging not required. When lodging is
not required on the day travel begins, (day
of departure from the home, office, or other
authorized point), the per diem allowable
shall be the destination M&IE rate prorated
as provided in paragraph (e) of this section.

(b) Full calendar days of travel-( I) Lodg
ing required. For each full calendar day that
the employee is in a travel-status and lodg
ing is required (whether en route or at a
temporary duty location), the per diem
allowable shall be the actual cost of lodging
incurred by the traveler, limited to the ap
plicable maximum lodging allowance pre
scribed for the location of the lodging, plus
the applicable M&IE rate.

(2) Lodging not required. For each full
calendar day that the traveler is in a travel
status and lodging is not required (such as
when the traveler is en route overnight to
the next temporary duty location), the per
diem allowance shall be the destination
M&IE rate. '

(c) Returning from travel-(l) Lodging re
quired. For each full calendar day of travel
when lodging is required at an en route
location while the employee is returning to
the official station, home, or other author
ized point, the per diem allowable shall be
the actual cost of lodging incurred by the
traveler, limited to the applicable maximum
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lodging allowance prescribed for the loca
tion of the lodging, plus the applicable
M&IE rate.

(2) Lodging not required. For any full cal
endar day of travel when lodging is not
required while the traveler is en route over
night returning to the official station, home,
or other authorized point, the per diem
allowable shall be the M&IE rate applicable
to the preceding calendar day.

(3) Day travel ends. For the day travel
ends (day traveler returns to the official sta
tion, home, or other authorized point) the
per diem allowable shall be the M&IE rate
applicable to the preceding calendar day
prorated as provided in paragraph (e) of this
section.

(d) Travel incident to a change of official
station-(l) En route travel to new official
station. The rules in § 301-7.8 (a) and (b)
apply when computing per diem allowances
for en route travel (24 hours or less and 24
hours or more) to a new official station (see
part 302-2). The M&IE rate applicable to
the new official station on the day of arrival
at that location, or the standard CONUS
M&IE rate, as appropriate, will be prorated
as provided in paragraph (e) of this section.
When travel begins and ends on the same
day, the rule in paragraph (a)(2) of this sec
tion will apply and the M&IE rate applica
ble to the new official station, or the stand
ard CONUS M&IE rate, as appropriate,
will also be prorated as provided in para
graph (e) of this section.

(2) Travel to seek residence quarters. The
rules in § 301-7.8 (a) through (c) apply
when computing per diem for travel to seek
residence quarters (see part ~02-4).

(e) Method of prorating M&IE rate for
partial days. The applicable M&IE rate for
a partial day of travel shall be prorated
using the following table. In computing the
per diem allowance for a partial day, the
calendar day (midnig!lt to midnight) shall be
the unit. For each 6-hour period (or fraction

imendment 10: 8-13-90
Effective: 12-01-90
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thereof at the beginning or end of a partial
travel day) that the employee is in a travel
~tatus on that day, one-fourth of the applica
ble M&IE rate shall be allowed. A quarter
day, although rel1ected here as beginning
one minute after the hour, technically
begins one second after the stated hour.

First quarter 12:01 a.m. - 06:00 a.m.
Sec.:ond quarter 06:01 a.m. - 12:00 noon
Third quarter 12:01 p.m. -06:00 p.m.
Fourth quarter. 06:01p.m. - 12:00

midnight

(f) Lodging obtained after midnight. Al
though per diem generally is based on the
employee's location at midnight, there will
be instances in which he/she is en route and
does not arrive at the lodging location
(either temporary duty location or en route
stopover point) until after midnight: In such
cases, the lodging shall be claimed for the
preceding calendar day and the applicable
maximum per diem for the preceding day
will be determined as if the employee had
been at the lodging location at 12:00 mid
night of that day.

(g) Commercial vessel. For vessel travel,
except for the day of arrival on board (day
of embarkation) and the day of departure
from the vessel (day of debarkation), the
allowable per diem rate will be $6 per day.
When the $6 rate is not sufficient to meet
the traveler's per diem expenses, a per diem
rate equal to the anticipated expenses, not to
cx<.:ccd $9 per day, may be authorized or
approved; except that the rate for travel by
the Alaska Ferry System shall not exceed
the standard M&IE rate for CONUS. Per
diem will be computed under the lodgings
plus system on the days of embarkation and
debarkation.

§ 301-7.9 Lodging-location, receipt
requirements, and allowable ex
penses.

(a) Lodging location rules-(I) Lodging at
temporary duty location. It is pr~sumed that

Amendment 10: 8-13-90
Effective: 12-01-90

§ 301-7.9

the employee will obtain lodging at the tem
porary duty location. However, if the em
ployee obtains lodging away from or out
side the temporary duty location because of
personal preference or convenience, the
allowable per diem shall be limited to the
maximum per diem rate prescribed for the
temporary duty location.

(2) Lodging not available at temporary duty
location. In certain circumstances, lodging
accommodations may not be available at the
temporary duty location and the employee
must obtain lodging in an adjacent locality
where the prescribed maximum per diem
rate is higher than the, maximum per diem
rate for the location of the temporary duty
point. In such instances, the agency may
make an administrative determination on an
individual case basis to authorize or approve
the higher maximum ,per diem rate. If the
higher maximum rate is not justified and
authorized in advance, the employee must
furnish a statement with the travel voucher
satisfactorily explaining the circumstances
that caused him/her to obtain lodging in an
area other than at the temporary duty point
designated in the travel authorization.

(b) Receipt requirements. Receipts shall be
required 'to support all lodging costs for
which an allowance is claimed under the
lodgings-plus per diem system except that a
statement instead of a receipt may be ac
cepted for the fee or service charge in
curred for the use of Government quarters.
Receipts are nof required when a specific or
reduced rate has been authorized in advance
of the travel as provided in §§ 301-7.10 and
301-7.12.

(1) Double occupancy. If the lodging re
ceipt shows a charge for double occupancy,
such fact shall be shown on the travel
voucher with the name, and employing
agency or office, of the person sharing the
room if such person is a Government em
ployee on official travel. One-half of the
double occupancy charge shall be allowable
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for each employee. If the person sharing the
room is not another Government employee
on official travel. identification of the
person sharing the room is not required and
the employee may be allowed the single
room rate.

(2) Receipts lost or impractical to 'obtain. If
receipts have been lost or destroyed or are
impradical to obtain, a statement acceptable
to the agency explaining the circumstances
shall be furnished with the travel voucher,
including the name and address of the lodg
ing fadlity, the dates the lodging was ob
tained, and the cost incurred: Agencies may
require employees to obtain copies of lost or
destroyed receipts from the lodging estab
lishment. (See also § 301-11.3(d).)

(c) Allowable lodging expenses. As pro
vided in § 30 1-7.6(b)(1), the traveler will be
reimbursed only for his/her actual cost of
lodging up to the maximum amount. Ex
penses incurred in the situations described in
paragraphs (c) (I) through (5) of this section
will be allowed as I()dging expenses:

(l) Conventional lodging. When an em
ployee uses conventional lodging facilities
(hotels. motels, boarding houses, etc.), the
allowable lodging expense will be based on
the ~ingje room rate for the lodging used
(for double occupancy, see paragraph (b)(l)
of this section). (See § 301-7. 14(a) for com
puting daily lodging expense when lodging
is rented on a weekly or monthly basis.)

(2) Government quarters. A fee or service
<.:harg<.: paid for the usc of Government
tjuart<.:r., is an allowable lodging expense.

(3, Lodging with friends or relatives. When
the employee obtains lodging from friends
or relatives (including members of the im
mediate family) with or without charge, no
part of the per diem allowance will be, al
lowed for lodging unless the host actually
incurs additional costs in accommodating
the traveler. In such instances, the addi
tional costs substantiated by the employee
and dt:termined to be reasonable by the
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agency may be allowed as a lodging ex
pense. Neither costs based on room rates for
comparable conventional lodging in the area
nor flat "token" amounts will be considered
as reasonable.

(4) Lodging in nonconventional facilities.
When no conventional lodging facilities are
present (e.g., in remote areas) or when there
is a shortage of rooms because of an influx
of attendees at specia~ events (e.g., world's
fairs or international sports events), costs of
lodging obtained in nonconventional facili
ties may be allowed. Such facilities may in
clude college dormitories or similar facilities
and rooms generally not offered commer
cially that are made available to the public
by area residents in their homes. In such
cases, the traveler must provide an explana
tion of the circumstances which is accept
able to the agency,

(5) Use of travel trdiler or camping vehicle
for lodgings. A per diem allowance for lodg
ing may be allowed when the traveler uses
a travel trailer or camping vehicle while on
temporary duty assignments away from his/
her official station. (See §301-7.14(b) for
per diem computations in such situations.)

§ 301-7.10 Deviation from lodgings
plus per diem system.

An agency may determine that the lodg
ings-plus per diem system as prescribed in
this section is not appropriate for certain
travel assignment situations, such as when
quarters or meals, or both, are provided at
no cost or at a nominal cost by the Govern
ment or when for some other reason the per
diem costs to be incurred by the employee
can be determined in advance. (For exam
ple, see situations described in §§ 301-7.12
and 301-7.14.) In such instances, a specific
per diem rate may be established within the
maximum per diem otherwise applicable to
the travel situation and any appropriate re
ductions made in accordance with § 301
7.12, provided the exception from the lodg
ings-pIus per diem system and the specific

Amendment 10: 0-13-90
Effective: 12-01-90
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per diem rate are authorized in advance on
the travel authorization by an appropriate
official of the agency concerned. Such spe
cHic per diem rate authorized on the travel
authorization shall be the per diem rate pay
able on the travel voucher without receipts
and/or itemization by the employee.

§ 301-7.11 Rest stops when travel out
side CONUS is involved.

(a) When travel is direct between author
ized origin and destination points which are
separated by several time zones and either
the origin or destination point is outside
CONUS, a rest period not in excess of 24
hours may be authorized or approved when
air travel between the two points is by less
than-premium-class accommodations and
the scheduled flight time, including st,?p
overs, exceeds 14 hours by a direct or lISU

ally traveled route.

(b) The rest stop may be authorized at
any intermediate point, including points
within CONUS, provided the point is
midway in the journey or as near to
midway as requirements for use of U.S. flag
air carriers and carrier scheduling permit.

(c) A rest stop shall not be authorized
when an employee, for personal conven
ience, elects to travel by an indirect route
resulting in excess travel time.

(d) The per diem rate for the rest stop
shall be the rate applicable for the rest stop
location.

(e) When carrier schedules or the require
ments for use of U.S. flag air carriers pre
clude an intermediate rest stop, or a rest
stop is not authorized, it is recommended
that the employee be scheduled to arrive at
the temporary duty point with sufficient
time to allow a reasonable rest period
before reporting for duty. (See § 301-3.6 for
guidelines on the use of U.S. flag carriers.)

Amendment 10: 8-13-90
Effective: 12-01-90

§ 301-7.12

§ 301-7.12 Reductions in maximum per
diem rates when' appropriate.

An agency may. in individual cases or
situations. authorize a reduced per diem rate
under certain circumstances, such as when
lodgings and/or meals are obtained by the
employee at a reduced cost or furnished to
the employee at no cost or a nominal cost
by the Government; or when for some
other reason the per diem costs to be in
curred by the employee can be determined
in advance. In exercising its responsibilities
outlined iry § 301-7.2(b), the agency should
consider any known factors that will cause
the traveler's per diem expenses in a specific
situation to be less than the applicable maxi
mum rates prescribed under § 301-7.3. If it
can be determined in advance of the travel
that such factors are present, the agency
should authorize a reduced rate that is com
mensurate with the known expense levels.
Such reduced rate authorized on the travel
authorization shall be the per diem rate pay
able on the travel voucher without receipts
and/or itemization by the employee. When
reduced rate situations involve partial days,
per diem for such days may be the reduced
rate prorated by quarters, a special reduced
rate prescribed for the partial days, or an
amount determined under the lodgings-plus
system, as considered appropriate by the
agency. Guidelines for reducing rates and
situations where reduced rates may be ap
propriate include but are not limited to
those provided in paragraphs (a) through
(d) of this sectilll\.

(a) When lodgings/meals are furnished by
the Government-(l) Lodgings furnished.
Normally when all or part of the lodging is
furnished at no cost or at a nominal cost to
the employee by the Government, the lodg
ings-plus per diem system automatically re
duces the maximum per diem rate to the
M&IE rate (or fraction thereof). When
lodging is furnished at no cost to the em
ployee through use of an agency purchase
order, the agency shall not authorize or ap-
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prove a per diem allowance for other per
diem expenses that will, when combined
with the cost of lodging furnished, exceed
the applicable maximum per diem rate pre
scribed under § 301-7.3.

.(2) Meals furnished. When all or part of
the meals are furnished at no cost or at a
nominal cost to the employee by the Fed
eral Government, the applicable maximum
per diem rate or the M&IE rate, as appro
priate. shall be reduced to a daily amount
commensurate with the expenses expected
to be incurred by the employee. If a re
duced per diem rate was not authorized in
advance of the travel and meals were fur
nished at no cost or at a nominal cost by the
Federal Government, the appropriate de
duction prescribed in paragraph (a)(2) (i) or
(ii) of this section shall be made from the
total per diem payable on the travel
voucher. If there is a charge for the meal
for \.... hich a deduction has been made under
this paragraph, reimbursement shall be al
lowed for the amount paid, not to exceed
the allJount allocated for the meal in para
graph (a)(2) (i) or (ii) of this section. The
total amount of the deductions made on par
tial days shall not cause the employee to
receive Jess than the amount allocated for
incidental expenses.

(i) CONUS locations. The applicable
M&IE rate for CONUS locations shall be
reduced by the dollar amount shown in the
following tahle when meals are furnished to
the l:OIploYCl' without l:hargc or at a nomi
nal COS! (see paragraph (a)(2) of this section)
hy the Federal Government.

Breakfast ;
Lunch ,
Oinner 1

Incidentals !
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(ii) Outside CONUS locations. The M&IE
rates for localities in both nonforeign and
foreign areas shall he reduced by the appli
cable dollar amount shown in appendix B of
this chapter \vhen meals are furnished to the
employee without charge or at a nominal
cost (see paragraph (a)(2) of this section) by
the Federal Government.

(b) Extended stays. When travel assign
ments involve extended periods at tempo
rary duty locations and travelers are able to
secure lodging and/or meals at lower costs
(e.g., weekly or monthly rentals), the per
diem rate should be reduced accordingly. If
the extended temporary duty is for training,
see paragraph (d) of this section. (See also
§ 301-7.14 for allowable expenses in special
situations.)

(c) Meetings and (·om·entions. In the inter
est of uniform treatment of employees,
whenever a meeting or conference is ar
ranged which will involve the travel of
attendees from other agencies or compo
nents of the same agency, and reduced cost
lodging accommodations have been prear
ranged at the meeting or conference site,
the agency or agencies sponsoring the meet
ing or conference shall recommend to the
other participating agencies or components
a per diem allowance that would be reason
able.

(d) Per diem for extended training assign
ments. (1) The Government Employees
Training Act (5 U.S.c. 4101-4118) author
izes agencies to pay all or a part of the per
diem expenses of an employee assign('d to
training at a temporary duty station. Imple
menting regulations prescribed by the Office
of Personnel Management (OPM) in 5 CFR
410.603 provide specific guidelines for pay
ment of per diem expenses for employees on
extended training assignments of more than
30 calendar days at temporary duty loc:a
tiolls.

(2) Generally the OPh1 guidelines require
a reduct:d per diem of not more than 55

Amendment 10: 8-13-90
Effective: 12-01-90
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percent of the applicable maximum per
diem rate prescribed in this regulation (see
§ 301-7.3). Per diem above these levels (not
to exceed the maximum per diem rates)
must be justified. Agencies shall refer to the
aPM guidelines in 5 CFR 410.603 for spe
cific criteria to determine the appropriate
per diem. Guidelines also are published by
aPM in the Federal Personnel Manual,
chapter 410, section 6-3.

§ 301-7.13 Mixed travel reimburse-
ments.

Mixed travel occurs when official travel
within a single trip is subject to payment of
per diem under the lodgings-plus system
and an actual expense allowance under the
actual expense system. Reimbursement will
be computed under only one system for
each calendar day except when the provi
sions of § 301-8.2(b) or 301-8.3(a)(2)(ii)
apply. When actual subsistence expense re
imbursement for certain travel days is inter
mittent with the per diem method for
others, the rules in § 301-8.6 govern.

§ 301-7.14 Per diem allowance compu
tations for special situations.

(a) Per diem for weekly or monthly rent
als-(l) Types of expenses included in lodging
cvsts. \\'hen an employee rents a room,
apartment, house, or other lodging incident
to a temporary duty assignment, the follow
ing expenses may be considered part of the
lodging cost: the rental cost; if unfurnished,
the rental cost of appropriate and necessary
furniture and appliances, such as a stove,
refrigerator, chairs, tables, bed, sofa, televi
sion, and vacuum cleaner; cost of connec
tion, use, and disconnection of utilities; cost
of reasonable maid fee and cleaning charges;
monthly telephone use fee (does not include
installation and long-distance calls); and, if
ordinarily included in the price of a hotel or
motel room in the area concerned, the cost
of special user fees, such as cable TV
charges and plug-in charges ~or automobile
head bolt heaters.

Amendment 10: 8-13-90
Effective: 12-01-90

§ 301-7.14

(2) Computation of daily lodging costs.
When the employee obtains lodging on a
weekly or monthly rental basis, the daily
lodging cost shaH be computed by dividing
the total lodging cost for the expenses listed
in paragraph (a)(l) of this section by the
number of days the accommodations are
actually occupied, provided that the em
ployee acts prudently in renting by the
week or month, and that the cost to the
Government does not exceed the cost of
renting conventional lodging at a daily rate.
Otherwise the daily lodging cost shall be
computed by dividing by the number of
days in the rental period; e.g., 7 or 30 days,
as appropriate.

(3) Per diem allowable. (i) Under the lodg
ings-plus system, the allowable per diem
consists of the daily lodging cost calculated
under paragraph (a)(2) of this section plus
the applicable M&IE rate not to exceed the
maximum per diem rate prescribed for the
location involved.

(ii) When a reduced per diem rate is
being established (see § 301-7.12) in advance
of the travel, the daily lodging cost calcu
lated in paragraph (a)(2) of this section shall
be added to the amount determined by the
agency to be necessary for meals and inci
dental expenses.

(b) Per diem allowances for use of a recre
ational vehicle for lodging. The term recre
ational vehicle includes mobile homes, camp
ers, camping trailers, or self-propelled
mobile recreational vehicles.

(1) Privately owned-(i) Lodging costs.
When an employee uses a privately owned
camping or recreational vehicle while on
official travel, allowable expenses which
may be considered as a lodging cost include
parking fees; fees for connection, use, and
disconnection of utilities (electricity, gas,
water, and sewage); bath or shower fees;
and dumping fees. Depreciation shall not be
considered as a lodging cost.
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(ii) Meals and incidental expenses. The
agency shall determine an appropriate
amount for meals and incidental expenses
based on whether the type of recreational
vehicle used by the employee has meal
preparation facilities. Such amount shall not
exceed the applicable M&IE rate.

(iii) Per diem computation. The daily lodg
ing costs plus an appropriate rate for meals
and incidental expenses determined under
paragraph (b)( I )(ii) of this section shall be
the per diem rate, limited to the applicable
maximum rate prescribed under § 301-7.3
for the locality involved. An agency may
authorize a reduced per diem rate within
the applicable maximum per diem rate if the
actual costs expected to be incurred can be
determined in advance of the travel.

(2) Rented recreational vehicle. When the
use of a rented recreational vehicle is au
thorized or approved as advantageous to
the Government, the rental fee and the
allowable expenses shown in paragraph
(b)(I)(i) of this section may be considered as
lodging costs. Advantageous use might
occur when the employee is on an' extended
temporary duty assignment in a remote area
or where conventional lodging facilities are
limited or not available. If use of a rented
recreational vehicle is not authorized or ap
proved as advantageous, only those ex
penses listed in paragraph (b)(I)(i) of this
section may be considered as lodging costs.

(c) Per diem computations when temporary
duty is curtailed, canceled, or interrupted for
official purposes. When an, employee has
made advance arrangements for lodging
(such as those described in paragraph (a) or
(b) of this section), with reasonable expecta
tion of the travel assignment being com
pleted as ordered or. directed, and subse
quently the temporary duty assignment is
curtailed, canceled, or interrupted for offi
cial purposes, or for other reasons beyond
the employee's control that are acceptable
to the agency, lodging costs may be calcu
lated and paid as follows:
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(I) Travel assignment curtailed or inter
rupted. When the temporary duty assign
ment is curtailed or interrupted for the ben
efit of the Government or for other reasons
beyond the employee's control and the em
ployee is unable to obtain a refund of pre
paid rent, expenses incurred for unused
lodging may be reimbursed under the fol
lowing conditions:

(i) Determination of reasonableness. The
agency must determine that the employee
acted reasonably and prudently in incurring
allowable lodging expenses pursuant to tem
porary duty travel orders. Included in this
determination should be a consideration of
whether the employee sought to obtain a
refund of the prepaid lodging cost or other
wise took steps to minimize the costs once
the temporary duty was officially curtailed
or interrupted.

(ii) Adjusted calculation and reimbursement
of lodging costs. If the agency determines
that the employee acted reasonably, the
unused portion of the prepaid lodging cost
may be reimbursed as follows:

(A) The daily lodging costs for the period
covered by the voucher shall be calculated
by dividing the total cost for the rental
period by the number of days of actual oc
cupancy. The total of the lodging costs thus
calculated plus the appropriate daily amount
authorized for meals and incidental expenses
may be reimbursed not to exceed the per
diem rate authorized in the employee's
travel orders for the days that the lodging
was occupied.

(B) If the authorized per diem rate is in
sufficient for the days of occupancy, the
daily lodging cost calculated in paragraph
(c)(I)(ii)(A) of this section plus the amount
authorized for meals and incidental expenses
may be reimbursed on an actual expense
basis not to exceed appropriate maximum
daily rates determined as provided in § 301
8.3.

Amendment 10: 8-13-90
Effective: 12-01-90
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(C) The excess amount (if any) of the
unrefunded lodging cost not. reimbursed
under paragraph (c)(I)(ii)(B) of this section
may be paid as a miscellaneous travel ex
pense incident to the travel assignment, if
otherwise proper.

(D) In instances where the travel assign
ment was interrupted for official purposes
(e.g., when the employee is directed to per
form temporary duty at another location),
allowable per diem expenses (if any) in
curred during the interruption may be reim
bursed separately from those reimburse
ments outlined in paragraphs (c)(l)(ii) (A)
through (C) of this section, if otherwise
proper and in conformance with the provi
sions of this part.

(2) Travel assignment canceled. When the
employee incurs lodging expenses in reason
able expectation of a travel assignment
being completed as ordered or direCted, and
due to a change in travel orders the travel
assignment is canceled before its commence
ment, the prepaid lodging expenses may be
reimbursed as a miscellaneous travel ex
pense provided the amounts are reasonable
and the conditions in paragraph (c)(l)(i) of
this section are met.

(3) Forfeited rental deposits. If, in situa
tions described in paragraphs (c) (I) and (2)
of this section, the employee was required
by the terms of a lease or rental agreement
to pay a rental deposit and all or part of the
deposit is forfeited to cover unpaid lodging
costs, the amount of the forfeited deposit
may be reimbursed as a miscellaneous travel
expense provided the conditions in para
graph (c)(l)(i) of this section are met. Reim
bursement for deposits forfeited for damages
to lodging accommodations shall not be al
lowed.

(d) Per diem while aboard Government
vessel. For temporary duty aboard Govern
ment vessels where meals and lodgings are
furnished at no cost or at a reduced cost,
agencies shall prescribe an appropriate per
diem rate within the provisions of this part.

Amendment 10: 8-13-90
Effective: 12-01-90

§ 301-7.15

The term Government vessel includes vessels
owned and operated, leased and operated,
or chartered by the Government.

§ 301-7.15 Interruptions of per diem
entitlement.

For purposes of this section, the term
place of abode means the place from which
the employee commutes daily to the official
station.

(a) Leave and nonworkdays-(l) General.
Leave of absence (other than as provided in
paragraph (d) of this section) for one-half,
or less, of the prescribed daily working
hours shall be disregarded for per diem pur
poses. Where the leave is more than one
half of the prescribed daily working hours,
no per diem shall be allowed for that day.

(2) Non workdays. Legal Federal Govern
ment holidays and weekends or other sched
uled nonworkdays are considered
nonworkdays. Employees are considered to
be in a per diem status on nonworkdays
except when they return to their official
station or place of abode (see paragraph (b)
of this section), or except under conditions
stated in paragraphs (a)(2) (i) and (ii) of this
section.

(i) Leave before and after nonworkdays. Per
diem shall not be paid for nonworkdays
when:

(A) Employees are in a leave status at the
end of the workday before the
nonworkdays and at the beginning of the
workday following the nonworkdays, and

(B) The period of leave on either of those
days is more than one-half of the prescribed
working hours for that day. .

(ii) Leave between nonworkdays. Per diem
shall not be paid for more than two
nonworkdays in cases where leave of ab
sence is taken for all of the prescribed
working hours between the nonworkdays.

(b) Return to official station for
nonworkdays-( 1) Required retum-official..
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business. An employee who is required by
appropriate agency officials to return to his/
her official station for the nonworkdays to
perform official business or because it is
otherwise advantageous to the Government
shall be allowed the round-trip transporta
tion expenses and per diem for the en route
travel.

(2) Authorized return-substantial cost sav
ings. An agency may authorize per diem
and transportation expenses to an employee
to return home for nonworkdays where a
significant cost savings will be achieved.
Travel time shall be scheduled within the
employee's duty hours to the extent practi
cable. The cost of lost productivity attribut
able to the duty hours involved in traveling
to and from the employee's residence for
nonworkdays shall be considered in deter
mining the cost savings.

(3) Authorized retun,! incident to extended
temporary duty. Employees who are re
quired to routinely perform extended peri
ods of temporary duty may, at agency dis
cretion and within the limits of appropria
tions available for payment of travel ex
penses. be authorized round-trip transporta
tion expenses and per diem en route for
periodic return travel to their official sta
tions or places of abode for nonworkdays.
Agencies are cautioned that this authority is
to be used with the utmost discretion and
consideration of the length and purpose of
the temporary duty assignments and the dis
tance of the return travel. The periodic
return travel may be authorized if the con
ditions specified in paragraphs (b)(3) (i) and
(ii) of this section are met.

(i) The head of the agency or his/her
designee has determined, based on an appro
priate cost analysis, that the costs of peri
odic weekend return travel (including ~he

costs of potential overtime, if applicable) are
outweighed by savings in terms of increased
employee efficiency and productivity, as
well as reduced costs of recruitment and
retention of employees. This cost analysis
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shall be conducted no less frequently than
every other year.

(ii) Return travel for nonworkdays au
thorized under these provisions constitutes
an exception to the directive on scheduling
of travel contained in 5 U.S.C. 6101(b)(2)
and therefore should be performed outside
the employee's regularly scheduled duty
hours or during periods of authorized leave.
However, in the case of employees not
exempt from the Fair Labor Standards Act
overtime provisions, consideration should be
given to scheduling the authorized travel to
minimize payment of overtime, including
scheduling of travel during regularly sched
uled duty hours when necessary. (See Office
of Personnel Management regulations for
further guidelines covering overtime during
travel.)

(4) Voluntary return. When an employee
voluntarily returns to hislher official station
or place of abode for nonworkdays, the
maximum reimbursement for the round-trip
transportation and per diem en route shall
be limited to the per diem allowance and
travel expenses which would have been al
lowed had the employee remained at the
temporary duty station. The employee shall
perform any such voluntary return travel
during nonduty hours or periods of author
ized leave.

(c) Indirect route or interrupted travel. If
there is an interruption of travel or devi
ation from the direct route resulting in
excess travel time because of an employee's
personal preference or convenience or
through the taking of leave, the per diem
allowed shall not exceed that which would
have been allowed on uninterrupted travel
by a direct or usually traveled route except
as provided in part 301-12 for certain emer
gency travel situations. (See §§ 301-2.5,
301-7.2(a)(2), and 301-11.5(a)(3).)

(d) Illness or injury or a personal emer
gency situation. Provisions governing per
diem allowable for emergency travel per-

Amendment 10: 8-13-90
Effective: 12-01-90
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formed due to an employee's incapacitating
illness or injury or because of a personal
emergency situation, as well as the continu-

Amendment 10: 8-13-90
Effective: 12-01-90

§ 301-7.15

ation of per diem due to incapacitating ill
ness or injury of the employee, are found in
part 301-12.
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Sec.
301-8.1 General.
301-8.2 Conditions warranting authoriza

tion or approval of actual expenses.
301-8.3 Maximum daily rates and reim

bursement limitations.
301-8.4 Authorization or approval.
301-8.5 Requirements for documentation,

review, and administrative controls.
301-8.6 Mixed travel (per diem and actual.

subsistence expense) reimbursement..
301-8.7 Interruption of subsistence entitle-

ments.

I Authority: S U.S.C. S701-S709; E.O. 11609, 36 FR
13747, 3 CFR. 1971·1975 Comp.• p. 586.

§ 301-8.1 General.

This part applies worldwide (both within
and outside CONUS) except as specifically

I provided in this part.

(a) Authority. Agencies may authorize or
approve reimbursement for the actual and
necessary subsistence expenses of official
travel when such expenses are unusually
high due to special or unusual circum
stances, or for occasional meals and/or

I lodging, as provided in this part. This a,u
thority shall be used (or individual travel
assignments or specific travel situations only
after appropriate consideration of the actual
facts existing at the time the travel is di
rected and performed.

(b) Delegation of authority. Heads of
agencies may delegate, with provisions for
limited redelegation, the authority to au
thorize or approve travel on an actual sub
sistence expense basis. Such delegation or
redelegation shall be held to as high an
administrative level as practicable to ensure
that authorization or approval of travel on
an actual subsistence expense basis or reim
bursement therefor is based on adequate
consideration and review of the travel cir
cumstances warranting such reimbursement.

Amendment 26: 5-08-92
Effective: 6-30-92

(c) Agency responsibility. Heads of agen
cies shall, in accordance with provisions of
this part, prescribe administrative policies
and procedures under which reimbursement
for actual and necessary expenses of official
travel may be authorized or approved to
ensure that the authority contained herein is
administered in accordance with the intent
of this regulation.

.. (d). Relationship' to per" diem. Generally,
authorization or approval of actual subsist
ence expenses is contingent on the entitle
ment to per diem. Except as otherwise pro
vided in this part, the definitions and rules
stated in part 301-7 applicable to the em
ployee's entitlement to a per diem allow
ance shall apply to travel on an actual ex
pense basis.

(e) Allowable expenses. Actual subsistence
expense reimbursement may be allowed for
the Same types of expenses that are covered
by the per diem allowance in § 30l-7.l(c)
provided such expenses are determined to
be actual and necessary expenses incident to
the particular travel assignment.

(0 Prudent traveler. An employee travel
ing on the actual subsistence expense basis is
expected to exercise the same care in incur
ring expenses as set forth in part 301-7 for
travel on a per diem basis.

§ 301-8.2 Conditions warranting au
thorization or approval of actual ex
penses.

(a) Travel assignments involving special or
unusual circumstances. Travel on an actual
sub,sistence expense basis may be authorized
or approved for travel assignments when
the applicable maximum per diem rate (see
§JOl-7.3) is inadequate due to special or
unusual circumstances. The maximum per
diem rate, although generally adequate, may
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be insufficient for a particular travel assign
ment because the actual and necessary sub
sistence expenses are unusually high due to
special duties or because subsistence costs
have escalated temporarily during' special
events. Actual subsistence expense reim
bursement shall not be authorized or ap
proved when the actual and necessary sub
sistence expenses exceed or are expected to
exceed the applicable maximum per diem
allowance by only a small amount. Since
lodging costs constitute a major portion of
the subsistence expenses, travel on an actual .
expense basis may be authorized or ap
proved for travel when, due to special or
unusual circumstances, the lodging costs
absorb all or nearly all of the applicable
maximum per diem allowance. Examples of
travel assignments or situations that may
warrant authorization or approval of actual
and necessary expenses include but are not
limited to the following:

(I) The employee attends a meeting, con
ference, or training session away from the
official duty station where lodging and
meals must be procured at a prearranged
place (such as the hotel where the meeting,
conference, or training session is being held)
and the lodging costs incurred, because of
these prearranged accommodations, absorb
all or practically all of the applicable maxi
mum per diem allowance;

(2) The travel is to an area where the
applicable maximum per diem allowance is
generally adequate but subsistence costs
have escalated for short periods of time
during special functions or events such as
missile launching periods, international or
national sports events, world's fairs, conven
tions, or natural disasters;

(3) Based on a situation described in para
graph (a)(2) of this section, affordable lodg
ing accommodations are not available or
cannot be obtained within a reasonable
commuting distance of the employee's tem
porary duty point and transportation costs
to commute to and from the less expensive

8-2

Part 301-8-Relmbursement of
Actual Subsistence Expenses

lodging facility consume most or all of the
savings achieved from occupying less ex
pensive lodging;

(4) The employee. because of special
duties of the assignment. necessarily incurs
unusually high expenses in the conduct of
official business, such as to procure superior
or extraordinary accommodations including
a suite or other quarters for which the
charge is well above that which he/she
would normally have to pay for accommo
dations; or

(S)" The employee necessarily incurs un
usually high expenses incident to hislher as
signment to accompany another employee
in a situation as described in paragraph
(a)(4) of this section.

(b) Situations requiring reimbursement for
occasional lodging and/or meals. Although
lodging and/or meals are furnished without
cost (or at a nominal cost) for a particular
assignment, the employee may necessarily
in~ur expenses for occasional lodgings and/
or meals. The agency may approve reim
bursement of appropriate expenses incurred
for occasional meals or lodging that are de
termined to be necessary and justified by
the circumstances involved. The actual ex
pense allowable for lodging or each meal

.may not exceed the applicable lodging or
individual meal allowance provided in part
301-7, or ISO percent of those amounts if
special or unusual circumstances are in
volved. If the travel is to a location where
§ 301-8.3 (b)(1)(ii) or (d) applies under spe
cial or unusual circumstances, the authoriz
ing agency shall determine an appropriate
limitation on the amount of reimbursement.
Each agency shall establish necessary
administrative procedures for travel under
this paragraph.

§ 301-8.3 Maximum dally rates and re
Imbursement limitations.

This section establishes the maximum
amount of reimbursement for actual subsist
ence .expenses that may be authorized or

Amendment 26: 5-08-92
Effective: 6-30-92
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approved for each calendar day or fraction
thereof. Agencies shall determine appropri
ate and necessary daily maximum rates not
to exceed these amounts when authorizing
or approving travel under this part. Maxi
mum daily rates need not be prorated for
fractions of a day; however, see paragraphs
(b) (1) and (2) of this section for reimburse
ment limitations.

(a) Maximum daily rates-(l) Travel
within CONUS. For travel within CONUS,
the maximum daily rate for subsistence ex
penses shall not exceed 150 percent of the
applicable maximum per diem rate (rounded
to the next higher dollar) prescribed in ap
pendix A of this chapter for the travel as
signment location.

(2) Travel outside CONUS. For travel out
side CONUS, the maximum daily rate for
subsistence expenses shall not exceed the
greater of the amounts prescribed by the
Departments of Defense and State, respec
tively, for nonforeign and foreign areas as
set forth in paragraphs (a)(2) (i) and (ii) of
this section:

(i) 150 percent of the applicable maximum
per diem rate (rounded to the next higher
dollar) prescribed under § 301-7.3 (b) or (c);
or

(ii) $50 plus the applicable maximum per
diem rate prescribed under § 301-7.3 (b) or
(c).

(b) Reimbursement limitation-(l) General
limitation. When the actual subsistence ex
penses incurred during any 1 day are less
than the maximum daily rate authorized, the
employee shall be reimbursed only for the
lesser amount. Expenses incurred and
claimed (including those for fractional days)
shall be reviewed and allowed only to the
extent determined to be necessary and rea
sonable by the agency. (See § 301-8.5(b).)
Reimbursement for meals and incidental ex
penses shall not exceed:

(i) 150 percent of the' M&IE rate applica
ble to the temporary duty location; or

Amendment 19: 7-09-91
Effective: 7-21-91

§ 301-8.3

(ii) $25 plus the M&IE rate applicable to
the temporary duty location when the daily
maximum rate authorized is established
under paragraph (a)(2)(ii) of this section.

(2) Specific meals and incidental expenses
limitation. The agency may limit reimburse
ment for meals and incidental expenses to
100 percent of the applicable M&IE rate
and deviate from the requirement for re
ceipts and/or itemization of such expenses
as provided in § 301-8.5(a)(3). In such in
stances, the M&IE rate shall be prorated for
partial days of travel as provided in § 301
7.8(e).

(c) Travel to an area within CONUS where
special or unusual circumstances result in an
extreme increase in subsistence costs for a
temporary period. (l) The provisions of
paragraph (c)(2) of this section shall expire
on October 1, 1994.

(2) The head of an ~gency may request
establishment of a maximum daily rate for
subsistence expenses above the maximum
rate prescribed in paragraph (a) of this sec
tion for travel to an area within CONUS
where special or unusual circumstances
result in an extreme increase in subsistence
costs for a temporary period. Requests for a
higher subsistence rate, with the exception
of requests for travel to a Presidentially de
clared disaster area, shall be submitted at
least 30 days in advance of the beginning of
the recommended effective period unless
otherwise adequately justified. The Admin
istrator of General Services may establish
an appropriate maximum daily rate, not to
exceed 300 percent of the maximum per
diem rate prescribed for the area under
§ 301-7.3, pursuant to a review of the justi
fication supporting the request. Such higher
established rate shall apply for all official
travel to the area and will be effective for a
period not to exceed 30 days. The Adminis
trator of General Services may extend the
period of effectiveness in increments of up
to 30 days upon the request of the head of
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the agency originally requesting establish
ment of the higher rate. Requests should be
submitted to the Administrator of General
Services, Washington, DC 20405, and must
contain the following information:

(i) A specification of the geographic area
encompassed;

(ii) If the area is a Presidentially declared
disaster area, a copy of the Presidential dis
aster declaration;

(iii) A recommended maximum daily rate
not to exceed 300 percent of the maximum
per diem rate prescribed for the area under
§ 301-7.3;

(iv) A description of the specific circum
stances which justify the establishment of
the recommended rate;

(v) An estimate of the cost impact of
establishing a maximum daily rate for sub
sistence expenses above the maximum rate
prescribed in paragraph (a) of this section;
and,

(vi) A recommended time period for
effectiveness of the maximum daily rate re
quested to be established under this para
graph.

(d) When lodging is procured through use
of an agency purchase order. When actual
subsistence expense reimbursement is au~

thorized or approved under 'this part 301-8
and lodging is furnished to the employee at
no cost through use of an agency purchase
order, the agency shall not authorize or ap
prove reimbursement for other subsistence
expenses that will, when combined with the
cost of lodging furnished, exceed the maxi
mum daily rate authorized under paragraph
(a) or (b) of this section.

§ 301-8.4 Authorization or approval.

(a) Requests for authorization or approval
of actual expense reimbursement. It is the
employee's responsibility to request authori
zation or approval for actual subsistence ex
pense reimbursement when conditions
appear to warrant such reimbursement and
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to furnish appropriate justification to sup
port the request.

(b) Prior authorization of actual expense
travel. Normally, travel on an actual ex
pense basis should be authorized in advance
and the daily maximum rate authorized by
the agency shall be stated in the travel au
thorization.

(c) Approval after travel is completed. If
travel is performed without prior written
authorization or is authorized on a per diem
basis and otherwise conforms to the provi
sions of this part 301-8, reimbursement for
actual and necessary subsistence expenses
may be approved after completion of the
travel.

§ 301-8.5 Requirements for documen
tation, review, and administrative
controls.

(a) Documentation of actual expenses on
the voucher-(1) Itemization. When travel is
authorized or approved on an actual subsist
ence expense basis, the employee shall item
ize on the travel voucher each expense for
which reimbursement is claimed on a daily
basis. Meals must be itemized separately;
i.e., breakfast, lunch" and dinner. Those ex
penses that do not usually accrue on a daily
basis, such as laundry and cleaning and
pressing of clothing, may be averaged over
the number of days that actual expense re
imbursement is authorized or approved.

(2) Receipts. Receipts shall be required for
lodging, regardless of amount, and any indi
vidual meal when the cost is over $25.
Agencie~ may, at their discretion, require
receipts for other allowable subsistence ex
penses; however, the employee must be in
formed of this requirement in advance of
travel. The provisions of § 301-7.9(b) (1)
and (2) covering double occupancy and
missing receipts apply to this part.

(3) Exception to receipts and/or itemization
requirement. When an agency limits reim
bursement for meals and incidental expenses
to 100 percent of the applicable M&IE rate

Amendment 19: 7-09-91
Effective: 7-21-91
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(as provided in § 301-8.3(b)(2), receipts
and/or itemization of meals and inc.idental
expenses need not be required except at
agency discretion.

(b) Agency review and administrative con
trols. Procedures shall be established by
each agency to ensure that actual subsist
ence expense reimbursement under the pro
visions of this part 301-8 is properly admin
istered and controlled to prevent abuse of
the authority contained herein. (See § 301
8.1(c).) An appropriate review of the justifi
cation for travel on an actual subsistence
expense basis shall be made. Expenses
claimed by an employee shall be reviewed
by the agency to determine whether the
expenses are reasonable and allowable sub
sistence expenses, and are necessarily in
curred in connection with the travel assign
ment.

§ 301-8.6 Mixed travel (per diem and
actual subsistence expense) reim
bursement.

(a) Generally, when actual expense reim
bursement is authorized or approved for a
particular temporary duty location, and is
the only reimbursement system involved,
the partial day of travel to and from that
location also will be on an actual expense

Amendment 19: 7-09-91
Effective: 7-21-91

§ 301-8.7

basis. However, if the en route travel to or
from the actual expense location entails
more than I day, the agency may authorize
actual expense reimbursement, or per diem
in accordance with part 301-7, whichever is
administratively advantageous and commen
surate with the expenses expected to be in
curred by the traveler.

(b) If actual expense reimbursement au
thorized for particular locations is intermin
gled with per diem at Dther locations in a
single trip, the agency shall determine when
the transition between reimbursement sys
tems occurs. Only one method or system is
authorized for any given calendar day
except as provided in § 301-8.2(b) or § 301
8.3(b)(2).

§ 301-8.7 Interruption of subsistence
entitlements.

The provisions of § 301-7.15 applicable to
interruptions of per diem entitlement (leave
and nonworkdays, return to official station
for nonworkdays, indirect route or inter
rupted travel, and illness or injury or a per
sonal emergency situation) shall apply to
travel on an actual subsistence basis.
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PART 301-9-MISCELLANEOUS EXPENSES

§ 301-9.1
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Sec.
301-9.1 Expenses allowable.
301-9.2 Additional travel expenses in

curred by an employee with a disabil
ity.

301-9.3 Payment to Government employ
ees.

301-9.4 Payment and reimbursements.

I Authority: 5 U.S.C. 5701-5709; E.O. 11609, 36 FR
13747,3 CFR, 1971·1975 Comp., p. 586.

§ 301-9.1 Expenses allowable.·_

(a) Miscellaneous expenses. Charges for
necessary stenographic or typing services or
rental of typewriters in connection with the
preparation of reports or correspondence,
clerical assistance, services of guides, inter
preters, packers, drivers of vehicles, and
storage of property used on official business
shall be allowed when authorized or ap
proved.

(b) Hire of a room. When necessary to
engage a room at a hotel or other place to
transact official business, a separate charge
therefor shall be allowed when authorized
or approved. (See § 301-11.3(c)(8).)

(c) Traveler's checks, money orders, certi
fied checks, or automated-teller-machine
(ATM) services. Reimbursement for the cost
of traveler's checks, money orders, or certi
fied checks purchased in connection with
official travel, as well as transaction fees for
authorized ATM withdrawals, may be al
lowed. The amount of the checks, money
orders, or ATM cash withdrawals may not
exceed the amount of funds necessary to
cover the estimated reimbursable expenses.

(d) Fees relating to travel outside the con
tinental United States. Reimbursement for
the following items of expenses may be au
thorized or approved:

(1) Conversion of cu"ency. Commissions
for conversion of currency in foreign coun
tries. (See § 301-11.S(e).)

Amendment 26: 5-08-92
Effective: 6-30-92

(2) Check cashing costs. Charges covering
exchange fees for cashing United States
Government checks or drafts issued for the
reimbursement of expenses incurred for
travel in foreign countries. (See § 301
11.5(e)(I).) Exchange fees incurred in cash
ing checks or drafts issued in payment of
salary shall not be allowed in travel expense
accounts.

(3) Trip insurance. Cost of trip insurance
purchased by ~employees for lise of a Gov
ernment-furnished or privately owned vehi
cle during official business for specific or
individual trips into a foreign country. Trip
insurance covers potential liability for prop
erty damage or personal injury or death to
third parties. Reimbursement is limited to
instances in which the purchase of such in
surance is required by foreign statute or is a
practical necessity due to the legal proce
dures of a foreign country which, in the
event of an accident, could result in detain
ment of the driver or impoundment of the
vehicle. The amount of reimbursement is
limited to the cost of the minimum amount
of insurance required for the use of a for
eign country's roads or the minimum
amount required to be purchased by indus
trial custom:

(4) Travel document costs. Fees in connec
tion with the issuance of passpons, visa fees,
costs of photographs for passpons and visas,
costs of certificates of binh, health, and
identity, and of affidavits and charges for
inoculation which cannot be obtained·
through a Federal dispensary.

(e) Other expenses. Miscellaneous expend
itures not enumerated in this section, when·
necessarily incurred by the traveler in con
nection with the transaction of official busi
ness, shall be allowed when approved.
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301-9.2 Additional travel expenses in
curred by an employee with a dis
ability.

(a) Policy, applicability, and general
rules-( 1) Policy. In accordance with the
Rehabilitation Act of 1973, as amended, 29
U.S.c. 701 et seq. these provisions are in
tended to accommodate an employee with a
disability by providing for reimbursement of
necessary additional travel expenses in
curred in the performance of official travel.

(2) Applicability. This section appliesto.an-.
employee with a disability as defmed in
paragraph (b) of this section.

(3) General rule. Payment is authorized
for the additional travel expenses listed in
paragraph (c) of this section which are nec
essarily incurred by an employee with a dis
ability in the performance of official travel.

(b) Definitions. For purposes of this sec
tion, the following terms have the meaning
indicated:

(l) Employee with a disability. The term
"employee with a disability" means an em
ployee who has a disability as defined in
paragraph (b)(2) of this section, and is oth
erwise generally covered under the Reha
bilitation .Act of 1973, as amended, 29
U.S.C. 701 et seq..

(2) Disability. The term "disability", with
respect to an employee, means:

(i) Having a physical or mental impair
ment that substantially limits one or more
major life activities;

(ii) Having a record of such an impair
ment; or

(iii) Being regarded as having such an
impairment.

(3) Physical or mental impairment--(i) The
term "physical or mental impairment"
means:

(A) Any physiological disorder or condi
tion, cosmetic disfigurement, or anatomical
loss affecting one or more of the following
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body systems: neurological. musculoskeletal.
special sense organs, respiratory (including
speech organs), cardio-vascular. reproduc
tive, digestive, genitourinary, hemic and
lymphatic. skin, and endocrine; or

(B) Any mental or psychological disor
der, such as mental retardation, organic
brain syndrome, emotional or mental illness,
and specific learning disabilities.

(ii) The term "physical or mental impair
ment" _includes, but is. not limited to, such
diseases and conditions as cerebral palsy,
epilepsy, muscular dystrophy, multiple scle
rosis, cancer, heart disease, diabetes, mental
retardation, emotional illness, and orthope
dic, visual, speech, and hearing impairments.

(4) Major life activities. The term "major
life activities" means functions such as
caring for oneself, performing manual tasks,
walking, seeing, hearing, speaking, breath
ing, learning, and working.

(5) Substantially limits. The term "substan
tially limits" means the employee is unable
to perform a major life activity that the
average person in the general population
can perform; or is significantly restricted as
to the condition, manner, or duration under

. which he/she can perform a particular
major life activity as compared to the con
dition, manner, or duration under which the
average person in the general population
can perform that same major life activity.

(6) Has a record of such an impairment
The term "has a record of such an impair
ment" means the employee has a history of,
or has been classified as having, a mental or
physical impairment that substantially limits
one or more major life activities.

(7) Is regarded as having such an impair~

ment The term "is regarded as having such
an impairment" means the employee:

(i) Has a physical or mental impairment
that does not substantially limit major life
activities but the impairment is treated by
the agency as constituting such a limitation;

Amendment 25: 1-24-92
Effective: 3-06-92
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(ii) Has a physical- or mental impairment
that substantially limits major life activities
only as a result of the attitudes of others
[award such impairment: or

(iii) Has none of the impairments defined
in paragraph (b)(3) of this section but is
treated by the employing agency as having
a substantially limiting impairment.

(c) Allowable expenses. The following ex
penses are allowable additional travel ex
penses payable to an employee with a dis
ability:

(I) Transportation and subsistence" ex-
penses authorized under this chapter that
are incurred by an attendant accompanying
the employee. whether the attendant is or is
not a member of the employee's immediate
family, when the employee requires the as
sistance of an attendant;

(2) Cost of specialized transportation for
the employee to, from, and/or at the tempo
rary duty location;

(3) Cost of specialized services provided
by a commercial carrier necessary to ac
commodate the employee's disability;

(4) Costs incurred as a direct result of the
employee's disability for baggage handling
in connection with public transportation or
at lodging facilities; and

(5) Cost of renting and/or transporting a
wheelchair.

Amendment 25: 1-24-92
Effective: 3-09-92

§ 301-9.4

§ 301-9.3 Payment to Government em- I
ployees.

Neither payment nor reimbursement shall
be allowed under any agreement made by
the traveler with an employee of the Gov
ernment for personal services.

§ 301-9,4 Payment and reimburse- I
ments.

Where cash payment is made for services
covered by this part. reimbursement for the
charges actually made may be allowed pro
videdthe voucher showsthequanrity, unit,
and unit price. (See § 301-11.3(c).) If cash
payment is not made, the account shall be
approved by the traveler, certified by the
payee, and forwarded to the administrative
office for approval and payment direct to
the person who rendered the service. The
account must show the dates of service,
quantity, unit price, and any other particu
lars that may be needed for a clear under
standing of the charge. If a Government
voucher form is not used, care should be
taken that each account is submitted in du
plicate, the original of which shall bear the
approval of the traveler and the following
certificate by the payee: "I certify that the
foregoing account ·is correct and just and
that payment therefor has not been re
ceived."
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Sec.
301-10.1 General policy.
301-10.2 Procurement of common carrier

transportation.
301-10.3 Advance of funds.
301-10.4 Use of foreign currencies.

Authority: 5 U.S.C. 5701-5709; E.G. 11609. 36 FR
13747,3 CFR. 1971-1975 Comp.• p. 586.

§ 301-10.1 General polley.

(a) Minimizing cash requirements. As a
general policy, employees traveling-onoffi":'-"
cial business are responsible for meeting
their current travel expenses. However,
Federal employees should not have to pay
official travel expenses entirely from per
sonal funds unless the employee has elected
not to use alternative resources made avail
able by the Government; i.e., contractor
issued charge cards, travelers checks, or
contractor-provided automated-teller-ma
chine (ATM) services. To alleviate the need
for employees to use personal funds, agen
cies may issue travel advances for certain
expenses as authorized by § 301-10.3. Agen
cies and travelers shall take all reasonable
steps to minimize the cash burden on both
the agency and the traveler. These steps
shall include, but not be limited to, using
Government contractor-issued charge cards.
Where the use of Government contractor
issued charge cards is impractical for pro
curing common carrier transportation, agen
cies shall purchase required transportation
tickets for employees using Government
Transportation Requests (GTR's) as pro
vided in § 301-10.2, or centrally billed ac
counts as provided in § 301-15.45.

(b) Managing financial resources. To
manage Federal financial resources more ef
fectively for travel expense purposes, agen
cies shall:

(1) Hold to a minimum the amounts of
cash advanced for t,ravel purposes as pro
vided in § 301-10.3;

Amendment 26: 5-08-92
Effective: 6-30-92

(2) Follow-up with travelers to assure
that vouchers are submitted within estab
lished timeframes as provided in § 301
11.4(a); and

(3) Process travel vouchers promptly to
recover any excess travel advances or to
provide payment to employees as provided
in § 301-1O.3(d). Agencies must establish in- I
ternal policies and procedures to ensure that
travel vouchers are paid within 25 working
days after the end of each trip or travel
period for which a voucher is filed.

(c) Government contractor-issued charge
cards. Agencies shall offer Government
contractor-issued charge cards to all em
ployees who are expected to travel at least
twice a year (frequent travelers), consistent
with each agency's internal travel regula
tions. Upon request, agencies shall issue the
card to any employee authorized to perform
official travel. Part 301-15, subpart C con
tains rules and procedures governing the is
suance of Government charge cards. Trav
elers issued charge cards are encouraged to
use them to pay for official travel expenses
to the maximum extent possible.

§ 301-10.2 Procurement of common
carrier transportation.

(a) U.S. Government transportation re
quests (GTR's). All passenger transportation
services by common carrier must be pro
cured through the use of Standard Form
1169, U.S. Government Transportation Re
quest (GTR), unless otherwise specifically
provided herein and in 41 CFR 101-41.203.

(1) Regulations governing use. The GTR
and procedures for its use are prescribed by
the Administrator of General Services in" 41
CFR part 101-41.

(2) Use of the GTR. The GTR shall be
issued and used only for officially author
ized passenger transportation by common
carrier or for authorized transportation
services or accommodations furnished by
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common carrier; i.e., air, bus, rail, or vessel.
The GTR shall not be issued and used in
the following instances:

(i) For personal transportation serv~ces or
privileges which increase or exceed the cost
of those authorized. When an indirect route
or accommodations superior to those au
thorized are requested or used by the trav
eler for personal reasons, the additional
cost, including the applicable share of the
Federal transportation tax, shall be at per
sonal expense and paid to the carrier;

(ii) For individually procured taxicab, ai~
port limousine, intracity transit, rental auto
mobiles, or other for-hire automobile serv
ices;

(iii) For payment of toll road or toll
bridge charges; or

(iv) For passenger transportation services
costing $10 or less, excluding Federal trans
portation tax, or excess baggage services
costing $15 or less for each leg of a trip,
unless special circumstances justify use of a
GTR.

(3) Lost or stolen GTR. When a GTR in
,the possession of a traveler or other ac
countable person is lost or stolen, an imme
diate report shall be made to the administra
tive office in the manner· prescribed by· the·
agency concerned. If the lost or stolen
GTR shows the carrier service desired, and
point of origin, the named carrier and other
local initial carriers shall be promptly noti
fied. A GTR which is recovered subsequent
to having been reported lost shall not be
used but shall be sent to the administrative
office. A traveler may be held liable for any
expenditure by the Government caused
through negligence on hislher part in safe
guarding GTR's or tickets received in ex
change for a GTR. (See §§ 301-1.103(a),
301-3.5, and 301-11.5(c)(1).)

(b) Cash payments for procurement of
common carrier transportation services. The
use of cash to procure passenger transporta
tion services may not be authorized except

10-2
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under the conditions specified in paragraphs
(b) (1) through (3) of this section. For this
paragraph, the use of checks (personal or
travelers), personal credit cards, or individ
ual Government contractor-issued charge
cards is considered the equivalent of cash.
Cash payments may be made with a travel
advance (see § 301-10.3) or through the use
of personal funds.

(1) Procedures for the use of cash. The
procedures for the use of cash to procure
passenger transportation services are pre
scribed'; 'by: "the, -Administrator of General
Services in 41 CFR 101-41.203-2, as fol
lows:

(i) When cost of transponation is $10 or
less. Travelers shall use cash to procure all
passenger transportation services costing
$10 or less, excluding Federal transportation
tax, and to pay excess baggage charges cost
ing $15 or less for each leg of a trip, unless
special circumstances justify the use of a
GTR.

(ii) When cost of transponation is over $10
but does not exceed $100. Agencies may, by
appropriate regulations, require a traveler to
use cash to procure passenger transportation
services from, to, or between points in the
United States and its possessions or the trust

-territories when' the cost is over $10 but
does not exceed $100, excluding Federal
transportation tax, for each trip as author
ized on the travel authorization (see note
below).

Note: The National Railroad Passenger Corporation
(AMTRAK) will not accept a GTR for travel under
SSO. AMTRAK will accept personal checks or major
credit cards provided proper identification is shown
when purchasing a ticket.

(iii) When cost of transponation exceeds
$100. Except as noted in paragraph (b)(2) of
this section, a GTR must be used to procure
passenger transportation services costing in
excess of $100, excluding Federal transpor
tation tax, unless otherwise exempted in
writing by GSA as provided in 41 CFR
101-41.203-2.

Amendment 26: 5-06-92
Effective: 6-30-92
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(2) Exception to cash payment limitation.
As an exception to the rule stated in para
graph (b)(1)(iii) of this section cash payment
of official transportation expenses, without
regard to the $100 limitation, is authorized
under the following conditions:

(i) Reduced group or excursion fares avail
able from travel agencies. Cash payments in
excess of $100 may be authorized by the
agency for individual employees or a group
of employees to secure reduced group or
excursion fares available only through travel
agents under certain conditions as provided
in § 301-3.4(b)(2). A copy of the administra
tive determination required under § 301
3.4(b)(2) shall accompany the travel
voucher.

(ii) Use of individual Government contrac
tor-issued charge card for procurement of
transportation exceeding $100. Cash payment
of passenger transportation services in
excess of $100 is authorized when a partici
pating agency or its employees use 'a charge
card issued by a contractor under contract
with the General Services Administration
for official travel. Use of charge or credit
cards held by the employee for personal use
and issued by any other credit card com
pany is not authorized under this e~ception.

(See part 301-15, subpart C governing the
Government's charge card program.)

(iii) Emergency circumstances. Under
emergency circumstances when the use of
GTR's is not possible, heads of agencies, or
their designated representatives, may au
thorize or approve travelers,' use of cash
exceeding the $100 limitation when procur
ing passenger transportation services as pro
vided in 41 CFR 101-41.203-2(b). Under
this cited provision, the delegation of au
thority to authorize or' approve the use of
cash in excess of $100 for the procurement
of emergency transportation services shall
be held to as high an administrative level as
practicable to ensure adequate consideration
and review of the circumstances.

Amendment 17: 5-06-91
Effective: 2-14-91

§ 301-10.3

(3) Reimbursement-(i) Claim. The travel
voucher claiming reimbursement for cash
payments for transportation services shall
show the ticket number, carrier name, ac
commodations used, origin and destination
of travel performed, and the agent's valu
ation of the transportation ticket. A traveler
who has procured passenger transportation
services with cash (whether using personal
funds, a travel advance, or a Government
charge card) shall assign to the Government
his/her right to recover any excess payment
involving a carrier's use of improper rates.
(See statement/voucher requirements in
§ 301-11.5(c)(3). See also § 301-1.103(b) for I
provisions on promotional materials re
ceived from carriers and §§ 301-1.103(c) I
and 301-3.5 for provisions on denied board
ing compensation.)

(ii) Documentation required. Receipts, pas
senger coupons, or other appropriate evi
dence shall be required to support reim
bursement claims for cash payments for pas
senger transportation services in all cases
except for use of local transit systems (see
§§ 301-11.3(c)(18) and 301-11.5(c)(3».

§ 301-10.3 Advance of funds.

(a) Authority. The head of each agency or
his/her designated representative may pro
vide, through proper disbursing officers, to
persons entitled to per diem (for subsistence
expenses) or mileage allowances, an ad
vance of travel funds in an amount deemed
advisable within the criteria stated in para
graphs (b) and (c) of this section, consider- '
ing the character and probable duration of
the travel to be performed. Agencies shall
issue advances in the form of travelers
checks or authorized ATM cash withdraw
als when those methods are determined to
be in the; best interest of the Government.

(b) Limitation. Except as provided in
paragraph (c) of this section, agencies shall
limit the advance of travel funds to those
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estimated expenses that a traveler is ex
pected to incur in connection with author
ized travel (including travel incident to a
permanent change of station) which nor
mally would be paid using cash (cash trans
action expenses as defined in paragraph
(b)~ t) of thIs section). T his limitation applies
to advances issued for travel under single
trip as well as open travel authorizations.
However, for travel covered by an open
travel authorization, advances shall be lim
ited to the estimated cash transaction ex
penses for no more than a 45-day period.

(1) Cash transaction expenses. Cash trans
action expenses are those travel expenses
that as a general rule cannot be charged and
must, therefore, be paid using cash, personal
checks, or travelers check~. It is assumed
that travelers normally will be able to use a
Government contractor-issued ch~rge card
to charge major expenses such as common
carrier transportation fares, lodging costs,
and rental of automobiles and airplanes.
Therefore, expenses which will be consid
ered cash transaction expenses are:

(i) Meals and incidental expenses (M&IE)
covered by the per diem rate or actual sub
sistence expense allowance;

(ii) Miscellaneous transportation expenses
such as local transit system fares; taxi fares;
parking fees; ferry fees; bridge, road, and
tunnel fees; and airplane parking, landing,
and tiedown fees;

(iii) Gasoline and other variable expenses
covered by the mileage allowance for
advantageous use of a privately owned ve
hicle for official business; and

(iv) Other authorized miscellaneous ex
penses which cannot be charged using a
charge card and for which a cost reasonably
can be estimated prior to travel.

(2) Allowable amount jar meals and inci-

I dental expenses (M&/E). The amount ad
vanced for meals an,d incidental expenses
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shall not exceed the prescrihed 1\1&11-: rale
or other amount uuthori/.ed hy the agency
under parts JO 1-7 or 30 I-X. as apprnpriulL'.

(c) Exceptions to travel advance Iimita
tion-( I) Authorized exceptioJls. The limita
ti('p provic1ed ill ;,ar:!gra;,!'! (h) ('~' th!' 'e'.·
tion does not apply to the following change
of official station expenses: temporary quar
ters subsistence. transportation and tempo
rary storage of household goods or employ
ee's automobile. or transportation of mohile
homes.

(2) Agency discretioJl. Agencies may.
under the limited circumstances descrihed in
paragraphs (c)(2) (i) through (iii) of this sec
tion. increase the amount of the travel ad
vance provided to the traveler.

(i) Use oj charge card precluded. Travel
circumstances are expected to preclude the
use of a Government contractor-issued
charge card to purchase transportation.
lodging, car rental, or other travel expenses
that normally would be chargeahle.

(ii) Charge card issuance denied. The
agency determines that in certain situations
an employee or group of employees should
not be issued a Government contractor
issued charge card. The basis for this deter
mination must be documented in the agen
cy's internal travel regulations and might
include infrequent travelers or travel cir
cumstances where use of a charge card is
nearly always impractical.

(iii) Official change oj station. The agency
determines that the use of Government con
tractor-issued charge cards is not feasible
for en route travel and househunting trip
cash transaction expenses in connection
with employees transferring between official
stations, particularly those transferring be
tween agencies.

Amendment 15: 3-04-91
Effective: 12-01-90
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(3) Amount allowed. Travel advances
under this exception shall not exceed 80
percent of the e3tim~ted ~dditional cash ex
penses permitted under either paragraph
(c)(i) or (2) of this section and authorized
on the travel authorization unless a determi
nation is made that the 80 percent limitation
will result in a financial hardship on the
employee. In cases of financial hardship, the
agency may advance up to 100 p~rcent of
these estimated expenses for an individual
trip, or for an open travel authorization not
to exceed a 45-day period.

(4) Exception precluded. This exception
authority may not be exercised in situations
where the employee has elected not to use
alternative funding resources made available
by the Government; i.e., Government con
tractor-issued charge cards, travelers

I checks, or contractor-provided ATM serv
ices. This exception authority may not be
exercised for travelers I whose Government
charge cards have been suspended or re
voked because of delinquent payments.

\
;

/

I
I (d) Control and recovery of advances.

Agencies shall establish internal financial
controls for assuring that travelers with out
standing travel advances are notified of any
delinquencies in filing vouchers and repay
ing outstanding advance balances, arid that
travelers are promptly paid amounts owed
to them by the agency. These controls
should include procedures for reviewing
outstanding travel advances prior to an em
ployee's separation, and for settling all out
standing amounts.

(1) Deduction from vouchers. It shall be
the responsibility of the head of each
agency or hislher designee to ensure that
the amount previously advanced is deducted
from the total expenses allowed or that if is
otherwise recovered. In instances where the
traveler is in a continuous travel status, or
where periodic reimbursement vouchers are

Amendment 12: 10-17-90
Effective: 12-3-90

§ 301-10.3

submitted on an individual trip authoriza
tion, the full amount of travel expenses al
lowed may ~e reim~ursed to that traveler
without any deduction of his/her advance
until such time as the final voucher is sub
mitted. If the amount advanced is less than
the amount of the voucher on which the
advance is deducted, the traveler shall be
paid the net amount. In the event the ad
vance exceeds the reimbursable amount, the
traveler shall immediately refund the excess.

(2) Direct refunds. In the event of cancel
lation or indefinite postponement of author
ized travel, the traveler shall promptly
notify appropriate agency officials of such
event and refund any monies advanced to
him/her in connection with the authorized
travel. In the event the traveler does not
promptly refund the money, the head of the
agency or hislher designee shall take imme
diate steps to secure the refund of any ad
vance that may have been made.

(3) Other means of recovery. Outstanding
advances which have not been recovered by
deduction from reimbursement vouchers or
voluntary refunds by the traveler shall be
promptly recovered by a setoff of salary
due or retirement credit or otherwise from
the person to whom it was advanced, or
his/her estate, by deduction from any
amount due from the United States, or by
any other legal method of recovery that
may be necessary. Salary or other amounts
due shall be considered before the retire
ment credit. In view of these protections,
which are specifically included in the law,
travelers shall not be required to furnish
bonds in order to obtain travel advances.
(See 31 U.S.c. 9302.)

(e) Accounting for advances. Accounting I
for cash advances for travel purposes, re
covery, and reimbursements shall be in ac
cordance with procedures prescribed by the
General Accounting bffice (see General
Accounting Office Policy and Procedures
Manual for Guidance of Federal Agencies,
Title ]. Fiscal Procedures),
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§ 301-10.4 Use of foreign currencies.

Travelers to, in, and from foreign coun
tries will use excess and near-excess foreign
currencies owned by the United States for
paying expenses of official travel, including
payments to carriers providing service
under Government transportation requests
and bills of lading and for subsistence and
other local expenses. The use of such cur
rencies is prescribed by the Office of Man
agement and Budget (OMB) Circular A-20,
and a list of excess and near-excess foreign

I
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currencies is published periodically in OMB
bulletins. The Department of State also
issues an informational Foreign Currency
Bulletin series concerning the use of foreign
currencies. It is essential that travelers to,
in, and from foreign countries and persons
authorizing such travel be familiar with the
latest version of these issuances. The OMB
leaflet containing general guidance for using
excess and near-excess foreign currencies
should be furnished to travelers before for
eign travel arrangements are made.

Amendment 9: 2-23-90
.Effectlve: 3-23-90
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Sec.
301-11.1 Fraudulent claims.
301-11.2 Records of travel and expenses.
301-11.3 Travel vouchers and attach-

ments.
301-11.4 Submission and review of travel

vouchers.
301-11.5 Preparation of voucher.
301-11.6 Administrative approvals.
301-11.7 Suspension of charges.

I AuthoritY: 5 U.S.C. 5701-5709; E.O. 11609. 36 FR
13747.3 CFR. 1971·1975 Comp., p. 586. .

§ 301-11.1 Fraudulent claims.
A claim against the United States is for·

feited if the claimant attempts to defraud the
Government in connection therewith (28
U.S.C. 2514). In addition, there are two
criminal provisions under which severe pen
alties may be imposed on a traveler who
knowingly presents a false, fictitious, or
fraudulent claim against the United States
(18 U.S.C. 287 and 1(01). Travelers' claims
for reimbursement shall accurately reflect
the facts involved in every instance so that
any violation or apparent violation of those
provisions may be avoided.

§ 301-11.2 Records of travel and ex
penses.

All persons authorized to travel on busi
ness for the Government (see cenificate on
travel voucher form) should keep a record
of expenditures properly chargeable to the
Government, noting each item at the time
the expense is incurred and the date. The
information thus accumulated will be avail
able for the proper preparation of travel
vouchers.

.§ 301-11.3 Travel vouchers and attach
ments.

(a) Use of authorized form. All claims for
the reimbursement of traveling expenses
shall be submitted on authorized reimburse
ment forms and must be itemized and stated

Amendment 26: 5-08-92
Effective: 6-30-92

§ 301-11.3

in accordance with this subtitle unless, for
special reasons, compliance with specific re
quirements has been waived or modified by
written determination of the Administrator
of General Services.

(b) Evidence of authorization. The travel
voucher must be supported by a copy of the
travel authorization. If the travel authoriza
tion has been filed or attached to a previous
voucher, reference to the previous voucher
shall be made.

(c) Receipts required. Receipts are re
quired for allowable cash expenditures in
amounts in excess of $25, plus any applica.
ble tax. When receipts are not available, the
expenditur~s shall be explained on the
voucher. Receipts are required for the fol
lowing expenditures regardless of amount:

(1) Excess baggage. The receipt shall in
dicate the weight of the baggage and the
points between which the baggage was
moved. (See § 301-5.3(a).)

(2) Baggage, transfer, and checking
charges. (See §§ 30l-5.3(b) and 30l-5.3(d).)

(3) Clerical assistance. (See § 301-9.1(a).)

(4) Fees relating to travel outside the con·
tinental United States. (See § 301-9.1(d).)

(5) Hire of special conveyance such as
livery, boat, automobile (not taxicabs lo
cally), and aircraft. Livery and other special
transportation receipts must describe the
service hired, the service rendered, and the
rate of compensation by the day, hour, or
other unit, as may have been agreed. If the
subsistence of driver or team is included in
the cost, that fact must be stated. A
receipted bill or other form or receipt will
be accepted, provided it is made out to
show the period and service rendered or
articles purchased and the unit price. (See
§ 301-3.2.)

(6) Miscellaneous expenses allowable.
(See § 301-9.l(e).)
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(7) Operating expenses of privately
owned conveyance. such as gasoline. oil.
garage and hangar rental. and feeding and
stabling of horses. (See § 301-4.6.)

(8) Rental of rooms for official business.
(See § 301-9.1(b).)

(9) Rental of typewriters. (See § 301
9.1(a).)

(10) Services, personal, such as guides,
interpreters, packers, and drivers of vehi
cles. (See § 301-9.I(a).)

(11) Services, stenographic and. typing.
(See § 301-9.I(a).)

(12) Shipments, freight or express, regard
less of amount. (See § 301-5.5.)

(13) Steamer chairs, steamer cushions, and
steamer rugs. (See § 301-2.1.)

(14) Storage of baggage or propeny. (See
§ 301-5.3(c).)

(IS) Telegrams, cablegrams, radiograms.
(See § 301-6.6(b).)

(16) Telephone messages, long distance,
except that where a coin box telephone is
used and it is so stated in the travel
voucher, a receipt shall not be required.
(See § 301-6.S.)

(17) Copies of records, etc., furnished by
State officials (clerks of couns, etc.). (See
§ 301-9.I(d).)

(18) Cash payments for passenger trans
ponation services. (See § 301-1O.2(b)(3)(ii).)

(d) Lack of receipt.

(I) Impracticable to obtain. If it is imprac
ticable to furnish receipts in any instance· as
required in paragraph (c) of this section, the
failure to do so must be fully explained on
the travel voucher. Mere inconvenience in
the matter of taking receipts shall not be
considered. In no case shall a receipt be
taken in duplicate, except as provided in
§ 301-4.6(c).

(2) Confidential expenditure. When the
duties of the traveler are of a confidential
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nature and the public interest so requires.
the requirements for receipts may be waived
by the appropriate administrative official.

§ 301-11.4 Submission and review of
travel vouchers.

(a) Agency administrative procedures.
Agencies are authorized to prescribe the
administrative procedures for travelers to
follow in submitting travel vouchers under
the guidelines published in this part.
Number of copies required will be as di
rected by the agency. The time of submis
sion" will' also· be as directed by the agency
but should be within 5 working days after
completion of the trip or period of travel,
or every 30 days if the employee is in a
continuous travel status. Only the original
of the voucher is required to be signed by
the traveler. Travel voucher forms may be
typed when prepared by clerical personnel
from information provided by the traveler.
However, typing of travel voucher forms is
not required and should not be done when
travelers prepare legible, handwritten
vouchers. Handwritten vouchers must be
prepared in ink.

(b) Supernsory/administratiYe renew. The
supervisory review of the completed travel
voucher is primarily to confirm that the

, travel for which expenses are being claimed
was performed as authorized. This review
should not be a detailed audit for accuracy
and shall not duplicate the functions of the
voucher examiners and cenifying officers in
the payment centers/finance offices. (See
paragraph (c) of this section.) The supervi
sory review should be at a level that is fully
knowledgeable of the employee's activities.
One level of supervisory review is generally
considered sufficient. Administrative ap
proval of the voucher shall be in accord
ance with § 301-11.6.

(c) Payment center/finance office func
tions and responsibilities. The responsibility
of the voucher examiner is to ensure that
the voucher is properly prepared according

Amendment 26: 5-08-92
EffectIve: 6-30-92
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to pertinent regulations and agency proce
dures before it is certified for payment. The
voucher examiner reviews the claim (I) to
ascertain accuracy of the amounts claimed.
(2) to determine \vhether the types of ex
penses being claimed are authorized and
allowable expenses. and (3) to ensure that
required receipts. statements, justifications.
etc. are attached to the voucher in support
of the claimed expenses. The voucher exam
iner also will examine the supporting docu
ments for unused passenger tickets and
transportation refund applications and initi
ate the refund process according te agency
procedures and 41 CFR 101-41.209 and 210.
(See § JOI-J.5.) The certifying officer as
sumes ultimate responsibility for these ac
tions when certifying a voucher for pay
ment. The accounting responsibilities per
tailling to payment of travel claims shall be
in accordance with procedures prescribed
by the General Accounting Office in the
General Accounting Office Policy and Pro
cedures Manual for Guidance of Federal
Agencies. Title 7. Fiscal Procedures.

§ 301-11.5 Preparation of voucher.

(a) Itemization.

(I) Chronological order. Expenses incurred
shall be itemized on travel reimbursement
vouchers in chronological order except that
agencies may authorize travelers to enter
total amounts spent during a voucher period
for local telephone calls; local melropolitan
streetcar. bus. and subway fares: and park
ing meter fees.

(2) Leave (~l absence. When leave of ab
sence of any kind is taken while an em
ployee is in a travel status. the exact hour or
departure fwm and return to duty status
must be shmvn on the travel voucher.

(3) Indin't-route travel. The travel
voucher should set rorth the details of the
expenses actually incurred, the hour or de
parture from post of duty, and the hour of
arrival at place or duty. Where kave has
heen taken while in travel status, the date

FTR 1989 Edition: 2-23-89
Effective: 5-10-69

§ 301-11.5

and time that leave hegan and terminated
should he shown.

(4) Swpended items. Items suspended from
previous travel vouchers and reclaimed (sec
§ JO 1-11.7) must be stated after allot her
items have heen listed.

(5) Receipts allached cltn)//ologically. Re
ceipts must he numhered consecutively.
commencing with No. I for each account.

(b) Subsistence claims.

(I) Per diem. Itemization of subsistence
expenses must not be made on the travel
voucher where a per diem is aJlmved under
part JO 1-7. The exact period for which per
diem is claimed must be stated.

(2) AclUal subsistence expemes. When
actual subsistence reimbursement is author
ized under part 301-8. claims shall be sub
mitted in accordance with agency require
ments issued under § ]01-8.5.

(c) Transportation expenses.

(I) Trall.\portation requests, unused tickets.
The travel voucher must show. in the space
provided for such inrormation. the serial
numbers of the transportation request(s)
issued. with: Dates of travel. the points of
departure and destination. dasses of service
used. name of transportation company. and
the value of the transportation secured. Any
differences in the actual travel performed as
opposed to that shown on the GTR. shall
also be shown. When itineraries are changed
or trips canceled after tickets have been
issued to the traveler, a statement shall be
entered 011 the voucher, and initialed by the
traveler. that tickets have been either used
for official travel or all unused tickets, or
portiolls thereof. have been properly ac
coullted for and attaehed to the voucher.
(See § 301-J.5(a).)

(2) Special conveyance. When a special
conveyance or a privately owned convey
ance is lIsed, the travel voucher must show
the dates and points or travel and the type
of conveyance used. If the distance traveled

11-3
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between any given points is greater than the
usual route between these points. the reason
for the greater distance shall be shown.
When transportation is authorized by a pri
vately owned conveyance on an actual ex
pense basis, a statement shall also be fur
nished showing the make of the automobile
used; the quantity of gasoline and oil
consumed and places between which the
travel was performed; the distance traveled
and unit price per gallon or quart paid; and
whether all gasoline, oil, garage rent, feed
and stabling of horses, and bridge, ferry, or
other tolls for which claim is made were
used or required by official travel.

(3) Cash payment for common carrier fare.
A traveler using cash to purchase any au
thorized passenger transportation service for
official travel as provided in § 301-1O.2(b)
shall account for those expenses on an au
thorized travel voucher form, furnishing
pertinent receipts, passenger coupons, or
other appropriate evidence to support the
claim for reimbursement. Receipts are not
required for local transit system fares. A
traveler who has procured passenger· trans
portation services with cash (whether using
personal funds or a travel advance) shall
assign to the Government his/her right to
recover any excess payment involving a
carrier's use of improper rates by including
the foHowing statement. on the travel
voucher: "I hereby assign to the United
States any rights 1 may have against other
parties in connection with any reimbursable
carrier transportation charges described
herein."

. ,
(d) Reporting payments to other employ-

ees. Reimbursement shall not be allowed for
payments made to other Government em
ployees for transportation expenses, except
in cases of necessity, which shall be satisfac
torilyexplained. (See § 301-4.5.)

(e) Foreign travel-( I) Claims iilr exchange
fees. Charges for cflshing UI~ited States

11-4
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Government checks issued in reimburse
ment of expenses incurred for travel in for
eign countries shall be allowed in subse
quent vouchers. (See § 301-9.I(d)(2).)

(2) Foreign currencies used. Persons travel
ing in foreign countries should report their
expenditures by items in the money of the
country in which the expenditures were
made. The total expenditure in foreign cur
rency must be converted into United States
dollars at the rate or rates at which the
foreign money was obtained. The rates of
conversion and the commissions charged
must be shown.

\

. (I) Erasures and alterations. Erasures and
alterations in totals on travel vouchers must
be initialed by the traveler, and erasures and
alterations in the totals on receipts must be
initialed by the person who signed the re
ceipt.

(g) Purpose of travel statement. The
purpose(s) of travel shall be stated on the
travel voucher form for each trip for which
reimbursement is being claimed. If travel is
performed for several different purposes,
such as travel authorized under an unlimited
open authorization or a limited open au
thorization, the purpose of travel for each
trip must be stated on the reimbursement
claim. The purpose of travel statement
should be consistent with the purpose(s)
stated on the corresponding travel authori
zation. (See § 301-1.102(c).)

§ 301-11.6 Administrative approvals.

(a) Administrative approval of the voucher.
The administrative approval of the voucher
shall constitute the ,approvals required for:

(I) Return to official station due to illness
or injury. (See §§ 301-2.4, 301-7.15(d) and
301-8.7, and part 301-12.)

(2) Use of a privately owned conveyance
on an actual expense basis. (See § 301
4.6(b).)

(3) Excess baggage charges. (See § 301
5.2.)

Amendment 17: 5-06-91
Effective: 2-14-91
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(4) Continuation of per diem during leave
of absence due to illness or injury. (See
§§ 30l-7.l5(d) and 301-12.5(a).)

(5) Continuation of actual subsistence
during leave of absence due to illness or
injury. (See §§ 301-8.7 and 301-12.5(a).)

(6) Charges for arranging reservations of
accommodations. (See § 301-6.4.)

(b) Authorizations or approvals specifically
stated. Except as listed in paragraph (a) of
this section, the authorizations or approvals
required by this regulation must be specifi-.
cally stated in agency regulations, travel
orders, or reimbursement vouchers. Such
authorization or approvals include:

(1) Authority for travel. (See § 301
1.101.)

(2) Travel required to places where meals
are obtained. (See § 301-2.3(b).)

(3) Taxicab fares between residence and
office on day travel is performed. (See
§ 301-2.3(d).)

(4) Taxicab fares between residence and
office in cases of necessity. (See § 301
2.3(e).)

(5) Taxicab for local travel. (See § 301
3.1(a).)

(6) Rental of automobile or specialcon~

veyance. (See § 301-3.2(a).)

(7) Hire of a conveyance from another
employee or member of employee's family.
(See § 301-3.2(d).)

(8) Use of accommodations superior to
those authorized. (See § 301-3.3.)

(9) Use of extra-fare trains. (See § 301
3.3(b)(3).)

(10) Use of higher cost service when
lower cost service is available on same
mode of transportation. (See § 301-3.4(c).)

(11) Use of foreign flag air carriers. (See
§ 301-3.6(c).)

Amendment 25: 1-24-92
Effective: 3-06-92
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(12) Use of a privately owned convey
ance when it is advantageous to the Gov.
ernment. (See § 301-4.1(a).)

(13) Use of a privately owned vehicle
when use of common carrier transportation
is most advantageous to the Government.
(See § 301-4.3.)

(14) Use of a privately owned vehicle
when use of a Government-furnished vehi
cle would be most advantageous to the
Government. (See § 301-4.4(a).)

(l.5) Reductions in maximum per diem
rates when appropriate. (See § 301-7.12.)

(16) Additional per diem for travel by
commercial vessel when the $6 rate is insuf
ficient. (See § 301-7.8(g).)

(17) Reimbursement of actual subsistence
expense. (See § 301-8.4.)

(18) Maximum daily reimbursement. (See
§ 301-8.3.)

(19) Miscellaneous expenses. (See §§ 301-
9.1 (a) and (e).) I

(20) Hire of a room. (See § 301-9.1(b).)

(21) Traveler's checks, money orders, cer
tified checks, or contractor-provided auto
mated-teller-machine (ATM) services. (See
§ 301-9.I(c).)

(22) Fees relating to travel outside conti
nental United States. (See § 301-9.I(d).)

(23) Additional travel expenses incurred I
by an employee with a disability. (See
§ 301-9.2.)

(24) Payment of account when agency I
billed direct. (See § 301-9.4.)

(25) Waiver of requirements for receipts. I
(See § 301-11.3(d)(2).)

(26) Waiver of itemization for local tele- I
phone calls; local metropolitan streetcar,
bus, and subway fares; and parking meter
fees. (See § 301-11.5(a)(I).)

(27) Return to official station due to a I
personal emergency situation. (See §§ 301-
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2.4. 301-7.15(d). and 301-8.7. and part 301
12.)

I (28) Travel to an alternate location due to
illness or injury or a personal emergency
situation. (See §§ 301-2.4, 301-7.15(d), and
301-8.7, and part 301-12.)

§ 301-11.7 Suspension of charges.

Items in travel vouchers not stated in ac
cordance with this regulation or not prop
erly supported by receipts when required

11-6
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shall be suspended. and the notification oi
such action shall indicate the reasons there
for. Such items as may be subsequently
allowable shall be included in a subsequent
regular or supplemental travel voucher. Full
itemization shall be required for all sus
pended items which are reclaimed and
charges must be supported by the original
suspension notice or a copy thereof.

Amendment 25: 1-24-92
Effective: 3-06-92
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Sec.
301-12.1 General.
301-12.2 Agency responsibility/delegation

of authority.
301-12.3 Employee responsibility and doc

umentation.
301-12.4 Definitions.
301-12.5 Incapacitating illness or injury of

employee.
301-12.6 Personal emergency situation.
301-12.7 Procurement of transportation.

I Authority: 5 U.S.C. 5701-5709; E.O. 11609, 36 FR
13747, 3 CFR, 1971·1975 Comp., p. 586.

§ 301-12.1 General.

.Transportation and per diem expenses
may be allowed to the extent provided. in
this part when an employee discontinues or
interrupts a temporary duty travel assign
ment before its completion because of inca
pacitating illness or injury or a personal
emergency situation.

§ 301-12.2 Agency responsIbIlIty/dele
gation of authority.

Agencies may authorize or approve reim
bursement for transportation and per diem
expenses based on the exigencies of the em
ployee's personal situation and the agency
mission. Each agency shall prescribe written
administrative policies and procedures to
govern its authorizations and approvals

I under this part. Agency heads may delegate
I their authority under this part. Such delega

tion shall be held to as high an administra
tive level as practical to ensure adequate
consideration and review of the circum
stances surrounding the need for emergency
travel.

Amendment 26: 5-08-92
Effective: 6-30-92

§ 301-12.3 Employee responsibility and
documentation.

As soon as an employee is incapacitated
by illness or injury or informed of an emer
gency situation which necessitates discon
tinuance or interruption of the temporary
duty travel assignment, he/she should at
tempt to contact the designated travel-ap
proving official for· instructions~ In the
event that such contact cannot be made on
a timely basis, agencies may approve pay
ments after the travel has been performed.

§ 301-12.4 Definitions.

As used in this part, the following defini- I
tions apply:

(a) Official station. The term "official sta
tion" also refers to the home or regular
place of business as it pertains to experts
and consultants described in 5 U.S.C. 5703.
(See § 301-1.3(c)(2).)

(b) Alternate location. An alternate loca
tion is a destination, other than the employ
ee's official station or the point of interrup
tion, where necessary medical services or a
personal emergency situation exists. In the
case of illness or injury of the employee, the
nearest hospital or medical facility capable
of treating the illness or injury is not consid
ered to be an alternate location.

(c) Incapacitating illness or injury of em
ployee. For purposes of this pan, an inca- I
pacitating illness or injury is one that occurs
suddenly for reasons other than the employ
ee's own misconduct and renders the em
ployee incapable of continuing, either tem
porarily or permanently, the travel assign
ment. A sudden illness or injury may in
clude a recurrence of a previous medical
condition thought to have been cured or
under control. The illness or injury may
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occur while the employee is at, or en route
to or from, a temporary duty location.

(d) Family. Family means those individ-
I uals defined in § 302-1.4(1) of this ,title who

are members of the employee's household at
the time the emergency situation arises. For
compassionate reasons, when warranted by
the circumstances of a panicular emergency
situation, an agency may on an individual
case basis expand this definition to encom
pass other members of the extended family
of an employee and employee's spo~se, such

I as the individuals named in § 302-1.4(0 of
this title who are not dependents of the
employee or members of the employee's im
media~e household. In using this authority
and deciding each case, agencies shall
evaluate the extent of the emergency and
the employee's relationship to, and degree
of responsibility for, the individual(s) in
volved in the emergency situation.

(e) Penonal emergency situation. Personal
emergency situation means the death or se
rious illness or injury of a member of the
employee's family or a catastrophic occur
rence or impending disaster such as a fire,
flood, or act of God which directly affects
the employee's home at the official station
or the family and. occurs. while. the em-.
ployee is at, or en route to or from, a tem
porary duty location.

(0 Serious illness or injury of family
member. Serious illness or injury of a family
member means a grave, critical, or poten
tially life-threatening illness or injury; a
sudden injury such as an automobile or
other accident where the exact extent of
injury may be undetermined but is thought
to be critical or potentially life threatening
based on the best assessment available; or
other situations involving less serious illness
or injury of a family member in which the
absence of the employee would result in
great personal hardship for the immediate
family.

12-2
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(g) Fire, flood, or act of God. Fires or
floods may be due to natural causes or
human actions (e.g.. arson) or other identifi
able causes. Act of God means an extraordi
nary happening by a natural cause (as fire,
flood. tornado. hurricane, earthquake, or
other natural catastrophe) for which no one
is liable because experience, foresight, or
care could not prevent it.

§ 301-12.5 Incapacitating Illness or
Injury of employee.

When, -an employee' interrupts or discon
tinues a travel assignment because of an in
capacitating illness or injury (as defined in
§ 301-12.4(c». transponation expenses and
per diem may be allowed to the extent pro
vided in this section.

(a) Continuation of per diem at point of
interruption. An employee who interrupts
the temporary duty assignment because of
an incapacitating illness or injury and talces
leave of any kind shall be allowed a per
diem allowance under the provisions of
§ 301-7.6 not to exceed the maximum rates
prescribed under § 301-7.3 for the location
where the interruption occurs. Such per
diem may be continued for a reasonable
period, normally not. to exceed 14 calendar

.. days. (including fractional days) for anyone
period of absence." However,a longer
period may be approved by the employee's
agency if justified by the circumstances of a
panicular case. The point of interruption
may include the nearest hospital or medical
facility capable of treating the employee's
illness or injury. Per diem shall not be al
lowed while an employee is confined to the
hospital or medical facility that is within the
proximity of the official station or that is
the same one the employee would have
been admitted to if the illness or injury had
occurred while at the official station.

'. (1) Receipt ofpayments from other Federal
sources. If, while in travel status under cir
cumstances described in paragraph (a) of

Amendment 17: 5-06-91
Effective: 2-14-91
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this section, the employee receives hospital
ization (or is reimbursed for hospital ex
penses) under any Federal statute (including
hospitalization in a Veterans Administration
or military hospital) other than 5 U.S.C.
8901-8913 (Federal Employees Health Ben
efits Program), the per diem allowance for
the period involved shall not be paid or, if
paid, shall be collected from the employee.

(2) Documentation and evidence of illness.
The type of leave and its duration must be
stated on the travel voucher. No additional
evidence of the illness or injury need be
submitted with the travel voucher. The evi
dence filed with the agency concerned, as
required by that agency under the annual
and sick leave regulations of the Office of
Personnel Management, shall suffice.

(b) Return to official station or ho~e.

When an employee discontinues a tempo
rary duty assignment before its completion
because of an incapacitating illness or
injury, expenses of appropriate transporta
tion and per diem while en route shall be
allowed for return travel to the official sta
tion. Such return travel may be from the
point of interruption or other point where
the per diem allowance was continued as
provided in paragraph (a) of this section. If,
when the employee's health has. been re
stored, the agency decides that it is in the
Government's interest to return the em
ployee to the temporary duty location, such
return is considered to be a new travel as
signment at Government expense.

(c) Travel to an alternate location and
return to the temporary duty assignment.

(1) Conditions and allowable expenses.
When an employee, with the approval of an
appropriate agency official, interrupts a tem
porary duty assignment because of an inca
pacitating illness or injury and takes leave
of absence for travel to an alternate location
to obtain medical services and returns to the
temporary duty assignment, reimbursement

FTR 1989 Edition: 2-23-89
Effective: 5-10-89
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for certain excess travel costs may be al
lowed as provided in paragraph (c)(2) of
this section. The nearest hospital or medical
facility capable of treating the employee's
illness or injury will not be considered an
alternate location (see § 30I-12.4(b».

(2) Calculation of excess costs. The reim
bursement that may be authorized or ap
proved under paragraph (c)(l) of this sec
tion, shall be the excess (if any) of actual
costs of travel from the point of interruption
to the alternate location and return to the
temporary duty assignment, over the con
structive costs of round-trip travel between
the official station and the alternate loca
tion. The actual cost of travel will be the
transportation expenses incurred and en
route per diem for the travel as actually
performed from the point of interruption to
the alternate location and from the alternate
location to the temporary duty assignment.
(No per diem is allowed for the time spent
at the alternate location.) The constructive
cost of travel is the sum of transportation
expenses the employee would reasonably
have incurred for round-trip travel between
the official station and the alternate location
(had the travel begun at the official station)
plus per diem calculated under Part 301-7
for the appropriate en route travel time.
The excess cost that may be reimbursed is
the difference between the two calculations.

§ 301-12.6 Personal emergency sltua·
tlon.

(a) Return to official station or home.
When an employee discontinues a tempo
rary duty assignment before its completion
because of a personal emergency situation
as defined in § 301-12.4(e), expenses of ap
propriate transportation and per diem while
en route may be allowed, with the approval
of an appropriate agency official, for return
travel from the point of interruption to the
official station. If, when the personal emer
gency situation has been resolved, the
agency decides that it is in the Govern
ment's interest to return the employee to the
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temporary duty location, such return is con
sidered to be a new travel assignment at
Government expense.

(b) Travel to an alternate location and
return to the temporary duty assignment.
When an employee, with the approval of an
appropriate agency official, interrupts a tem
porary duty assignment because of a per
sonal emergency situation, takes leave of ab
sence for travel to an alternate location
where the personal emergency exists, and
re!urns to the temporary duty assignment,
reimbursement may be allowed for certain
excess travel costs (transportation and en
route per diem) to the same extent as pro
vided in § 301-12.S(c) for incapacitating ill
ness or injury of the employee.

§ 301-12.7 Procurement of transporta
tion.

(a) Use of discount fares. The discount
fares offered by contract air carriers in cer
tain city pairs, as well as other reduced
fares available to Federal travelers on offi
cial business, should be used to the extent
possible for travel authorized or approved
under this Part 301-12.

(b) Return to official station. When the
employee is authorized emergency return

12-4

travel, from the point of interruption or dis
continuance of the travel assignment to the
official station, appropriate transportation
services may be purchased by the agency or
the employee. The unused return portion of
round-trip transportation tickets procured
by the agency for the travel assignment
shall be used, if appropriate, for the mode of
transportation required for the emergency
travel. If not used, the agency and the em
ployee shall ensure that all unused tickets
are properly accounted for (see § 301-3.5).

(c) Travel to alternate location. An agency
may require employees to use personal
funds for emergency travel to an alternate
loc.ation and return to the temporary duty
assignment. A Government contractor
issued charge card also may be used for this
purpose. However, if the employee does not
have sufficient personal funds available and
is not a Government charge card holder,
the agency may procure (or provide an ad
vance of funds for the employee to procure)
appropriate transportation. The employee,
upon completion of the emergency travel,
shall reimburse the Government for any
cost of such transportation or travel ad
vance that is above the amount of allowable
reimbursement that may be authorized or
approved under this Part 301-12.

FTR 1989 Edition: 2-23-89
Effective: 5-10-89
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PART 301-13-[RESERVED]

FTR 1989 Edition: 2-23-89
Effective: 5-10-89

§ 301-13.1
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PART 301-14-PAYMENT OF SUBSISTENCE AND TRANSPORTA
TION EXPENSES FOR THREATENED LAW ENFORCEMENT/
INVESTIGATIVE EMPLOYEES

)

J

J

Sec.
301-14.1 Authority.
301-14.2 Agency responsibility/delegation

of authority.
301-14.3 Policy.
301-14.4 Eligible individuals.
301-14.5 Procedures for evaluating risk to

threatened individuals.
301-14.6 Eligibility conditions andlimita~

tions.
. 301-14.7 Allowable subsistence payments.
301-14.8 Transportation to and from a lo

cation away from the employee's desig
nated post of duty.

301-14.9 Authorizations and payment of
claims.

301-14.10 Advance of funds.

I Authority: ~ U.S.C. ~701-~709; E.O. 11609. 36 FR
13747,3 CFR, 1971-197~Comp.• p. 386.

§ 301-14.1 Authority.

The head of an employing agency (here
after referred to as "agency") may authorize
or approve payment of subsistence and cer
tain transportation expenses for threatened
individuals (see § 301-14.4) whose lives are
placed in jeopardy as a result of the em
ployee's assigned duties and who, as a pro
tective measure, are moved to temporary
living accommodations at or away from the
official station within or outside CONUS.

§ 301-14.2 Agency responsibility/dele
gation of authority.

Heads of agencies are responsible for issu
ing regulations or guidelines to implement

I the provisions of thIs part and for ensuring
that the agency's policy is adhered to. The
agency head may delegate the authority to
authorize or approve payment of allowable
subsistence and transpo~tion expenses for
the use of temporary living accommodations

I by eligible individuals as provided in this

Amendment 26: 5-08-92
Effective: 6-20-92

part. The delegation of authority shall be I
held to as high an administrative level as
practical to ensure proper review of the cir
cumstances surrounding the need to take
protective action by moving eligible individ
uals from their homes.

§ 301-14.3 Polley.

The authority under § 301-14.1 is to be
given priority consideration when the life.
threatening situation is expected to be of
temporary duration (normally no more than
60 days) and the only feasible alternative is
to transfer the employeee to a new duty
station. The head of an agency or hislher
designee must make the final decision as to
how long such payments should continue
based on the specific nature and potential
duration of the life-threatening situation and
the alternative costs of a change of official
station for protective purposes.

§ 301-14.4 Eligible Individuals.

Employees (as defmed in § 301-1.3(c)(2»
who specifically serve in a law enforcement,
investigative, or similar capacity, or other

. Federal employees detailed into these ca
pacities for special law enforcement/investi
gational purposes, are eligible for the allow
ances covered by this part. The employing I
agency shall be deemed to be the one to
whom the employee was assigned at the
time of the threat. Membe" of such em
ployees' immediate families (as defined in
§ 302-1.4(f) of this subtitle) also are eligible. I
§ 301-14.5 Procedures for evaluating

risk to threatened Individuals.

When a situation occurs that appears to
be life-threatening, the agency's first respon
sibility is to take any appropriate action nec
essary to protect the eligible individual(s),
including removal from the home. The
agency may ask the Criminal Division of
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- the Department of Justice (DO]) for assist- employee and immediate family members
ance in determining the degree and serious- may occupy temporary living accommoda-
ness of the threat. The agency. however, tions at different locations. The agency will
ultimately is responsible for deciding in each designate the appropriate locations.
individual case, based on its own assessment
of the situation (and the advice of the DOJ, § 301-14.7 Allowable subsistence pay-

ments.
if requested and furnished), whether protec-
tive action should be initiated, or continued (a) Expenses covered. Payments under this
if already undertaken, and the amount of authority are intended to cover only reason-
subsistence and transportation expenses that able and necessary subsistence expenses
will be approved. At 3D-day intervals the actually incurred incident to the occupancy
agency will reevaluate the situation and of temporary living accommodations. Sub-
decide whether any furtherextension.of..the .... __~ist.~.nc::e p~YIJ)ep.t$ generally, will be limited
time period is appropriate. to the cost of lodgings. However, certain

§ 301-14.6 Eligibility conditions and ex1Ptehi~ses for meaIbes'allalundryd' and cle~ng ?f
c 0 ng may owe as provided In

limitations. paragraph (c) of this section.

(a) Limits on duration of temporary living (b) Determining allowable looKing costs-

I accommodatioDS. Subsistence payments may (I) Allowable costs for daily rentals. The same
begin as soon as the agency decides to costs allowed in § 30l-7.9(c) for lodging fa- I
invoke the provisions of this pan in a par- cilities obtained in connection with tempo-
ticular situation. Normally, subsistence pay- rary duty travel may be allowed for tempo-
ments may be allowed for a period of no rary living accommodations.
more than 60 days; the agency may, how-
ever, approve extensions of the time period (2) Allowable types of costs for other-than-
as provided in § 301-14.5. If the threatened daily rentals. When an eligible individual
individuals are directed to move immedi- rents lodgings on an other-than-daily basis
ately into temporary accommodations while for temporary occupancy, the allowable
the agency assesses the degree and serious- costs shall be converted to a daily basis
ness of the threat, subsistence payments for using the general guidelines under § 301- I
this period may be allowed, even when the .7.14 which apply to lodgings obtained in
agency ultimately determines that the threat connection with temporary duty travel.
is not serious or no longer exists and de- (c) Determining other allowable expenses.
cides to return the individuals to their Costs of food, laundry, and cleaning of
home. When necessary occupancy of tem- clothing are expenses incurred in day-to-day
porary living accommodations is expected living. Such expenses should be considered
to exceed 120 days, the agency should con- the responsibility of the employee and nor-
sider whether permanently relocating the mally will not be reimbursed. However, if
employee would be advantageous given the temporary living accommodations do not
specific nature of the threat, the continued contain cooking and/or laundry facilities, or
disruption of the family, and the alternative other extenuating circumstances are present,
costs of a change of official station. certain of these expenses may be allowed to

(b) Location of temporary living ac:commo- the extent determined appropriate by the
elatiODS. The temporary living accommoda- agency.
tions may be located in the vicinity of the (d) Maximum allowable amoUDt-(l)
employee·s official station or at an alternate Method of computation. An agency may ap-
location away from the official station as prove the actual amount of allowable ex-
circumstances warrant. When justified, the penses incurred in each 3O-day period (or

§ 301-14.5
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fraction thereot) up to· a maximum amount
based on the daily limitations calculated
under paragraph (d)(2) of this section multi
plied by 30 (or the actual number of days
used if fewer than 30). The daily actual
subsistence expenses required to be itemized
under paragraph (e) of this section, will be
totaled for each 3D-day period (or 'fraction
thereot) and compared with the maximum
allowable for the particular period as pre
scribed under paragraph (d)(2) of this sec
tion.

(2) Daily limitations. The maximum
amount of subsistence payments for each 30
day period (or fraction thereot) will be
based on daily limitations calculated as pro
vided in paragraphs (d)(2) (i) through (v) of
this section. If subsistence payments are au
thorized only for lodging costs, the daily
limitations shall be reduced appropriately.

(i) For the employee, or for the unaccom
panied spouse (one who necessarily occu
pies temporary accommodations without the
employee or in a location separate from the
employee), the daily limitation shall be an
amount prescribed by the agency that shall
not exceed the applicable maximum per

I diem rate prescribed under § 301-7.3 for the
location of the temporary living accommo
dations.

(ii) For the spouse accompanied by the
employee, the daily limitation shall not
exceed three-fourths of the employee's daily
limitation.

(iii) For each other member of the em
ployec's immediate family who is 12 years
of age or older, the daily limitation shall not
exceed three-fourths of the daily limitation
established for the employee or the unac
companied spouse, as appropriate.

(iv) For each member of the employee's
immediate family who is under 12 years of
age, the daily limitation shall not exceed
one-half of the daily limitation established
for the employee or the unaccompanied
spouse, as appropriate.

Amendment 10: 8-13-90
Effective: 12-01-90

§ 301-14.9

(v) For each member of the immediate
family who necessarily occupies temporary
living accommodations without, or at a lo
cation separatc from, either the employee or
the spouse, the agency may, when the limi
tations stated in paragraphs (d)(2) (iii) and
(iv) of this section are inadequate, establish
an appropriate higher daily limitation, that
is within the limitation prescribed in para
graph (d)(2)(i) of this section.

(e) Itemization and receipts. The actual
expenses shall be itemized in a manner pre
scribed by the agency which will permit at
a minimum a review of the amounts spent
daily for (I) lodging, (2) meals, and (3)
other allowable items of subsistence ex
penses. Receipts shall be required at least
for lodging and for any other allowable ex
penses as required by the agency.

§ 301-14.8 Transportation to and from
a location away from the employ
ee's designated post of duty.

The agency may approve the payment of
transportation expenses 'when a situation de
scribed in § 30 I -14.1 requires the employee
and/or members of the immediate family to
be temporarily relocated to a place away
from the employee's designated post of
duty. Transportation to and from such loca
tion shall be in accordance with the govern
ing provisions of parts 301-2 through 301-4
of this chapter unless the agency specifically
approves a deviation from the rules for se
curity reasons (see § 301-10.2 regarding use
of cash to procure transportation services in
emergency circumstances). The documenta
tion provisions of § 301-14.9 govern in such
instances.

§ 301-14.9 Authorizations and payment
of claims.

Due to the unique nature of the situations
covered under this part 301-14, agency
heads shalJ establish specific administrative
procedures for issuing authorizations and
for payment of claims. In instances when
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documentation might compromise the secu
rity of the individuals involved, the head of
the agency may waive all but absolutely
essential documentation requirements.

§ 301-14.10 Advance of funds.

Funds may be advanced for subsistence
and transportation expenses covered under
this part 301-14 in accordance with § 301-

14-4

10.3. The advance of funds will be at inter
vals prescribed by the agency but for no
more than a 3D-day period at a time. The
amount of the advance shall not exceed an
amount based on the daily limitations estab
lished by the agency.

Amendment 10: 8-13-90
Effective: 12-01-90
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SUbpart A-Use of Travel Agents and Travel Management Centers
(TMC'S) by Federal Executive Agencies

Subpart B-Use of Contract Airline/Rail Passenger Service
Between Selected Cities/Airports

)
/

Sec.
301-15.1 Scope of subpart.
301-15.2 Applicability.
301-15.3 Authority to use travel agents.
301-15.4 Establishment of TMC'S.

Sec.
301-15.20 Scope of subpart.
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301-15.22 Alternate use of noncontract

rail or bus service.
301-15.23 Responsibility of awardees.
301-15.24 Procedures for obtaining serv

ice.

Sec.
301-15.5 TMC responsibilities.
301-15.6 GSA responsibilities.
301-15.7 Agency responsibilities.
301-15.8 Employee responsibilities.

Sec.
301-15.25 Use of travel management cen

ters (TMC's).
301-15.26 Progressive airline awards for

the same city/airport pair.
301-15.27 Use of noncontract carriers for

listed city/airport pairs.
301-15.28 Traveler liability.

Subpart C-Travel and Transportation Expense Payment System:
Contractor-Issued Charge Cards, Centrally Billed Accounts,
Travelers Checks, and Automated-Teller-Machine (ATM)
Services

Sec.
301-15.40 Scope of subpart.
301-15.41 Applicability.
30I-IS.42 Definitions.
301-15.43 Agency panicipation.
301-15.44 Individual employee charge

cards.
301-15.45 Centrally billed accounts.

Sec.
301-15.46 Travelers checks.
301-15.47 ATM Services.
301-15.48 Additional agency guidance and

information.

Authority: Sec. 20S(c). Pub. L.lS2. Ch. 288. 63 Stat. I
390 (40 U.S.C. 486(c».

Subpart A-Use of Travel Agents and Travel Management Centers
(TMC'S) by Federal Executive Agencies

""

§ 301-15.1 Scope of subpart.

(a) This subpart prescribes policies and
procedures for the use of commercial travel
agents to supply transportation and travel
services for Federal employees or officers
on official travel. It also provides for the

Amendment 26: 5-08-92
Effective: 6-20-92

establishment, control, and administration of·
travel management centers (TMC's) supply
ing these services to Federal agencies.

(b) A TMC is a commercial travel office
operated by a travel agent under contract
with the General Services Administration
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(GSA). The Federal Travel Directory
(FTD), published monthly by GSA and the
Department of Defense (DOD), contains an
up-to-date listing of TMC's. Federal agen
cies and employees should order copies of
the FTD through their appropriate head
quarters administrative offices. The FTD
also is available from the Superintendent of
Documents, Government Printing Office,
Washington, DC 20402. The publication
stock number is 722-006-00000-3.

§ 301-15.2 Applicability.
This subpart applies to all executive agen

cies as defined under section 3 of the Fed
eral Property and Administrative Services
Act of 1949, as amended (40 U.S.C. 472).

§ 301-15.3 Authority to use travel
agents.

(a) On May 2S, 1984, the General Ac
counting Office removed the previous re
strictions on the use of travel agents by
Federal agencies.

(b) The services of a travel agent may not
be used by executive agencies except:

(I) Through a TMC under contract to
GSA;

(2) Through delegation of authority, ob
tained from GSA where warranted; or

(3) By exception as provided in § 301
3.4(b).

§ 301-15.4 Establishment of TMC'..
(a) GSA contracts for TMC's in locations

where the volume of travel justifies the
need for such services. Generally, GSA will
secure services through local travel agents.
In the continental United States, areas with
dispersed Federal employees or with a lim
ited number of travel agents may be served
by a TMC designated to provide Statewide
service.

(b) An agency's request to participate in
the TMC program should be directed to the
GSA Federal Supply Service Bureau, Traf
fic and Travel Services Zone Office, which
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has jurisdiction over the State where travel
management services are required. Zone
office locations and contacts are listed in the
ITD.

(c) GSA requires the following informa
tion for each agency location to be served:

(l) The name and address of each agency
location and the name and telephone
number of an agency representative desig
nated to act as liaison;

(2) A per location estimate of official air
line"'travel·:~number of tickets and total
dollar cost) based on the prior year's travel
records, and an estimate of the percentage
of international travel, if any;

(3) The number of Federal agency em
ployees per location; and

(4) Any special travel requirements, such
as a high percentage of complex interna
tional travel.

§ 301-15.5 TMC responsibilities.

Under the terms of a contract, a TMC is
required to:

(a) Comply with this subtitle and similar
regulations as applicable, such as The Joint
Federal Travel Regulations (JFTR),
Volume I and the Uniform State/AID/
USIA Foreign Service. Travel Regulations
(6 FAM 1(0);

(b) Comply with all appropriate Federal
travel programs, such as the GSA sched
uled passenger transportation services con
tracts (see subpart B of this part), the GSA
travel expense payment system (both indi
vidual and centrally billed accounts (see
subpart C of this part», and the Fly-Amer
ica Act (49 U.S.C. App. 1S17);

(c) Provide a full range of services· to
assist the traveler or Federal agency (in
clUding airline, bus, steamship, or train res
ervations and ticketing; hotel and motel res
ervations; commercial auto rentals; assist
ance with visas and passports; and arranging
conferences and seminars);

Amendment 12: 10-17-90
Effective: 12-03-90
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(d) Deliver travel documents to desig
nated control points for agencies' conven
ience;

(e) Respond quickly when problems arise
regarding changes in a traveler's itinerary;
and

(f) Provide appropriate management in
formation reports which include all billing
activity, summarize travel data, and confirm
adherence to Federal travel policies.

§ 301-15.6 GSA responsibilities.

(a) The appropriate GSA Traffic and
Travel Services Zone Office will promptly
acknowledge receipt of each agency's re
quest to participate in the TMC program. If
further details are needed, meetings between
GSA and agency liaison personnel will be
arranged.

(b) GSA will handle all required procure
ment processes, including solicitatio,n devel
opment, selection of the successful bidder,
and award and administration of the con
tract.

(c) A GSA project coordinator will be
appointed to act as the primary liaison be
tween the requesting agency and the desig
nated TMC.

(d) GSA will assist agencies in developing
a memorandum of understanding with the
designated TMC.

§ 301-15.7 Agency responsibilities.

(a) Agencies may be requested to partici
pate with GSA on a technical review panel
to evaluate proposals from travel agents in
the selection and evaluation process.

(b) Agencies are required to comply with
the terms of the GSA contract and may not
make separate contractual agreements with
TMC's.

(c) It is the responsibility of the agency to
prepare and finalize a memorandum of
understanding (MOV) between the agency
and the TMC contractor. The MOV should
outline specific requirements and billing/

Amendment 9: 2-23-90
Effective: 3-23-90

§ 301-15.7

refund procedures which must be agreed to
by both the contractor and GSA. The
MOV should also include the following in
formation for each agency location where
the service will be performed:

(1) The names and telephone numbers of
agency liaison personnel designated to work
locally with the TMC contractor and GSA
project coordinator;

(2) Specific ticket delivery locations or
control points, including names and tele
phone numbers of personnel authorized to
accept tickets; and

(3) Any special or unusual agency travel
policies or travel-related requirements.

(d) Before TMC service is initiated, a par
ticipating agency must establish, as a mini
mum, certain internal procedures. The
agency shall inform subordinate offices of
these procedures. Since many agencies have
numerous field offices participating in the
program, it is recommended that agencies
standardize the following:

(1) Requirements for certification of offi
cial travel (for example, some agencies re
quire that a copy of the travel authorization
be exchanged for each ticket received at the
point of delivery, while other agencies pro
vide travelers with an accounting code to
use when ordering tickets); and

(2) Billing and payment procedures, in
cluding ticket refunds (for example, an
agency with a national or centralized fie
nance office may require field offices to
return unused tickets to that office which
will, in turn, make a request to the TMC for
ticket refunds, rather than have field offices
return tickets directly).

(e) Transactions with a TMC are compa
rable to those made directly with a carrier.
Therefore, transactions between the agency
and the TMC are governed by applicable
audit regulations. For example, when an
agency uses Government Transportation
Requests (GTR's), they shall be made out in
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the name of the TMC, not the carrier. Simi
larly, unused tickets purchased from the
TMC shall be returned directly to the TMC
for refunds.

(I) Agencies will be requested to partici
pate on a local oversight committee to
review TMC performance, coordinate
agency and TMC procedures, and provide
GSA with requested information. Local
oversight committee participation may be
on a rotating or permanent basis.

(g) Agencies shall remain responsible for
employee compliance with this subtitle, in
cluding mandatory use of the contract air/
rail carriers program (see subpart B of this

Part 301-15-Travel Management Programs

part) and restrictions 'on premium-class air
travel (see § 301-3.3(d».

(h) Agencies shall comply with the
Prompt Payment Act, as amended (31
U.S.C. 3901), and make timely payments to
the TMC in accordance with the Act and
Office of Management and Budget guide
lines.

§ 301-15.8 Employee responsibilities.

Employees are not authorized to use a
TMC unless their agency participates in
GSA's TMC program and has established
internal procedures for the use of the desig
nated TMC (see § 301-15.7(b».

•

•
Subpart B-Use of Contract Airline/Rail Passenger Service

Bet\Veen Selected Cities/Airports

§ 301-15.20 Scope of subpart.

(a) This subpart prescribes policies and
procedures governing the use of U.S. certif
icated air carriers and rail carriers which
are under contract with the General Serv
ices Administration (GSA) to furnish Fed
eral employees and other persons authorized
to travel at Government expense with
scheduled airline/rail passenger service be
tween selected U.S. cities/airports and be
tween selected U.S. and international cities/
airports at reduced fares. Carriers not under
contract with GSA (referred to in this sub
part as noncontract carriers) may be used
between the selected cities/airports under
conditions specified in § 301-15.27.

(b) The carriers under contract (referred
to in this subpart as awardee(s», the con
tract fares, and the selected city and airport
oairs to which the contract fares apply are
,JUblished in the Federal Travel Directory
(FfD), a monthly publication to be used in
conjunction with this subpart. Federal agen
cies and employees should order copies of
the FTD through their appropriate he'ad
quarters administrative offices. The FTD
also is available from the Superintendent of
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Documents, U.S. Government Printing
Office, Washington, DC 20402. The publi
cation stock number is .oo-3סס722-006-0

§ 301-15.21 Applicability.

(a) This subpart is mandatory for all exec
utive agencies (except the Department of
Defense (DOD» and other Federal agencies
subject to the authority of the Administra
tor of General Services under section 20I of
the Federal Property and Administrative
Services Act of 1949, as amended (40
U.S.c. 481) and 5 U.S.C. 5701 et seq. and
5721 et seq. (Uniformed members and civil
ian employees of DOD are subject to the
procedures established in the Defense Traf
fic Management Regulation AR 55-355/
NAVSUPINST 46oo.70/AFR 75-2/MCO
P46oo.14IVDLAR 4500.3.)

(b) The following persons are exempt
from mandatory use of this subpart; how
ever, they are authorized to obtain services
under this subpart at the option of the
awardees when seating space is available.

(I) Uniformed members of the U.S. Coast
Guard;

Amendment 9: 2-23-90
Effective: 3-23-90
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(2) Members and employees of the U.S.
Congress;

(3) Employees of the judicial branch of
the Government;

(4) Employees of the U.S. Postal Service;

(5) Foreign service officers;

(6) Employees of any agency having inde
pendent statutory authority' to prescribe
travel allowances and who are not subject
to the provisions of 5 U.S.C. 5701 through
5709; and

(7) Contractors performing work under
cost-reimbursable contracts or other eligible
contracts as defined in 48 CFR part 51,
including (but not limited to):

(i) Contractors working under cost-reim
bursable contracts or other types of con
tracts involving direct travel costs to the
Government; or

(ii) Contractors working for the Govern
ment at specific sites under nonprofit ar
rangements with the applicable contracting
agency, and which are funded at such sites
through Congressional appropriations (e.g.,
Government-owned, contractor operated
(GOCO), federally funded research and de
velopment (FFRDC), or management and
operating (M&O) contracts).

NOTE: Each contracting agency is responsible for
identifying contractor eligibility and authorization for
GSA contract fares.

§ 301-15.22 Alternate use of
noncontract rail or bus service.

Notwithstanding the provisions of this
subpart, noncontract rail or bus service may
be used when the agency determines that
these modes are advantageous to the Gov
ernment (cost, energy, and other factors
considered) and compatible with the re
quirements of the travel mission. (See § 301
2.2(d)(l )(ii)(C).)

Amendment 9: 2-23-90
Effective: 3-23-90

§ 301-15.24

§ 301-15.23 Responsibility of award·
ees.

(a) Awardees are not required to furnish
services if, at the time of the request for
service, the scheduled carrier's conveyance
is fully loaded; nor are awardees required to
furnish any additional aircraft or railcars to
satisfy the transportation requirement.
Awardees will provide the official Govern
ment traveler with services that are the
same as those provided to their commercial
passengers in scheduled jet or rail coach
service, subject to the rules and procedures
published in tariffs filed with the Airline
Tariff Publishing Company or contained in
the awardees' contract~ of carriage.

(b) In describing unrestricted contract
fares, awardees will use the designator
"YCA." Awardees will describe restricted
contract fares by using a three-letter desig
nator in which the last two characters will
always consist of the letters "CA"; e.g.,
"QCA."

(c) Awardees will issue prepaid tickets at
no charge to Federal agencies when such
tickets are requested by the Government in
accordance with the provisions of § 301
15.24. This service, commonly known as
prepaid ticket advice (PTA), includes notifi
cation between awardees' offices by elec
tronic means or mail that a requestor in one
location has purchased and requested issu
ance of prepaid transportation tickets to a
person in another location. Generally, this
service is used for Federal travelers who are
located in remote areas or at long distances
from airports or rail terminals and do not
have immediate access to a ticket issuing
facility . PTA service should not be used
except where exceptional circumstances re
quire use of such service.

§ 301-15.24 Procedures for obtaining
service.

(a) Except as provided in paragraphs (b),
(c), and (h) of this section, contract airline!
rail passenger service shall be ordered by
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the issuance of a U.S. Government Trans
portation Request (GTR) (Standard Form
1169), either directly to awardees or indi
rectly to a travel' management center
(TMC) established by GSA as provided in
subpart A of this part. (See § 301-15.25 on
the use of TMC's.)

(b) Agencies and departments participat
ing in GSA's travel and transportation ex
pense payment system are authorized to use
GSA contractor-issued charge cards to the
extent provided in subpart C of this part.
The charge cards may be presented to
awardees, TMC's, airline and AMTRAK
ticket counters, or agency travel officers, as
appropriate and in accordance with agency
policies and procedures implementing the
charge card program.

(c) In limited circumstances when a trav
eler uses cash to procure service under 41
CFR 101-41.203-2, the traveler shall be
prepared to authenticate the trip as official
travel. When cash is used, the awardees
listed in the FTD have the option of fur
nishing or not furnishing services at the
contract fare. If only one contract is
awarded for a city/airport pair and the
awardee does not provide a contract fare
with the use of cash, the traveler shall pro
cure service from the awardee or a
noncontract carrier offering the lowest fare.
If more than one carrier has been awarded a
contract for a city/airport pair, the traveler
shall observe the order of awardee succes
sion in selecting an awardee which provides
a contract fare with the use of cash. If none
of the awardees provides a contract fare
with the use of cash, the traveler shall pro
cure service from an awardee or
noncontract carrier offering the lowest fare.
Cash or personal credit cards may not be
used to circumvent the Government's con
tracts.

(d) When a reservation for contract serv
ice is requested, the fare basis shall be iden
tified as "YCA" (unrestricted) or "-CA"
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(restricted), as appropriate. and the award
ee's ticket agent shall be instructed to apply
the appropriate fare basis and contract fare.
Agencies using teletype ticketing equipment
shall examine airline tickets to determine if
the tickets contain the correct fare or
whether they should 'be canceled and new
tickets issued. Tickets picked up at the air
line ticket office shall be verified to ensure
that the proper fare is shown on the ticket.

(e) Contract fares apply only for the city/
airport pairs named in the FTD, and are not
applicable to or from intermediate points.
However, the contract fares are applicable
in conjunction with other published fares or
other contract fares. Contract fares shall not
be used for personal travel taken in connec
tion with qfficial travel.

(f) When a city/airport pair published in
the FTD indicates that only one contract is
awarded and the awardee subsequently
offers a fare lower than its contract fare for
the same service. the ordering agency may
elect to use the lower fare. Promotional,
restricted, and those special fares offered by
the awardee and applicable only to Govern
ment employees on official travel (com
monly known as status fares) may be used if
the traveler can meet the qualifying restric
tions to obtain such fares.

(g) When the FTD indicates that separate
contract fares apply for specific airports in
selected cities served by more than one air
port, travelers may (without further justifi
cation) use the airport which best suits their
needs.

(h) Eligible contractor employees (as de
fined in § 301-15.21(b)(7)), traveling in per
formance of a Government contract and
with proper identification from the con
tracting agency, are authorized to obtain
contract fares if the awardee agrees to the
arrangement. Awardees may, at their
option, require Government contractor em
ployees to furnish a GTR or contract

Amendment 9: 2-23-90
Effective: 3-23-90
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number for endorsement purposes in con
junction with payment by GTR, cash, or
personal credit card. The FTD identifies
those awardees which have agreed to fur
nish transportation services at the GSA con
tract fare to eligible Government contrac
tors.

§ 301-15.25 Use of travel management
centers (TMC's).

(a) TMC's are commercial offices oper
ated by travel agents under contract with
GSA. TMC's are responsible for providing
and arranging all travel services required by
the participating agencies. The FTD con
tains an up-to-date listing of TMC's.

(b) When GTR's are used, the TMC's are
assigned GTR numbers by each participat
ing agency and these GTR numbers shall be
shown on all transportation tickets issued.

(c) When GSA contractor-issued charge
cards or centrally billed accounts are used,
travel management services will be fur
nished as provided in subpart C of this part.

§ 301-15.26 Progressive airline awards
for the same city/airport pair.

When progressive awards are made for
the same city/airport pair, the awardees are
listed in the FTD in priority order from the
awardee (primary) offering the lo~er YCA
fare to the awardee (secondary) offering the
next higher YCA fare. Except as otherwise
provided in this section, agencies shall
obtain contract services in the order of
awardee priority specified in the FTD.

(a) Where the awardee offers both a YCA
fare and a restricted fare (e.g., QCA) for the
same city/airport pair, the FTD lists both
fares and describes the qualifying conditions
for obtaining the restricted fare. The avail
ability of a lower restricted fare by a second
ary awardee does not remove the Govern
ment's obligation to request service from
the primary awardee. Agencies may use the
secondary awardee's restricted fare only if
the exceptions noted in paragraph (b) of this

Amendment 9: 2-23-90
Effective: 3-23-90

§ 301-15.26

section indicate that the use of the second
ary awardee is justified. For example, if the
primary awardee listed in the FTD offers a
YCA fare of $90 and the secondary
awardee offers a YCA fare of $100 and a
QCA fare of $80, the QCA fare of $80 may
be used only if the primary awardee with
the lower YCA fare of $90 is displaced for
reasons noted in paragraph (b) of this sec
tion.

(b) The secondary awardee may be used
when:

(1) Seating space or the scheduled flight
of the primary awardee is not available in
time to accomplish the purpose of the
travel, or the scheduled flight would require
the traveler to incur unnecessary overnight
lodging expense;

(2) The primary awardee's flight schedule
for the travel involved is inconsistent with
the Government's policy of scheduling
travel to the maximum extent practicable
during normal working hours (see 5 CFR
610.123); or

(3) Based on a cost comparison, the pri
mary awardee's fare, when added to such
factors as ground transportation, lost pro
ductive time, allowable overtime, and addi
tional overnight lodging expense, would
result in higher costs to the Government
than the costs resulting from the use of the
secondary awardee.

(c) When an awardee offers a commercial
fare lower than its Government contract
fare, the ordering agency may use the lower
fare provided the qualifications for obtain
ing the lower fare are compatible with the
agency's travel requirements and provided a
cost comparison of total costs prescribed in
paragraph (b)(3) of this section justifies a
change in the order of awardee succession.
By offering the general public a. fare lower
than its contract fare, the awardee assumes
the status of a noncontract carrier and the
provisions of§ 301-15.27 apply.
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§ 301-15.27 Use of noncontract carrI
ers for listed city/airport pairs.

(a) Heads of agencies are authorized to
approve the use of noncontract carriers for
city/airport pairs listed in the FTD when
their use is j~stified under the conditions
specified in paragraph (b) of this section.
This authority may be delegated provided
appropriate guidelines in the form of regula
tions or other written instructions are fur
nished the designee. Redelegations of au
thority shall be limited. Delegation and re
delegation of authority shall be held to as
high an administrative level as practicable
to ensure adequate consideration and review
of the circumstances requiring the use of
noncontract carriers. Justification for the
use of noncontract carriers will be author
ized on individual travel orders (if known
before travel begins) or approved on vouch
ers (if not known before travel begins).

(b) Use of noncontract carriers for city/
airport pairs listed in the FTD is justified
when:

(1) Seating space or the scheduled service
of the awardee is not available in time to
accomplish the purpose of the travel, or the
scheduled service would require the trav
eler to incur overnight lodging expense;

(2) The awardee's schedule for the travel
involved is inconsistent with the Govern
ment's policy of scheduling travel to the
maximum extent practicable during normal
working hours; or

(3) Based on a cost comparison (see para
graph (c) of this section),

(i) A restricted or unrestricted coach fare
available to the general public is lower than
the contract fare or other fare offered by
the awardee, all other cost factors being
equal; or

(ii) Use of a noncontract coach fare avail
able to the general public would, when

15-8
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added to such factors as ground transporta
tion, lost productive time, allowable over
time, and additional overnight lodging ex
pense, result in lower costs to the Govern
ment than the costs that would accrue if
comparable cost factors were added to the
contract fare.

(c) When making cost comparisons,

(I) Discount fares such as YDG, MDG,
or other fares restricted to Government em
ployees may not be used.

(2) Promotional/restricted fares offered
by noncontract carriers to the general
public may be used provided:

(i) The traveler can meet all qualifying
restrictions associated with such fares, and

(ii) The service provided by the
noncontract carrier is equal to or better
than that of an awardee with respect to en
route trip times.

(3) Agencies should take into account any
penalty fee a carrier may impose when res
ervations for promotional/restricted fares
are canceled or changed.

(d) The traveler and/or the traveler's
agency, at the time reservations are made or
travel is performed (whichever occurs first),
shall demonstrate that the awardee did not
offer the same fare cited in the cost com
parison. Justification for using the
noncontract carrier shall be shown on the
travel authorization or travel voucher, as
provided in paragraph (a) of this section.

§ 301-15.28 Traveler liability.

In the absence of specific authorization or
approval stated on or attached to the travel
authorization or travel voucher, a civilian
traveler shall be responsible for any differ
ence in the cost that may result from the
traveler's unauthorized use of noncontract
service or the failure to observe the order
of awardee succession. The traveler's in
debtedness to the Government shall be the
difference between the price of the service
used and the lowest contract fare applicable

Amendment 9: 2-23-90
Effective: 3-23-90
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to the travel involved. The entitlement of a
uniformed services traveler who fails to use

§ 301-15.42

directed Government-procured transporta
tion shall be as specified in the Joint Federal
Travel Regulations, Volume 1.

I

,
/

}
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Subpart C-Travel and Transportation .Expense Payment System:
Contractor-Issued Charge Cards, Centrally Billed Accounts,
Travelers Checks, and Automated-Teller-Machine (ATM)
Services.

§ 301-15.40 Scope of subpart. § 301-15.42 Definitions.

This subpart prescribes policies and pro- For the purposes of this subpan the fol-
cedures governing the use of the General lowing defInitions apply:
Services ~dministration (GSA) travel 'and: ..... (~) A.ut~~a~ed-~eiler-~achine (ATM) serv
tGranSAsPohrtatlon exPedens; pahym.ent system

d
· ices are contractor-provided ATM services

as contract lor t e Issuance an· . . ,
. t f . d' 'dual . d which allow cash withdrawals from partlCI-mam enance 0 m IVI contractor-Issue . ,

charge cards, the establishment of centrally pat~g ATM s to be charged to a contrac-
billed accounts, the issuance of travelers tO~-lssue~ charge card (see paragraph (c) of

I h k d h . . f d this section).c ec s, an t e provIsion 0 automate-
teller-machine (ATM) services. The GSA (b) Centrally billed means a Government I
travel and transponation expense program Travel System account established by the
includes provisions for the following: charge card contractor at the request of a

(a) Individual employee charge cards participating agency.
used to pay for major travel and transporta- (c) Charge card means a contractor-issued I
tion expenses; i.e., passenger transportation charge card to be used by travelers of a
tickets, vehicle rental charges, lodging, participating agency to pay for passenger
meals, etc. (see § 301-15.44); transportation services, subsistence expenses,

(b) Centrally billed accounts used by des- a.nd other allo~able tra~el and tr~spo~-
ignated agency offices primarily for the pur- tlon .expenses mcurred m connection With
chase of passenger transportation services official travel. •
(see § 301-15.45); (d) Federal Travel Directory (FTD) means

(c) Travelers checks (or cash) used for a monthly publication issued by GSA and
other expenses; i.e., laundry, parking, local the Department of Defense to provide up-
transponation, or tips (see § 301-15.46); and to-date information on charge cards, con-

I (d) ATM I
· hr h tract fares, lodging rates, car rental, per

access at ocatlons t oug out .
the United States and worldwide (see § 301- diem rates, travel management. centers, and
15 47) other travel and transportation matters.

. . Federal agencies and employees should
§ 301-15.41 Applicability. order copies of the FrD through their ap-

This subpart applies to Federal agencies propriate headquarte~ ad~inistrative of-
~nd departments that participate in GSA's flces..The FrO also IS aval1able from the
travel and transportation expense payment Supenntend~n~ of Documents, .U.S. Gov-
system providing for contractor-issued ernment Pnntm~ C?ffice, Washmgto~, DC
charge cards, centrally billed accounts, trav- 20402. The pubhcatlon stock number IS 722-
elers checks, and ATM services. 006-000OO-3.

Amendment 12: 10-17-90
Effective: 12-03-90 15-9
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(e) Participating agency means an agency
or department that participates in GSA's
travel and transportation expense payment
system.

(0 Travel ~~anagement Center (TMC)
means a commercial travel firm under con
tract to GSA that provides reservations,
ticketing, and related travel management
services for official travelers.

(g) Travelers checks are contractor-issued
travelers checks.

§ 301-15.43 Agency partlclpatlon.c::'"

(a) Agencies or departments desiring to
participate in the travel and transportation
expense payment program should contact

I the General Services Administration, Attn:
Transportation Management Division
(FBX), Washington, DC 20406.

(b) The agency headquarters office must
approve participation in the program. Inter
ested offices within the participating agency
shall contact their local administrative or
travel office to initiate this program.

(I) The charge card contractor will issue
charge cards and establish centrally billed
accounts only upon the request of author
ized representatives of participating agen
cies.

(2) The charge card contractor will pro
vide ATM services to cardholders who are
specifically authorized by their agencies to
use ATM services. To participate in the
ATM program, agencies must perform a
cost benefit analysis, determine whether the
program will be advantageous, and develop
program controls. Agencies must provide
the GSA contracting officer a copy of the
cost benefit analysis and a certification
signed by the head of the agency or hislher
designee stating that the ATM program is
expected to be advantageous to the agency.

§ 301-15.44 Individual employee
charge carda.

(a) Authority. Under 41 CFR 101-41.203,
Federal agencies historically used a U.S.

15-10
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Government Transportation Request
(GTR). SF 1169. to purchase passenger
transportation services directly from a
common carrier or through a commercial
travel agent under contract to GSA (see
subpart A of this part). Authority to deviate
from 41 CFR 101-41.203 was granted by
the Administrator of General Services on
August 4, 1983, thus allowing eligible indi
viduals to participate in the charge card
program.

_" Cl?) ..I~~g_ .cl1arge. .c~ds, . Participating
agencies shall determine and name employ
ees who may be issued an individual em
ployee charge card. The employees will be
requested to complete an employee card ac
count application for agency approval and
submission to the contractor. The charge
card is issued directly to the employee in his
or her name. The charge card contractor
mails charge cards to authorized individuals
or to requesting agency offices. Cost-reim
bursable contractors are not eligible to use
the charge card.

(c) Use of charge cards. (1) The employee
shall use the charge card issued under this
program only to charge expenses incurred
in conjunction with official travel or to
obtain authorized ATM cash withdrawals
(sec § 3010:-IS.47). The employee shall use
the charge card to pay for official travel
expenses to the maximum extent possible.
There is no preset limit on the expenses
which can be charged to the charge cards;
however, ATM withdrawals are limited to
the amounts stated in the ATM cardmember
agreement and the employee's travel au
thorization. Although the employee is liable
for payment of all charges incurred, includ
ing those for ATM withdrawals, the .em
ployee shall be reimbursed by hislher
agency for all authorized and allowable
travel and transportation expenses. How
ever, employees are cautioned that charges
in excess of authorized and allowable travel
and transportation expenses (i.e., lodging
and meal costs which exceed authorized

Amendment 26: 5-08-12
Effective: 6-30-12
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amounts~ are the financial responsibility of
the employee and are not reimbursable. Use

I of the charge card (including use of the
card to obtain an ATM cash withdrawal)
does not relieve the employee of the respon-
sibility to employ prudent travel practices
and to observe rules and regulations govern
ing official travel as set forth in this subtitle
and implementing agency regulations.

(2) The charge card may be used to pay
for passenger transportation services (in-

I cluding those services offered by carriers
under contract to GSA) at the transporta
tion carrier's ticket counter, TMC, or
agency travel office, as appropriate, under
the participating agency's policies and pro
cedures. Agencies may elect to prohibit em
ployees from using the charge card to pur
chase services directly from a carrier. The
charge card shall not be used to procure
travel and transportation services from com
mercial travel agencies that' are not under
contract to the Government to provide such
services to the Government traveler.

(d) Monthly contractor bills and payments.
The terms of the contract with the charge
card contractor require billing and payment
to be performed in the following manner.
The contractor bills charges directly to the
individual employee each month. Charges
billed to the individual employee are due
and must be paid in full within 25 calendar
days of the billing date. There are no inter
est or late charges, and extended or partial
payment is not permitted. Questions con
cerning billings and payments should be di
rected to the charge card contractor at the
toll free telephone numbers published in the
FTD.

(e) Travel voucher claims-(I) Preparing
and submitting travel vouchers. Upon com
pleting official travel, the employee must
prepare and submit a travel voucher in the
usual manner, together with any required
receipts, to the appropriate finance or
paying office. The employee is reimbursed

Amendment 12: 10-17-90
Effective: 12-03-90

§ 301-15.44

for travel and transportation expenses au
thorized and allowable under this subtitle
and agency policies and procedures. Partici
pating agencies shall process travel vouch
ers within the time limits prescribed in
§301-1O.1(b)(3). I

(2) Unused transportation tickets. Unused
or partially unused tickets purchased with
individual cards shall be returned to a TMC
or carrier and a refund credit receipt ob
tained. Unused tickets that have been pre
paid for pickup at the airport must be re
funded by the airline upon whose ticket
stock the ticket was issued. The employee
may claim reimbursement on the travel
voucher only for the cost of the tickets
actually used. Refunds for unused tickets
will be credited to the employee's account.
The unused tickets shall not be submitted
with the travel voucher.

(3) Transportation charges and assignment
of rights. Use of charge cards for purchase
of passenger transportation services is con
sidered to be a cash purchase. Travel
vouchers submitted for reimbursement of
transportation purchased with charge cards
must include a statement which assigns to
the United States all rights which the trav
eler has in connection with recovery of
overcharges from the carrier(s). This state
ment is preprinted on the SF 1012, and must
be initialed by the employee when claiming
reimbursement for transportation expenses.
Employees using agency travel vouchers
under approved exceptions to the SF 1012
must add this statement (see § 301-11.5(c)(3) I
for statement) if it is not preprinted on the
voucher.

(f) Charge card cancellation and suspen
sion. Charge cards may be canceled by the
employee, the participating agency, or the
charge card contractor. Cancellations may
be accomplished by telephone notification
with subsequent written confirmation to the
charge card contractor. The charge card
contractor may cancel an employee's card
when the contractor's statement has not
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been paid in full 120 calendar days after the
date the stlfement was issued. The contrac
tor may suspend an employee's card when
the contractor's statement has not been paid
in full 60 calendar days after the date the
statement was issued. In either event, the
contractor will cancel or suspend an em
ployee's card only on notification to and
with the concurrence of the participating
agency.

(g) Lost or stolen charge cards. An em
ployee is not responsible for any charges
incurred against a lost or stolen card pro
vided the employee promptly reports loss of
the card to the contractor under the terms
of the cardmember agreement signed by the
employee when the charge card was issued.
Employees may call 24 hours a day to
report lost or stolen charge cards. The toll
free telephone numbers are published in the
FTD.

(h) Financial obligations/liability. Except
for charges accrued against promptly re
ported lost or stolen cards, employees with
charge cards are liable for all billed charges.
(See paragraphs (c) and (g) of this section.)
Government employees must pay their just
financial debts under section 206 of Execu
ti.ve Order 11222 (May 8, 1965) and Office
of. Personnel Management Regulations, 5
CFR 735.207. At the request of the contrac
tor, Federal agencies and departments, with
out Government liability, may assist in col
lecting delinquent employee accounts after
60 calendar days. The Government assumes
no liability for charges incurred on em-

I ployee charge cards (including charges re
lating to ATM withdrawals), nor is·· the
Government liable for lost or stolen charge
cards.

§ 301-15.45 Centrally billed accounts.

I (a) Establishment. Participating agencies
may establish centrally billed accounts with
the contractor for one or more designated
offices within the agency primarily to pur
chase transportation services for groups or
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for infrequent travelers; i.e., employees not
designated to receive individual cards.
Agencies shall ensure that only authorized
personnel use the accounts and that all tick
ets purchased are authorized. Charge cards
are not issued for centrally billed accounts.

(b) Use of centrally billed accounts. Cen
trally billed accounts may be used only if
agencies use a TMC or agency travel office.
They are intended principally to supplement
the individual card, rather than as the sole
means of purchasing transportation tickets
for all agency employees.

(c) Contractor billing and payment. Con
solidated contractor airline ticket charges
accrued· through use of centrally billed ac
counts shall be billed monthly to the agen
cy's finance and paymg office. Expenses
billed monthly against centrally billed ac
counts are paid to the contractor. Monthly
payment of charges incurred through the
use of centrally billed accounts is subject to
the provisions of the Prompt Payment Act,
as amended (31 U.S.c. 3901), and charges
billed to agency offices are due in full
within 30 calendar days of the billing date.

(d) Travel voucher claims-(l) Preparation
and submission of travel vouchers. Upon com
pleting qfficial travel, the employee shall
prepare and submit a travel voucher in the
usual manner, together with any required
receipts, to the finance and paying office, to
be reimbursed.

(2) Unused transportation tickets. The em
ployee shall submit to the appropriate
agency office all unused transportation tick
ets (wholly or partially unused) purchased
under a centrally billed account. In turn, the
agency shall return the unused tickets to the
TMC through use of the SF 1170, Redemp
tion of Unused Tickets, and maintain a copy
of the SF 1170 on file until the credit ap
pears as an adjustment to the agency's bill

Amendment 12: 10-17-90
Effective: 12-03-90
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from the TMC. Policies and procedures re
garding the use of the SF 1170 are provided
in 41 CFR subpart 101-41.2. '

(e) Financial obligations/liability. The
Government is liable only for authorized
charges incurred in conjunction with'-0fficial
travel on centrally billed accounts.

§ 301-15.46 Travelers checks.

(a) Travelers checks issued under this
program are available to participating agen
cies in a wide range of denominations. Spe
cific arrangements for issuing, shipping, and
paying for bulk stocks of travelers checks
are made between the travelers check con
tractor and the participating agency.

(b) Lost or stolen travelers checks shall
be promptly reported by telephone to the
travelers check contractor. Employees may
call 24 hours a day to report lost or stolen
travelers checks and to obtain refund infor
mation. The toll free telephone numbers are
published in the FTD.

§ 301-15.47 ATM services.

(a) Enrollment in the ATM program. Par
ticipating agencies shall determine which
employees may enroll in the ATM progr~m.

Enrollment in the program is limited to em
ployees whose charge card accounts are in
a current status. The employees will be re
quested to complete an enrollment form for
agency approval and submission to the con
tractor. Each employee will receive a per
sonal identification number (PIN) which
will be valid approximately ten days after
the mailing of the PIN by the contractor.

(b) Use of ATM services. When author
ized, the charge card may be used to obtain
cash travel advances at A TM's worldwide.
The employee must be enrolled in the ATM
program and have received a PIN in order
to obtain an advance. The charge card con
tractor will bill the amount of the with
drawal and the applicable transaction
charge to the employee. An employee may
not withdraw any amount unless authorized

Amendment 12: 10-17-90
Effective: 12-03-90

§ 301-15.48

to do so. Furthermore, withdrawals may
not exceed any limitations on advances
stated on the employee's travel authoriza
tion. The use of cash withdrawn from an
ATM is subject to all applicable regulations
of the participating agency with respect to
travel advances.

(c) C~ncellation and suspension of ATM
privileges. An employee's ATM privileges
may be canceled by the employee, the par
ticipating agency, or the charge card con
tractor. Cancellation by an employee or
participating agency may be accomplished
by telephone notification with subsequent
written confirmation to the charge card
contractor. The contractor may cancel an
employee's privileges only upon notifying
and obtaining the concurrence of the par
ticipating agency. The charge card contrac
tor will automatically suspend an employ
ee's ATM privileges when the contractor's
statement has not been paid in full within 60
calendar days of the billing date on the bill
ing statement. Additionally, the contractor
may suspend or cancel an employee's card
if (after contacting the participating agency)
the contractor reasonably believes that the
employee has made an unauthorized with
drawal or withdrawals. Finally, an employ
ee's ATM privileges are automatically can
celed upon the cance'lation of his or her
card.

§ 301-15.48 Additional agency guid- I
ance and information.

(a) Purchasing passenger transportation.
(1) Passenger transportation services pro
cured with contractor-issued charge cards
under this payment system are not subject
to the cash limitation established by the
Administrator of General Services at 41
CFR 41.203-2. Any credit card other than
the contractor-issued charge card and all
travelers checks used to purchase passenger
transportation services shall be considered
the equivalent of cash and subject to the
cash limitation provisions of 41 CFR 101
41.203-2.
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(2) A portion of the charge card applica
tion form is to be used to record the stand
ard Federal organization code(s) contained
in the Department of Commerce/National

I Institute of Standards and Technology pub
lication, Codes for the Identification of Fed
eral and Federally Assisted Organizations

I (FIPS PUB 95). Specific details concerning
this requirement will be communicated by
the charge card contractor directly to each
participating agency.

(b) Submitting passenger ticketing informa
tion to GSA for audit. (1) Travel vouchers
containing reimbursable transportation
charges purchased with contractor-issued
charge cards shall not be considered trans
portation vouchers under 41 CFR 101
41.807.

(2) Passenger ticketing information is fur
nished directly by the charge card contrac
tor to GSA's Office of Transportation
Audits. It is used to identify and collect
carrier overcharges.

(c) Examination of payments and collec
tion. The Transportation Act of 1940, as
amended (31 U.S.c. 3726), authorizes the
GSA Transportation Audit Division (see 41
CFR 101-41.102) to issue a notice of over
charge when GSA finds that a carrier has
been overpaid for the services rendered.

(1) Under the provisions of 41 CFR sub
part 101-41.5, carriers are requested to
promptly refund amounts due the United

15-14

States. Refund checks are to be made pay
able to the General Services Administration
and promptly mailed to the General Serv
ices Administration, P.O. Box 93746, Chi
cago, IL 60673. Payment or credit to the
contractor is not considered proper pay
ment of overcharge claims due the U.S.
Government.

(2) Protests to notices of overcharge are
handled and processed in accordance with
41 CFR 101-41.503.

(3) Collection of unrefunded overcharges
owed to the U.S. Government are proc
essed in accordance with 41 CFR 101
41.504.

(4) Debts collected by GSA based on
audits of transportation accounts are depos
ited to miscellaneous receipts, U.S. Treas
ury.

(5) Claims against the United States relat
ed to the actions taken above are processed
under 41 CFR subpart 101-41.6.

(6) Reconsideration and review of GSA
transportation claim ~ettlements follow the
provisions of 41 CFR'subpart 101-41.7.

(d) Employee training. Participating agen
cies shall ensure that each of their eligible
employees is adequately trained in the use
of the contractor-issued charge card, cen
trally billed account, or ATM services
before allowing them to use these services.

Amendment 12: 10-17-90
Effective: 12-03-90
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Sec.
301-16.1 Scope.
301-16.2 Applicability.
301-16.3 Reporting requirements.

I AUTHORITY: S U.S.C. S701-5709; E.O. 11609. 36
FR 13747,3 CFR. 1971·1975 Comp., p. S86.

§ 301-16.1 Scope.

I This part applies to any Federal agency,
as defined in 5 U.S.C. 5701(1), which spent
more than $5 million on travel" and transpor··' .'
tation payments, including payments for em
ployee relocation, during the fiscal year
prior to the survey year.

§ 301-16.2 Applicability.

(a) The Departments/Agencies and
suborganizations listed in this paragraph are
required to report fiscal year 1989 travel
and relocation cost data to the General
Services Administration. These Depart
ments/Agencies and suborganizations were
selected on the basis of fiscal year 1988 ex
penditures.

Department of Agriculture
Agricultural Marketing Service
Agricultural Research Service
Agricultural Stabilization and Conservation Service
Animal and Plant Health Inspection Service
Farmers Home Administration
Food Safety and Inspection Service
Forest Service
Soil Conservation Service
Other

Department of Commerce
Bureau of the Census
International Trade Administration
National Oceanic and Atmospheric Administration
Other

Department of Defense
Department of the Air Force
Department of the Army
Department of the Navy
Marine Corps
Other

Department of Education
Department of Energy

Amendment 26: 5-08-92
Effective: 6-30-92

Department of Health and Human ServIces
Centers for Disease Control
Food and Drug Administration
Indian Health Service
National Institutes of Health
Social Security Administration
Other

Department of Housing and Urban Development
Department of Interior

Bureau of Indian Affairs
Bureau of Land Management

. BureaU of Reclamation"
Geological Survey
National Park Service
United States Fish and Wildlife Service
Other

Department of Justice
Drug Enforcement Administration
Federal Bureau of Investigation
Federal Prison System
Immigration and Naturalization Service
United States Attorneys
United States Marshals Service
Other

Department of Labor
Employment and Training Administration
Employment Standards Administration
Mine Safety and Health Administration
Occupational Safety and Health Administration
Other

Department of State
Department of Transportation

Fedenu Aviation Administration
Federal Highway Administration
United States Coast Guard
Other

Department of the Treasury
Bureau of Alcohol. Tobacco and Firearms
Internal Revenue Service
Office of the Comptroller of the Currency
United States Customs Service
United States Secret Service
Other

Department of Veterans Affairs
Agency for International Development
Environmental Protection Agency
Federal Emergency Management Agency
General Accounting Office
General Services Administration
National Aeronautics and Space Administration
Nuclear Regulatory Commission
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PAYMENTS FOR EMPLOYEE TRAVEL AND RELOCATION§ 301-16.2

Office or Personnel Management
Peace Corps
Small Business Administration
Tennessee Valley Authority
United Slates Information Agency

(b) Departments/Agencies containing
major suborganizations are to submit re
sponses as follows:

(1) A separate response from each
suborganization which spent more than 55

(b) This section also applies to any Fed- million for travel and relocation during the
eral agency not specifically listed in para- fiscal year prior to the survey year;
graph (a) of this section that is within the (2) A consolidated response which covers
scope of § 301-16.1 for fiscal years 1989 and all Department/Agency suborganizations
1990. These are the expenditure years for

which did not spend more than $5 million
determining which agencies are required to for travel and relocation during the fiscal
report travel and relocation cost data for year.p.rior.to.the.sul'Yey. year; and, '.
fiscal years 1990 and 1991. ~ .,..., ' ,.

(3) A consolidated response which covers
§ 301-16.3 Reporting requirements. all components of the Department/Agency.

(a) The reporting requirement is in the (c) The completed Federal Travel Ques-
form of a travel survey questionnaire. The tionnaire for fISCal year 1989 shall be sub-
Federal Travel Questionnaire has been as- mitted on 'or before May 30, 1990. Question-
signed Interagency Report Control No. naires for fISCal years 1990 and 1991, shall
0362-GSA-AN. Copies of the Federal be submitted on or before March I, 1991,
Travel Questionnaire for fISCal year 1989 and March I, 1992, respectively. Agency
reporting will be distributed to the heads of responses should be sent to the General
Departments/Agencies listed in § 301- Services Administration, Federal Supply
16.2(a) beginning March I, 1990. Question- Service, Travel Management Division
naires for subsequent years will be distrib- (FBT), Washington, DC 20406.
uted to the designated points of contact (see (d) Heads of affected agencies shall ap-
§ 30l-16.3(d» by September 30, 1990, for point a designee at the headquaners level
fiscal year 1990 reporting, and September who will be responsible for ensuring that
30, 1991, for fiscal year 1991. Questionnaires the reporting requirements are complied
also may be obtained by writing to the Gen·" .' with in a timely manner. The name, address,
eral Services Administration, Federal and telephone number of the designated in-
Supply Service, Travel Management Divi- dividual shall be submitted by March 15,
sion (FBT), Washington, DC 20406. 1990, to: Director, Travel Management Di

vision (FBT), Washington, DC 20406.

•
16-2

Amendment 8: 2-9-90
Effective: 3-1-90



Appendix A To Chapter 301-Prescribed Maximum Per Diem Rates for CONUSo
FEDERAL TRAVEL REGULATION
Chapter 301-Travel Allowances Appendi~ A

The maximum rates listed below are prescribed under § 30l-7.3(a) of this regulation for reimbursement of
per diem expenses incurred during official travel within CONUS (the continental United States). The amount
shown in column (a) is the maximum that will be reimbursed for lodging expenses including applicable taxes.
The M&IE rate shown in column (b) is a fixed amount allowed for meals and incidental expenses covered by per
diem. The per diem payment calculated in accordance with part 301-7 for lodging expenses plus the M&IE rate
may not exceed the maximum per diem rate shown in column (c).

Amendment 23: 2-18-92
Effective: 3-01-92

CONUS, Standard rate ..
(Applies to all locations within CONUS not specifically listed

below or encompassed by the boundary definition of a listed
point. However, the standard CONUS rate applies to all loca
tions within CONUS, including those defined below, for cer
tain relocation subsistence allowances. See parts 302-2, 302-4,
and 302-5 of this title.)

ALABAMA
Anniston... Calhoun .
Birmingham Jefferson .
Dothan.. Houston .
Florence.................. Lauderdale ..
Gulf Shores Baldwin ..
Huntsville Madison .
Mobile..................... Mobile .
Montgomery Montgomery .
Sheffield Colbert .

ARIZONA
Casa Grande..... Pinal .
Chinle Apache ..
Grand Canyon Nat'1 Park/ Coconino .

Flagstaff.
Kayenta Navajo .: .
Phoenix/Scottsdale................. Maricopa .
Prescott yavapai .
Sierra Vista Cochise ..
Tucson Pima County; Davis-Monthan

AFB.
yuma yuma .

ARKANSAS
Fayetteville Washington .
Fort Smith Sebastian .
Helena Phillips ..
Hot Springs...... Garland .
Jonesboro Craighead : ..
Little Rock. Pulaski .

CALIFORNIA
Bridgeport , Mono .
Chico Butte .
Death Valley Inyo .
El Centro Imperial ..
Eureka Humboldt ..
Fresno...................................... Fresno .
Gualala/Point Arena Mendocino .
Herlong Lassen .

41 26 67
52 26 78
43 26 69
41 26 . 67
75 26 101
51 26 77
51 26 71
50 26 76
63 26 89

46 26 72
68 26 94
74 26 100

62 26 88
72 26 98
48 26 74
48 26 74
60 26 86

57 26 83

41 26 67
44 26 70
47 26 73
50 26 76
41 26 67
51 26 77

45 26 71
53 26 79
89 34 123
49 26 75
61 26 87
60 26 86
84 26 110
53 26 79

o

o

o

o

Key city 1

Per diem locality

County and/or other defined
location 2 3

Maxi
mum

lodging
amount

(a)

$40

+
M&IE

rate
(b)

$26 .......

Maxi
mum per

diem
rate 4
(c)

$66

A-1



Appendix A to Chapter 301-Prescribed Maximum Per Diem Rates for CONUS

A-2

o

o

o

o

o

54 26 80
74 26 100
66 26 92
71 34 105
60 26 86

72 34 106
58 26 84
66 34 100
77 34 111
92 34 126
65 34 99
54 34 88
67 34 101
77 34 111
73 34 107
54 26 80
66 34 100
53 26 79
52 34 86
54 26 80
60 26 86
50 26 76
68 34 102

115 34 149
62 34 96
51 26 77
74 34 108

62 26 88
52 26 78
41 26 67
46 ....... 26 72
89 34 123
43 26 69
48 26 74
46 26 72
72 26 98

134 34 168

71 26 97
68 34 102
67 26 93
62 26 88
63 26 89
60 34 94

51 26 77
50 26 76
78 26 104

Amendment 23: 2-18-92
Effective: 3-01-92

Maxi- Maxi-
mum M&IE mum per

lodging + rate diem
amount (b) rate 4

(a) (c)

100 34 ....... 134

County and/or other defined
location 2 3

Fairfield ..
Hartford and Middlesex ..
New Haven ..
New London .
Windham .
Litchfield ..

Los Angeles, Kern, Orange and
Ventura Counties; Edwards
AFB; Naval Weapons Center
and Ordinance Test Station,
China Lake.

Stanislaus .
Monterey .
Napa .
Alameda, Contra Costa and Marin .
San Bernardino .

Per diem locality

Key city 1

Los Angeles .

Pitkin .
Boulder .
El Paso .
Denver, Adams, Arapahoe and

Jefferson.
Durango.... La Plata .
Glenwood Springs.................. Garfield : .
Grand Junction......... Mesa .
Gunnison.................... Gunnison ..
Keystone/Silverthorne........... Summit .
Montrose Montrose .
Pagosa Springs........................ Archuleta .
Pueblo...................................... Pueblo .
Steamboat Springs Routt .
Vail Eagle .

CONNECTICUT
Bridgeport/Danbury .
Hartford .
New Haven .
New London/Groton ..
Putnam/Danielson .
Salisbury .

DELAWARE '
Dover...................................... Kent .
Lewes...................................... Sussex .
Wilmington New Castle :.

Modesto .
Monterey ..
Napa .
Oakland .
Ontario/Victorville/

Barstow.
Palm Springs.. Riverside .
Redding Shasta .
Sacramento.............................. Sacramento .
San Diego :........ San Diego ..
San Francisco.. San Francisco ..
San Jose Santa Clara ..
San Luis Obispo...................... San Luis Obispo .
San Mateo San Mateo ..
Santa Barbara.......................... Santa Barbara .
Santa Cruz Santa Cruz .
Santa Rosa Sonoma .
South Lake Tahoe......... El Dorado .
Stockton San Joaquin ..
Tahoe City Placer ..
Vallejo.. Solano .
Visalia Tulare .
West Sacramento... yolo .
Yosemite Nat'l Park Mariposa .

COLORADO
Aspen .
Boulder .
Colorado Springs .
Denver .



FEDERAL TRAVEL REGULATION
Chapter 301-Travel Allowances

Key city 1

Per diem locality

County and/or other defined
location 2 3

Maxi
mum

lodging
amount

(a)

+
M&IE

rate
(b)

Maxi
mum per

diem
rate 4

(c)

) Amendment 23: 2-18-92
Effective: 3-01-92

62 26 88
60 26 86
54 26 80
62 26 88
65 26 91
72 26 98
74 26 100
57 26 83
62 26 88
52 26 78
49 26 75

123 34 157
68 26 94
53 26 79
63 34 97
76 26 102
63 26 89
52 26 78
54 26 80
62 26 88
60 26 86
61 26 87
68 26 94
49 26 75
56 26 82
64 26 90
69 34 103

51 26 77
44 26 70
79 34 113

47 26 73
45 26 71
47 26 73
44 26 70
56 26 82
49 26 75
46 26 72

44 26 70
43 26 69

49 26 75
51 26 77
43 26 69
66 26 92
44 26 70
49 26 75

A-3

'\
)

/

DISTRICT OF COLUMBIA
Washington, DC (also the cities of Alexandria, Falls Church, and

Fairfax, and the counties of Arlington, Loudoun, and Fairfax in
Virginia; and the counties of Montgomery and Prince Georges
in Maryland) (See also Maryiand and Virginia.)

FLORIDA
Altamonte Springs Seminole .
Bradenton Manatee ..
Clewiston Hendry ..
Cocoa Beach Brevard ..
Daytona Beach Volusia ..
Fort Lauderdale Broward ..
Fort Myers Lee .
Fort Pierce Saint Lucie ..
Fort Walton Beach Okaloosa .
Gainesville............................... A,lachua .
Jacksonville ; Duval County; Naval Station May-

port.
Key West........................ Monroe .
Kissimmee. Osceola .
Lakeland Polk .
Miami....................................... Dade .
Naples : Collier .
Orlando............... Orange .
Panama City............................ Bay .
Pensacola................................. Escambia .
Punta Gorda Charlotte .
Saint Augustine Saint Johns ..
Sarasota............... Sarasota .
Stuart Martin .
Tallahassee Leon .
Tampa/St. Petersburg Hillsborough and Pinellas ..
Vero Beach Indian River ..
West Palm Beach Palm Beach .

GEORGIA
Albany..................................... Dougherty: .
Athens Clarke .
Atlanta Clayton, De Kalb, Fulton and

Cobb.
Augusta : Richmond; Savannah River Plant.. .
Brunswick Glynn .
Columbus Muscogee .
Macon Bibb I

Norcross/Lawrenceville Gwinnett .
Savannah Chatham .
St. Marys Camden County; The Naval Sub-

marine Base, Kings Bay.
Warner Robins Houston .
Waycross Ware ..

IDAHO
Boise Ada ..
Coeur d'Alene......................... Kootenai .
Idaho Falls Bonneville .
Ketchum/Sun Valley Blaine ..
Lewiston Nez Perce .
McCall Valley .

110 ....... 34 ....... 144



Appendix A to Chapter 301-Prescribed Maximum Per Diem Rates for CONUS
----_._ _ _._-._ _. __ _ _... . .

Key city 1

Per diem locality

County and/or other defined
location 2 3

Maxi
mum

lodging
amount

(a)

+
M&IE

rate
(b)

Maxi
mum per

diem
rate 4

(c)
---_._-_._._------_._------_._- - .. __ .. . ..

Pocatello Bannock .
Stanley........... Custer .

ILLINOIS
Alton Madison ..
Champaign/Urbana Champaign .
Chicago Du Page, Cook and Lake ..
Danville Vermilion .
Dixon Lee .
East St. Louis.. St. Clair .
Joliet 1 Will .
Macomb McDonough .
Mattoon Coles : .
Peoria...................................... Peoria .
Rock Island/Moline Rock Island .
Rockford Winnebago .
Springfield Sangamon .

INDIANA
Anderson Madison .
Bloomington Monroe ..
Burlington Beach/Val- Porter .

paraiso.
Charlestown/Jeffersonville.... Clark County; Indiana Army Am-

munition Plant.
Columbus Bartholomew ..
Dale. Spencer .
Elkhart...... Elkhart. .
Evansville r Vanderburgh .
Fort Wayne Allen .
Gary Lake ..
Indianapolis Marion County; Fort Benjamin I

Harrison.
Jasper Dubois ..
Lafayette Tippecanoe .
Logansport Cass ..
Marion..... Grant ..
Muncie..................................... Delaware .
Nashville Brown : .
New Albany............................ Floyd ..
Richmond Wayne : , ..
South Bend St. Joseph .
Terre Haute............................. Vigo ..

IOWA
Bettendorf/Davenport ;.......... Scott .
Cedar Rapids Linn .
Des Moines Polk .
Dubuque....... Dubuque .
Iowa City Johnson .
Sioux City Woodbury ..
Waterloo Black Hawk .

KANSAS
Hays Ellis ..
Kansas City , Johnson and Wyandotte (See also

Kansas City, MO).
Manhattan.................. Riley .
Topeka..................................... Shawnee .
Wichita Sedgwick ..

45 26
45 26

48 26
51 26

101 34
46 26
45 26
46 26
54 26
42 26
46 26
62 26
51 26
55 26
53 26

52 26
49 26
52 26

57 26

44 26
43 26
55 26
49 26
57 26
52 26
69 26

43 26
51 26
47 26
44 26
55 26
57 26
43 26
42 26
60 26
51 26

54 26
47 26
55 26
41 26
48 26
45 26
46 26

41 26
67 26

52 26
47 26
62 26

71
71

74
77

135
72
71
72
80
68
72
88
77
81
79

78
75
78

83

70
69
81
75
83
78
95

69
77
73
70
81
83
69
68
86
77

80
73
81
67
74
71
72

67
93

78
73
88

/---""
)

/

A-4
Amendment 23: 2-18-92

Effective: 3-01-92



FEDERAL TRAVEL REGULATION
Chapter 301-Travel Allowances

Maxi
mum per

diem
rate 4

(e)

M&IE
rate
(b)County and/or other defined

location 2 3

Per diem locality Maxi
mum

lodging +
amount

(a)
---------------------------_.-'--------------_.-_ - ----_._.. __ .._ .

Key city 1

75 34 109
78 34 112
87 34 121
49 26 75
52 26 78
54 26 80
55 26 81
54 26 80

58 26 84
92 34 126
53 26 79
54 26 80

81 34 115

A-5

KENTUCKY
Ashland Boyd .
Bowling Green Warren .
Covington Kenton .
Frankfort Franklin .
Florence.................................. Boone .
Hopkinsville Christian County; Fort Campbell ..
Lexington Fayette .
Louisville Jefferson .
Owensboro.............................. Daviess .
Paducah McCracken· ..
Pikeville................................... Pike .
Prestonsburg Floyd .

LOUISIANA
Alexandria ! Rapides Parish .
Baton Rouge East Baton Rouge Parish .
Bossier City............................. Bossier Parish ..
Gonzales Ascension Parish I
Lafayette Lafayette Parish .
Lake Charles Calcasieu Parish ..
Monroe Ouachita Parish .
New Orleans Parishes of Jefferson, Orleans, Pla-

quemines and St. Bernard.
Shreveport Caddo Parish .
Slidell St. Tammany Parish .

MAINE
Auburn ~ Androscoggin : .
Augusta ~ Kennebec .
Bangor Penobscot .
Bar Harbor.............................. Hancock ..
Bath......................................... Sagadahoc .
Kittery..................................... Portsmouth Naval Shipyard (See

also Portsmouth, NH).
Portland Cumberland .
Presque Isle Aroostook ..
Rockport Knox .
Kennebunk/Sanford york .
Wiscasset Lincoln ..

MARYLAND
(For the counties of Montgomery and Prince Georges, see Dis-

trict of Columbia.)
Annapolis Anne Arundel .
Baltimore Baltimore and Harford ..
Columbia Howard ..
Cumberland Allegany ..
Easton Talbot ..
Frederick Frederick ..
Hagerstown Washington ..
Lexington Park/St.Inigoes/ St. Marys ..

Leonardtown.
Lusby Calvert ..
Ocean City...... Worcester .
Salisbury... Wicomico ..
Waldorf Charles ..

MASSACHUSETTS
Andover Essex ..

Amendment 23: 2-18-92
Effective: 3-01-92

41 26
44 26
48 26
44 26
48 26
45 26
52 26
57 26
45 26
43 26
42 26
43 26

45 26
51 26
57 26
51 26
50 26
43 26
46 26
65 34

57 26
43 26

56 26
53 26
60 26
60 26
64 26
64 26

67 26
44 26
66 26
54 26
48 26

67
70
74
70
74
71
78
83
71
69
68
69

71
77
83
77
76
69
72
99

83
69

82
79
86
86
90
90

93
70
92
80
74



Appendix A to Chapter 301-Prescribed Maximum Per Diem Rates for CONUS
-------------

Key city 1

Per diem locality

County and/or other defined
location 2 3

Maxi
mum

lodging
amount

(a)

M&IE
+ rate

(b)

Maxi
mum per

diem
rale 4

(c)

~\
)

A-6

Suffolk .
Franklin .
Barnstable .
Middlesex .
Dukes and Nantucket.. .

I

Hampshire .
Berkshire .
Plymouth .
Norfolk .
Hampden .
Bristol .
Worcester .

Boston .
Greenfield .
Hyannis ~ .
Lo\vell .
Martha's Vineyard/

Nantucket.
Northampton .
Pittsfield .
Plymouth .
Quincy ..
Springfield ..
Taunton/New Bedford ..
Worcester .

MICHIGAN
Adrian...................................... Lenawee .
Alpena Alpena .
Ann Arbor Washtenaw .
Battle Creek Calhoun .
Bay City.................................. Bay ..
Bellaire .. Antrim .
Boyne City Charlevoix .
Cadillac................................... Wexford ..
Detroit Wayne .
Drummond Island Chippewa .
Escanaba.................................. Delta ..
Flint Genesee .
Frankfort Benzie .
Gaylord Otsego .
Grand Rapids Kent .
Grayling Crawford .
Holland Ottawa ..
Houghton Lake....................... Roscommon .
Jackson................................... . Jackson .
Kalamazoo.............................. Kalamazoo .
Lansing/East Lansing Ingham .
Leland.......... Leelanau .
Ludington Mason ..
Mackinac Island Mackinac .
Manistee.................................. Manistee .
Marquette Marquette .
Midland Midland .
Monroe Monroe .
Mount Pleasant Isabella .
Muskegon Muskegon .
Pontiac Oakland ..
Port Huron St. Clair .
Saginaw Saginaw ..
South Haven Van Buren .
St. Joseph/Benton Harbor/ Berrien ..

Niles.
Tawas City losco , ..
Traverse City Grand Traverse ..
Warren Macomb .

MINNESOTA
Albert Lea Freeborn .
Austin Mower ..

97 34 131
60 26 86
80 26 106
81 34 115

114 34 148

59 26 85
56 26 82
92 26 118
81 34 115
64 26 90
56 26 82
61 26 87

46 26 72
42 26 68
65 26 91
47 26 73
50 26 76
51 26 77
62 26 88
51 26 77
80 34 114
52 26 78
44 26 70

-~45 26 71
49 26 75 /
54 26 80
60 26 86
54 26 80
51 26 77
54 26 80
49 26 75
58 26 84
52 26 78
57 26 83
54 26 80
63 26 89
51 26 77
41 26 67
54 26 80
41 26 67
43 26 69
49 26 75
58 26 84
43 26 69
51 26 77
52 26 78
48 26 74

43 26 69
85 26 111
47 26 73

44 26 70
41 26 67

Amendment 23: 2-18-92
Effective: 3-01-92
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- -I

Key city 1

Per diem locality

County and/or other defined
location 2 3

Maxi-
mum

lodging +
amount

(a)

M&IE
rate
(b)

Maxi
mum per

diem
rate 4
(c)

56 26 82
44 26 70
41 26 (,7

49 26 75

52 26 78
47 26 73
44 26 70
45 26 71

53 26 79
43 26 69
50 26 76
44 26 70
49 26 75
44 26 70
67 26 93

52 26 78
64 26 90
56 26 82
69 26 95

45 26 71
47 26 73
41 26 67

42 26 68
47 26 73
41 26 67
55 26 81

50 26 76
69 34 103
45 26 71
50 26 76
46 26 72

56 26 82
81 26 107
73 26 99
66 26 92
68 26 94

A-7

Bemidji Beltrami .
Brainerd Crow Wing .
Duluth St. Louis .
Fergus Falls Otter Tail ..
Grand Rapids Itasca .
Mendota Heights Dakota .
Minneapolis/St. PauL............ Anoka, Hennepin, and Ramsey

Counties; Fort Snelling Military
Reservation and Navy Astronau
tics Group (Detachment
BRAVO), Rosemount.

Rochester Olmsted ..
St. Cloud.... Stearns .
Winona Winona ..

MISSISSIPPI
Gulfport/Pascagoula/Bay Harrison, Jackson, and Hancock .......

St. Louis.
Jackson. Hinds .
Natchez Adams ..
Oxford Lafayette .
Vicksburg Warren ..

MISSOURI
Branson Taney ..
Cape Girardeau Cape Girardeau ..
Columbia Boone ..
Hannibal.......... Marion .
Jefferson City Cole ..
Joplin Jasper ..
Kansas City Clay, Jackson and Platte (See also

Kansas City, KS).
Lake Ozark Miller .
Osage Beach............................ Camden .
Springfield..... Greene ..
St. Louis St. Charles and St. Louis ..

MONTANA
Billings Yellowstone .
Great Falls................... Cascade .
Helena... Lewis and Clark .

NEBRASKA
Kearney................................... Buffalo .
Lincoln.............. Lancaster .
North Platte Lincoln ..
Omaha................ Douglas .

NEVADA
Elko Elko .
Las Vegas Clark County; Nellis AFB .
Lovelock Pershing .
Reno Washoe .
Winnemucca Humboldt .

NEW HAMPSHIRE
Concord Merrimack .
Conway Carroll .
Durham.. Strafford .
Laconia Belknap.: .
Manchester.................. Hillsborough ..

Amendment 23: 2-18-92
Effective: 3-01-92

42
46
49
57
45
59
62

26
26
26
26
26
26
26

68
72
75
83
71
85
88
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Key city 1

Per diem locality

County and/or other defined
location 2 3

Maxi-
mum

lodging +
amount

(a)

M&IE
rate
(b)

Maxi
mum per

diem
rate4
(c.:)

'\

)

108

85
71
98
79
75
67
70
70
78
83
67

107
68
89
72

90
82
82
84
94
78
74
86
80
82
87
69
82

104
89

174

130
114
87

105

79
95

121

141
88
89
90
97

102

26 .......82

54 26
64 26

107 34
62 26
63 26
64 26
63 34
68 34

53 26
69 26
87 34

96 34
80 34
61 26
79 26

59 26
45 26
64 34
53 26
49 26
41 26
44 26
44 26
52 26
57 26
41 26
73 34
42 26
63 26
46 26

64 26
56 26
56 26
58 26
68 26
52 26
48 26
60 26
54 26
56 26
61 26
43 26
56 26
78 26
55 34

140 34

NEW JERSEY
Atlantic City Atlantic .
Belle Mead.............................. Somerset .
Camden Camden .
Dover Morris County; Picatinny Arsenal ..
Edison Middlesex .
Freehold/Eatontown Monmouth County; Fort Mon-

mouth.
Millville Cumberland .
Moorestown Burlington .
Newark Bergen, Essex, Hudson, Passaic

and Union.
Ocean City/Cape May........... Cape May .
Princeton/Trenton Mercer .
Salem.............................. Salem .
Tom's River Ocean .

NEW MEXICO
Albuquerque Bernalillo .
Artesia Eddy .
Cloudcroft............................... Otero .
Farmington San Juan .
Gallup McKinley .
Grants Cibola .
Las Cruces/White Sands Dona Ana .
Las Vegas San Miguel .
Los Alamos............................. Los Alamos ..
Raton Colfax .
Roswell Chaves .
Santa Fe Santa Fe ..
Silver City Grant .
Taos Taos .
Tucumcari ~. Quay .

NEW YORK
Albany............... Albany .
Auburn Cayuga ..
Batavia Genesee .
Binghamton Broom .
Buffalo....... Erie .
Canton St. Lawrence .
Catskill Greene .
Corning.... Steuben .
Elmira Chemung .
Glens Falls Warren .
Ithaca Tompkins .
Jamestown Chautauqua .
Kingston.................................. Ulster ..
Lake Placid............................. Essex ..
Monticello Sullivan .
New York City The boroughs of the Bronx,

Brooklyn, Manhattan, Queens
and Staten Island; Nassau and
Suffolk Counties.

Niagara Falls Niagara .

Plymouth Grafton. 80
Portsmouth/Newington Rockingham County; Pease AFB 90

(See also Kittery, ME).

A-8
Amendment 23: 2-18-92

Effective: 3-01-92
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Per diem locality
---

Key city 1
County and/or other defined

location 2 3

Maxi-
mum

lodging +
amount

(a)

M&IE
rate
(b)

Maxi
mum per

diem
rate 4

(c)

',,-
\
)

'Owego Tioga .
Palisades.................................. Rockland .
Poughkeepsie Dutchess .
Rochester Monroe .
Romulus Seneca .
Saratoga Springs Saratoga .
Schenectady Schenectady .
Syracuse Onondaga .
Troy......................................... Rensselaer .
Utica Oneida .
Watertown Jefferson .
Watkins Glen Schuyler ..
West Point Orange ..
White Plains Westchester ..

NORTH CAROLINA
Asheville Buncombe ..
Boone Watauga .
Charlotte Mecklenburg ..
Duck Dare ..
Elizabeth City Pasquotank ..
Fayetteville Cumberland ..
Greensboro/High Point Guilford .
Greenville Pitt ..
Havelock Craven ..
Jacksonville Onslow ..
Kinston.................................... Lenoir ..
Morehead City........................ Carteret ..
Raleigh/Durham/Chapel Wake, Durham and Orange .

Hill.
Wilmington New Hanover ..
Winston-Salem Forsyth .

NORTH DAKOTA
Bismarck Burleigh .
Fargo Cass .
Grand Forks Grand Forks ..
Minot Ward .

OHIO
Akron Summit .
Bellevue/Norwalk Huron ..
Chillicothe........................ Ross ..
Cincinnati/Evendale Hamilton and Warren ..
Cleveland Cuyahoga .
Columbus Franklin .
Dayton Montgomery County; Wright-Pat-

terson AFB.
Defiance ~......... Defiance .
East Liverpool Columbiana ,..
Elyria Lorain .
Fairfield/Hamilton Butler .
Findlay........ Hancock .
Geneva Ashtabula ,' .
Lancaster Fairfield ..
Lima Allen ..
Port Clinton/Oakharbor Ottawa .
Portsmouth.......... Scioto .
Sandusky Erie .

Amendment 23: 2-18-92
Effective: 3-01-92

44 26
58 26
68 26
66 26
66 26
62 34
62 26
63 26
62 26
59 26
56 26
72 26
50 26

104 34

52 26
42 26
63 26
71 26
53 26
42 26
54 26
59 26
43 26
42 26
47 26
58 26
66 26

48 26
53 26

44 26
55 26
46 26
48 26

59 26
55 26
45 26
60 26
76 34
68 26
63 26

46 26
47 26
51 26
53 26
44 26
57 26
44 26
43 26
61 26
48 26
76 26

70
84
94
92
92
96
88
89
88
85
82
98
76

138

78
68
89
97
79
68
80
85
69
68
73
84
92

74
79

70
81
72
74

85
81
71
86

110
94
89

72
73
77
79
70
83
70
69
87
74

102

A-9
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Key city 1

Per diem locality

County and/or other defined
location 2 3

Maxi
mum

lodging
amount

(a)

+
M&IE

rate
(b)

Maxi-
mum per

diem
rate 4

(c)

)

Pittsburgh .
Radnor/Chester ..
Reading .
Scranton .
Shippingport .
Somerset .
State College .
Stroudsburg .
Uniontown .
Valley Forge ..
Warminster .

)

74
73
79
72

71
71
71
75
70
78

80

90
77

81
75
80
71
78
78
83
91
73

101

84
73
73
77
90
79
84
95
81

117

99
117
77
83
71
84
78
77
99

117
82

75
78
80

123

48 26
47 26
53 26
46 26

45 26
45 26
45 26
49 26
44 26
52 26

55 26
49 26
54 26
45 26
52 26
52 26
57 26
65 26
47 26
75 26

58 26
47 26
47 26
51 26
64 26
53 26
58 26
69 26
55 26
83 34

64 26
51 26

I

49 26
52 26
54 26
89 34

73 ....... 26
83 34
51 26
57 26
45 26
58 26
52 26
51 26
73 26
83 34
56 26

54 26

Lehigh .
Blair ..
Columbia .
Clearfield ..
Northampton .
Erie .
Adams .
Dauphin .
Cambria .
Montgomery County, except Bala

Cynwyd (See also Philadelphia,
PA).

Lancaster... Lancaster .
Lebanon Lebanon County; Indian Town

Gap Military Reservation.
Mansfield..... Tioga .
Mechanicsburg Cumberland ..
Mercer...... Mercer .
Philadelphia Philadelphia County; city of Bala

Cynwyd in Montgomery County.
Allegheny ..
Delaware .
Berks ..
Lackawanna .
Beaver .
Somerset .
Centre .
Monroe .
Fayette : .
Chester .
Bucks County; Naval Air Devel-.

opment Center.
Wilkes-Barre Luzerne .

Springfield............................... Clark .
Tinney/Fremont Sandusky .
Toledo Lucas .
Wapakoneta Auglaize .

OKLAHOMA
Ada Pontotoc ..
Lawton Comanche ..
Norman Cleveland .
Oklahoma City........................ Oklahoma .
Stillwater Payne .
Tulsa/Bartlesville 1" Osage, Tulsa and Washington ..

OREGON
Beaverton Washington .
Bend Deschutes ..
Clackamas Clackamas .
Coos Bay Coos .
Eugene.. Lane .
Gold Beach Curry ..: ..
Lincoln City/Newport. Lincoln .
Portland Multnomah .
Salem Marion ..
Seaside Clatsop .

PENNSYLVANIA
Allentown ..
Altoona .
Bloomsburg .
Du Bois .
Easton ..
Erie .
Gettysburg ..
Harrisburg ..
Johnstown .
King of Prussia/Ft. Wash-

ington. I

A-10
Amendment 23: 2-18-92

Effective: 3-01-92



FEDERAL TRAVEL REGULATION
Chapter 301-Travel Allowances

Per diem locality
-----

Key city 1
County and/or other defined

, location 2 3

Maxi·
mum

lodging +
amount

(a)

M&IE
rate
(b)

Maxi-
mum per

diem
rate 4

(c)

Amendment 23: 2-18-92
Effective: 3-01-92

Custer .
Fall River , .

~i~~~;~~~.'::::::::::::::::::::::::::::::::::::::::::
Lawrence .

Kent County; Naval Construction
Battalion Center, Davisville.

Newport .
Providence ..
Washington .

Williamsport. .. : Lycoming .
york yprk .

RHODE ISLAND
East Greenwich ..

Newport ..
Providence ..
Quonset Point ..

SOUTH CAROLINA
Aiken Aiken ..
Charleston Charleston and Berkeley ~.

Columbia Richland ..
Florence Florence ..
Greenville Greenville ..
Hilton Head Beaufort .
Myrtle Beach Horry County; Myrtle Beach AFB ..
Rock Hill york .
Spartanburg Spartanburg .

SOUTH DAKOTA
Custer .
Hot Springs ..
Rapid City ..
Sioux Falls .
Spearfish .

TENNESSEE
Chattanooga Hamilton .
Clarksville :.... Montgomery .
Columbia Maury .
Gatlinburg Sevier .
Johnson City Washington .
Kingsport/Bristol.... Sullivan .
Knoxville Knox County; city of Oak Ridge ..
Memphis Shelby .
Murfreesboro Rutherford .
Nashville Davidson .
Shelbyville Bedford .

TEXAS
Abilene Taylor : .
Amarillo Potter ..
Austin Travis .
Bay City. Matagorda ..
Beaumont Jefferson .
Brownsville Cameron .
Brownwood Brown .
College Station/Bryan Brazos ..
Corpus Christi Nueces ..
Dallas/Fort Worth Dallas and Tarrant .
Denton Denton .
El Paso.......................... EI Paso .
Galveston Galveston ..
Granbury Hood ..
Houston Harris County; L. B. Johnson

Space Center and Ellington
AFB.

Kingsville Kleberg .
Lajitas Brewster .

---_.------ -_.-

45 26 71
60 26 86

77 26 103

98 34 132
78 26 104
48 26 74

41 26 67
59 26 85
53 26 79
41 ....... 26 67
43 26 69
86 34 120
74 26 100
46 26 72
49 26 75

50 26 76
64 26 90
63 26 89
51 26 77
52 26 78

45 26 71
43 26 69
49 26 75
63 26 89
54 26 80
45 26 7\
53 26 79
56 26 82
44 26 70
52 26 78
52 26 78

45 26 71
51 26 77
64 26 90
41 26 67
44 26 70
55 26 81
42 26 68
47 26 73
62 26 88
74 34 108
47 26 73
58 26 84
64 26 90
59 26 85
73 34 107

41 26 67
56 26 82

A-11



Appendix A to Chapter 301-Prescribed Maximum Per Diem Rates for CONUS

------- -------_._-----_•....•... --- ... -----_.

Key city 1

Per diem locality

County and/or other defined
location 2 3

Maxi-
mum

lodging +
amount

(a)

M&IE
ratc
(h)

Maxi
mum pa

dicm
rate t,:
(l:)

44 26 70

63 26 89
57 26 83
45 ..... J. 26 71
57 26 83
56 26 82

51 26 77
57 26 83
46 26 72
53 26 79
42 26 68
44 26 70
48 26 74

\

51 26 77 \
I

55 26 81 i
/

68 26 94

44 26 70
58 26 84

54 26 80
43 26 69
57 26 83
51 26 77
68 34 102
68 26 94

\

\
I

Amendment 23: 2-18-92
Effective: 3-01-92

Laredo..................................... Webb .
Longview................................ Gregg ..
Lubbock Lubbock .
Lufkin Angelina .
McAllen Hidalgo .
Midland/Odessa...................... Ector and Midland .
Nacogdoches Nacogdoches .
Plainview Hale .
Plano Collin .
San Angelo Tom Green .
San Antonio Bexar .
Temple Bell .
Victoria Victoria .
Waco McLennan .
Wichita Falls Wichita .

UTAH
Bullfrog Garfield 1.

Cedar City............................... Iron .
Salt Lake City/Ogden Salt Lake, Weber, and Davis

Counties; Dugway Proving
Ground and Tooele Army
Depot.

8t. George Washington .
VERMONT

Burlington. Chittenden ..
Middlebury.............................. Addison ..
Montpelier Washington .
Rutland Rutland ..
White River Junction Windsor ..

VIRGINIA
(For the cities of Alexandria, Fairfax, and Falls Church, and the

counties of Arlington, Fairfax, and Loudoun, see District of
Columbia.)

Amissville................................ Rappahannock .
Blacksburg............................... Montgomery .
Bristol * ..
Charlottesville * ..
Covington .
Fredericksburg • ..
Lexington • .
Lynchburg ..
Manassas/Manassas Park * Prince William ..
Norfolk * (also Virginia York County; Naval Weapons Sta-

Beach, Portsmouth, tion, Yorktown.
Hampton, Newport
News, and Chesapeake)·.

Petersburg • Fort Lee ..
Richmond • Chesterfield and Henrico Counties;

also Defense Supply Center.
Roanoke • Roanoke ; .
Staunton * .
Wallops Island Accomack .
Warrenton Fauquier .
Williamsburg * .
Wintergreen Nelson .
*Denotes independent cities.

A-12

53 26
47 26
58 26
41 26
55 26
52 26
46 26
45 26
74 26
45 26
61 26
50 26
44 26
48 26
46 26

85 26
50 26
70 26

79
73
84
67
81
78
72
71

100
71
87
76
70
74
72

III
76
96
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Chapter 301-Travel Allowances

Key city 1

Per diem locality

County and/or other defined
'Iocation 2 3

Maxi
mum

lodging
amount

(a)

+
M&IE

rate
(b)

Maxi
mum per

diem/,
rate
(c)

WASHINGTON
Anacortes ................................ Skagit ................................................... 56 26 82
Bellingham .............................. Whatcom ............................................. 56 26 82
Bremerton ............................... Kitsap .................................................. 43 26 69
Kelso/Longview .................... Cowlitz ................................................ 46 26 72
Lynnwood/Everett ................ Snohomish ........................................... 60 26 86
Ocean Shores .......................... Grays Harbor ...................................... 48 26 74
Port Angeles ........................... Clallam ................................................ 60 26 86
Richland .................................. Benton ................................................. 44 26 70
Seattle ...................................... King ..................................................... 79 34 I 13
Spokane ................................... Spokane ............................................... 50 26 76
Tacoma .................................... Pierce ................. ;................................. 52 26 78
Tumwater/Olympia ............... Thurston .............................................. 59 26 85
Vancouver............................... Clark .................................................... 56 26 82
Whidbey Island ....................... Island ................................................... 47 26 73
yakima..................................... yakima................................................. 44 26 70

WEST VIRGINIA
Beckley .................................... Raleigh ................................................ 45 26 71
Berkeley Springs..................... Morgan ................................................ 52 ....... I 26 78
Charleston ............................... Kanawha ............................................. 52 26 78
Harpers Ferry ......................... Jefferson .............................................. 53 26 79
Huntington .............................. Cabell ................................................... 51 26 77
Martinsburg ............................. Berkeley .............................................. 49 26 75
Morgantown ........................... Monongalia ......................................... 49 26 75
Wheeling ................................. Ohio ..................................................... 44 26 70

WISCONSIN
Brookfield ............................... Waukesha ............................................ 62 26 88
Eau Claire ............................... Eau Claire ........................................... 48 26 74
Green Bay ............................... Brown .................................................. 53 26 79
Kewaunee................................ Kewaunee............................................ 58 26 84
La Crosse ................................ La Crosse ............................................ 52 26 78
Lake Geneva ........................... Walworth ............................................ 81 26 107
Madison ................................... Dane ........................................................ 58 26 84
Marinette ................................. Marinette ............................................. 44 26 70
Milwaukee ............................... Milwaukee ........................................... 63 26 89
Minocqua/Rhinelander .......... Oneida ................................................. 48 26 74
Mishicot ................................... Manitowoc .......................................... 55 26 81
Oshkosh ................................... Winnebago ........................................... 55 26 81
Sheboygan ............................... Sheboygan ........................................... 43 26 69

,
'\ Sturgeon Bay .......................... Door .................................................... 54 26 80

) Wausau .................................... Marathon ............................................. 48 26 74
Wautoma ................................. Waushara............................................. 49 26 75
Wisconsin Dells ...................... Columbia ............................................. 67 26 93

WYOMING
Cheyenne................................. Laramie ................................................ 45 26 71
Cody ........................................ Park ..................................................... 50 26 76
Gillette..................................... Campbell ............................................. 42 26 68
Jackson .................................... Teton ..................................................... 60 26 86
Thermopolis ........................... , Hot Springs ......................................... 42 26 68

Amendment 23: 2-18-92
Effective: 3-01-92 A-13



Appendix A to Chapter 301-Prescribed Maximum Per Diem Rates for CONUS

1 Unless otherwise specified, the per diem locality is defined as "all locations within, or entirely surrounded
by, the corporate limits of the key city, including independent entities located within those boundaries."

2 Per diem localities with county definitions shall include "all locations within, or entirely surrounded by, the
corporate limits of the key city as well as the boundaries of the listed counties, including independent entities
located within the boundaries of the key city and the listed counties."

3 Military installations or Government-related facilities (whether or not specifically named) that are located
partially within the city or county boundary shall include "all locations that are geographically part of the
military installation or Government-related facility, even though part(s) of such activities may be located outside
the defined per diem locality."

4Federal agencies may submit a request to GSA for review of the costs covered by per diem in a particular
city or area where the standard CONUS rate applies when travel to that location is repetitive or on a continuing
basis and travelers' experiences indicate that the prescribed rate is inadequate. Other per diem localities listed in
this appendix will be surveyed on an annual basis by GSA to determine whether rates are adequate. Requests for
per diem rate adjustments shall be submitted by the agency headquarters office to the General Services
Administration, Federal Supply Service, Attn: Transportation Management Division (FBX), Washington, DC
20406. Agencies should designate an individual responsible for reviewing, coordinating, and submitting to GSA
any requests from bureaus or subagencies. Requests for rate adjustments shall include a city designation, a
description of the surrounding location involved (county or other defined area), and a recommended rate
supported by a statement explaining the circumstances that cause the existing rate to be inadequate. The request
also must contain an estimate of the annual number of trips to the location, the average duration of such trips, and
the primary purpose of travel to the locations.

o

o

o

o

A-14
Amendment 23: 2-18-92

Effective: 3-01-92
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Appendix B to Chapter 301-Allocation of M&IE Rates to Be Used in Making
Deductions from the M&IE Allowanceo

FEDERAL TRAVEL REGULATION
Chapter 301-Travel Allowances Appendix B

M&IE rates for IOl.:alities in nonforeign areas (prescribed in Civilian Persnnnel Per Diem Bulletins published
periodically in the Federal Register by the Secretary of Defense) and for localities in foreign areas (establish~d by
the Secretary of State 'in Section en5. a per diem supplement to the Standardized Regulations (Government
Civilians, Foreign Areas» shall be allocated as shown in this table (§ 301-7. 12(a)(2)(ii» when making deductions
from nonforeign or foreign area per diem rates.

_._----- ... "-' ,._--_.__.._--

o M&IE Rate
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M&IE Rate

B
r
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a
k
f
a
s
t

L
u
n
c
h

o
i
n
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e
r

n
c
i
d
e
n
t
a
1
s

o

o

n_/

$ 1 $0
2.......................................... 0
J.......................................... 0
4.......................................... I
5.......................................... 1
6.......................................... 1
7.......................................... 1
8.......................................... 1
9.......................................... 1

10.......................................... 2
11.......................................... 2
12.......................................... 2
13.......................................... 2
14.......................................... 2
15.......................................... 2
16.......................................... 2
17.......................................... 3
18.......................................... 3
19.......................................... 3
20.......................................... 3
21.......................................... 3
22.......................................... 3
23.......................................... 3
24.......................................... 4
25.......................................... 4
2(,.......................................... 4
27.......................................... 4
28.......................................... 4
29.......................................... 4
30.......................................... 5
31.......................................... 5
32.......................................... 5
33.......................................... 5
34.......................................... 5
35.......................................... 5
36.......................................... 5
37 ·................... 6
38.......................................... 6
39.......................................... 6
40.......................................... 6

Amendment 10: 8-13-90
Effective: 12-01-90

$0
o
1
I
1
2
2
2
2
2
3
3
3
4
4
4
4
5
5
5
5
6
6
6
6
7
7
7
7
7
8
8
8
9

'9
9
9
10
10
10

$0
1
1
1
2
2
3
3
4
4
4
5
5
5
6
7
7
7
8
8
9
9
9
9
10
10
11
11
12
12
12
13
13
13
14
15
15
15
16
16

$1
1
1
1
1
1
1
2
2
2
2
2
3
3
3
3
3
3
3
4
4
4
5
5
5
5
5
6
6
6
6
6
7
7
7
7
7
7
7
8

41.......................................... 6
42.......................................... 6
43.......................................... 6
44.......................................... 7
45.......................................... 7
46.......................................... 7
47.......................................... 7
48.......................................... 7
49.......................................... 7
50.......................................... 8
51.......................................... 8
52.......................................... 8
53.......................................... 8
54.......................................... 8
55.......................................... 8
56.......................................... 8
57.......................................... 9
58.......................................... 9
59.......................................... 9
60.......................................... 9
61.......................................... 9
62.......................................... 9
63.......................................... 9
64.......................................... 10
65.......................................... 10
66.......................................... 10
67.......................................... 10
68.......................................... 10
69.......................................... 10
70 / 11
71.......................................... 11
72.......................................... 11
73.......................................... 11
74.......................................... 11
75.......................................... 11
76.......................................... 11
77 ;........................... 12
78.......................................... 12
79.......................................... 12
80.......................................... 12

10 17
11 17
11 17
11 17
11 18
12 18
12 19
12 19
12 20
12 20
13 20
13 21
13 21
14 21
14 22
14 23
14 23
15 23
15 24
15 24
15 25
16 25
16 25
16 25
10 20
17 2b
17 27
17 27
17 28
17 28
18 28
18 29
18 29
19 29
19 30
19 31
19 31
20 31
20 32
20 32

8
8
9
9
9
9
9
10
10
10
10
10
11
11
11
11
11
11
11
12
12
12
13
13
13
13
13
14
14
14
14
14
15
15
15
15
15
15
15
16

B-1
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M&IE Rate
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Amendment 10: 8-13-90
Effective: 12-01":90

81.......................................... 12 20 33
82.......................................... 12 21 33
83......................... 12 21 33
84.......................................... 13 21 33
85.......................................... 13 21 34
R6.......................................... 13 22 34
87.......................................... 13 22 35
88.......................................... 13 22 35
89......... 13 22 36
90.......................................... 14 22 36
91.......................................... 14 23 36
92.......................................... 14 23 37
93.......................................... 14 23 37
94.......................................... 14 24 37
95.......................................... 14 24 38
96.......................................... 14 24 39
97.......................................... 15 24 39
98............. 15 25 39
99............. 15 25 40

100.......................................... 15 25 40
101 15 2S 41
102............. 15 26 41
103 :.............. 15 26 : 41
104 ;...... 16 26 41
105.......................................... 16 26 42
106 ;... 16 27 42
lUi ]6 27 43
108......... 16 27 43
10<) .. 16 27 44
11() ]7 27 44
II] ]7 2R 44
i 12........... 17 2g 45
Il.L......... 17 I 28 45

·ll ..L........... 17 29 45
11 L.......... 17 29 46
116 17 29 47
117 IR 29 47
118........ 18 :m 47
119.... . I Ix 30 48
120... .. .. 18 30 48
I: I. 18 30 49
12.2......... I'P -' I 49
123............ IS 31 49
1:'4......... 19 31 49
i~.:" 19 3\ 50
:26 /9 J2 50
127...... lq 32 51
i28......... .. 19 32 51
129........... 19 .~2 52
130...................................... 2/) 32 52

B-2

16
16
.17
17
17
17
17
18
18
18
18
18
19
19
19
19
19
19
19
20
20
20
21
21
21
21
21
22
22
22
22
22
23
23
23
23
23
23
23
24
24
24
2:'
25
25
25
25
26
26
26

131.......................................... 20
132.......................................... 20
133.......................................... 20
134 20
135.......................................... 20
]36 ; 20
137.......................................... 21
138........................................... 21
139.......................................... 21
140 ; 21
141.......................................... 21
142 ;............... 21
143.......................................... 21
144 ;............. 22
145.......................................... 22
146.......................................... 22
147.......................................... 22
148.......................................... 22
149 22
150.......................................... 23
151.......................................... 23
152.......................................... 23
153 :.:.............. 23
154.......................................... 23
155.......................................... 23
156.......................................... 23
157.......................................... 24
158 :~ '(.. 24
159.......................................... 24
160.......................................... 24

.161.......................................... 24
162 ....'...................................... 24
163........................................... 24
164.......................................... 25
165.......................................... 25
166.......................................... 25
167.......................................... 25
16H 25
169.......................................... 25

.170 26
171 L............................ 26
)72.......................................... 26
173........................................... 26
1·i4 26
1·,5.......................................... 26
1.,6.......................................... 26
177.......................................... 27
liS.......................................... 27
179.......................................... 27
180 ,......... 27

33 52
33 53
33 53
34 53
34 54
34 55
34 55
35 55
35 56
35 56
35 57
36 57
36 57
36 57
36 58
37 58
37 59
37 59
37 60
37 60
38 60
38 61
38 61
39 61
39 62
39 63
39 63
40 63
40 64
40 64
40 65
41 65
41 65
41 65
41 66
42 66
42 67
42 67
42 68
42 68
43 68
43 69
43 69
44 69
44 70
44 71
44 71
45 71
45 72
45 72

26
26
27
27
27
27
27
27
27
28
28
28
29
29
29
29
29
30
30
30
30
]0
31
31
31
31
31
31
31
32
32
32
33
33
33
33
33
34
~\4

34
34
34
35
35
35
35
35
35
35
36

o

o

o

o
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M&IE Rate

o

For M&IE rates greater than 5265, allocate 15%,
25%, and 40% of the total to breakfast, lunch, and
dinner, respectively. The remainder is the incidental
expense allowance.

o

o

o

181 . 27 45 73 36
182.......................................... 27 46 73 36
183.......................................... 27 46 73 37
184.......................................... 28 46 73 37
185.......................................... 28 46 74 37
186.......................................... 28 47 74 37
187.......................................... 28 47 75 37
188.......................................... 28 47 75 38
189.......................................... 28 47 76 38
190.......................................... 29 47 76 38
191 29 48 76 38
192.......................................... 29 48 177 38
193.......................................... 29 48 77 39
194.......................................... 29 49 77 39
195.......................................... 29 49 78 39
196.......................................... 29 49 79 39
197.......................................... 30 49 '79 39
198.......................................... 30 50 79 39
199.......................................... 30 50 80 39
200.......................................... 30 50 80 40
201 30 I 50 81 40
202.......................................... 30 SI 81 40
203.......................................... 30 51 81 41
204.......................................... 31 51 81 41
205.......................................... 31 51 82 41
206.......................................... 31 52 82 41
207................................... 31 52 83 41
208 1 31 52 83 42
209.......................................... 31 52 84 42
210.......................................... 32 52 84 42
211.............. 32 53 84 42
212.......................................... 32 53 85 42
213.......................................... 32 53 85 43
214.......................................... 32 54 85 43
215.......................................... 32 54 86 43
216.......................................... 32 54 87 43
217..... 33 54 87 43
21 !L......................................... 33 55 87 43
219................ 33 55 88 43
220.......................................... 33 55 88 44
221 33 55 89 44
222.......................................... 33 56 89 44
223.......................................... 33 56 89 45
224.......................................... 34 56 89 45
225 ; 34 56 90 45
226.......................................... 34 57 90 45

227.......................................... 34
228.......................................... 34
229.......................................... 34
230.......................................... 35
231.......................................... 35
232.......................................... 35
233.......................................... 35
234.......................................... 35
235.......................................... 35
236.......................................... 35
237.......................................... 36
238.......................................... 36
239.......................................... 36
240.......................................... 36
241.......................................... 36
242.......................................... 36
243 !.. 36
244.......................................... 37
245.......................................... 37
246.......................................... 37
247.......................................... 37
248.......................................... 37
249.......................................... 37
250.......................................... 38
251.......................................... 38
252.......................................... 38
253.......................................... 38
254.......................................... 38
255.......................................... 38
256.......................................... 38
257 , 39
258.......................................... 39
259.......................................... 39
260.......................................... 39
261.......................................... 39
262.......................................... 39
263.......................................... 39
264 40
265.......................................... 40

57 91 45
57 91 46
57 92 46
57 92 46
58 92 46
58 93 46
58 93 47
59 93 47
59 94 47
59 95 47
59 95 47
60 95 47
60 96 47
60 96 48
60 97 48
61 97 48
61 97 49
61 97 49
61 98 49
62 98 49
62 99 49
62 99 50
62 100 50
62 100 50
63 100 50
63 101 50
63 lOl 51
64 101 51
64 102 51
64 103 51
64 lO3 51
6S 103 51
6S 104 51
65 104 52
65 105 52
66 105 52
66 105 53
66 105 53
66 106 53

o Amendment 10: 8-13-90
Effective: 12-01-90 B-3
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FEDERAL TRAVEL REGULATION
Chapter 302-Relocation Allowances § 302-1.2 -

/

PART 302-1-APPLICABILITY, GENERAL RULES, AND
ELIGIBILITY CONDITIONS

Subpart A-New Appointees and Transferred Employees

\

/

Sec.
302-1.1 Authority.
302-1.2 Applicability.
302-1.3 General provisions.
302-1.4 Definitions.
302-1.5 Service agreements.
302-1.6 Time limits for beginning travel

and transportation.
302-1.7 Short distance involved.
302-1.8 Two or more family members" em

ployed.

Sec.
302-1.9 Reduction in force involved.
302-1.10 New appointees.
302-1.11 [Reserved]
302-1.12 Overseas assignment and return.
302-1.13 Overseas tour renewal agreement

travel.
302-1.14 Use of funds.

Subpart B-SES Career Appointees Upon Separation for
Retirement

Sec.
302-1.100 Applicability.
302-1.101 Eligibility criteria.
302-1.102 Agency authorization or ap-

proval.
302-1.103 Allowable expenses.
302-1.104 Expenses not allowable.
302-1.105 Origin and destination.

Sec.
302-1.106 Time limits for beginning travel

and transportation.
302-1.107 Use of funds.

Authority: S U.S.C. S721-S734; 20 U.S.C. 905(a);
E.O. 11609. 36 FR 13747. 3 CFR. 1971·1975 Comp.. I.
p.586.

Subpart A-New Appointees and Transferred Employees

\.

/

§ 302-1.1 Authority.

I This chapter" is "issued pursuant to 5
U.S.c. 5721-5734 and 20 U.S.C. 905(a).

§ 302-1.2 Applicability.

(a) Persons covered. Except as otherwise
provided in this chapter. the following per
sons are covered:

(I) Civilian officers and employees upon
transfer from one official station or agency
to another for permanent duty.

(2) Civilian officers and employees of the
United States Postal Service transferred
under 39 U.S.C. 1006 from the Postal Serv
ice to an agency as defined in 5 U.S.C. 5721
for permanent duty.

Amendment 26: 5-08-92
Effective: 6-30-92

(3) Civilian officers and employees as·
signed to posts of duty outside. the continen
tal United States in connection with over
seas tour renewal agreement travel and
upon return to places of residence for the
purpose of separation.

(4) New appointees to any position.

(5) Student trainees assigned upon com
pletion of college work to any position.

(6) Department of Defense overseas de
pendents school system teachers.

(b) Persons excluded. This chapter shall I
not apply to:

(1) Officers and employees transferred in
accordance with the provisions of the For
eign Service Act of 1980, as amended.
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(2) Officers and employees transferred in
accordance with the provisions of the
Central Intelligence Agency Act of 1949, as
amended.

(3) Persons whose pay and allowances are
prescribed under title 37, United States
Code, "Pay and Allowances of the Uni
formed Services."

(4) Personnel of the Veterans Administra
tion to whom the provisions of 38 U.S.C.
235 apply.

§ 302-1.3 General provisions. ~:."

(a) Travel covered. When change of offi
cial station or other action described in this

I paragraph is authorized or approved by
such official or officials as the head of the
agency may designate, travel and transpor
tation expenses and applicable allowances as

I provided in this chapter (see applicability
and exclusions in pertinent parts) are pay
able in, the case of:

(1) An employee transferring from one
official station to another for permanent
duty, provided the transfer is in the interest
of the Government and is not primarily for
the convenience or benefit of the employee
or at hislher request; the transfer is to a
new official station which is at least 10
miles distant from the old official station;
and, in the case of. a relatively short· dis~

tance relocation, a determination of eligibil
ity is made under § 302-1.7(a);

(2) New appointees, as defmed in § 302
1.4(d), relocating from their place of actual
residence at the time of appointment (or at
the time following the most recent Presiden
tial election, but before selection or appoint
ment, in the case of individuals who have
performed transition activities under section
3 of the Presidential Transition Act of 1963
(3 U.S.C. 102 note) and who are appointed
in the same fiscal year as the Presidential
inauguration that immediately follows their
transition activities) for permanent duty to
official stations.

1-2
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(3) Eligible employees outside the conti
nental United States traveling in connection
with overseas tour renewal agreement
travel; and

(4) Eligible employees returning from
posts of duty outside the continental United
States to places of actual residence for sepa
ration as provided in § 302-1.12.

(b) Reasonable advance notice of reassign
ment or transfer. As provided in 5 U.S.C.

. .5724(;),; '!thereassignment or transfer of any .
employee, for permanent duty, from one of
ficial station or agency to another which is
outside the employee's commuting area
shall take effect only after the employee has
been given advance notice for a reasonable
period. Emergency circumstances shall be
taken into account in determining whether
the period of advance notice is reasonable.It
Agencies shall give as much advance notice
as possible to enable the employee to begin
the arrangements necessary when relocating
family and residence. However, see § 302
1.7 governing payment of travel and trans
portation expenses and applicable allow
ances when short distances are involved. A
reasonable period of advance notice should
not be less than 30 days except when:

(1) the employee and both the losing and
gaining agencies agree on a lesser period;

(2) other statutory authority and imple
menting regulations stipulate a lesser period
(see Office of Personnel Management regu
lations for specified timeframes); or

(3) emergency circumstances prevail.

(c) Travel authorization. When it is deter
mined that a relocation will be authorized at
Government expense, a written travel au
thorization shall be issued to the new ap
pOintee or employee before he/she reports
to the fIrSt or new official station. The
agency should advise the employee, or indi
'vidual selected for appointment, not to
incur relocation expenses in anticipation of a
relocation until he/she has received written

Amendment 26: 5-08-92
Effective: 6-30-92
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notification. The travel authorization shall
indicate the specific allowances which are
authorized as provided in this chapter 302
and provide instructions on the Federal pro
cedures for procurement of travel and trans-

I portation services. The guidelines in § 301
1.102 of this title on issuance of travel au
thorizations shall be followed. See also

I § 302-1.10(c) for procedural requirements
applicable to new appointees.

(d) Applicable provisions for reimburse
ment purposes. Because of successive
changes to the statutes and the regulatory
provisions governing relocation allowances
and the extended period of time that em
ployees retain eligibility for certain allow
ances (see §§ 302-1.6 and 302-6. 1(e», the
reimbursement maximums or limitations ap
plicable to certain allowances will not be
the same for all employees even though
claims may be filed within the same time
frame. The regulatory provisions in effect
on the employee's or new appointee's effec
tive date of transfer or appointment (see

I § 302-1.4(1» shall be used for payment or
reimbursement purposes.

§ 302-1.4 Definitions.

As used in this chapter 302, and unless
otherwise specifically provided in this chap
ter, the following definitions apply:

(a) Continental United States. Continental
United States (or CONUS) means the 48
contiguous States and the District of Co
lumbia.

(b) United States. United States means the
50 States and the District of Columbia. The
terms "United States" and "the 50 States
and the District of Columbia" are used
interchangeably throughout this chapter
302.

(c) Employee. A civilian officer or em
ployee of an "agency" as defined in para
graph (e) of this section. The term also in
cludes new appointees as defined in para
graph (d) of this section.

Amendment 17: 5-06-91
Effective: 2-14-91

§ 302-1.4

(d) New appointee. "New appointee" in
cludes any person newly appointed to Gov
ernment service, including an individual
who has performed transition activities
under section 3 of the Presidential Transi
tion Act of 1963 (3 U.S.C. 102 note) and
who is appointed in the same fiscal year as
the Presidential inauguration that immedi
ately follows his/her transition activities.
"New appointee" also includes an individual
appointed after a break in service except
that an employee separated as a result of
reduction in force or transfer of function
may be treated as a transferee instead of a
new appointee under the conditions set out
in § 302-1.9. In addition, for purposes of
chapters 301-304 of this title 41, the term
"new appointee" includes a student trainee
who is assigned upon completion of college
work.

(e) Agency. For purposes of this chapter I
302, "agency" means:

(1) An "Executive agency" as defined in
5 U.S.c. 105 (an executive department, an
independent establishment, the General Ac
counting Office, or a wholly owned Gov
ernment corporation as defined in section
101 of the Government Corporation Con
trol Act, as amended, but excluding a Gov
ernment controlled corporation);

(2) A military department;

(3) A court of the United States;

(4) The Administrative Office of the
United States Courts;

(5) The Federal Judicial Center;

(6) The Library of Congress;

(7) The United States Botanic Garden;

(8) The Government Printing Office; and

(9) The District of Columbia.

(f) Immediate family. (1) Any of the fol- I
lowing named members of the employee's
household at the time he/she reports for
duty at the new permanent duty station or
performs authorized or approved overseas
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tour renewal agreement travel or separation
travel:

(i) Spouse;

(ii) Children of the employee or employ
ee's spouse who are unmarried and under 21
years of age or who, regardless of age, are
physically or mentally incapable of self-sup
port. (The term "children" shall include nat
ural offspring; stepchildren; adopted chil
dren; grandchildren, legal minor wards, or
other dependent children who are under
legal guardianship of the employee or em
ployee's spouse; and a child born after the
employee's effective date of transfer when
the travel of the employee's expectant
spouse to the new official station is pre
vented at the time of the transfer because of
advanced stage of pregnancy, or other rea
sons acceptable to the agency concerned,
e.g., awaiting completion of the school year
by other children.)

(iii) Dependent parents (including step
and legally adoptive parents) of the em
ployee or employee's spouse (see paragraph
(e)(2) of this section for dependent status
criteria); and

(iv) Dependent brothers and sisters (in
cluding step- and legally adoptive brothers
and sisters) of the employee or employee's
spouse who are unmarried and under 21
years of age or who, regardless of age, are
physically or mentally incapable of self-sup
port. (See paragraph (e)(2), of this section
for dependent status criteria.)

(2) Generally, the individuals named in
paragraphs (e)(I) (iii) and (iv) of this section
shall be considered dependents of the em
ployee if they receive. at least 51 percent of
their support from the employee or employ
ee's spouse; however, this percentage of
support criteria shall not be the decisive
factor in all cases. These individuals may
also be considered dependents for the pur
poses of this chapter 302 if they are mem
bers of the employee's household and, in
addition to their own income, receive sup
port (less than 51 percent) from the em
ployee or employee's spouse without which
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they would be unable to maintain a reason
able standard of living.

(g) Temporary storage. StOl ~ge of house
hold goods for a limited period of time at
origin, destination, or en route in connection
with transportation to, from, or between of
ficial stations or posts of duty or authorized
alternate points.

(h) Nontemporary storage. Storage of
household goods while an employee is as
signed to or is at an official station or post
of duty to which he/she will not or cannot
transport such household goods.

(i) Mobile home. Any type of house trailer
or mobile dwelling constructed for use as a
residence and designed to be moved over
land, either by self-propulsion or towing.
Also, a boat when used as the employee's
primary residence.

(j) Household goods. (1) All personal
property associated with the home and all
personal effects belonging to an employee
and the immediate family when shipment or
storage begins, which can be legally ac
cepted and transported as household goods
by an authorized commercial carrier in ac
cordance with the rules and regulations es
tablished or approved by an appropriate
Federal or State' regulatory authority,
except the items excluded in this paragraph
(i). Snowmobiles and vehicles with two or
three wheels, e.g., motorcycles, mopeds,
and golf carts, may be shipped as household
goods. The following items are specifically
excluded from the definition of household
goods:

(i) Automobiles, trucks, vans and similar
motor vehicles; boats; airplanes; mobile
homes; camper trailers; and farming vehi
cles;

(ii) Live animals, birds, fowls, and rep
tiles;

(iii) Cordwood and building materials;
and

Amendment 20: 8-15-91
Effective: 9-17-91
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(iv) Property for resale, disposal, or com
mercial use rather than for use by the em
ployee or the immediate family; and

(v) Any property or items which carriers'
tariffs prohibit carriers from accepting for
shipment. Agencies are advised to consult
applicable tariffs or to contact the carrier
involved if problems arise concerning ship
ment of the following prohibited articles:

(A) Property liable to impregnate or oth
erwise damage equipment (if other property
(e.g., hazardous articles including explo
sives, flammable and corrosive materials,
and poisons);

(B) Articles which cannot be taken from
the premises without damage to die article
or the premises;

(C) Perishable articles, including frozen
foods, articles requiring refrigeration, or
perishable plants unless: the shipment is to
be transported not more than 150 miles
and/or delivery accomplished within 24
hours from the time of loading; no storage
of shipment is required; and no preliminary
or enroute servicing or watering or other
preservative method is required of the car
rier.

(2) Items which are irreplaceable or are
of extreme value or sentiment are not pro
vided special security by the carrier even
though extra-value insurance may be pur
chased. Employees and their immediate
families are advised to personally transport
these types of items.

I (k) Official station or post of duty. The
building or other place where the officer or
employee regularly reports for duty. (For
eligibility for change of station allowances,
see §§ 302-1.3 and 302-1.7.) With respect to
entitlement under this. chapter 302 relating
to the residence and the household goods
and personal effects of an employee, official
station or post of duty also means the resi
dence or other quarters from which the em
ployee regularly commutes to and from
work. However, where the official station

Amendment 17: 5-06-91
Effective: 2-14-91
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or post of duty is in a remote area where
adequate family housing is not available
within reasonable daily commuting distance,
residence includes the dwelling where the
family of the employee resides or will
reside, but only if such residence reasonably
relates to the official station as determined
by an appropriate administrative official.

(1) Effective date of transfer or appoint- I
ment. The date on which an employee or
new appointee reports for duty at his/her
new or first official station.

§ 302-1.5 Service agreements.

(a) Transfers within the continental United
States and appointments and assignments of
new appointees and student trainees to any
position within the United States. In connec
tion with the transfer of employees between
official stations within the continental
United States, expenses authorized under
this chapter shall not be allowed until the
employee selected for such transfer agrees
in writing to remain in the service of the
Government for 12 months following the
effective date of the transfer, unless sepa
rated for reasons beyond hislher control
that are acceptable to the agency con
cerned. ~n case of a violation of such an
agreement, including failure to effect the
transfer, any funds expended by the United
States for expenses authorized under this
chapter shall be recoverable from the indi
vidual concerned as a .debt due the United
States. Such an agreement also is required
from new appointees and student trainees
appointed or assigned to any position within
the United States, as a condition of payment
for travel, transportation, moving and/or
storage of household goods, and allowances
as provided in § 302-1.10. A signed agree
ment for 12 months' service shall be re
quired for each permanent change of sta
tion.

(b) Transfers, appointments, and separa
tions involving posts of duty outside the con
tinental United States. (1) In connection
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with the transfer or appointment of employ
ees to posts of duty outside the continental
United States, or between posts located in
(i) separate countries, (ii) separate areas of
the United States located outside the conti
nental United States (e.g., Alaska, Hawaii,
the Commonwealth of Puerto Rico), or (iii)
any combination of these areas, the expenses
of travel, transportation, moving and/or
storage of household goods, and other ap
plicable allowances as provided in this
chapter 302 shall not be allowed unless and
until the employee selected for such transfer
or appointment agrees in writing to remain
in the service of the Government for 12
months following the effective date of the
transfer or appointment (or for 1 school
year for Department of Defense overseas
dependents school system teachers as deter
mined under chapter 25 of title 20 of the
United States Code), unless separated for
reasons beyond his/her control and accept
able to the agency concerned. In case of a
violation of such an agreement, including
failure to effect the transfer, any funds ex
pended by the United States for such travel,
transportation, and allowances shall be re
coverable from the individual concerned as
a debt due the United States.

(2) Except as precluded by this chapter
302, upon separation from service, the ex
penses for return travel, transportation, and
moving and/or storage of household goods
shall be allowed whether the separation is
for the purposes of the Government or for
personal convenience. However, such ex
penses shall not be allowed unless:

(i) The employee transferred or appointed
to posts of duty outside the continental
United States shall have served for a mini
mum period of not less than I nor more
than 3 years prescribed in advance by the
head of the agency (or for I school year for
Department of Defense overseas dependents
school system teachers as determined under
chapter 25 of title 20, United States Code);
or
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(ii) Separation is for reasons beyond the
control of the individual and acceptable to
the agency concerned.

(3) The head of the agency also shall con
sider requiring a service agreement in con
nection with the transfer of employees not
otherwise covered by this subpart. The
agreement shall provide that in determining
any employee indebtedness for violation of
such agreement, credit shall be given to the
extent of any unused entitlements he/she
may have earned for return travel and trans
portation to his/her place of actual resi
dence for separation.

(c) Employee liability. The agreement to
remain in the service of the Government for
12 months following the effective date of
transfer is not voided by a subsequent trans
fer whether such subsequent transfer is at
the employee's request or in the interest of
the Government, nQr is such agreement
voided by another service agreement made
in connection with a second transfer. The
liability of the employee for any funds ex
pended by the United States for his/her
travel, transportation, and relocation allow
ances is a separate liability for each service
agreement. The liability in each instance is
effective for the full 12-month period in
connection with the transfer for which the
service agreement was' made.

§ 302-1.6 Time limits for beginning
travel and transportation.

All travel, including that for the immedi
ate family, and transportation, including that
for household goods allowed under this
chapter 302, shall be accomplished as soon
as possible. The maximum time for begin
ning allowable travel and transportation
shall not exceed 2 years from the effective
date of the employee's transfer or appoint
ment, except that:

(a) The 2-year period is exclusive of the
time spent on furlough for an employee
who begins active military service before
the expiration of such period and who is

Amendment 17: 5-06-91
Effective: 2-14-91
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furloughed for the duration of his/her as
signment to the post of duty for which
transportation and travel expenses are al
lowed;

(b) The 2-year period does not include
any time during which travel and transpor
tation is not feasible due to shipping restric
tions for an employee who is transferred or
appointed to or from a post of duty outside
the continental United States; and

(c) The 2-year period shall be extended
for an additional period of time not to
exceed I year when the 2-year time limita
tion for completion of residence transactions
is extended under § 302-6.1(e).

§ 302-1.7 Short distance involved.

(a) Transfers. When the change of official
station involves a short distance (at least 10
miles between stations as provided in § 302
1.3(a)(I)) within the same general local or
metropolitan area, the travel and transporta
tion expenses and applicable allowances in
connection with the employee's relocation
of his/her residence shall be authorized only
when the agency determines that the reloca
tion was incident to the change of official
station. Such determination shall take into
consideration such factors as commuting
time and distance between the employee's
residence at the time of notification of trans
fer and his/her old and new posts of duty as
well as the commuting time and distance
between a proposed new residence and the
new post of duty. Ordinarily, a relocation of
residence shall not be considered as incident
to a change of official station unless the
one-way commuting distance from the old
residence to the new official station is at
least 10 miles greater than from the old
residence to the old official station. Even
then, circumstances surrounding a particular
case (e.g., relative commuting time) may
suggest that the move of residence was not
incident to the change of official station.
(See also specific distance limitations appli
cable to individual allowances; i.e., trips to

Amendment 20: 8-15-91
Effective: 9-17-91

§ 302-1.8

seek residence quarters in § 302-4.1 (c)(4)
and eligibility for temporary quarters sub
sistence expenses in § 302-5.2(h).)

(b) Appointments. For new appointees,
whose place of actual residence at the time
of selection for appointment and first duty
station are located in the same general local
or metropolitan area and who relocate their
places of residence as a result of the ap
pointmel}t, the travel and transportation ex
penses as provided in § 302-1. 10 shall be
authorized only when the agency deter
mines that the relocation of residence was
incident to the appointment. To the extent
applicable, the principles prescribed for
transferred employees shall be considered in
making this determination.

§ 302-1.8 Two or more family members I
employed.

(a) Members of the same immediate family
who are employees. When two or more em
ployees are members of the same immediate
family, the allowances authorized under this
chapter shall apply either to:

(I) Each employee 'separately, in which
instance none of the employees is eligible
for any allowance as a member of the im
mediate family; or

(2) Only one of the employees selected in
accordance with paragraph (c) of this sec
tion, in which case the other employee(s) is
eligible for allowances solely as a member(s)
of the immediate family.

(b) Non-employee members of the immedi
ate family. When two or more employee
members of the same immediate family elect
separate allowances under paragraph (a)(1)
of this section, non-employee members of
the immediate family shall not receive du
plicate allowances because of the fact that
the employee members elected separate
allowances.

(c) Payment limitation. When employee
members of the same immediate family elect
separate allowances under paragraph (a)(1)
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of this section, the employing agency or
agencies shall not make duplicate payment
for the same expenses.

(d) Procedures. A determination as to
which of the two alternatives provided in
paragraph (a) of this section is selected shall
be made in writing and signed by all em
ployee members of the same immediate
family. When employee family members
elect separate allowances under paragraph
(a)(l) of this section, the determination also
shall specify under which employee mem
ber's authorization non-employee family
members will receive allowances. A copy of
this determination shall be filed with the
agency in which each employee member is
employed.

§ 302-1.9 Reduction in force involved.

(a) Impending separation. When an em
ployee is assigned to a new official station
after having been notified of involuntary
separation not for cause but incident to the
reduction, cessation, or transfer of the work
at the station where he/she was employed,
the transfer of the employee is deemed to be
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in the i,nterest of the Government unless
there is an affirmative administrative deter
mination that the transfer is primarily for
the employee's convenience or benefit.

(b) Reemployment after separation. A
former employee separated by reason of re
duction in force or transfer of function who
within 1 year of the date of separation is
reemployed by an agency for a nontempo
rary appointment, at a different permanent
duty station from that where the separation
occurred, may be allowed and paid the ex
penses and other allowances (excluding non
temporary storage when assigned to an iso
lated permanent duty station within the con
tinental United States) in the same manner
as though he/she had been transferred in
the interest of the Government to the per
manent duty station where reemployed,
from the permanent duty station where sep
arated, without a break in service, and sub
ject to the eligibility limitations as pre
scribed in this chapter 302.

Amendment 20: 8-15-91
Effective: 9-17-91

•

•

•

•

•



\
)

\

)

FEDERAL TRAVEL REGULA1·ION
Chapter 302-Relocation Allowances

§ 302-1.10 New appointees.

(a) Coverage. New appointees to any posi
tion are eligible for payment only of those
travel and transportation expenses listed in
paragraph (d) of this section in relocating to
their first official station. New appointees
include student trainees who are assigned
upon completion of college work. New ap
pointees include not only individuals when
first appointed to Government service but
also individuals appointed after a break in
service except that employees separated as a
result of reduction in force or transfer of
function may be treated as transferees in
stead of new appointees under the condi
tions set forth in § 302-1.9.

(b) Agency responsibility. Because new
appointees usually lack experience in Gov
ernment procedures, each agency shall
adopt special measures to provide full infor
mation to new appointees concerning the
benefits which may be available to them for
travel and transportation involved in report
ing to their official stations. Special care
shall be taken to inform appointees of the
limitations on available benefits.

(c) Procedural requirements-(1) Agree
ment. No payment for otherwise allowable
expenses or for an advance of funds shall be
made unless the appointee or student trainee
has signed the agreement appropriate in his/
her case as provided in § 302-1.5.

(2) Travel before appointment. Authorized
expenses may be paid even though the indi
vidual concerned has not been appointed at
the time travel to the first official station is
performed. For individuals who have per
formed Presidential transition activities, as
described in § 302-1.3(a)(2), allowable travel
and transportation may take place at any
time following the most recent Presidential
election. However, entitlement to such ex
penses does not vest by virtue of selection
for the position or authorization for travel
as provided in § 302-1.3(c) but vests only
upon actual appointment of the individual

I

Amendment 17: 5-06-91
'::ffective: 2-14-91

§ 302-1.10

concerned. However, nothing in this para
graph shall be construed to limit the provi
sions of part 301-1, subpart C, allowing the
payment of pre-employment interview
travel.

(3) Prior. payment. A student trainee may
not receive payments at the time of his/her
assignment if the expenses of travel and
transportation were paid at the time he/she
was appointed as a student trainee.

(d) Allowable expenses. Items of expense
listed in paragraphs (d) (1) through (6) of
this section are payable under the conditions
prescribed in this chapter governing the
allowance in question. Note particularly
that not all of the listed items will be appli
cable in each situation ~overed by this part.

(1) Travel expenses including per diem
for the appointee or student trainee as set
forth in § 302-2.1;

(2) Transportation for immediate family
of appointee or student trainee as set forth
in § 302-2.2(a);

(3) Mileage if privately owned vehicle is
used in travel as set forth in § 302-2.3;

(4) Transportation and temporary storage
of household goods as set forth in part 302
8;

(5) Nontemporary storage of household
goods if appointed to an isolated location as
set forth in § 302-9.1; and

(6) Transportation of mobile homes as set
forth in part 302-7.

(e) Expenses not allowable. Items of ex
pense not listed in paragraph (d) of this
section which are authorized for reimburse
ment in case of transfers under this chapter
(e.g., per diem for family, cost of house
hunting trip, subsistence while occupying
temporary quarters, a miscellaneous expense
allowance, residence sale and purchase ex
penses, lease-breaking expenses, and reloca
tion services) are not allowable to ap
pointees and student trainees eligible under
this section.
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(f) Alternate origin and destination. The
limit on travel and transportation expenses
in each individual case is the cost of direct
travel or transportation as allowable' be
tween the individual's place of residence at
the time of selection or assignment (or in
the case of individuals having performed
Presidential transition activities, as described
in § 302-1.3(a)(2), the place of residence at
the time of relocation following the most
recent Presidential election) and the official
station to which he/she is appointed or as
signed; however, travel ap.d transportation
may be from and/or to other locations if the
new appointee or student trainee pays any
excess cost involved in such alternate travel
or transportation.

(g) Advance of funds. An advance of
funds for expenses allowable under this sec
tion may be made to appointees and student
tr~inees under the procedures prescribed in
§ 302-1. 14(a) and the part of this regulation
governing the allowance being considered.

I § 302-1.11 [Reserved]

§ 302-1.12 Overseas assignment and
return.

(a) Transferees. Employees transferred to,
from, and between official stations outside
the continental United States are eligible for
many of the benefits provided by this chap
ter 302, and employees transferred to such
stations are eligible for, return transportation
under the conditions and limitations con
tained in paragraphs (c) through (g) of this
section. Specific eligibility provisions and
applicable limitations are contained in the
parts of this chapter 302 relating to the ben-
efits provided. '

(b) New appointees-(l) Residence at time
of appointment. A new app<;>intee to a posi
tion outside the continental United States is
eligible for certain travel and tran~portation

benefits under this chapter 302 if his/her
residence at the time of appointment is in an
area other than the area in which his/her
official station is located. Under, this ruk-
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"area" means a foreign country, the conti
nental United States, Alaska, Hawaii, the
Commonwealth of Puerto Rico or the Com
monwealth of the Northern Mariana Is
lands, or a United States territory or posses
sion.

(2) Allowable expenses. Allowances and
the parts of this chapter 302 which' apply
are as follows:

(i) Travel and per diem for appointees as
set forth in § 302-2.1;

(ii) Travel for the appointee's immediate
family, but not per cHern, as set forth in
§ 302-2.2;

(iii) Mileage to the extent travel is per
formed by privately owned automobile as
set forth in § 302-2.3;

(iv) Transportation and temporary storage
of household goods as set forth in part 302
8;

(v) Nontemporary storage of household
goods as set forth in § 302-9.2;

(vi) Transportation of mobile homes in
limited circumstances as set forth in part
302-7; and

(vii) Transportation of an employee's per
sonal automobile as set forth in part 302-10.

(3) Expenses not allowable. Items of ex
pense not listed in paragraph (b)(2) of this
section which are authorized for reimburse
ment under this chapter 302 in the case of
transfers (e.g., per diem for family, cost of
house-hunting trip, subsistence while occu
pying temporary quarters, miscellaneous ex
pense allowance, residence sale and pur
chase expenses, and lease-breaking expenses)
may not be authorized for appointees eligi
ble under this section.

(4) Alternate origin or destination. Travel
and transportation benefits authorized are
from the employee's residence at time of
appointment to his/her official station. If
alternate origins or destinations are in
volved, the cost which will be paid by the
Government may no,t exceed the cost that
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would have been incurred for the travel or
transportation in question between the resi
dence and the official station.

(5) Advance offunds. An advance of funds
for expenses allowable under paragraph
(b)(2) of this section may be made to ap
pointees under the procedures prescribed in
§ 302-1.14(a) and the part of this chapter
302 governing the allowance being consid
ered.

(c) Actual place of residence designation
(I) ,Designation by employee. When an em
ployee is selected for transfer or appoint
ment to a post of duty outside the continen
tal United States, the place of actual resi
dence shall be determined at the time of
selection and designated in .the written
agreement prescribed in § 302-1.5(b) to
remain in the Government service for a
minimum period of time prescribed by the
agency head pursuant to law. An employee
hired locally at a location outside the conti
nental United States who claims residence
at another location in the United States, the
Commonwealth of Puerto Rico or the Com
monwealth of the Northern Mariana Is
lands, or a United States territory or posses
sion at time of appointment, shall designate
in writing the claimed place of actual resi
dence for the consideration of agency offi
cials.

(2) Determination by agency official. Deter
mination of the place of a'ctual residence
shall be made by an authorized agency offi
cial on the basis of all the facts in the
record. When there is doubt as to the place
of actual residence, the employee is respon
sible for supplying any further information
necessary to support designation I of the
claimed place of actual residence.

(3) Guidance in determination of residence.
While it is not feasible to 'establish rigid
standards for what constitutes a place of
residence, the concept of residence repre
sented in an existing statutory provision (8
U.S.C. 1101(33» may be used s general
guidance. This concept views residence as
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the place of general abode, meaning the
principal, actual dwelling place in fact,
without regard to intent. Determination of
the place of actual residence is primarily an
administrative responsibility and the place
constituting the actual residence must be de
termined upon the factual circumstances in
each case. Examples of factors which shall
be considered, when~ver applicable, by
agency officials charged with this responsi
bility are:

(1) The place of actual residence of a de
pendent student generally is presumed to be
the same as that of the parents and, except
in rare instances, this situation would not be
changed by the student attending college in
another place.

(ii) The place at which the employee
physically resided at time of selection for
appointment or transfer frequently consti
tutes the place of actual residence and shall
be so regarded in the absence of circum
stances reasonably indicating that another
location may be designated as the place of.
actual residence.

(iii) Designation of a place of actual resi
dence in an official document signed by the
employee earlier in Government employ
ment shall be regarded as originally in
tended to be a continuing designation, and
the burden is upon the employee to establish
clearly that the earlier designation was in
error or that later circumstances entitle a
different designation to be made. After an
employee has been transferred or appointed
to a post of duty outside the continental
United States, the location of the place of
actual residence incorporated in the official
records of such employment shall be
changed only to correct an error in the
designation of residence.

(iv) Presence in the individual's work his
tory of a representative amount of full-time
employment at or in the immediate geo
graphic area of the location designated as
place of actual residence is a significant
factor, but lack of such history does not
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preclude the designation of the location as
place of actual residence.

(v) The chronological record of individ
ual or family association with a locality is
usually significant only in connection with
an analysis of other circumstances explain
ing the nature of such association. Frequent
or extended visits to a locality must be eval
uated in relation to the purpose of the visits
and sometimes in relation to the nature of
the area itself. For example, vacation visits
to a resort area, without the added support
of other factors, should not be regarded as
adequate to establish a place of actual resi
dence.

(vi) Recognition and exercise by the em
ployee of the privileges and duties of citi
zenship in a particular jurisdiction, such as
voting and payment of taxes on income and
personal property are factors for consider
ation, but agency application of standards
about place of residence sh~uld not be such
as to discourage employees from property
ownership or participation in community af
fairs at a nonforeign location outside the
continental United States.

(d) Return for separation. When an em
ployee is eligible for return travel :and trans
portation to his/her place of actual resi
dence upon separation after completion of
the period of service specified in an agree
ment executed under § 302-L5(b) or is sepa
rated for reasons beyond hislher control
and acceptable to the agency concerned,
he/she may receive travel and transporta
tion to an alternate location, provided the
cost to the Governm~nt shall not exceed the
cost of travel and transportation to his/her
residence at the time he/she was assigned to
an overseas station. However, under deci
sions of the Comptroller General, ordinar
ily, an employee is entitled to travel and
transportation expenses upon separation
only to the country of actual residence at
the time of assignment to such duty.
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(e) Prior return of immediate family-(l)
When employee is eligible Jor return transpor
tation. When an employee has become eligi
ble for return trans.portation by satisfactorily
completing an agreed :period of service at a
post of duty outside the continental United
States, the Government shall pay one-way
transportation expenses for returning the
employee's immediate family and household
goods before the employee's return to his/
her place of actual residence in the 50
States, the District of Columbia, the Com
monwealth of Puerto Rico or the Common
wealth of the Northern Mariana Islands, or
a United States territory or possession.

(2) Return Jor compassionate reasons. One
way transportation expenses for the return
of the employee's immediate family and his/
her household goods also may be paid with
out regard to the employee's completion of
an agreed period of service provided it has
been determined under regulations pre
scribed by the head of the agency con
cerned that the public interest requires the
return of the immediate family for compel
ling personal reasons of a humanitarian or
compassionate nature, which may involve
physical or mental health, death o~ a
member of the imm~diate family, or oblIga
tions imposed by authority or circumstances
over which the individual has no control.

(3) Limited to one return trip. Expenses
allowed as provided in paragraphs (e) (1)
and (2) of this section shall be paid by the
Government not more than one time during
each agreed period of service and are sub
ject to chapter 301 of this title.

(4) Part oj household goods retained over
seas. In connection with the prior return of
his/her family, the employee may elect to
retain a portion of the household goods
with him/her at the post of duty and ship
the remainder to his/her place of actual res
idence. In such an instance, the Government
will pay for shipment of both parts of the
household goods, provided the aggregate
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weight of both shipments does not exceed
the applicable weight limits.

(5) Alternate destination. If the employee's
immediate family and household goods are
returned to a location in the 50 States, the
District of Columbia, the Commonwealth of
Puerto Rico or the Commonwealth of the
Northern Mariana Islands, or a United
States territory or possession other than the
place of actual residence therein, the allow
able expenses shall not exceed those allow
able for return over a usually traveled route
between the post of duty and the place of
actual residence.

(6) Prior return at employee's expense-re
imbursement. There may be circu,mstances
in which an employee elects to return his/
her immediate family and the household
goods or any part thereof at his/her own
expense to any of the 50 States, the District
of Columbia, the Commonwealth of Puerto
Rico or the Commonwealth of the Northern
Mariana Islands, or a United States territory
or possession when he/she is 'not eligible for
such transportation under this paragraph (e).
In such an instance, and after the employee
becomes eligible for transportation at Gov
ernment expense, he/she may be reimbursed

I

for the proper expenses which he/she had
previously paid. He/She will be reimbursed
in accordance with the applicable provisions
of this paragraph (e) only for expenses
which are supported by receipts or other
appropriate documentation furnished to the
Government under regulations prescribed
by the head of the agency concerned.

(f) Return of former spouse and depend
ents. Paragraph (e) of this section also ap
plies to the spouse and dependents of an
employee who have traveled to the employ
ee's overseas post of duty as dependents (as

I provided in § 302-1.4(f)) at Government ex
pense, even if, because of divorce or annul
ment, such individuals will have ceased to
be dependents as of the date the employee
becomes eligible for return travel. Travel of
such former dependents is authorized by the
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employee's next entitler:nent to return travel
but not beyond the end of the employee's
current agreed tour of duty.

(g) Return of family member over 21. If a
member of the immediate family, as defined
in § 302-1.4(f), reaches his/her twenty-first I
birthday while the employee is assigned to
duty overseas, that person may be returned
to the United States (or foreign location at
which the actual residence is located) at
Government expense, provided his/her last
travel overseas was at Government expense
as a member of the employee's immediate
family. Return of that person is authorized
by the employee's next entitlement to travel
to the United States (or foreign location at
which the actual residence is located) but
not beyond the end of the employee's cur
rent agreed tour of duty.

§ 302-1.13 Overseas tour renewal
agreement travel.

Employees may be eligible to receive
allowances for travel and transportation ex
penses for the purpose of returning home to
take leave between tours of duty overseas as
provided in this section. These provisions
are applicable to employees serving tours of
duty at ,posts of duty outside the United
States. These provisions are also applicable
to employees serving tours of duty in
Alaska or Hawaii but only under the condi
tions specified in paragraphs (a) (2) and (3)
of this section.

(a) Eligibility. Employees may be eligible
to receive allowances for travel and trans
portation expenses for returning home be
tween tours of duty overseas under the cri
teria set forth in paragraphs (a) (1) through
(3) of this section.

(1) Eligibility requirements for all areas
outside the continental United States. In order
to be eligible for allowances under this sec
tion, an employee before departure from
his/her post of duty outside the continental
United States must have:
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(i) Satisfactorily completed an agreed
period of service or the prescribed tour of
duty as provided in § 302-1.5(b) for return
travel entitlement;

(ii) Entered into a new written agreement
as provided in § 302-1.5(b) for another
period of service at the same or another
post of duty outside the continental United
States. The agreement shall cover costs inci
dent to the travel to the employee's place of
actual residence or alternate location and
return and any additional cost paid by the
Government as a result of a transfer of the
employee to another official station overseas
at the time of the tour renewal agreement
travel; but as provided in § 302-1.5(b), the
agreement will be for 12 months with re
spect to the transfer costs; and

,
(iii) Qualified for eligibility status under

the provisions of paragraphs (a) (2) and/or
(3) of this section, if the post of duty in
volved is located in Alaska or Hawaii.

(2) Employees stationed in Alaska or
Hawaii on September 8, 1982. An employee
whose status on September 8, 1982, was any
one of the situations listed in paragraph
(a)(2) 0), (ii), or (iii) of this section involving
a post of duty in Alaska or in Hawaii will
continue to be eligible to receive allowances
for travel and transportation expenses for
tour renewal agreement travel provided the
employee continues to serve consecutive
tours of duty at posts of duty within Alaska
or at posts of duty within Hawaii. Transfers
between a post of duty in Alaska and a post
of duty in Hawaii will not constitute con
secutive tours of duty for purposes of con
tinuing eligibility under these provisions. On
September 8, 1982, lhe employee must have
been: .

(i) Serving a current tour of duty in
Alaska or Hawaii;

(ii) En route to a post of duty in Alaska
or Hawaii under a written agreement to
serve a tour of duty; .or
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(iii) Engaged in tour renewal agreement
travel and have entered into a new written
agreement to serve another tour of duty in
Alaska or in Hawaii.

(3) Employees assigned, appointed, or trans
ferred to a post of duty in Alaska or Hawaii
after September 8. 1982. (i) Except for situa
tions described in paragraph (a)(2) of this
section, the travel and transportation ex
penses allowable for tour renewal agree
ment travel under this section may not oth
erwise be authorized for employees as
signed, appointed, or transferred to a post of
duty in Alaska or Hawaii after September 8,
1982, unless it is determined under regula
tions prescribed by the agency head that
payment of these expenses is necessary for
the purpose of recruiting or retaining an
employee for service of a tour of duty at a
post of duty in Alaska or Hawaii. This au
thority must be used sparingly and only
when required to fulfill agency staffing
needs to accomplish the agency's mission.
These provisions are intended to ensure the
availability of well qualified employees or
those employees with special skills and
knowledge who are not available in the
local area, and to fill positions in remote
areas. Agency regulations shall prescribe
criteria and guidelines to determine the need
for payment of tour renewal agreement
travel expenses. The agency determination
that it is necessary to pay the expenses of
tour renewal agreement travel as a recruit
ing or retention incentive in order to fill a
particular position in Alaska or Hawaii shall
be reviewed periodically but not less than
every 5 years.

(ii) The payment of travel and transporta
tion expenses for tour renewal agreement
travel for recruiting or retention purposes is
limited to two round trips beginning within
5 years after the date the employee first
begins any period of consecutive tours of
duty in Alaska or Hawaii. Employees shall
be advised in writing of this limitation.
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(4) Effect on other allowances. Paragraphs
(a) (2) and (3) of this section do not affect
the provisions of § 302-1.12 governing over
seas assignments and return for employees
transferred or new appointe~s to posts of
duty in Alaska and Hawaii.

(b) Allowable travel and tran'sportation
(1) Destination. An eligible employee and
his/her immediate family shall be allowed
expenses for travel frdm the post of duty
outside the continental United States to his/
her place of actual residence at the time of
assignment to a post of duty outside the
continental United States (also referred to as
"actual residence" in this section). Those
expenses shall also be allowed from the
place of actual residence upon return to the
same or another post of duty outside the
continental United States; except with re
spect to Alaska and Hawaii, the return must
be to a post of duty located within the same
State (Alaska or Hawaii) as the post of duty
at which the employee served immediately
before tour renewal agreement travel (see
paragraph (a)(2) of this section).

(2) Allowances. These allowances are pay
able under chapter 301 of this title and are
limited to per diem and transportation costs
for the employee and transportation costs,
but not per diem, for his/her immediate
family. (See § 302-2.1.) If a transfer is also
involved, family per diem may be paid as
authorized by § 302-2.2(b) to the extent
such per diem is payable incident to direct
travel between posts of duty.

(3) Alternate destination. An employee and
his/her family may travel to a location in
the United States, the Commonwealth of
Puerto Rico or the Commonwealth of the
Northern Mariana Islands, a United States
territory or possession, or another country
in which the place of actual residence is
located other than the location of the place
of actual residence; however, an employee
whose actual residence is in the United
States must spend a substantial amount of
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time in the United States, the Common
wealth of Puerto Rico or the Common
wealth of the Northern Mariana Islands, or
a United States territory or possession inci
dent to travel under this section to be enti
tled to the allowance authorized. The
amount allowed for travel and transporta
tion expenses when travel is to an alternate
location shall not exceed the amount which
would have been allowed for travel over a
usually traveled route from the post of duty
to the place of actual residence and for
return to the same Of a different post of
duty outside the continental United States as
the case may be.

(c) Limitations-(l) Husband and wife
both employed. If husband and wife are both
employed in the immediate geographic area
by the same or different agencies as employ
ees under the terms of this chapter 302, the
allowances authorized in this section shall
apply to each of them separately, in which
instance neither of them is eligible for any
allowances as the spouse, or to either of
them, in which instance one is considered
the head of the household and the other is
eligible for allowances as the spouse. In ap
plying these alternatives, other members of
the immediate family shall not receive du
plicate allowances because of the fact that
both husband and wife are employees. A
determination as to which of the two alter
natives is selected shall be made in writing
and shall be signed by both husband and
wife. A copy of this determination shall be
filed with the agency in which each is em
ployed.

(2) Local hires not eligible-(i) Married
persons in area with spouse. An employee
hired locally is not eligible for allowances
under this section if he/she is married and is
in the immediate geographic area because
his/her spouse is in the area as a member of
the Foreign Service, a member of the uni
formed services (as defined in title 37,
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U.S.c.), a private individual, or an em
ployee of a private individual or a non-Fed
eral organization.

(ii) Minors in area with parents. An em
ployee hired locally who is unmarried and
under 21 years of age is not eligible for
allowances under this section if a parent of
the employee is in the immediate geo
graphic area as a member of the Foreign
Service, a member of the uniformed serv
ices (as defined in title 37, U.S.C.), a 'civilian
employee under the terms of this regulation,
a private individual, or an employee of a
private individual or a non-Federal organi
zation.

(iii) Denial of allowance to eligible local
hires. Under regulations prescribed by the
head of the agency concerned, the agency
may in its discretion refuse eligibility for
allowances under this subpart to an em
ployee who was hired locally and who did
not sign a written agreement as provided
under § 302-1.5(b), provided the agency no
tifies the employee of its intention before
the employee has completed a period of
service equal to the period generally appli
cable to employees of the agency serving at
the post of duty concerned or in the same
geographic area.

(d) Liability of employee-noncompliance
with new agreement. An employee who, for
reasons not beyond his/her control and not
acceptable to the agency concerned, fails to
complete the period of service specified in a
new service agreement is obligated for ex
penses and for allowances paid to him/her.

(1) Failure to complete initial year of serv
ice. (i) If the employee fails to complete 1
year of service under a new agreement, he/
she is indebted to the Government for any
amounts spent by the Government for:

(A) His/her transportation and per diem
and transportation for his/her immediate
family incident to tour renewal agreement
travel from the post of duty to his/her place
of actual residence and from the place of
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actual residence to the last post of duty
where he/she failed to complete a year of
service;

(B) Transportation for any member of the
immediate family who traveled from the
former to the last post of duty without
going to the actual place of residence;

(C) Transportation of his/her household
goods from the former post of duty to the
last post of duty (including amounts spent
for packing, crating, drayage, unpacking,
and temporary storage); and

(D) Any other allowances paid under this
regulation when a transfer of official station
is involved.,

(ii) In addition, the employee must bear
the expense of transportation for himself/
herself, and the family and household goods
from the last post of duty to the place of
actual residence, and he/she is indebted to
the Government for any amounts spent by
the Government for these purposes.

(iii) The employee is entitled to an allow
ance if, prior to his/her current agreement
which he/she did not complete, he/she
completed an agreed period of service for
which he/she did not receive all allowances
to which he/she was entitled. The employee
in such an instance is entitled to allowances
for the return of himself/herself, and the
family and household goods (including costs
of packing, crating, drayage, unpacking, and
temporary storage) from the post of duty at
which the former period of service was
completed to the actual place of residence.

(iv) Since the employee did not avail him
self/herself of the entitlement described in
paragraph (d)(l)(iii) of this section, the costs
that would have been incurred for that pur
pose may be applied as a setoff against the
indebtedness described in paragraphs
(d)(I) (i) and (ii) of this section. The setoff
amount shall be applied as follows:

(A) If the amount of the setoff is less than
the indebtedness, the difference is a debt
due the United States; or
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(B) If the setoff is larger than the indebt
edness, the difference (excess setoff) will be
applied to the costs, for which the employee
is responsible, of moving the employee, and
the family and household goods from the
post of duty where he/she failed to com
plete a year of service to the place of actual
residence. If the amount of excess setoff
equals or exceeds the costs for which the
employee is responsible, the Government
will procure and pay for such transportation
in full. If the amount of excess setoff is less
than the costs for which the employee is
responsible, the Government may procure
and pay for the transportation and obtl1in
reimbursement from the employee for the
difference between the total costs and the
amount of the excess setoff to be applied
against the costs, or allow the employee to
pay the total costs and reimburse him/her
for the applicable amounts upon submission
of an appropriate voucher.

(2) Failure to complete agreed period after
initial year. (i) If the employee completes 1
year or more of service under a new agree
ment, but does not complete the entire
period of service specified in the agreement,
he/she is not indebted to the Government
for amounts spent by the Government for
transportation and per diem for the em
ployee and for transportation of his/her im
me~iate family incident to tour renewal
agreement travel from the post of duty at
which he/she completed the previous tour
of duty to his/her place of actual residence
and from the place of actual residence to
the post of duty at which he/she failed to
complete the agreed upon tour of duty. Fur
thermore, if the post of duty where the em
ployee failed to complete his/her agreement
is not the same as the place where he/she
did complete his/her previous assignment,
he/she is not indebted for the costs of trans
porting any members of the immediate
family who traveled from the former to the
latter post of duty without going to the
actual place of residence, nor for the costs
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of transporting his/her household goods be
tween these two posts of duty, including
any related costs of packing, crating,
drayage, unpacking, and temporary storage
or for other allowances paid under this reg
ulation incident to the transfer of official
station.

(ii) However, when the employee fails to
complete the agreed period of service after
the initial year, the employee must bear the
costs of transportation for himself/herself
and the immediate family and household
goods from the post of duty at which he/
she did not complete the agreed upon tour
of duty under the new agreement to the
place of actual residence.

(iii) For the reasons described in para
graph (d)(l)(iii) of this section, however, the
employee shall be allowed credit for an
amount equal to the costs of transporting,
from the post of duty at which the former
period of service was completed to the
place of actual residence, the household
goods and any members of the immediate
family who did not accompany him/her
when he/she returned to the place ofactual
residence incident to renewal agreement
travel toward the costs. (see paragraph
(d)(2)(ii) of this section) of return to the
place of actual residence.

(iv) The credit amount allowable and the
costs involved shall be computed in the
same manner as provided in paragraph
(d)(l)(iv) of this section.

§ 302-1.14 Use of funds.

(a) Advance of funds-(I) Basis. An em
ployee may be advanced funds for use while
traveling and for certain expenses which
he/she may incur incident to a transfer
based on his/her prospective entitlement to
reimbursement for those expenses after they
are incurred.

(2) Rules. Advances and collection of ad
vances by deduction from the employee's
voucher are subject to chapter 301 of this
title.
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(3) Anticipated entitlements which may jus
tify an advance. The expected entitlement of
an employee to reimbursement for the fol
lowing expenses will form the basis for pay
ment of a travel advance. Specific authority
with regard to each type of expense is son
tained in the sections governing the particu
lar allowances.

(i) Per diem, mileage, and common car
rier costs incident to his/her change of offi
cial station travel as set forth in § 302-2.4;

(ii) Authorized house-hunting trips as set
forth in § 302-4.4;

(iii) Subsistence while occupying tempo
rary quarters as set forth in § 302-5.5;

(iv) Transportation and temporary storage
of household goods as set forth in § 302-8.6;

(v) Transportation of mobile homes as set
forth in § 302-7.5; and

(vi) Transportation and storage of em
ployee's automobile as set forth in § 302
10.6.

(b) Funding of transfers between agencies.
In the case of transfer from one agency to
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another, allowable expenses shall be paid
from the funds of the agency to which the
employee is transferred. However, in trans
fers between agencies for reasons of reduc
tion-in-force or transfer of functions, ex
penses allowable under this regulation may
be paid in whole or in part by the agency
from which the employee is transferred or
by the agency to which he/she is trans
ferred as may be agreed upon by the heads
of the agencies concerned except as ex
cluded in paragraphs (b) (1) and (2) of this
section.

(1) Nontemporary storage when assigned
to an isolated permanent duty station within
the continental United States; and

(2) Transfers to, from, or between foreign
countries (except the areas and installations
in the Republic of Panama made available
to the United States under the Panama
Canal Treaty of 1977 and related agree
ments (as described in section 3(a) of the
Panama Canal Act of 1979».

•

•

•Subpart B-SES Career Appointees Upon Separation for
Retirement

§ 302-1.100 Applicability.

(a) Individuals covered. This subpart is ap
plicable to career appointees in Senior Ex
ecutive Service positions, defined as fol
lows:

(1) Career appointee as defined in 5 U.S.c.
3132(a)(4) means an individual in a Senior
Executive Service (SES) position whose ap
pointment to the position or previous ap
pointment to another SES position was
based on approval by the Office of Person
nel Management (OPM) of the executive
qualifications of such individual.

1-18

(2) Senior Executive Service position as de
fined in 5 U.S.c. 3132(a)(2) means any posi
tion in an executive agency, except a Gov
ernment corporation and the General Ac
counting Office (see other exclusions in 5
U.S.C. 3132(a) (1) and (2», which is in GS
16, 17, or 18 of the General Schedule or in
level IV or V of the Executive Schedule, or
an equivalent position that is not required to
be filled by an appointment by the President
by and with the advice and consent of the
Senate, and is a position which includes one
or more of the duties listed in 5 U.S.c.
3132(a)(2).

(b) Exclusions. The provisions of this sub
part are not applicable to individuals whose
appointment in the SES is a limited term,

Amendment 17: 5-06-91
Effective: 2-14-91
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limited emergency, or noncareer appoint
ment. (See 5 U.S.c. 3132(a)(5), (6), and (7)
for definitions of excluded types of appoint
ment.)

§ 302-1.101 Eligibility criteria.

An SES career appointee, as defined in
§ 302-1.100, is eligible, upon separation
from Federal service, for those travel and
transportation allowances specified in § 302
1.103 of this subpart, if such individual
meets the following criteria:

(a) Was transferred or reassigned geo
graphically at any time in the interest of the
Government and at Government expense
from one official station to another for per
manent duty as a career appointee in the
SES, including a transfer or reassignment:

(1) From an SES career appointment to
another SES career appointment; or

(2) From other than an SES career ap
pointment, including an appointment in a
civil service position outside the SES, to an
SES career appointment;

(b) At the time of the transfer or reassign
ment:

(1) Was eligible to receive an annuity for
optional retirement under section 8336 (a),
(b), (c), (e), (f), or (j) of subchapter III of
chapter 83 (Civil Service Retirement
System (CSRS)) or under' section 8412 of
subchapter II of chapter 84 (Federal Em
ployees Retirement System (FERS)) of title
5, U.S.c.; or

(2) Was within 5 years of eligibility to
receive an annuity for optional retirement
under one of the authorities in subparagraph
(b)(1) of this section; or

(3) Was eligible to receive an' annuity
based on discontinued service retirement, or
early voluntary retirement under an aPM
authorization, under section 8336(d) of sub
chapter III of chapter 83 or under section
8414(b) of subchapter II of chapter 84 of
title 5, U.S.c.;

Amendment 17: 5-06-9.1
Effective: 2-14-91

§ 302-1.103

(c) Is separated from Federal service on
or after September 22, 1988;

(d) Is eligible to receive an annuity upon
such separation under the provisions of sub
chapter III of chapter 83 (CSRS) or chapter
84 (FERS) of title 5, U.S.c., including an
annuity based on optional retirement, dis
continued service retirement, early volun
tary retirement under an aPM authoriza
tion, or disability retirement; and

(e) Has not previously been authorized
and received "last move home" benefits
upon separation from Federal service for
retirement.

§ 302-1.102 Agency authorization or
approval.

A career appointee who is eligible for
moving expenses under this subpart shall
submit a request to the designated agency
official for authorization or approval of the
moving expenses stating tentative moving
dates and origin and destination locations of
the planned move. Such requests shall be
submitted in a format and timeframe as pre
scribed by agency policy and procedures.

§ 302-1.103 Allowable expenses.

When the head of the agency concerned,
or his/her designee, authorizes or approves,
the travel and transportation expenses speci
fied in this section shall be paid for those
individuals who are eligible for such ex
penses under § 302-1.10 1. Allowable ex
penses are as follows:

(a) Travel expenses including per diem
under § 302-2.1 for the individual.

(b) Transportation expenses under § 302
2.2(a), but not per diem, for the individual's
immediate family.

(c) Mileage allowance under § 302-2.3, to
the extent travel is performed by privately
owned automobile.

(d) Transportation and temporary storage
of household goods under part 302-8 not to
exceed 18,000 pounds net weight.

1-19



§ 302-1.104

§ 302-1.104 Expenses not allowable.

Items of expense not listed in § 302-1.103
which generally are authorized for reim
bursement in the case of transferred employ
ees; (e.g., per diem for family, cost of
hqusehunting trip, subsistence while occu
pying temporary quarters, miscellaneous ex
pense allowance, residence sale and pur
chase expenses, leasebreaking expenses, non
temporary storage of household goods, relo
cation income tax allowance, and relocation
services) are not authorized for separated
SES career appointees upon retirement.

§ 302-1.105 Origin and destination.

(a) The expenses listed in § 302-1.103 may
be paid from the official station where sepa
ration of the career appointee occurs to the
place where the individual has elected to
reside within the United States, the Com
monwealth of Puerto Rico or the Common
wealth of the Northern Mariana Islands, a
United States territory or possession, or the
former Canal Zone area (Le., areas and in
stallations in the Republic of Panama made
available to the United States under the
Panama Canal Treaty of 1977 and related
agreements (as described in section 3(a) of
the Panama Canal Act of 1979»;' or if the
individual dies before the travel and trans
portation are completed, expenses may be
paid to the place within the areas listed in
this paragraph where the immediate family
elects to reside even if different from the
place elected by the separated career ap
pointee.

(b) Travel and transportation expenses
may be paid from an alternate origin or
more than one origin provided the cost does
not exceed the cost that the Government
would have paid if ali travel and transporta
tion had originated at the official station
from which the individual was separated to
the place where the individual, or the imme
diate family, will reside.

1-20

Part 302-1-Applicability, General
Rules, and Eligibility Conditions

(c) These provisions contemplate a move
to a different geographical area. In the
event the place where the individual has
elected to reside is within the same general
local or metropolitan area in which the offi
cial station or residence was located at the
time of the career appointee's separation,
the expenses authorized by this subpart may
not be paid unless the mileage criteria speci
fied in § 302-1.7 for a short distance transfer
are met.

§ 302-1.106 Time limits for beginning
travel and transportation.

All travel, including that for the sepa
rated career appointee, and transportation,
including that for household goods, allowed
under this regulation, shall be accomplished
within 6 months of the date of separation,
or other reasonable period of time as deter
mined by the agency concerned, but in no
case later than 2 years from the effective
date of the career appointee's separation
from service.

§ 302-1.107 Use of funds.

Travel advances will not be issued to
cover any of the expenses authorized by this
subpart. Transportation expenses should be
paid through the use of U.S. Government
Transportation Requests and U.S. Govern
ment Bills of Lading to the maximum extent
possible to minimize travel and transporta
tion costs and the need for individuals to
use personal funds. However, individuals
who have been authorized or approved to
make their own moving arrangements may
be reimbursed for their actual transportation
expenses not to exceed applicable coach air
fares for transportation of the individual and
immediate family, or the applicable allow
ances u~der the commuted rate schedule for
movi:lg and storage of the household goods.

Amendment 17: 5-06-91
Effective: 2-14-91
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)
PART 302-2-ALLOWANCES FOR SUBSISTENCE AND

TRANSPORTATION

(1) For the spouse-(i) When accompanying
the employee. When the spouse accompanies
the employee who is traveling under § 302
2.1, the spouse is authorized three-fourths of
the per diem rate to which the employee is
entitled. However, under this provision the
minimum per diem rate shall be $6 unless
the employee receives a per diem rate of
less than $6 and, in that instance, the spouse
will receive the same rate as the employee.

§ 302-2.2 For members of an employ
ee's Immediate family.

(a) Transportation. Except as specifically
provided in this chapter, allowable travel
expenses for the employee's immediate
family, including transportation, are gov
erned by chapter 301 of this title. Travel of
the immediate family may begin at the em
ployee's old official station or some other

Sec. point, or partially at both, and may end at
302-2.1 For the employee. the new official station or some other place
302-2.2 For members of an employee's im- selected by the employee, or partially at

mediate family. both. However, the cost to the Government
302-2.3 For use of a privately owned for transportation of the immediate family

automobile in connection with perma- shall not exceed the allowable cost by the
nent change of station. usually traveled route between the employ-

302-2.4 Advance of funds. ee's old and new official stations.

Authority: S U.S.c. S721-S734; 20 U.S.c. 90S(a); (b) Per diem allowance wben en route be-I E.O. 11609, 36 FR 13747,3 CFR, 1971-197S·.Comp;;';-;tween'·employee's old and newoffic:ial station.
p. S86. When an employee is transferred, an allow-
§ 302-2.1 For the employee. ance shall be paid for per diem expenses

Except as specifically provided in this incurred by the employee's immediate
chapter, per diem, transportation costs, and family while traveling between the old and
other travel expenses of the employee shall new official stations regardless of where the
be allowed in accordance with the provi- old and new stations are located. If the
sions of 5 U.S.C. 5701-5709 and chapter 301 actual travel involves depanure and/or des-
of this title; the maximum per diem rate tination points other than the old or new
allowable for travel within CONUS shall be official station, the per diem allowance shall
the standard CONUS rate prescribed under not exceed the amount to which members
§ 301-7.3 of this title (see also § 301- of the immediate family would have been
7.6(a)(3) of this title). The prohibition on entitled if they had traveled by a usually
paying per diem for travel of 10 hours or traveled route between the old and new of-
less will apply to change of official station ficial stations. In computing the per diem
travel (see § 30l-7.5(b) of this title). This allowance under chapter 301 of this title,
part applies to travel of transferred employ- the prohibition on paying per diem for
ees, new appointees, and employees as- travel of 10 hours or less will apply to per-
signed to posts of duty outside the continen- manent change of station travel. The maxi-
tal United States in connection with either mum allowable per diem rates are as fol-
overseas tour renewal agreement travel or lows:
return travel to places of residence for the
purpose of separation.\

)

)

Amendment 26: 5-08-92
Effective: 6-30-92 2-1
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IMileage

rate
I (cents)

Occupants of automobile

(c) Mlleaae rates In special circumstances.
Heads of agencies may prescribe that travel
orders or other administrative determina
tions specify higher mileage rates at a rate
not more than the maximum rate prescribed
in § 301-4.2(a)(2) of this title for individual
transfers of employees or transfers of groups
of employees when:

(1) Employees are expected to use the
privately owned automobiles on official

Employee only; or one member of immedi-
ate family........................................................ IS

Employee' and one member, or two mem-
ben of immediate family............................... 17

Employee and two members; or three mem-
bers of immediate family............................... 19

Employee and three or more members; or
four or more members of immediate
family.............................................................. 20

Part 302-2-Allowances for Subsistence and Transportation§ 302-2.2

(ii) When not accompanying the employee. § 302-2.3 For use of a privately owned
When the spouse is not accompanying the automobile in connection with per-
employee while he/she is traveling under manent change of station.
§ 302-2.1, the spouse is authorized the per (a) Determination of advantage to the Gov-
diem rate to which the employee is entitled ernment. When an employee, with or with-
under § 302-2. I. In such instance the travel out an immediate family, who is eligible for
time of the employee and the amount of per travel allowances under part 302-1, uses a
diem allowance paid himlher are not fac- privately owned automobile for permanent
tors in computing the amount of per diem change of station travel, that use is deemed
allowance for travel of the spouse. (When to be advantageous to the Government. The
more than one privately owned automobile provisions in § 302-2.3 also apply to new I
is used, the spouse shall be considered to ,apP9intee~ ~d employees returning from
have been accompanied by the employee'if'" posts of duty outside the continental United
travel is performed on the same days along States to places of actual residence for sepa-
the same general route.) ration. The provisions do not apply to em-

(2) For each other member of the employ- ployees assigned to posts of duty outside the
ee's immediate family. Three-fourths of the continental United States in connection with
per diem rate to which the employee is enti- overseas tour renewal agreement travel.
tled is authorized for each other member (See § 302-1.13.)
age 12 or older, and one-half of the per (b) Mileage rates prescribed. Payment of
diem rate to which the employee is entitled mileage allowances, when authorized or ap-
is authorized for each child under 12 years proved in connection with the transfer, shall
of age. However, under this provision the be allowed as follows:
minimum per diem rate shall be 56 unless
the employee received a per diem rate of
less than 56 and, in that instance, the
member shall receive the same rate as the
employee.

(c) Exclusions. The. provisions of para
graph (b) of this section do not authorize
payment of per diem allowances for mem
bers of the immediate families of:

(I) New appointees;

(2) Employees assigned to posts of duty
outside the continental United States in con-
nection with overseas tour renewal agree
ment travel;

(3) Employees assigned to posts of duty
outside the continental United States return
ing to places of actual residence for separa
tion; or

(4) Employees assigned under the Gov
ernment Employees Training Act (S U.S.C.
4109).

I

2-2
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business while assigned to the new duty sta
tions;

(2) The common carrier rates for the fa
cilities provided between the, old and new
stations, the related constructive taxicab
fares to and from terminals, and the per
diem allowances prescribed under this Part
302-2 justify a higher mileage rate as advan
tageous to the Government; or

(3) The costs of driving the privately
owned automobile to, from, or between offi
cial stations located outside the continental
United States justify a higher mileage rate
as advantageous to the Government.

(d) Maximum per diem allowances when
privately owned automobile is used.

(1) Rates as prescribed by agency. The per
diem allowance for the employee while en
route between the old and new duty stations
shall be at appropriate rates, as prescribed
by the agency concerned, within the appli
cable maximums and in accordance with
provisions of § 302-2.1 and Chapter 301 of
this title. The per diem allowances pre
scribed in § 302-2.2(b) apply for members of
an employee's immediate family, except as
excluded in § 302-2.2(c).

(2) Maximum allowance based on total dis
tance. Per diem allowances should be paid
on the basis of actual time used to complete
the trip, but the allowances may not exce~d

an amount computed on the basis of a mini
mum driving distance per day which is pre
scribed as reasonable by the authorizing of
ficial and is not less than an average of 300
miles per calendar day. An exception to the
daily minimum driving distance may be
made by the agency concerned when travel
between the old and new official stations is
delayed for reasons clearly beyond the con
trol of the travelers such as acts of God,
restrictions by Governmental authorities, or
other reasons acceptable to the agency; e.g.,
a physically handicapped employee. In such
cases, per diem may be allowed for the
period of the delay or for a shorter period

FTR 1989 Edition: 2-23-89
Effective: 5-10-89

§ 302-2.3

as determined by the ~gency. The traveler
must provide a statement on his/her reim
bursement voucher fully explaining the cir
cumstances which necessitated the en route
travel delay. The exception to the daily
minimum driving distance requires the ap
proval of the agency's authorizing official.

(3) Method of computation. In computing
the per diem amount for a prescribed mini
mum driving distance per day, one-fourth of
the prescribed per diem rate shall be al
lowed for 'each one-fourth of the prescribed
minimum distance. For ,example, if the au
thorizing official prescribes a per diem rate
of $12 for the employee and a reasonable
minimum driving distance of 400 miles a
day, the per diem amount will be $3 for
each 100 miles or fraction of 100 miles trav
eled between the old and new official sta
tions.

(e) Use of more than one privately owned
vehicle.

(1) When authorized as advantageous to the
Government. Use of no more than one pri
vately owned automobile is authorized
under this Part 302-2 as being advantageous
to the Government in connection with per
manent change of station travel except
under the following special circumstances,
when use of more than one privately owned
automobile may be authorized:

(i) If there are more members of the
immediate family than~ reasonably can be
transported with luggage in one vehicle;

(ii) If because of age or physical condi
tion special accommodations are neces
sary in transporting a member of the im
mediate family in one vehicle, and a
second automobile is required for travel
of other members of the immediate
family;

(iii) If an employee must report to a
new official station in advance of travel
by members of the immediate family who
delay travel for acceptable reasons such
as completion of school term, sale of

2-3
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property, settlement of personal business
affairs, disposal or shipment of household
goods, and temporary unavailability of
adequate housing at the new official sta
tion;

(iv) If a member of the immediate
family performs unaccompanied travel be
tween authorized points other than those
for the employee's travel; or

(v) If, in advance of the employee's
reporting date, immediate family members
must travel to the new official station for
acceptable reasons such as to enroll chil
dren in school at the beginning of the
term.

(2) Allowances applicable. In those in
stances where more than one automobile is
authorized under this paragraph (e), the
allowances under paragraphs (b), (c), and
(d) of this section apply for each automobile
and the occupants thereof.

2-4

(3) Allowances when not justified as advan
tageous to the Government. If the use of
more than one privately owned automobile
is not justified under the circumstances de
scribed 'in this paragraph (e), only the allow
ances prescribed in p,aragraphs (b), (c), and
(d) of this section shall be paid, as if all
persons involved traveled in one automo
bile.

§ 302-2.4 Advance of funds.

Advance of funds may be made for per
diem and mileage allowances as provided in
§§ 302-2.1, 302-2.2(b), and 302-2.3 except in
connection with employees assigned to
posts of duty outside the continental United
States performing authorized or approved
overseas tour renewal agreement travel.
Such advances may also be made upon
return to the place of residence for the pur
pose of separation under the policies and
procedures prescribed in § 302-1.14(a).

FTR 1989 Edition: 2-23-89
Effective: 5-10-89
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Sec.
302-3.1 Applicability.
302-3.2 Eligibility.
302-3.3 Allowable amount.
302-3.4 Advance of funds.

Authority: S U.S.C. S72t-S734; 20 U.S.C. 9OS(a);

I E.O. t 1609, 36 FR 13747, 3 CFR, 1971-197S Comp.•
p. S86.

§ 302-3.1 Applicability.

(a) Purpose (or allowance. The miscellane
ous expenses allowance authorized: 'by
§§ 302-3.2 and 302-3.3 is for defraying vari
ous contingent costs associated with discon
tinuing residence at one location and estab
lishing residence at a new location in con
nection with an authorized or approved per
manent change of station.

(b) Types of costs covered. The allowance
is related to expenses that are common to
living quarters, furnishings, household appli
ances, and to other general types of costs
inherent in relocation of a place of residence
(see part 302-7 for specific costs normally
associated with relocation of a mobile home
dwelling that are covered under transporta
tion expenses). The costs intended to be re
imbursed under the miscellaneous expenses
allowance include, but are not limitet;i to,.
the following:

(1) Fees for disconnecting and connecting
appliances, equipment. and utilities involved'
in relocation and costs of converting appli
ances for operation on available utilities;

(2) Fees for cutting and fitting rugs, drap
eries, and curtains moved from one resi
dence quarters to another;

(3) Utility fees or deposits that are not
offset by eventual refunds;

(4) Forfeiture losses on medical, dental,
and food locker contracts that are not trans
ferable; and contracts for private institu
tional care, such as that provided for handi
capped or invalid dependents only, which
are not transferable or refundable; and

Amendment 26: 5-08-92
Effective: 6-30-92

§ 302-3.1

(5) Costs of automobile registration, driv
er's license, and use taxes imposed when
bringing automobiles into certain jurisdic
tions.

(c) Types of costs not covered. This allow
ance shall not be used to reimburse the em
ployee for costs or expenses incurred which
exceed maximums provided by statute or in
this subtitle; costs or expenses that the em- I
ployee incurred but which are disallowed
elsewhere ·in- this subtitle; costs reimbursed I
under other provisions of law or regula
tions; costs or expenses incurred for reasons
of personal taste or preference and not re
quired because of the move; losses covered
by insurance; fmes or other penalties im
posed upon the employee or members of
hislher immediate family; judgments, court
costs, and similar expenses growing out of
civil actions; or any other expenses brought
about by circumstances, factors, or actions
in which the move to a new duty station
was not the proximate cause. Examples of
costs which are not reimbursable from this
allowance are as follows:

(1) Losses in selling or buying real and
personal property and cost items related to
such transactions;

(2) Costs which are reimbursed under
other provisions of this subtitle or under I
any other regulations or under provisions of
any statute;

(3) Cost of additional insurance on house
hold goods while in transit to the new offi
cial station or cost of loss or damage to
such property;

(4) Additional costs of moving household
goods caused by exceeding the maximum

3-1
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§ 302-3.3 Allowable amount.

Employees eligible for a miscellaneous ex
pense allowance shall be paid an amount
under paragraph (a) of this section or reim
bursed an amount under paragraph (b) of
this section, but not both, as follows:

(a) Allowances in the following amounts
will be paid without suppon or other docu
mentation of expenses:

(1) S3S0 or the equivalent of I week's
basic pay, whichever is the lesser amount,
for an employee without immediate family;
and

(2) $700 or the equivalent of 2 weeks'
basic pay, whichever is the lesser amount,
for an employee with immediate family.

(b) Allowances in excess of those pro
vided in paragraph (a) of this section may
be authorized or approved, if supponed by
acceptable statements of fact and either paid
bills or other acceptable evidence justifying
the amounts claimed, provided the aggre
gate amount does not exceed the employee's
basic pay (at the time the employee re
poned for duty) for I week if the employee
is without an immediate family, or for 2
weeks if the employee has an immediate
family In no jnstance wj)) the amp"nt

Part 302-3-Allowance for Miscellaneous Expenses

(10) Damage or loss of clothing, luggage,
or other personal effects while traveling to
the new official station locality;

(II) Subsistence, transportation, or mile
age expenses in excess of the amounts reim
bursed as per diem or other allowances
under this regulation;

(12) Medical expenses due to illness or
injuries of the employee or members of the
immediate family while en route to the new
official station or while living in temporary
quaners at Government expense under the
provisions of part 302-S; or

(13) Costs incurred in connection with
structural alterations; remodeling or mod
ernizing of living quarters, garages or other
buildings to accommodate privately owned
automobiles, appliances or equipment; or
the cost of replacing or repairing worn-out
or defective appliances, or equipment
shipped to the new location.

_ § 302-3.1

weight limitation for which the employee § 302-3.2 Eligibility.
has eligibility as provided by law or in this (a) Coverage. A miscellaneous expense

I chapter; allowance will be payable to an employee
(5) Costs of newly acquired items, such as for whom a permanent change of station is

the purchase or installation cost of new rugs authorized or approved and who has dis-
or draperies; continued and established a residence in

(6) Higher income, real estate, sales, or connection with such change regardless of
other taxes as the result of establishing resi- where the old or new official station is 10-

d . th 1 al't cated, provided the applicable eligibilityence In e new oc 1 y; d" . .
con Itions In pan 302-1 are met and the

(7) Fines imposed for traffic infractions agreement required in § 302-1.5 is signed.

lWhalil~ en route to the new official 'station" - (i,j Exclusions. The provisions of this pan I
oc~ ., do not apply for new appointees, employees

(8) Accident insurance premiums or liabil- assigned under the Government Employees
ity costs incurred in connection with travel Training Act (see 5 U.S.C. 4109), or em-
to the new official station locality, or any ployees returning from overseas assignments
other liability imposed upon the employee for the purpose of separation.
for uninsured damages caused by accidents
for which he/she or a member of hislher
immediate family is held responsible;

(9) Losses as the result of the sale or
disposal of items of personal propeny not
considered convenient or practicable to
move;

3-2
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exceed the maximum rate of grade OS-13
provided in 5 U.S.C. 5332 at the time the
employee reported for duty. The entire
amount claimed under this paragraph (b)
(including the amount otherwise payable
without such documentation under para
graph (a) of this section) must be supported
as required in this paragraph (b).

Amendment 20: 8-15-91
Effective: 9-17-91

§ 302-3.4

§ 302-3.4 Advance of funds.

No advance of funds is authorized in con
nection with the allowance provided in this
part 302-3.
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PART 302-4-TRAVEL TO SEEK RESIDENCE QUARTERS

/

/

Sec.
302-4.1 Applicability and general policy

for authorizing travel to seek !esidence
quarters.

302-4.2 Duration of trip.
302-4.3 Procedural requirements.
302-4.4 Advance of funds.

Authority: ~ U.S.C. ~721-~734: 20 U.S.C. 9O~(a);

I £.0. 11609, 36 FR 13747, 3 CFR. 1971·197~ Comp.,
p. ~86.

§ 302-4.1 Applicability .and general
policy for authorizing travel to seek' '
residence quarters.

(a) Payment of travel and transportation
expenses of the employee and spouse travel
ing together, or the employee or spouse
traveling individually instead of travel by
the other or together, for one round trip
between the localities of the old and new
duty stations for the purpose of seeking resi
dence quarters, may be authorized when
circumstances warrant. Separate round trips
by the employee and spouse may be al
lowed provided the overall cost to the Gov
ernment is limited to the cost of one round
trip for the employee and spouse traveling
together. A round trip performed by the
employee for this purpose, when authorized,
must be accomplished before reporting to
the new official station. A round trip by the
spouse, when authorized, may be accom
plished at any time before relocation of the
family to the new official station but not
after the expiration of the maximum time
for beginning allowable travel and transpor
tation. (See § 302-1.6.) An appropriate offi
cial of the agency that will be responsible
for payment of the travel and transportation
allowances for the employee shall decide
whether this trip should be authorized.

(b) A trip to seek residence quarters shall
be authorized only when the circumstances

I indicate that it is actually needed. This part
shall be administered to minimize or avoid
the expense involved whenever other satis
factory and more economical arrangements

Amendment 26: 5-08-92
Effective: 6-30-92

can be made. For example. if the employee
must promptly vacate the residence at his/
her old post of duty, it may be less costly to
the Government and more convenient to
the employee to complete arrangements for
new residence quarters before the move
actually takes place. A trip for the purpose
of finding and arranging new residence
quarters may be justified in such circum
stances.

. (c) In other situations, it may be less
costly to allow the employee and hislher
family to remain in temporary quarters at
the new official station for a longer period
than might otherwise be required, subject to
the limitations of part 302-5, until perma
nent quarters are found. If temporary quar
ters are to be authorized, a trip for seeking
permanent residence quarters may be
avoided. Similarly, it may be less costly to
the Government and more satisfactory to
the employee for the employee's immediate
family to remain at the residence in the old
official station locality after the employee
has reported at hislher new official station
and has time to select permanent quarters
after he/she has had an opportunity to
become more familiar with neighborhoods,
local, transportation facilities, schools, and
the housing market. In' some instances the
employee may be on temporary duty at the
new station for a period before the actual
transfer becomes effective. Under these cir
cumstances, a special trip by the employee
to the new official station for the purpose of
finding quarters should not be necessary. It
may also be possible for the agency to avoid
or shorten the duration of a trip by provid
ing assistance and information to the em
ployee concerning local housing conditions
and markets. These guidelines shall be ob
served in order to eliminate wasteful or un
necessary trips. In addition, reimbursement
for travel and transportation expenses for
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Part 302-4-Travel to Seek Residence Quarters§ 302-4.1

trips to seek permanent quarters shall not be
authorized under the following circum
stances:

(1) When an employee will be assigned to
Government or other prearranged residence
quarters at the new official station location;

(2) When the employee has not yet for
mally agreed to transfer to the new station
(see § 302-1.5(a»;

(3) When either the old or new duty sta
tion, or both, are located outside the United
States; and

(4) When the map distance between the
old and new stations is less than 75 miles via
a usually traveled surface route.

§ 302-4.2 Duration of trip.

The round trip should be allowed for a
reasonable period of time considering dis
tance between the old and new official sta
tions, mode of transportation to be used,
and the housing situation at the new official
station location. In no instance shall the
period of the round trip at Government ex
pense be allowed in excess of 10 calendar
days, including travel time. In authorizing
or allowing a particular mode of transporta
tion, consideration shall be given to provid
ing minimum time en route and maximum
time at the new official station locality. Ac
cordingly, if the use of a privately oWned
automobile is permitted, this use is consid
ered advantageous to the Government and
the mileage allowance shall be as provided
in § 302-2.3 (b) and (c). Reasonable expenses
for local transportation at the location of
the new official station shall be allowed.
Agencies may authorize local transportation
by common carrier, local transit systems,
commercially rented automobiles, or pri
vately owned automobiles; however, the
mode of local transportation must be con
sistent with the mode of transportation au
thorized for travel to and from the new
official station. Expenses for the use of taxis
shall be limited to transportation between
depots, airports, or other carrier terminals,
and place of lodging. -

§ 302-4.3 Procedural requirements.

(a) After employee's agreement to transfer.
A trip for finding residence quarters shall
not be permitted at Government expense
until after an employee has agreed to the
transfer and the date of the transfer has
been established, and shall not be authorized
under circumstances where the purpose of
the trip is to permit the employee to decide
whether he/she will accept the transfer. If
an employee accepts a transfer and, after
making a trip to the new station for the

. purpose·- of finding- permanent quarters or
after the spouse has made such a trip, de
clines the transfer, he/she is subject to the
provisions of § 302-1.5 concerning recovery
of amounts reimbursed for travel.

(b) EligibiUty. This part applies only in I
connection with a permanent change of sta
tion. Per diem allowances for the employee
and/or spouse during the round trip shall be
as prescribed in §§ 302-2.1, 302-2.2(b), and
302-2.3(d). New appointees and employees
assigned under the Government Employees
Training Act (5 U.S.C. 4109) or their
spouses shall not be allowed such round-trip
travel.

(c) Authorization prior to trip. The trip
for finding residence quarters shall not be
made at Government expense unless a per
manent change of station travel order has
been issued which includes authorization for
the round trip and mode of transportation
and period of time allowed for the trip,
specifies the date for reporting at the new
official station, and indicates that the em
ployee has signed the required agreement.
An employee shall be in a duty status
during the authorized round-trip period of
absence.

§ 302-4.4 Advance of fundi.

Advance of funds may be made in con
nection with the allowance authorized in
this part under the policies and procedures I
prescribed in § 302-1.14(a).

Amendment 28: 5-08-82
Effective: 8-30-92
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§ 302-5.2 Conditions and limitations
for eligibility.

(a) Length of time allowed and location of
new official station-(l) Initial period of tem- "
porary quarters. An employee for whom a
permanent change of station is authorized or
approved shall be allowed subsistence ex
penses for himselflherself and for each
member of hislher immediate family (de
fined in § 302-1.4(0) for a period of not

\
)

i

PART 302-5-SUBSISTENCE WHILE OCCUPYING TEMPORARY
QUARTERS

Sec. more than 60 consecutive days when occu·
302-5.1 Policy. pancy of temporary quarters is determined
302-5.2 Conditions and limitations for eli· to be necessary and the new official station

gibility. is located within the United States, the
302-5.3 Exclusions. Commonwealth of Puerto Rico or the Com.
302-5.4 Allowable amount. monwealth of the Northern Mariana Is.
302-5.5 Advance of funds. lands, a United States territory or posses.

Authority: 5 U.S.C. 5721-5734; 20 U.S.c. 905(a); sion, or the former Canal Zone area (i.e..I E.O. 11609. 36 FR 13747. 3 CFR. 1971·1975 Comp.. areas and installations in the Republic of
p.586. Panama made available to the United States
§ 302-5.1 Policy. under the" Panama Canal Treaty of 1977 and

Heads of agencies shall prescribe proce- related agreements (as described in section

I dures for administering the provisions of 3(a) of the Panama Canal Act of 1979), pro-
this part reasonably and equitably so that vided a written agreement as required in
the necessity for allowing subsistence ex- § 302-1.5 is signed in connection with the
penses and the amount of time an employee transfer. The period of consecutive days
and members of hislher immediate family may be interrupted for the time that is aI-
use temporary quarters is justified in con- lowed for travel between the old and new
nection with the employee's transfer to a official stations; for circumstances attribut-
new official station. As a general policy, the able to official necessity as, for example, an
period for temporary quarters shall be re- intervening temporary duty assignment or
duced or avoided if a round trip to seek military duty; or for non-official necessary
permanent residence quarters has been made interruptions such as hospitalization, ap-
or if, as a result of extended temporary duty proved sick leave, or other reason beyond
at the new official station or other circum- the employee's control and acceptable to
stances (for example, if the family does not the agency concerned.
move until some time after the employee's (2) Additional time in certain cases. Sub-
transfer), the employee has had adequate ... sistence expenses as provided in paragraph
opportunity to complete arrangements fot (a)(1) of this" section may be allowed for ail
permanent quarters. The administrative de- additional period of time not to exceed 60
termination as to whether the occupancy of consecutive days provided the head of the
temporary quarters is necessary and the agency, or hislher designee, determines that
length of time for occupancy shall be made there are compelling reasons for the contin-
on an individual-case basis.

ued occupancy of temporary quarters. The
total period of time in temporary quarters
shall not exceed 120 days under any circum
stances. The same considerations as ex
pressed in § 302-5.1 are applicable in allow
ing any part of the additional 60 days. Au
thorizations to extend the temporary quar
ters period and the number of days author
ized shall be held to a minimum. Extensions
of the temporary quarters period may be
authorized only in situations where there is

Amendment 26: 5-08-92
Effective: 6-30-92 5-1



§ 302-5.2

a demonstrated need for additional time due
to circumstances which have occurred
during the initial 6O-day period of occu
pancy and which are determined to be
beyond the employee's control and accept
able to the agency. Examples of compelling
reasons which could be considered as
beyond the employee's control may include,
but are not limited to, the following situa
tions:

(i) Shipment and/or delivery of house
hold goods to new residence is delayed due
to extended transit time incident to'ocean
transportation, strikes, customs clearance,
hazardous weather, fifes, floods or other
acts of God, or similar events.

(ii) New permanent residence cannot be
occupied because of unanticipated problems
(delays in settlement on new residence,
short term delay in construction of a new
residence,' etc.).

(iii) Inability to locate permanent resi
dence which is adequate for family needs
because of housing conditions at the new
official station.

(iv) Sudden illness, injury, or death of
employee or immediate family member.

(3) Authorizing less than maximum time.
The specified time limits are maximum, peri-,
ods, and the normal length of necessary oc
cupancy of temporary quarters is expected
to average much less. Temporary quarters
should be regarded as an expedient to be
used only if, or for as long as, necessary
until the employee concerned can move into
permanent residence quarters.

(b) Transfer to foreip area. When the
new official station is located in a foreign
area, the employee is not eligible for tempo
rary quarters allowances under this regula
tion. When temporary lodgings are obtained
in a foreign area, or in the United States
prior to transferring to a foreign area. the
employee may be eligible for an allowance

5-2

Part 302-5-Subsistence While
Occupying Temporary Quarters

under the Standardized Regulations (Gov
ernment Civilians, Foreign Areas) pre
scribed by the Department of State.

(c) What constitutes temporary quarters.
Generally. the term temporary quarters
refers to lodging obtained from private or
commercial sources for the purpose of tem
porary occupancy after vacating the resi
dence occupied when the transfer was au
thorized. However, occupancy of tempo
rary quarters that eventually become the
employ~'s permanent residence shall not

, prevent payment of the temporary quarters
allowance if, in the agency's judgment, the
employee shows satisfactorily that the quar
ters occupied were intended initially to be
only temporary. In making this determina
tion, the agency should consider factors
such as the duration of the lease, movement
of household effects into the quarters, type
of quarters, expressions of intent, attempts
to secure a permanent dwelling, and the
length of time the employee occupies the
quarters.

(d) Temporary quarters located at other
thaD official statiOD. As a general rule, the
location of the temporary quarters must be
within reasonable proximity of the old and/
or new official station. Payment of subsist-

'en'ce eX'penses for' occupancy of temporary
quarters in other locations shall not be al
lowed unless justified by circumstances
unique to the individual employee or the
employee's family that are reasonably relat
ed and incident to the transfer. Payment for
such expenses must be authorized or ap
proved by the head of the employing
agency, or hislher designee, provided the
designee is at a level high enough to ensure
adequate review of the circumstances, in
volved and to determine that payment of
the temporary quarters allowance is justi
fied. Occupancy of temporary quarters shall
not be approved for vacation purposes or
other reasons unrelated to the transfer.

Amendment 10: 8-13-90
Effective: 12-01-90
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(e) Beginning of eligibility period. The use
of temporary quarters for subsistence ex
pense purposes under these provisions may
begin as soon as the employee's transfer has
been authorized, and the written agreement
required in § 302-1.5 has been signed. In
order to be eligible for the temporary quar
ters allowance, the period of use of such
quarters for which a claim for reimburse
ment is made must begin not later than 30
days from the date the employee reported
for duty at his/her new official station, or if
not begun during this period, not later than
30 days from the date the family vacates the
residence at the old official station, but not
beyond the maximum time for beginning
allowable travel and transportation. (See
§ 302-1.6.)

(f) Computation of eligibility period and
termination. When computing the length of
time allowed for temporary quarters at
Government expense, the time period will
begin for the employee and all members of
the immediate family when either the em
ployee or any member of the immediate
family begins the period of use of such
quarters for which a claim for reimburse
ment is made. The time period' shall run
concurrently for the employee and all mem
bers of the immediate family. The employee
may occupy temporary quarters at one loca
tion while members of the immediate family
occupy quarters at another location. (How
ever, see limitations in paragraph (d) of this
section.) The period of eligibility shall ter
minate when the employee or any member
of the immediate family occupies permanent
residence quarters or when the authorized
period of time expires, whichever occurs
first.

(g) Effect of partial days on eligibility
period. Occupancy of temporary quarters
for less than a whole day constitutes one
full calendar day of the eligibility period.

(I) Claim for temporary quarters when oc
cupancy begins the same day en route travel

Amendment 10: 8-13-90
Effective: 12-01-90

§ 302-5.2

ends. The eligibility period for reimburse
ment for temporary quarters subsistence ex
penses shall start at the beginning of the
same calendar day quarter in which en
route travel per diem ends. (See paragraph
(i) of this section regarding the prohibition
on duplicating payment of subsistence ex
penses under both the en route travel and
temporary quarters subsistence expense au
thorities.)

(2) Claims for temporary quarters occu
pancy in all other cases. In all cases other
than those covered in paragraph (g)(I) of
this section (e.g., when occupancy of tem
porary quarters occurs at the old official
station or when reimbursement for occu
pancy of temporary quarters is not claimed
on the same day that en route travel per
diem begins or ends), the temporary quar
ters period shall start at 12:01 a.m. of the
calendar day (see § 301-7.1(b)(I) of this
title) in which temporary quarters subsist
ence expense reimbursement is claimed, pro
vided the temporary quarters are occupied
during that calendar day.

(3) Termination of eligibility period. The
temporary quarters period shall terminate at
midnight of the last day of eligibility.

(h) Allowance when short distance transfer
is involved. An employee or members of
his/her immediate family shall not be eligi
ble for temporary quarters expenses when
the distance between the new official station
and old residence is not more than 40 miles
greater than the distance between the old
residence and the old official station, except
that the expenses of temporary quarters are
allowable for the period during which the
employee is awaiting the arrival of his/her
household goods shipped from the old to
the new residence, provided the use of such
quarters is begun not later than the maxi
mum time for beginning allowable travel
and transportation. All measurements shall
be made according to map distance along a
usually traveled route.
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§ 302-5.2

(i) Duplication of other allowances. In no
cases shall subsistence expenses under these
provisions be allowed which duplicate, in
whole or in part, payments received under

I other parts of this subtitle or under other
laws or regulations covering similar costs.
(A cost-or-living allowance payable under 5
V.S.c. 5941 is not a duplication of subsist
ence expenses.)

§ 302-5.3 Exclusions.

The provisions of this part 302-5 do not
apply to new appointees, including those ap
pointees covered in § 302-1.11, employees
assigned under the Government Employees
Training Act (5 V.S.c. 4109), or employees
returning from overseas assignments for the
purpose of separation.

§ 302-5.4 Allowable amount.

(a) Actual expenses allowed. Reimburse
ment shall be made only for actual subsist
ence expenses incurred provided these are
incident to occupancy of temporary quar
ters and are reasonable in amount. Allow
able subsistence expenses include only
charges for meals (including groceries
consumed during occupancy of temporary
quarters), lodging, fees and tips incident to
meah and lodging, laundry, and cleaning
and pressing of clothing. Expenses of local
transportation incurred for any purpose
during occupancy of temporary quarters
shall not be allowed.

(b) Itemization and receipts. The actual
expenses shall be itemized in a manner pre
scribed by the head of the agency which
will permit at least a review of the amounts
spent daily for (I) lodging, (2) meals, and
(3) other allowable items of subsistence ex
penses. Receipts shall be required at least
for lodging and laundry and cleaning ex
penses (except when coin-operated facilities
are used).

(c) Maximum reimbursement. The amount
which may be reimbursed for temporary
quarter~; subsistence expenses shall be the

5-4
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actual amount of allowable expenses in
curred for each 30-day period not to exceed
a maximum amount based on the applicable
daily rate prescribed under paragraphs
(c) (2) through (4) of this section multiplied
by 30. The daily actual subsistence expenses
required to be itemized under paragraphs (a)
and (b) of this section will be totaled for
each 30-day period to permit a comparison
with the maximum allowable amount for the
particular period. If less than a 30-day
period is authorized, or used, the maximum
allowable amount will be based on the
number of days authorized, or used, multi
plied by the applicable daily rate.

(1) Applicable maximum per diem rates.
The maximum per diem rate to be used for
computations under paragraphs (c) (2)
through (4) of this section, shall be as fol
lows:

(i) For temporary quarters located in the
continental United States the applicable
maximum per diem rate is the standard
CONUS rate prescribed under § 301
7.6(a)(3) of this title.

(ii) For temporary quarters in applicable
locations outside the continental United
States, the maximum per diem rate is the
rate prescribed by the Secretary of Defense
or by the Secretary of State under § 301- I
7.3 (b) or (c) of this title for the locality of
the temporary quarters.

(2) For the first 30 days. Reimbursement
for the first 30 days will be limited as fol
lows:

(i) For the employee, or for the unaccom
panied spouse (i.e., the spouse necessarily
occupies temporary quarters in a location
separate from employee), the daily rate shall
not exceed the maximum per diem rate pre
scribed in paragraph (c)(l) of this section.

(ii) For the spouse when accompanied by
the employee, the daily rate shall not
exceed two-thirds of the employee's daily
rate established in paragraph (c)(2)(i) of this
section.

Amendment 10: 8-13-90
Effective: 12-01-90
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(iii) For each other member of the em
ployee's immediate family who is 12 years
of age or older, the daily rate shall not
ex.ceed two-thirds of the daily rate estab
lished in paragraph (c)(2)(i) of this section
for the employee or the unaccompanied
spouse, as appropriate.

(iv) For each member of the employee's
immediate family who is under 12 years of
age, the daily rate shall not exceed one-half
of the daily rate established in paragraph
(c)(2)(i) of this section for the employee or
the unaccompanied spouse, as appropriate.

(3) For the second 30 days. The daily rates
for the second 30-day period for the em
ployee and each member of the immediate
family shall be three-fourths of the daily
rates prescribed under paragraph (c)(2) of
this section.

(4) Additional 60 days. When the age~cy

authorizes an extension of time for occu
pancy of temporary quarters beyond the
first 60 days (not to exceed an additional 60

Amendment 10: 8-13-90
Effective: 12-01-90

§ 302-5.5

days) due to compelling reasons as provided
in § 302-5.2(a)(2), the additional days shall
be computed at the same daily rates allowed I
for the second 30-day period in paragraph
(c)(3) of this section for the employee and
each member of the immediate family.

§ 302-5.5 Advance of funds.

Advance of funds may be made in 30-day
increments in connection with subsistence
expenses covered by this part 302-5 under
policies and procedures prescribed in § 302
1. 14(a). The initial advance of funds for
temporary. quarters subsistence expenses
shall not exceed the maximum amount
allowable under § 302-5.4(c)(2) for the first
30-day period (or other authorized period if
less than 30 days). Thereafter, funds may be
advanced for subsequent 30-day periods as
authorized by the agency. Agencies should
advise employees that when an advance of
funds is needed for the second and subse
quently authorized 30-day periods, the re
quest for advance should be submitted in
sufficient time to allow for processing, ap
proval, and issuance of the advance of
funds.
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PART 302-6-ALLOWANCE FOR EXPENSES INCURRED IN
CONNECTION WITH RESIDENCE TRANSACTIONS

Sec. required in § 302-1.5. (See exclusions in
302-6.1 Conditions and requirements § 302-6.4.)

under which allowances are payable.
302-6.2 Reimbursable and nonreimbursable (b) Location and type of residence. The

expenses. residence or dwelling is the residence as
302-6.3 Procedural and control require- described in § 302-1.4(k), which may be a

ments. mobile home and/or the lot on which such
302-6.4 Exclusions. mobile home is located or will be located.
302-6.5 Advance of funds. These criteria also apply to the former

nonforeign area official station residence of

I
AuthoritY: 5 U.S.C. 5721-5734; 20 .U.S.C~ .905(a)j-

E.O. 11609. 36 FR 13747, 3 CFR, 1971-1973 Comp., . ···employees-who· are eligible for residence
p. 586. transaction expenses under paragraph (g) of

§ 302-6.1 Conditions and requirements this section (see defmition in paragraph
under which allowances are pay- (g)(l)(i) of this section).
able. (c) Title requirements. The title to the res-

I To the extent allowable under this part, idence or dwelling at the old or new official
the Government shall reimburse an em- station, or the interest in a cooperatively
ployee for expenses required to be paid by owned dwelling or in an unexpired lease, is
himlher in connection with the sale of one in the name of the employee alone, or in the
residence at hislher old official station, for joint names of the employee and one or
purchase (including construction) of one more members of hislher immediate family,
dwelling at hislher new official station, or or solely in the name of one or more mem-
for the settlement of an unexpired lease in- bers of hislher immediate family. For an
volving hislher residence or a lot on which employee to be eligible for reimbursement
a mobile home used as hislher residence of the costs of selling a dwelling or termi-
was located at the old official station pro- nating a lease at the old official station, the
vided the conditions set forth in this section employee's interest in the property must
are met: _.. . have been acquired. prior. to the date the

(a) Transfers covered-agreement required. employee was first officially notified of his/
A permanent change of station is authorized her transfer to the new official station. In
or approved, except as provided in para- the case of employees covered by paragraph
graph (g) of this section, and the old and (g) of this section, the employee's interest
new official stations are located within the must have been acquired prior to the date
50 States, the District of Columbia, the the employee was first officially notified of
Commonwealth of Puerto Rico or the Com- hislher transfer to the foreign area.
monwealth of the Northern Mariana Is- (d) Occupancy requirements. The dwelling
lands, a United States territory or posses- for which reimbursement of selling expenses
sion, or the former Canal Zone area (i.e., is claimed was, except as provided in para-
areas and installations in the Republic of graph (g) of this section, the employee's res-
Panama made available to the United States idence at the time he/she was first officially
under the Panama Canal Treaty of 1977 and 'notified by competent authority of hislher
related agreements (as described in section transfer to the new official station.
3(a) of the Panama Canal Act of 1979», and
the employee has signed an agreement as

Amendment 26: 5-08-92
Effective: 6-30-92 6-1



Part 302-6-Allowance for Expenses Incurred
In Connection With Residence Transactions§ 302-6.1

(e) Time limitation.

(I) Initial period. The settlement dates for
the sale and purchase or lease termination
transactions for which reimbursement is re
quested are not later than 2 years after the
date that the employee reported for duty at
the new official station. For employees eli
gible under paragraph (g) of this section,
new official station means the official station
to which the employee reports for duty
when reassigned or transferred from a for
eign area.

(2) Extension of time limitation.

(i) Upon an employee's written request,
the 2-year time limitation for completion
of the sale and purchase or lease termina
tion transactions may be extended by the
head of the agency or hislher designee
for an additional period of time not to
exceed I year.

(ii) The employee's written request
should be submitted to the appropriate
agency official(s) as soon as the employee
becomes aware of the need for an exten
sion but before expiration of the 2-year
limitation; however, in no case shall the
request be submitted later than 30 calen
dar days after the expiration date unless
this 30-day period is specifically extended
by the agency. .

(iii) Approval of this additional period
of time shall be based on a determination
that extenuating circumstances, acceptable
to the agency concerned, have prevented
the employee from completing the sale
and purchase or lease termination transac
tions in the initial time frame and that the
residence transactions are reasonably re
lated to the transfer of official station.

(iv) When an employee is eligible for
an extension of the time limitations for
completion of a residence transaction and
such an extension is approved by an
agency, relocation entitlements and allow
ances shall be determined by using the
entitlements and allowances prescribed by

6-2

regulations in effect on the employee's ef·
fective date of transfer and not the enti
tlements and allowances in effect at the
time the extension of the time limitation is
approved. (See § 302-1.3(d).)

(0 Payment of expenses by employee
pro rata entitlement. The expenses for which
reimbursement is claimed were paid by the
employee. If any expenses were shared by
persons other than the employee, reimburse
ment is limited to the portion actually paid
by the employee. If the residence is a
duplex.'··or: another· type of multiple occu
pancy dwelling which is occupied only par
tially by the employee, or whenever the
employee shares responsibility for a leased
property (such as a shared apartment ar
rangement), expenses shall be reimbursed on
a pro rata basis. The employee shall also be
limited to pro rata reimbursement when hel
she sells or purchases land in excess of that
which reasonably relates to the residence
site.

(g) Transfer from a foreign area to a
Donforeign area.

(1) Definitions. For purposes of this para
graph, the following defmitions apply:

(i) Former nonforeign area official sta
tion. This term means the official station
from which the employee was transferred
when assigned to the post of duty in the
foreign area.

(ii) Nonforeign area. Nonforeign area in
cludes the United States, its territories or
possessions, the Commonwealth of Puerto
Rico, the Commonwealth of the Northern
Marianna Islands, or the former Canal
Zone area (i.e., areas and installations in
the Republic of Panama made available to
the United States pursuant to the Panama.
Canal Treaty of 1977 and related agree
ments (as described in section 3(a) of the
Panama Canal Act of 1979».

(iii) Foreign area. Foreign area refers to
any area not defmed as a nonforeign area.

(2) Applicability. The provisions of this
part are applicable, as specified in

Amendment 26: 5-08-92
Effective: 6-30-92
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this paragraph (g), to employees who have
completed an agreed upon tour of duty in a
foreign area and instead of being returned
to the former nonforeign area official sta
tion, are reassigned or transferred in the in
terest of the Government to a different
nonforeign area official station than the offi
cial station from which the employee was
transferred when assigned to the foreign
post of duty. The distance between the
former and new official stations must meet·
the mileage criteria specified in" § 302-1.7
for short distance transfers.

(3) Authoriz~d reimbursement. Generally,
an employee is required to serve at least one
tour of duty in a foreign area and retain a
residence in a nonforeign area with the ex
pectation of returning to the former official
station in the nonforeign area. However,
there are instances when an employee com
pletes a tour of duty in a foreign area and is
subsequently transferred to a different offi
cial station or post of duty in a nonforeign
area than the one from which he/she trans
ferr~ when assigned to the foreign post of
duty. When this type of transfer is author
ized or approved, reimbursement is allow
able for real estate expenses required to be
paid by the employee in connection with:

(i) The sale of the residence (or the
settlement of an unexpired lease) at the
official station from which the employee
was transferred when he/she was as
signed to a post of duty located in a for
eign area; and

(ii) The purchase of a residence at the
new official station when the employee is
transferred in the interest of the Govern
ment from a post of duty located in a
foreign area to a nonforeign area official
station (other than the official station
from which he/she was transferred when
assigned to the foreign post of duty).

(4) Reimburs.ement limitations. Reimburse
ment under this parllgrnph '(8) is prohibited
for any sale (or settlement of an unexpired
lease) or purchase transaction that occurs

Amcndmont 2: 0-24-09
Effoctlvo: 2-10-00

§ 302-6.2

prior to the employee's first being officially
notified (generally in the form of a change
of official station travel authorization) that
instead of returning to the former
nonforeign area official station, he/she will
be reassigned or transferred to n different
nonforeign area official station than the one
from which he/she was transferred when
8S..'ligned to the foreign post of duty.

(5) Service agreement required. A signed
service agreement shall be required "as pre
scribed in § 302-1.5 for any employee who
is eligible for reimbursement of residence
transaction expenses authorized under this
paragraph (g).

§ 302-6.2 Rolmburosblo and nonreIm
bursable expennoD.

(a) Brokers' fees and renl estate commis
sions. A broker's fee or real estate commis
sion paid by the employee for services in
selling hislher residence is reimbursable but
not in excess of rates generally charged for
such services by the broker or by brokers in
the locality of the old official station. No
such fee or commission is reimbursable in
connection with the purchase of n home at
the new official station.

(b) Other advertising, selling, nod nppmfsal
expenses. Costs of newspaper, bulletin
board, multiple-listing services, and other
advertising for sale of tbe residence at the
old official station are reimbursable if the
employee has not paid for such services in
the form of a broker's fee or real estate
agent's commission. The customary cost of
an appraisal also may be reimbursed.

(c) Legal and relnted expCI1!t3. To the
extent such costs have not been included in
brokers' or similar services for which reim
bursement is claimed under other categories,
the following expenses arc reimbursable
with respect to the snlc and purchase of
residences if they are customnrily paid by
the seller of a residence at the old official
station or if customarily paid by the pur
chaser of a residence at the new official
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station, to the extent they do not exceed
amounts customarily chargoo in tae locality
of the residence: costs of (]) searching title,
preparing abstract, and legal fees for a title
opinion, or (2) where customarily furnished
by the seller, the cost of a title insuranc--c:
policy; costs of preparing conveyances,
other instruments, and contracts and related
notary fees and recording fees; costs of
making surveys, preparing drawings or plats
when required for legal or financing pur
posc8j and similar expenses. Costs of litiga
tion are not reimbursable.

(d) MlsceJhlneons expenses.

(I) Reimbursable items. The foUowing ex
penses are reimbursable in connection with
the sale and/or purchase of a residence,
provided they are customarily paid by the
seller of a residence in the locality of the
old official station or by the purchaser of a
residence at the new official station, to the
extent they do not exceed specifically stated
limitations, or in the absence thereof,
amounts customarily paid in the locality of
the residence:

(i) FHA or V A fee for the loan appli
cation.

(ii) Loan origination fees and similar
charges such as loan assumption fees and
loan transfer fees. A loan origination fee
is a fee paid by the borrower to compen
sate the lender for administrative type ex
penses incurred in originating and proc
essing a loan. Reimbursement for a loan
assumption fee or a loan transfer fee or a
similar charge also may be allowed, if it is
assessed in lieu of a loan origination fee
and reflects charges for services similar to
those covered by a loan origination fee.
'An employee may be reimbursed for
these fees in an amount not in e~cess of 1
percent of the loan amount without item
ization of the lender's administrative
charges. Reimbursement may exceed 1
percent only if the employee shows by
clear and convincing evidence that:

(A) The higher rate does not include
p~epa;d intt"rcst, points, or a mortgage
discot..nt; and

(8) The higher rate is customarily
charged in the l()(;ality where the resi
dence is located.

(iii) Cost of preraring credit reports.

(iv) Mortgage and transfer taxes.

(v) State revenue stamps.

(vi) Other fees and charges similar in
nature to those listed in paragraphs
(d)(l) (i) through (v) of this section,
unless specifically prohibited in paragraph
(d)(2) of this section.

(vii) Charge for prepayment of a mort
gage or other security instrument in con
nection with the sale of a residence at the
old official station to the extent the terms
in the mortgage or other security instru
ment provide for this charge. This pre
payment penalty is also reimbursable
when the mortgage or other security in
strument does not specifically provide for
prepayment, provided this penalty is cus
tomarily charged by' the ]ender, but in
that case the reimbursement may not
exceed 3 months' interest on the loan bal
ance.

(viii) Mortgage title insurance policy,
paid for by the employee, on a residence
purchased by the employee for the pro
tection of, and required by, the lender.

(ix) Owner's title insurance policy, pro
vided it is a prerequisite to fInancing or
the transfer of the propertyj or if the cost
of the owner's title insurance policy is
inseparable from the cost of other insur
ance which is a prerequisite to fmancing
or the transfer of the property.

(x) Expenses in connection with con
struction of a residence, which are com
parable to expenses that are reimbursable
in connection with the purchase of an
existing residence.

Amendment 2: 8-24-89
Effective: 2-19-88
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(2) Nonreimbursable items. Except as oth
erwise provided in paragraph (d)(l) of this
section, the following items of expense are
not reimbursable:

(i) Owner's title insurance policy,
"record title" insurance policy, mortgage
insurance or insurance against loss or
damage of property, and optional insur
ance paid for by the employee in connec
tion with the purchase of a residence for
the protection of the employee;

(ii) Interest on loans, points, and mort
gage discounts;

;(iii) Property taxes;

(iv) Operating or maintenance costs;

(v) No fee, cost, charge, or expense
determined to be part of the finance
charge under the Truth in Lending Act,
Title I, Pub. L. 90-321, as amended, and
Regulation Z issued by the Board of
Governors of the Federal Reserve System
(12 CFR Part 226), unless specifically au
thorized in paragraph (d)(I) of this sec
tion; and

(vi) Expenses that result from construc
tion of a residence.

(e) Losses due to prices or market condi
tions at the old and new posts of duty. Losses
due to failure to sell a residence at the old
official station at the price asked, or at its

I

current appraised value, or at its original
cost, or due to failure to buy a dwelling at
the new official station at a price compara
ble to the selling price of the residence at
the old official station, and any similar
losses, are not reimbursable.

(f) Other expenses of sale and purchase of
residences. Incidental charges made for re
quired services in selling and purchasing
residences may be reimbursable if they are
customarily paid by the seller of a residence
at the old official station or if customarily
paid by the purchaser of a residence at the

Amendment 21: 9-24-91
Effective: 10-1-91
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new official station, to the extent they do
not exceed amounts customarily charged in
the locality of the residence.

(g) Overall limitations. The total amount
of expenses that may be reimbursed is as
follows:

(I) In connection with the sale of the
residence at the old official station, reim
bursement shall not exceed 10 percent of
the actual sale price or $20,115, whichever I
is the lesser amount; and

(2) In connection with the purchase of a
residence at the new official station, reim
bursement shall not exceed 5 percent of the
purchase price or $10,057, whichever is the I
lesser amount.

(h) Settlement of an unexpired lease. Ex
penses incurred for settling an unexpired
lease (including month-to-month rental) for
residence quarters occupied by the em
ployee at the old official station may in
clude broker's fees for obtaining a sublease
or charges for advertising an unexpired
lease. Such expenses are reimbursable when
(I) applicable laws or the terms of the lease
provide for payment of settlement expenses,
(2) such expenses cannot be avoided by sub
lease or other arrangement, (3) the em
ployee has not contributed to the expense
by failing to give appropriate lease termina
tion notice promptly after he/she has defi
nite knowledge of the transfer, and (4) the
broker's fees or adverti:;ing charges are not
in excess of those customarily charged for
comparable services in that locality. Item
ization of these expenses is required and the
total amount shall be entered on an appro
priate travel voucher. This voucher may be
submitted separately or with a claim that is
to be made for expenses incident to the pur
chase of a dwelling. Each item must be sup
ported by documentation showing that the
expense was in fact incurred and paid by
the employee.
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§ 302-6.3 Procedural and control re
quirements.

(a) Application for reimbursement and doc
umentation of expenses. Employees shall be
furnished appropriate forms for claiming re
imbursement for expenses of real estate
transactions. Agencies shall prescribe a
claim application form which meets internal
administrative requirements. The form
shQuld include the most commonly incurred
items of expense for which reimbursement
may be claimed and any necessary adminis
trative approval blocks. Amounts claimed
must be supported by documentation show
ing that the expense was in fact incurred
and paid by the employee. Included in the
required supporting documents (as appropri
ate) are copies of (I) the sales agreement,
(2) the purchase agreement, (3) property
settlement documents, (4) loan closing state
ments, and (5) invoices or receipts for other
bills paid. An appropriate voucher shall be
prepared by the employee and used in trans
mitting the claim application with support
ing attachments. Reimbursement may be in
two parts; i.e., a payment for expenses in
curred in the sale of the former residence
and a payment for expenses incurred in the
purchase of a new dwelling.

(b) Review and administrative approval of
sale and purchase expenses. Applications
shall be reviewed by a responsible official of
the agency. The application for reimburse
ment of expenses for the sale of a residence
shall ·be sent to the claimant's old official
station for review and approval of the claim
unless agency review and approval func
tions are performed elsewhere. In case of
transfer between agencies, review and ap
proval of the application shall be made, if
appropriate, at an installation of the hiring
agency in the locality of the employee's old
official station, but if the hiring agency has
no appropriate installation, it shall be sent to
the losing agency at the old official station
for review and approval. This review and

6-6

approval are intended to be limited to deter
mining whether the expenses claimed are
reasonable in amount and customarily paid
by the seller in the locality where the prop
erty is located. If items of cost appear to
have been inflated or are higher than nor
mally imposed for similar services in the
locality, any portion of such costs deter
mined to be excessive shall be disallowed.
When approved, the application shall be re
turned with such memorandum of explana
tion as may be appropriate. A similar
review and approval are required in connec
tion with an application for reimbursement
of the expenses of the purchase of a new
dwelling. Final administrative approval of
payment of the claim must be executed by
an appropriate approving official. Such offi
cial may accept as conclusive the required
prior approvals covering reasonableness and
custom; he/she shall, however, in accord
ance with the provisions of this Part 302-6,
independently determine whether (I) the ag
gregate amount of expenses claimed in con
nection with a sale or purchase of a resi
dence is within the prescribed limitation for
either, (2) all conditions and requirements
under which allowances may be paid have
been met, and (3) the expenses themselves
are those which are reimbursable. The em
ployee's claim accompanied by the applica
tion and supporting documents shall be
completed and submitted in accordance
with the usual procedures of the agency
concerned.

(c) Assistance provided by local offices of
the Department of Housing and Urban De
velopment. Technical assistance in determin
ing the reasonableness of an expense may be
obtained from the local or area office of the
Department of Housing and Urban Devel
opment (HUD) serving the area in which
the expense occurred. The local office main
tains and can furnish upon request a current
Form HUD-92496, Schedule of Closing
Costs, applicable to the area. This is a

Amendment 2: 8-24-89
Effective: 2-19-88
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schedule of closing costs typically encoun
tered in ccnnection with the purchase and
sale of single family properties in the local
ity. For the purpose of detennining whether
the expenses claimed are reasonable and
may be approved for reimbursement, these
closing costs should be used as guidelines
and not as rigid limitations. The local office
will also furnish upon request information
concerning local custom and practices with
respect to charging of closing costs related
to either a sale or purchase, including infor
mation as to whether such costs are custom
arily paid by the seller or purchaser and the
local terminology used to describe them.
Area or insuring offices of HUD are located
in all major cities. The mailLrlg addresses for
these offices are included in the U.S. Gov
ernment Manual, published annually by the
Office of the Federal Register, National Ar
chives and Records Administration. A di
rectory containing the addresses of all such

Amendment 2: 8-24-89
Effocttva: 2-19-88

§ 302-6.5

omce~ (HUn Form 788) is available at any
HUn office.

(d) Violation of employment agreement. In
the event the employee violates the terms of
the agreement required under § 302-1.5, no
expenses will be paid, and any amounts paid
prior to such violation shall be a debt due
the United States until they are paid by the
employee.

§ 302-6.4 Exclusions.

The provisions of this Part 302-6 do not
apply to new appointees, including those
covered under § 302-1.11, or employees as
signed under the Government Employees
Training Act (5 U.S.C. 4109).

§ 302-6.5 Advance of funds.

No advance of funds is authorized in con
nection with the allowances provided in this
Part 302-6.
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PART 302-7-TRANSPORTATION OF MOBILE HOMES

Eligibility and limitations.
Computation of distances. ,
Computation of allowances.
Limitation on allowances.
Advance of funds.

Sec.
302-7.1
302-7.2
302-7.3
302-7.4
302-7.5

(2) Over-water transportation. Allowances
for transportation of mobile homes over
water may be made only for transportation
of such homes from a point of origin either
within CONUS or within Alaska to a desti
nation point either within CONUS or
within Alaska.

Authority: 5 U.S.C. 5721-5734; 20 U.S.C. 905(a);

I E.O. 11609, 36 FR 13747, 3 CFR. 1971·1975 Comp., (c) Relationship to other allowances.
p. 586. Allowances for transporting mobile homes

§ 302-7.1 Eligibility and limitations. (including ~ileage..when towed by em-
. . .. ' .. . '. ploy'~) are. 10, addltlon to payment of per

(a) Eligibility. A:n emplo~ee who Is"entl- ''"diem, "mileage, and transportation expenses
tled to transportation of hlslher .household for employees and their immediate families.
goods under part 302-8 shall, mstead of However, the fact that a mobile home may
such transpo~tio~, be ,entitled to an allow- be moved at Government expense only if
ance, as prOVided In thiS part, for the trans- the employee certifies that it is to be used as
portation of a mobile home for use as a a residence at the destination should be con-
residence. To be eligible for the allowance, sidered in determining allowances to be paid
the employee shall certify in a manner pre- under parts 302-4, 302-5, and 302-6.
scribed by the head of the employing
agency that the mobile home is for use as a § 302-7.2 Computation of distances.
residence for the employee and/or hislher (a) Standard highway mileage. Where
immediate family at the destination. If an points of origin and destination are within
employee is not eligible to receive an allow- the continental United States and Alaska,
ance for movement of hislher mobile home, the allowable distance between these points
he/she may be eligible to receive an allow- shall be that shown in the standard highway
ance based on the transportation of hislher mileage guides or actual miles driven as de-
household goods under part 302-8. termined from odometer readings. (Actual

(b) Ge hi I, 'tati (I) n...1 d odometer readings need not be shown onograp C lml ODS- . vver,an '. .. ,. ..' ,
t t t' All fi t rta . the travel voucher.) Any substantial devi-
ranspor.a zon. owances or ranspo tlon ation from distances shown in the standard

of mobale homes overland may be made h' h '1 'd h II b I' d
only for transportation of such homes 19 way ml eage gUl es s a e exp ame .
within the continental United States (b) Islands involved. In addition to mile-
(CONUS), within Alaska, and through age, if the point of origin or destination is
Canada en route between Alaska and an island within the boundaries of one of
CONUS. Allowances for transportation the con~inental .United State~ or Alaska a?d
within the limits prescribed may be paid a ferry IS used 10 transportation of a mobale
even though the transportation involved home, the statute mileage between the
originates, terminates, or passes through 10- island and the usua:t place of arrival or de-
cations not covered, provided the amount of p~ure on the mamland shall be allowed,
the allowance shall be computed on the ~xcept that whe~ such mil.eage is ~cluded
basis of that part of the transportation 1o. the standard high~ay mtleage gwdes the
which is within CONUS, within Alaska, or m,leage shown therem shall be used.
through Canada en route between Alaska (c) Unauthorized transportation involved.
and CONUS. Where point of origin or destination, or

/

\
I

/ Amendment 26: 5-08-92
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both, are not in the continental United
States or Alaska, the allowable distance
shall be limited to the distance which the
mobile home is transported within or be
tween any of the continental United States
and Alaska, and through Canada en route
between Alaska and the continental United
States. In such instances, the mileage shall
be computed as provided in paragraph (a)
of this section.

§ 302-7.3 Computation of allowance••

(a) Transportation by commercial ~er.
When a mobile home is transported by com
mercial carrier, an allowance for transporta
tion costs shall include the following (see
paragraph (d) of this section for preparation
fees also allowable as transportation costs):

(1) The carrier's charges for actual trans
portation of the mobile home in an amount
not exceeding the applicable tariff as ap
proved by the Interstate Commerce Com
mission (or appropriate State regulatory
body for intrastate movements) for transpor
tation of a mobile home of the size and type
involved for the distance involved. provided
any substantial deviation from mileage
shown in the standard highway mileage
guides is explained;

(2) Ferry fares and bridge, road. and,
tunnel tolls;

(3) Taxes, charges or fees fixed by a State
or other government authority for permits
to transport mobile homes in or through its
jurisdiction;

(4) Carrier's service charges for obtaining
necessary permits; and

(5) Charges for a pilot (flag) car or escort
services, when such services are required by
State or local law.

(b) Transportation by pri....te means-(1)
Overland transportation. When a mobile
home is transported overland by means
other than a commercial carrier" such as
when it is towed by a privately owned con
veyance, an allowance of 11 cents per mile

7-2

shaH be made as reimbursement for the
transportation costs listed in paragraph (a)
of this section. In addition, an agency may
pay the costs of preparing a mobile home
for movement and resettling it at the desti
nation as provided in paragraph (d) of this
section. No other allowance shall be made
for transportation of the mobile home under
this part. However, in addition to the 11
cent allowance and the allowance under
paragraph (d) of this section, an agency may
pay the mileage allowance for use of a pri
vately-,o owned .conveyance as provided in
§ 302-2.3.

(2) Transportation over-water. When a boat
used as a primary residence is transported
over-water, an allowance for transportation
costs shall include, but not be limited to:

(i) The cost of fuel and oil used for pro-
pulsion of the boat; .

(ii) The cost of pilots or navigators in the
open water;

(iii).The cost of a crew;

(iv) Charges for harbor pilots;

(v) The cost of docking fees incurred in
transit;

(vi) Harbor or port fees and similar
charges related to entry in and navigation
through pOrts;' arid' .

(vii) The cost of towing, whether in tow
or towing by pushing from behind.

(c) Mixed method of transportation. When
a mobile home is transported partly by com
mercial carrier and partly by private means,
the allowances described in paragraphs (a)
and (b) of this section apply to the respec
tive portions of the transportation.

(d) Other allowable transportation costs.
In addition to the allowances provided for
in paragraphs (a) through (c) of this section,
an allowance for transportation shall include
costs generally associated with preparing a
mobile home at a point of origin inside
Alaska or CONUS for movement and reset
tling the mobile home at the destination

Amendment 20: 8-15-91
Effective: 9-17-91
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inside Alaska or CONUS. Any costs for
preparing a mobile home located outside
Alaska or CONUS for movement, and any
costs for resettling a mobile home outside
Alaska or CONUS shall not be reimbursed.
Preparation costs include but are not limited
to:

(I) The costs of blocking and unblocking
(including anchoring and unanchoring);

,(2) The labor costs of removing and in
stalling skirting;

(3) The cost of separating, preparing, and
sealing each section for movement;

(4) The cost of reassembling the two
halves of a double-wide mobile home; and

(5) Travel lift fees.

(e) Unallowable costs. An individual's
transportation allowance shall not include
the following costs (see part 302-3 which
relates to the miscellaneous expenses allow
ance):

(I) All costs for replacement parts, tire
purchases, structural repairs, brake repairs,
or any other repairs or maintenance per
formed;

(2) Costs of insurance for valuation of
mobile homes above carriers' maximum li
abilities, or charges designated in the tariffs
as "Special Service;"

(3) Costs of storage; and

(4) Costs of connecting and disconnecting
appliances, equipment, and utilities involved
in relocation and costs of converting appli
ances for operation on available utilities.

Amendment 20: 8-15-91
Effective: 9-17-91

§ 302-7.5

(f) Optional use of Government bill of
lading. Instead of the allowances to the em
ployee provided in paragraphs (a) through
(e) of this section, the agency may, when it
determines such action to be in the Govern
ment's interest, assume direct responsibility
for transportation of an employee's mobile
home, issuing necessary bills of lading, and
paying the costs involved. In such instances,
the employee shall not receive any other
allowance for the transportation involved
and shall be charged any cost the Govern
ment must pay under the bill of lading
which would not be allowed under this sec
tion or which is in excess of that allowable
under § 302-7.4.

§ 302-7.4 Limitation on allowances.

The total amount allowable in § 302-7.3
shall not exceed the maximum amount
which would be allowable for transporta
tion and 90 days' temporary storage of the
employee's household goods if, instead of
moving a mobile home, the maximum quan
tity of household goods allowable under
§ 302-8.2 had been moved.

§ 302-7:5 Advance of funds.

An advance of funqs may be allowed an
employee for the transportation of a mobile
home under the requirements provided in
§ 302-1.14(a). The amount of advance shall
not exceed either the estimated amount
allowable under § 302-7.3(a) or the con
structive cost determined under § 302-7.4.
No advance is authorized when a Govern
ment bill of lading is used as provided in
§ 302-7.3(f).
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§ 302-8.2 General limitations.

(a) Maximum weight allowance. The maxi
mum weight of household goods that may
be transported or stored at Government ex
pense is limited to 18,000 pounds net weight
for all employees. The total weight of
household goods stored under § 302-9.2
plus the weight of household goods trans-

I ported under this part shall not exceed the
maximum weight allowance prescribed in

I this paragraph.

Sec.
302-8.1 Applicability.
302-8.2 General limitations.
302-8.3 Transportation within the conti

nental United States.
302-8.4 Transportation outside the conti

nental United States.
302-8.5 Temporary storage.
302-8.6 Advance of funds. .'. ',. .

Authority: S U.S.C. S721-S734: 20 U.S.C. 90S(a);

I E.O. 11012.27 FR 2983. 3 CFR. 19S9-1963 Comp.• p.
S91; E.O. 11609. 36 FR 13747, 3 CFR. 1971-197S
Comp., p. S86.

§ 302-8.1 Applicability.

I Employees covered by this subtitle who
have complied with the general require
ments as contained in part 302-1 are eligible
for transportation and temporary storage of
their household goods subject to the provi-

I sions of this part when they are transferred,
regardless of whether the official stations
involved are within or outside the continen
tal United States, are appointed to positions
in which Government transportation to the
first official s~tion is allo~able, or are sepa
rated after completion of a period of service
overseas.

/

/

I

/

PART 302-8-TRANSPORTATION AND TEMPORARY STORAGE
OF HOUSEHOLD GOODS AND PROFESSIONAL BOOKS,
PAPERS, AND EQUIPMENT

(b) Professional books, papers, and equip
ment.

(1) For purposes of this part, the term
"professional books, papers, and equipment"
includes those professional or specialized
items and other materials which are person
ally owned by the employee for use in the
performance of official duties. The term

.... ,does'not'include:sportsequipment or office,
household, or shop fixtures and furniture;
e.g., bookcases, file cabinets, desks, and
racks of any kind even though used in con
nection with the professional books, papers,
and equipment.

(2) There is no statutory authority to
transport personally owned professional
books, papers, and equipment in addition to
the maximum weight allowance (§ 302
8.2(a» established by law for transportation
of an employee's household goods and per
sonal effects. However, there may be in
stances in which the weight of the profes
sional books, papers, and equipment would
cause an employee'S household goods ship
ment to be in excess of the maximum

, w~ight a:Ilowance. In such instances, the
personally . owned professional books,
papers, and equipment may be transported
to the new permanent duty station as an
administrative expense of an agency (not
chargeable to travel and transportation ap
propriations). Shipment of these items as an
administrative expense would be instead of
shipment as an allowance of the employee.

(3) Authority to transport professional
books, papers, and equipment as an adminis
trative expense shall be subject to agency
policy and discretion within the following
guidelines:

(i) The employee shall furnish an item
ized inventory of professional books,
papers, and equipment for review by an

I

/ Amendment 26: 5-08-82
Effective: 6-30-92 8-1



Part 302-8-Transportation and Temporary
Storage of Household Goods . . .§ 302-8.2

appropriate authorizing official at the new
permanent duty station. In addition, the
employee shall furnish appropriate evi
dence (as determined by the agency con
cerned) that transporting the itemized ma
terials as part of the employee's house
hold goods would result in an excess of
the employee's maximum weight allow
ance.

(ii) The authorizing official at the new
permanent duty station shall review and
cenify that the professional books, papers,·
and equipment as itemized· are necessary
in the proper performance of the employ
ee's duties at the new duty station and
that if these items were not transponed to
the new duty station, the same or similar
items would have to be obtained at Gov
ernment expense for the employee's use at
the new duty station.

(iii) When professional books, papers,
and equipment are certified as provided in
paragraph (b)(3)(ii) of this section and
shipped for the employee as an adminis
trative expense of an agency, shipment
shall be by the actual expense method; the
commuted rate method shall not be used.
When shipped in the same lot with the
employee's household goods and other
personal effects under the actual expense"
method, the professional books, papers,
and equipment shall be packed and
weighed separately; the weight thereof
and the administrative appropriation
chargeable shall be stated as separate
items on the Government bill of lading.
In unusual instances in which it is imprac
tical or impossible to obtain separate
weights, a constructive weight of 7
pounds per cubic foot may be used.

(c) Determining the net weight.

(1) Uncrated shipments. When household
goods are shipped. uncrated as in a house
hold mover's van or similar conveyance, the
net weight shall be that shown on the bill of
lading or on the weight cenificate attached

8-2

thereto, which. under Interstate Commerce
Commission (lCC) regulations, includes the
weight of barrels, boxes, cartons. and simi
lar materials used in packing, but does not
include pads. chains. dollies. and other
equipment needed to load and secure the
shipment. When a noncommercial means of
shipment is involved (see § 302-8.3(a)(3».
the ICC regulations shall apply for deter
mining the net weight. When an employee's
claim is based on constructive weight as
authorized in paragraph (c)(4) of this sec-

. tion; thenet··weight-shall be the weight as .
determined under that provision.

(2) Crated shipments. When propeny is
transponed crated, the net weight shall not
include the weight of the crating material.
The net weight shall be computed as being
60 percent of the gross weight. However, if
the net weight computed in this manner ex
ceeds the applicable weight limitation and if
it is determined that. for reasons beyond the
employee's control, unusually heavy crating
and packing materials were necessarily used,
the net weight may be computed at less
than 60 percent of the gross weight.

(3) Containerized shipments. When special
containers designed normally for repeated
use, such as lift vans, CONEX transponers.

"and. household-goods shipping boxes are
used and the known tare weight does not
include the weight of interior bracing and
padding materials but only the weight of
the container, the net weight of the house
hold goods shall be 85 percent of the gross
weight less the weight of the container. If
the known tare weight includes interior
bracing and padding materials so that the
net weight is the same as it would be for
uncrated shipments in interstate commerce,
the net weight shall not be subject to the
reduction. If the gross weight of the con
tainer cannot be obtained, the net weight of
the household goods shall be determined
from the cubic measurement on the basis of
7 pounds per cubic foot of properly loaded
container space.
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(4) Constructive weight. If no adequate
scale is available at point of origin, at any
point en route, or at destination, a construc
tive weight, based on 7 pounds per cubic
foot of properly loaded van space, may be
used. Such constructive weight also may be
used for a part-load when its weight could
not be obtained at origin, en route, or at
destination, without first unloading it or
other part-loads being carried in the same
vehicle, or when the household goods are
not weighed because the carrier's charges
for a local or metropolitan area move are
properly computed on a basis other than the
weight or volume of the shipment (as when
payment is based on an hourly rate and the
distance involved). However, in such in
stances the employee should obtain a state
ment from the carrier showing the amount
of properly loaded van space required for
the shipment. (See also § 302-8.3(a)(3) with
respect to proof of entitlement to a com
muted rate payment when net weight
cannot be shown.)

(d) Temporary storage time limit. The
time allowable for temporary storage in
connection with an authorized shipment of
household goods shall not exceed a period
of 90 days. This time period also applies
when an employee returns to hislher place
of actual residence for leave before serving
a new tour of duty outside the continental
United States either at a different post of
duty or at the same post of duty if the
storage is provided instead of furnished
quarters or a quarters allowance. However,
upon an employee's written request, the ini
tial 90-day period may be extended an addi
tional period not to exceed 90 days under
certain conditions if approved by the
agency head or hislher designee. Justifica
tion for an additional storage period may
include, but is not limited to, the following
reasons:

(1) An intervening temporary duty or
long-term training assignment;

(2) Nonavailability of suitable housing;

FTR 1989 Edition: 2-23-89
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(3) Completion of residence under con
struction;

(4) Serious illness of employee or illness
or death of a dependent; or

(5) Strikes, acts of God, or other circum
stances beyond the control of the employee.

(e) Origin and destination. Cost of trans
portation of household goods may be paid
by the Government whether the shipment
originates at the employee's last official sta
tion or place of residence or at some other
point, or if part of the shipment originates at
the last official station and the remainder at
one or more other points. Similarly, these
expenses are allowable whether the point of
destination is the new official station or
some other point selected by the employee,
or if the destination for part of the property
is the new official station and the remainder
is shipped to one or more other points.
However, the total amount which may be
paid or reimbursed by the Government shall
not exceed the cost of transporting the
property in one lot by the most economical
route from the last official station of the
transferring employee (or the place of
actual residence of the new appointee at
time .of appointment) to the new official sta
tion. In connection with return from over
seas for separation, see § 302-1.12(d). No
property acquired by the employee en route
between old and new official stations shall
be eligible for transportation under this Part
302-8.

(1) Loss and damage liability. Limitations
on the Government's liability for loss or
damage of an employee's household goods
are contained in the Military Personnel and
Civilian Employees' Claims Act of 1964 (31
U.S.C. 3721-3723) and in agency rules and
regulations issued under the authority
thereof. Since agency practices and regula
tions under that Act differ, and in view of
the different circumstances under which
household goods are transported and tempo
rarily stored under the authority of this Part
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302-8, each agency should advise trans
ferred employees of the applicability and
restrictions on claims against the Govern
ment for loss and damage as related to the
transportation circumstances involved.
Agencies should also be prepared to give
advice to employees as to the liability of the
carrier for loss and damage of transported
household goods in the transportation cir
cumstances involved so that they will be
able to evaluate the need for insurance and
the advisability of incurring a valuation
charge. (For interstate shipments by motor
carrier on commercial bills of lading, see 49
CPR Part 1056.)

§ 302-8.3 Trannportatlon within the
contlnontal United States.

(a) The commuted rate system.

(I) Description. Under the commuted rate
system an employee makes hislher own ar
rangements for transporting household
goods between points within the continental
United States. He/She selects and pays the
carrier or transports hislher goods by non
commercial means and is reimbursed by the
Government in accordance with schedules
of commuted rates which are contained in
the GSA publication, Commuted Rate
Schedule for Transportation of Household
Goods. Agencies requiring this publication
shall prepare a Standard Form -I, Printing
and Binding Requisition, and send it to: Su
perintendent of Documents, Departmental
Account Representative Division, U.S.
Government Printing Office (GPO), Wash
ington DC 20401. The schedules of com
muted rates which are developed from tar
iffs that carriers have filed with the Inter
state Commerce Commission consist of
tables to be applied to the particular trans
portation involved. The commuted rate in
cludes costs of line-haul transportation,
packing, crating, unpacking, drayage inci
dent to transportation, and other accessorial
charges. Costs of temporary storage which
are subject to reimbursement under § 302-

8-4
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8.5 are stated separately in the schedule of
commuted rates.

(2) Reimbursement. When the commuted
rate system is used, the amount to be paid
to the employee for transportation and relat
ed services is computed by multiplying the
number of hundreds of pounds shipped
(within the maximum weight allowance) by
the applicable rate per hundred pounds for
the distance shipped as shown in the com
muted rate schedule. The distance shall be
determined in accordance with household
goods mileage guides filed with the Inter
state Commerce Commission. If the rate is
not shown in the commuted rate schedule
for the exact mileage, the "rate shown for
the next greater distance applies. If an em
ployee is charged a minimum weight above
the actual weight of hislher household
goods under the applicable tariff (other than
one based on expedited or special services),
the reimbursement shall be based on the
minimum weight as charged instead of the
actual weight of the goods.

(3) Documentation. Claims for reimburse
ment under the commuted rate system shall
be supported by a receipted copy of the bill
of lading (a reproduced copy may be ac
cepted) including any attached weight cer
tificate copies if such a bill was issued. If no
bill of lading was involved, other evidence
showing points of origin and destination and
the weight of the goods must be submitted.
Employees who transport their own house
hold goods are cautioned to establish the
weight of such goods by obtaining proper
weight certificates showing gross weight
(weight of vehicle and goods) and tare
weight (weight of vehicle alone) because
compliance with the requirements for pay
ment at commuted rates on the basis of con
structive weight (see § 302-8.2(b)(4» usually
is not possible.

(b) Actual expense method.

(I) Description. Under the actual expense
method, the Government assumes responsi
bility for awarding contracts and for other
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negotiations with carriers. The property is
shipped on a Government bill of lading, and
the Government audits and pays transporta
tion vouchers directly to carriers. Under the
actual expense method, the household goods
are shipped by the Government, not by the
employee.

(2) Agency responsibility. Selection of the
carrier, arranging for carrier services and
for packing and crating, preparing the Gov
ernment bill of lading, paying charges in
curred, and processing any loss and damage
claims are the direct responsibility of the
agency.

(3) Allowable charges. The actual costs of
transportation of household goods within
the authorized weight limits will be allowed
at Government expense. Also, within that
weight limit, the actual costs for packing,
crating, unpacking, drayage incident to
transportation, and necessary accessorial
services shall be allowed.

(4) Multiple shipment procedures. When
the actual expense method is used in ship
ping household goods belonging to two or
more employees between the same two
points, the weight of the household goods
of each employee is to be identified for the
purpose of applying the maximum weight
limitations.

(5) Excess weight procedures. When the
weight of an employee's household goods
exceeds the maximum weight limitation, the
total quantity may be shipped on a Govern
ment bill of lading, but the employee shall
reimburse the Government for the cost of
transportation and other charges applicable.
to the excess weight, computed from the
total charges according to the ratio of
excess weight to the total weight of the
shipment.

FTR 1989 Edition: 2-23-89
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(c) Use of commuttd rate or actual ex·
pense method.

(1) Considerations. When the commuted
rate system is used, the Government is re
lieved of the responsibility and administra
tive expense of selecting and dealing with
carriers and making other arrangements for
transporting employees' household goods;
however, the Government cannot take ad
vantage of special discounts which may be
offered. On the other hand, when the actual
expense method is used, the Government
incurs the additional expenses of selecting
and dealing with carriers, preparing bills of
lading, auditing and paying transportation
vouchers, supervising the packing of house
hold goods, handling employee loss and
damage claims, and other incidentals.

(2) Estimating costs. Under the commuted
rate system, an accurate estimate of cost
depends upon the accuracy of the estimate
of weight. However, under the actual ex
pense method the cost to the Government
will usually depend not only on the weight
involved but also on the accessorial services
required, the quality of packing and the
quantity of individual cartons, boxes, bar
rels, and wardrobes used by the carrier in
packing. When the commuted rate system is
used, the packing and accessorial charges
are authorized and paid for by the employee
from the amounts allowed for those charges
under that system. Under the actual expense
method, the accessorial and packing charges
are paid by the Government, and if those
charges are high, they may more than offset
any discount in the line-haul rate which
may be available for shipments by Govern
ment bill of lading. A proper comparison of
costs must take into account the line-haul
transportation charge, the administrative
costs as indicated in paragraph (c)(1) of this
section, and the expected accessorial and
packing charges.

(3) Policy. The general policy is that com
muted rates shall be used for transportation
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of employees' household goods when indi
vidual transfers are involved, and that ap
propriate action, depending on the amount
of goods to be transported, shall be taken to
estimate and compare actual expense
method costs with commuted rate costs
when groups of employees are transferred
between the same official stations at ap
proximately the same time so that the
method resulting in less cost to the Govern
ment may be used. Specific procedures to
be followed are contained in paragraph
(c)(4) of this section.

(4) Criteria for use of the actual expense
method.

(i) Individual transfers. Agency experi
ence with the actual expense method: has
shown that shipment by Government bill
of lading does not result in savings simply
because a line-haul discount is available.
Therefore, the commuted rate system
shall be used for individual transfers with
out consideration being given the actual
expense method; except that the actual
expense method may be used if the actual
costs to be incurred by the Government
for packing and other accessorial services
are predetermined (at least as to price per
100 pounds) and if that method is ex
pected to result in a real savings to the
Government of $100 or more. (For intra
state transfers, see paragraph (c)(4)(iv) of
this section.)

(ii) Multiple transfers. Under general
rate tenders arranged by GSA and the
Department of Defense (DOD), partici
pating carriers agree to transport the
household goods of Government employ
ees at rates below commercial rates for
specific periods of time. These tenders are
arranged under 49 U.S.C. 10721, and no
further agency negotiation is necessary to
take advantage of them. Agencies shall
evaluate the use of such rates when, be
cause of the transfer of several employ
ees, they have a large volume of house
hold goods to be moved between the
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same places at the same time even though
no mass move is involved; however, the
added costs for use of the actual expense
method, as discussed in paragraph (c)(I)
of this section, and the uncertainty as to
total cost for packing and accessorial
services, as discussed in paragraph (c)(2)
of this section, shall be taken into consid
eration, and the actual expense method
shall be selected only if it is considered
likely that a real savings to the Govern
ment will result from the use of that
method.

(iii) Mass moves. Whenever an entire
facility is being relocated or whenever it
is anticipated that 10 or more shipments
of household goods are to be transported
between the same two points at approxi
mately the same time, the agency in
volved shall notify the appropriate re
gional or zonal office of the General
Services Administration (for civilian
agencies without specialized transporta
tion personnel) or the appropriate trans
portation office of DOD (for components
of that Department) of the forthcoming
move so that an analysis can be made of
existing available rates for use under the
actual expense method. The notification
shall be accompanied by all pertinent in
formation concerning points of origin and
destination, estimated weights of prop
erty, the number of persons or different
families involved, and dates or periods of
time when each person or family is ex
pected to move. When appropriate, the
GSA or DOD transportation organization
shall attempt to arrange with carriers for
worthwhile reduced rates and shall advise
the agency concerned of the results of
such efforts. If these efforts show that a
saving will result, considering all direct
and indirect costs involved, the actual ex
pense method shall be used. Otherwise,
the commuted rate system shall be used.

(iv) Unusual circumstances. The com
muted rates do not take into account
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intrastate rates that in some instances may
be substantially higher than the interstate
rates that form the basis for the com
muted rates. In order to avoid the neces
sity of prescribing commuted rates for
such circumstances, the actual expense
method (Government bill of lading) may
be used when it is administratively deter
mined that the commuted rate system
would cause an unusual hardship for an
employee transferring between official
stations within a State. This authority
shall not be used indiscriminately, and its
use shall be carefully documented and
justified.

§ 302-8.4 Transportation outside the
continental United States.

(a) Coverage. This section contains special
rules which are applicable to the transporta
tion of household goods at Government ex
pense to, from, and between points outside
the continental United States. Individual eli
gibility is covered in Part 302-1.

(b) Weight limitation. The maximum
weight specified in § 302-8.2 is applicable;
however, where furnished or partly fur
nished quarters are to be provided outside
the continental United States (in the case of
a transfer to such a station) or have been
provided (in the case of a return to the
continental United States), agencies shall
make an appropriate reduction i'n the weight
of household goods which may be author
ized for shipment at Government expense.

(c) Allowable costs.

(1) Actual expense basis. Transportation
authorized under this section shall be on an
actual expense basis. Actual expense in-·
cludes costs of transportation of household
goods, packing and crating (including pack
ing and crating materials and temporary
containers), unpacking, and other necessary
accessorial charges within applicable limits.

(2) Drayage. If door-to-door common car
rier rates are not applicable', allowable costs
include the actual costs of drayage to and

FTR 1989 Edition: 2-23-89
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from the common carrier for goods not in
excess of the authorized weight.

(3) Lift vans. Charges allowable for pack
ing and crating and for transportation in
clude expenses incurred in hiring, transport
ing, and packing lift vans when shipments
are made in whole or in part by water, but
do not include charges in connection with
any shipment or storage of empty lift vans
or import duties on lift vans.

(4) Valuation. The valuation of property
as declared for shipping will not exceed that
to which the lowest freight rates will apply
except as provided in paragraph (e)(3) of
this section.

(d) Procedures applicable.

(1) Transportation and related services. The
allowable transportation and related services
may be obtained by the agency concerned
from any available commercial carrier,
except that all shipments of property by
water shall be made on ships registered
under the laws of the United States when
ever such ships are available.

(2) Use of Government bill of lading. Com
mercial shipments will be made on Govern
ment bills of lading or purchase orders
whenever possible; otherwise, reimburse
ment shall be made to the employee for
transportation expenses actually and neces
sarily incurred within the limitations pre
scribed by this section.

(3) Itemization of charges. If the services
rendered cover, in addition to transporta
tion, other services such as packing, crating,
drayage, unpacking, and temporary storage,
the total charge for the services shall be
itemized to show the charge for each serv
ice.

(e) Services in excess of those authorized.

(1) By means other than selected. An em
ployee may elect to have hislher household
goods moved by some means other than the
means selected by the Government, except
as noted in paragraph (d)(l) of this section
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relating to transportation by foreign flag
vessels, on the condition that he/she will
pay the amount, if any, by which the
charges for the means of transportation se
lected by himlher exceed the charges for
the means of transportation selected by the
Government.

(2) Excess weight. If household goods in
excess of the weight allowable under this
regulation are shipped on a Government bill
of lading or purchase order, the employee
shall promptly upon completion of the ship
ment pay the proper agency official for the
excess cost. The excess cost shall be com
puted from the total charges according to
the ratio of excess weight to the total
weight of the shipment.

(3) Excess valuation or insurance. An em
ployee may declare a valuation above the
minimum permitted if he/she assumes all ad
ditional expenses resulting therefrom, in
cluding the cost of insurance needed to pro
tect the higher valuation. (See § 302-8.2(e).)

§ 302-8.5 Temporary storage.

(a) Applicability. Temporary storage of
household goods at Government expense
may be allowable only when such storage is
incident to transportation of the household
goods at Government expense.

(b) Allowable expenses.

(1) Commuted rate system. In connection
with transportation within the continental
United States under the commuted rate
system, costs of temporary storage within
the applicable weight limit will be reim
bursed to the employee in the amount of
hislher costs for storage including in and
out charges and necessary drayage, but not
to exceed the commuted rates for storage in
the GSA publication, Commuted Rate
Schedule for Household Goods. (See § 302
8.3(a)(1).) A receipted copy of the ware
house or other bill for storage costs is re
quired to support reimbursement.

(2) Actual expense method. In connection
with transportation within or outside the
United States when the actual expense
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method is used, the Government will nor
mally arrange for necessary temporary stor
age and pay the cost thereof direct. If an
employee must arrange for temporary stor
age in connection with transportation by the
actual expense method, he/she may be reim
bursed for reasonable costs incurred for
storage including in and out charges and
necessary drayage within the applicable lim
itations. Charges for excess weight, valu
ation above the minimum amount, and serv
ices obtained by the employee at higher
costs shall be the responsibility of the em
ployee in the same manner as he/she is re
sponsible for excess costs incident to trans
portation. (See §§ 302-8.3(b)(5) and 302
8.4(e).)

§ 302-8.6 Advance of funds.
(a) Commuted rate system. Advances of

funds may be made to employees up to the
estimated amount of the commuted payment
for the cost of authorized transportation and
temporary storage of their household goods
under the procedures and policies pre
scribed in § 302-1.l4(a).

(b) Overseas shipments. For overseas ship
ment, advance of funds may be made for
the estimated cost of transportation and
temporary storage only if the cost of au
thorized transportation and temporary stor
age will not be paid directly by the Govern
ment, as is the case when a Government bill
of lading or purchase order is used.

(c) Procedures. In requesting an advance
of funds, the employee shall submit a writ
ten statement designating (1) the points of
origin and destination, (2) the estimated
weight of household goods to be shipped,
and (3) any anticipated temporary storage
not to exceed a period of 90 days at Gov
ernment expense. The estimate of weight
required in support of an advance of funds
shall consist of a statement of the estimated
weight signed by the carrier selected to
handle the shipment, if available. If not
available, evidence of actual weight or a
reasonable estimate thereof acceptable to
the agency shall be furnished.
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PART 302-9-ALLOWANCES FOR NONTEMPORARY STORAGE OF
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Sec.
302-9.1 Nontemporary storage during as

signment to isolated locations in the
continental United States.

302-9.2 Nontemporary storage during as
signment outside the continental United
States.

302-9.3 Storage during school recess for
Department of Defense overseas teach
ers.

302-9.4 Advance of funds.

Authority: 5 U.S.C. 5721-5734; 20 U.S.C. 905(a);

I E.O. 11609, 36 FR 13747. 3 CFR. 1971·1975 Comp.•
p.586.

§ 302-9.1 Nontemporary storage dur
ing assignment to isolated locations
in the continental United States.

(a) Policy. Nontemporary storage of
household goods belonging to an employee
transferred or a new appointee assigned to
an official station at an isolated location in
the continental United States shall be al
lowed only when it is clearly justified under

I the conditions in this part and is not primar
ily for the convenience or at the request of
the employee or the new appointee.

(b) Isolated official statio~riterja.

Under this section, an official station at an
isolated location is a place of permanent
duty assignment in the continental United
States at which an employee has no alterna
tive except to live where he/she is unable to
use hislher household goods because: .

(I) The type of quarters he/she is re
quired to occupy at the isolated permanent
duty station will not accommodate hislher
household goods; or

(2) Residence quarters which would ac
commodate hislher household goods are
not available within reasonable daily com
muting distance of the official station. How
ever, the designation of an official station as
isolated in accordance with paragraph (c) of

Amendment 26: 5-08-92
Effective: 6-30-92

this section shall not preclude a determina
tion in individual instances that adequate
housing is available for some employees sta
tioned there based on housing which may
be available within daily commuting dis
tance and the size and other characteristics
of each employee's immediate family. In
such instances, the station shall not be con·
sidered isolated with regard to those em·
ployees for whom adequate family housing
is determined -to be available. .

(c) Isolated official stations-ciesignation.
Heads of agencies concerned are responsible
for designating the isolated official stations
at which conditions exist for allowing non
temporary storage of household goods at
Government expense for some or all em
ployees.

(d) Eligibility. Eligibility for nontempo
rary storage of household goods and per
sonal effects applies to an employee sta
tioned at an isolated official station, which
meets the criteria in paragraph (b) of this
section, who performed permanent change
of station travel or travel as a new ap- I
pointee.

(e) Authorization. The authorization for
nontemporary storage should be contained
in the travel order or other· document au
thorizing transfer or appointment at an iso
lated official station. However, storage may
be approved subsequently if the employee
or new appointee is otherwise eligible.

(0 Allowable storage.

(I) Place ofstorage. Under regulations pre
scribed by the head of the agency con
cerned, the property may be stored eitherin
available Government-owned storage space
or in suitable commercial or privately
owned space obtained by the Government if
Government-owned space is not available
or if commercial or privately owned space
is more economical or suitable because of
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location. difference of transportation costs.
or for other reasons.

(2) Allowable costs. Al10wable costs for
storing the property include the cost of nec
essary packing, crating, unpacking, uncrat
ing, transportation to and from place of
storage, charges while in storage, and other
necessary charges directly relating to the
storage.

(3) Partial storage. An eligible employee
or new appointeerilay be authorized to
have a portion of hislher household 'goods
transported to the isolated official station
and to have the remainder stored at Gov
ernment expense. However, the weight of
the goods stored plus the weight of the
goods transported shall not exceed the
maximum applicable weight allowance for
which the employee is eligible.

(4) Changes in type of storage. Authority
may be granted for the conversion of house
hold goods from temporary to nontempo
rary storage and from storage at personal
expense to nontemporary storage at Gov
ernment expense.

(g) Time limitations. Nontemporary stor
age shall be authorized for periods of time
not exceeding 1 year and extended as neces
sary in accordance with the length of an
employee's assignment at an isolated official
station. Appropriate periodic review shall
be made to determine whether current con
ditions at the isolated locality with regard
to availability of housing warrant continu
ation of the authority for nontemporary
storage. Eligibility for nontemporary stor
age at Government expense shall terminate
on the employee's last day of active duty at
the isolated official station. When an em
ployee ceases to be eligible, nontemporary
storage at Government expense may con
tinue until the beginning of the second
month after the month in which his eligibil
ity terminates. However, the period of non
temporary storage shall not exceed 3 years.

Part 302-9-Allowances for Nontemporary
Storage of Household Goods

§ 302-9.2 Nontemporary storage dur
Ing assignment outside the conti
nental United States.

(a) Eligibility. Under regulations that may
be prescribed by the head of the agency
concerned, an employee stationed at an offi
cial station other than one located in the
continental United States or an employee or
new appointee transferred or appointed to
such a station may be allowed nontempo
.rary sto~age of hislher .household goods
while so' aSsigned if:

(l) The official station is one to which
he/she is not authorized to take, or at
which he/she is unable to use, the house
hold goods; or

(2) The storage is authorized in the public
interest; or

(3) The estimated cost of storage would
be less than the cost of round-trip transpor
tation (including temporary storage) of the
household goods to the new official station.

(b) Authorization. Nonnally, the authori
zation for nontemporary storage shall be
contained in the travel order or other docu
ment authorizing the employee's change of

.station or authorizing a new appointee to
report to hislher official station. However,
storage may be approved subsequently if the
employee or new appointee would other
wise be eligible.

(c) Allowable storage.

(1) Place of storage. The property may be
stored either in available Government
owned storage space or in suitable commer
cial or privately owned space if Govern
ment-owned space is not available or' if
commercial or privately owned space ob
tained by the Government is more economi
cal or suitable because of location, differ
ence of transportation costs, or other rea
sons.
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(2) Allowable costs. Allowable costs for
storing the property include the cost of nec
essary packing, crating, unpacking, uncrat
ing, transportation to and from place of
storage, charges while in storage, and other
necessary charges directly relating to the
storage.

(3) Partial storage. The employee or new
appointee may be authorized to have a por
tion of hislher goods transported to the offi
cial station unless it is a station to which
he/she is not authorized to take, or at
which he/she is unable to use, any of the
goods. However, the weight of the goods
stored plus the weight of the goods trans
ported shall not exceed the maximum appli
cable weight allowance for which the em
ployee is eligible.

(4) Change in type of storage. Authority
may also be granted for the conversion of
household goods from temporary to non~

temporary storage at Government expense,
and from storage at personal expense to
nontemporary storage at Government ex
pense, if the employee or new appointee is
otherwise eligible.

(d) Time limitations. Nontemporary stor
age at Government expense may be author
ized for a period not to exceed the length of
the employee's tour of duty at the overseas
station plus 1 month prior to the time the
tour begins. The storage period may be ex
tended for subsequent service or. tours of
duty at the same or other overseas stations
if the provisions of paragraph (a) of this
section continue to be met. When an em
ployee ceases to be eligible for the allow-·
ance, storage at Government expense may
continue until the beginning of the second
month after the month in which hislher eli
gibility terminates, unless to avoid inequity
the agency extends the period. Eligibility
shall be deemed to terminate on the last day
of active duty at the overseas station.

FTR 1989 Edition: 2-23-89
Effective: 5-10-89
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§ 302-9.3 Storage during school recess
for Department of Defense over
seas teachers.

(a) Description. The Department of De
fense Overseas Teachers Pay and Personnel
Practices Act (20 U.S.c. 905) provides au
thority for the storage of the household
goods of Department of Defense overseas
teachers during the recess period between 2
consecutive school years.

(b) Regulations. Storage of household
goods of Department of Defense overseas
teachers may be allowed at Government ex
pense under regulations prescribed by the
Secretary of Defense in accordance with
this Part 302-9.

(c) Authorization and conditions.

(1) Authorization. Storage during the
school recess should be authorized prior to
the close of the" school year. However, stor
age may be approved at a later date if all
the required terms and conditions have been
fulfilled.

(2) Agreement. To be eligible for recess
storage, a teacher serving at the close of a
school year must agree in writing to serve
as a teacher for the next school year.

(3) Forfeited entitlements. The storage
shall be instead of quarters or quarters
allowance authorized by 20 U.S.c. 905 and
any other storage of household goods to
which the teacher might be entitled through
employment in another position during any
recess period between 2 school years.

(d) Allowable storage•

(1) Place of storage. The property may be
stored either in available Government
owned space or in suitable commercial or
privately owned space if Government
owned space is not available or if commer
cial or privately owned space obtained by
the Government is more economical or suit
able because of location, difference of trans
portation costs, or other reasons.

9-3
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(2) Allowable costs. Allowable costs for
storing the property include the cost of nec
essary packing, crating, unpacking, uncrat
ing, transportation to and from place of
storage, charges while in storage, and other
necessary charges directly relating to the
storage.

(3) Weight limitations. The weight of the
household goods stored during the recess
period shall not exceed the weight author
ized for the employee less the weight of
household goods stored under § 302-9.2.

(e) Time limitation. The period of storage
shall not exceed the period of the recess
between the 2 school years.

9-4
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(f) Breach of agreement. If the teacher
does not report for service at the beginning
of the next school year, except for reasons
beyond hislher control and acceptable to
the Department of Defense, he/she shall be
obligated to reimburse the Department in
the amount paid by the Department for the
commercial storage, including related serv
ices. If, however, the property was stored in
a Government facility, the teacher shall pay
the agency an amount equal to the reason
able value of the storage furnished, includ
ing related services.

§ 302-9.4 Advance of funds.

Advances of funds are not authorized in
connection with the storage allowances
covered by this Part 302-9.
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PART 302-10-ALLOWANCES FOR TRANSPORTATION AND
, EMERGENCY STORAGE OF PRIVATELY OWNED VEHICLES

Sec. driven to the employee's official station by
302-10.1 Applicability. the employee or a member of his/her imme-
302-10.2 Eligibility. diate family but could have been trans-
302-10.3 Allowable transportation. ported at Government expense under the
302-10.4 Allowable expenses. authority of this part had circumstances not I
302-10.5 Emergency storage. permitted driving.
302-10.6 Advance of funds.

Authority: 5 U.S.C. 5721-5734; 20 U.S.C. 905(a);
§ 302-10.2 Eligibility.

I E.a. 11609, 36 FR 13747, 3 CFR. 1971·1975 Comp., (a) Official station outside the continental
p.586. United States. Transportation of privately

/ § 302-10.1 Applicability. owned-vehiCles may be" authorized in con-
nection with a transfer or assignment to an

(a) Privately owned motor vehicles. official station outside of the continental
I (1) Definitions. As used in this part, the United States, including a transfer between

terms "privately owned motor vehicle" and such stations. A privately owned vehicle
I"privately owned vehicle" mean a motor transported to such a station under this part

vehicle not owned by the Government and may be transported to the United States
not of a type excluded in paragraph (a)(2) when its use is no longer required at a sta-
of this section, which is in the possession of tion outside the continental United States
and used by the employee or hislher imme- under the provisions of § 302-10.3 (b) and
diate family for the primary purpose of pro- (c).
viding personal transportation. (b) Compliance with general conditions.

I
(2) Restriction on vehicle types. Vehicles The provisions of §§ 302-1.2 and 302-1.5

that may be transported under this part in- through 302-1.13 with regard to service
clude passenger automobiles, station wagons agreements and transfers for the benefit of
and certain small trucks or other similar ve· the Government, not the employee, are ap-
hicles which may be used primarily for per- plicable. However, if transportation of a pri.
sonal transportation. Transportation is not vately ·owned vehicle is authorized after as-
authorized for trailers, airplanes. or any ve- signment or transfer on the basis of changed
hicle intended for commercial use. In addi- conditions under § 302-10.3(d), those reo
tion, an employee must pay all costs which quirements are satisfied if they were met
result from shipment of a vehicle which ex- when the employee was transferred or as-

" ceeds the size limits prescribed in § 302- signed to the official station to which the

/
10.4(e). Each vehicle must be approved by privately owned vehicle will be transported.
the agency concerned as appropriate for use (c) Agency determination required. The
in the area of the overseas station and the cost of transporting a privately owned vehi-
vehicle must be primarily for use as per- cle shall not be authorized unless it has been
sonal transportation contributing to the em- determined by the head of the agency con-
ployee's effectiveness on the job. cerned or hislher designee that it is in the

I (b) Transportation under this part. Any interest of the Government for the em-
references to a vehicle "transported under ployee to have the use of hislher privately

I this part" shall include a vehicle which was owned vehicle at hislher post outside the

Amendment 26: 5-08-92
Effective: 6-30-92 10-1
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Part 302-1o-Allowances for Transportatlon and
Emergency Storage of Privately Owned Vehicles§ 302-10.2

continental United States. Such a determina- continental United States is one to which an
tion may be made only if all of the follow- employee is authorized to transport a pri-
ing conditions are present: vately owned vehicle under the conditions

(1) Use of the privately owned v~hicle prescribed in § 302-10.2, one privately
will not be primarily for the convenience of owned vehicle may be transported for the
the employee and his/her immediate family; employee incident to his/her transfer from

the old official station or place of actual
(2) Local conditions at the official station residence at the time of appointment to the

where the privately owned vehicle is to be new official station. However, if an em-
used make it desirable from the Govern- ployee is transferred from an official station
ment's viewpoint for the employee to have outside the continental United States at
the use of a privately owned vehicle; which he/she has no privately owned vehi-

(3) Use of a privately owned' vehicle· by·::·· clei he/she may-be 'authorized to transport a
the employee will contribute to hislher privately owned vehicle from an appropri-
effectiveness in hislher job; ate point within the United States to hislher

(4) Use of a privately owned vehicle of new official station.
the type involved will be suitable in the (b) Return from official station after as- .
local conditions of the official station; signment. Au· employee whose privately

(S) The cost of transporting the privately owned vehicle was transported to hislher
owned vehicle to and from the official sta- official station under the authority of this
tion involved will not be excessive consider- part may have that vehicle returned to the
ing the time the employee has agreed to United States at Government expense not to
serve at that official station; and exceed the cost for transportation to hislher

(6) The privately owned vehicle is of actual residence at the time of appointment
United States manufacture unless: or assignment to duty outside the continen

tal United States incident to:
(i) the head of the agency or hislher (1) A transfer to the continental United

designee determines that only vehicles of States or to an official station outside the
foreign manufacture may be used effec- continental United States to which he/she is
tively at the official station concerned; . not authorized to transport. a privately

(ii) the privately owned vehicle to be owned vehicle; or
transported was purchased by the em- (2) Separation after completion of an
ployee before he/she was aware that he/ agreed period of service at an official Sta-
she would be assigned to duty at an offi- tion outside the continental United States to
cial station to which the transportation of which the vehicle was transported under
a privately owned vehicle would be au- this part or separation prior to completion
thorized; or of such period if the separation is for rea-

(iii) for other reasons, and taking into sons beyond hislher control and acceptable
consideration the current United States to the agency.
balance of payments situation, it is deter- (c) Delayed return.
mined that the employee .should be al-
lowed to ship a vehicle of foreign manu- (1) Interim transportation at personal ex-
facture. pense. When an employee is transferred

from an official station to which a privately
owned vehicle was transported under this
part to another official station outside the
continental United States to which

10-2
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transportation of a privately owned vehicle
is not authorized and he/she chooses to
transport his/her privately owned vehicle to
his/her new official station at his/her own
expense, that vehicle may later be returned
to the continental United States in connec
tion with hislher subsequent transfer or sep
aration provided the cost to the Govern
ment shall not exceed the cost of transporta
tion from the former official station to
which the privately owned vehicle was
shipped at Government expense to the em
ployee's actual residence in the United
States at the time of appointment or assign
ment.

(2) Failure to complete tour. An employee
who has transported hislher privately
owned vehicle to an official station under
the authority of this Part 302-lO but fails to
complete an agreed tour of duty at that
official station for a reason other than one
which is beyond hislher control and accept
able to the agency concerned may have the
vehicle transported at Government expense
only on the basis that he/she had previously
completed a tour at that or a previous offi
cial station outside the continental United
States after a privately owned vehicle had
been transported there under the authority
of this Part 302-10 and had not returned
that vehicle to the United States at Govern
ment expense under the authority of this
Part 302-lO. In such instances, the Govern
ment shall not pay more than the cost of
transporting the privately owned vehicle
from the official station where the employee
did complete an agreed period of service to
the employee's actual residence at time of
appointment or assignment.

(d) Change in conditions while at official
station.

(1) When privately owned vehicle becomes
necessary. If, after an employee is assigned
to an official station outside the continental
United States without an authorization to
transport a privately owned vehicle, it be
comes desirable that he/she have a privately

FTR 1989 Edition: 2-23-89
Effective: 5-10-89
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owned vehicle at that official station and if
the conditions of § 302-lO.2 are met, a vehi
cle may be transported from an appropriate
point in the continental United States to the
official station. In authorizing such transpor
tation, agencies shall place particular em
phasis upon the determination required in
§ 302-lO.2(c)(5).

(2) When privately owned vehicle becomes
unnecessary. If it is determined that the con
ditions which supported the authorization
for transportation of a privately owned ve
hicle to an official station no longer exist,
the agency concerned may authorize the
return of a vehicle which has been trans
ported to that official station under the au
thority of this Part 302-lO even though the
employee concerned would not otherwise
be eligible for such transportation at that
time. An employee who retains hislher pri
vately owned vehicle at the official station
after such a change, in conditions may be
eligible for return or further transportation
of the privately owned vehicle at a later
date.

(e) Replacement vehicle.

(1) Emergency replacements. An emer
gency replacement vehicle may be trans
ported at Government expense to an em
ployee's post of duty if (i) the employee had
a privately owned vehicle at an official sta
tion outside the continental United States
and it was determined' to be in the Govern
ment's interest for himlher to have the ve
hicle; (ii) the vehicle is stolen, or seriously
damaged or destroyed, or has deteriorated
due to severe conditions at the post of duty,
or requires emergency replacement for
other reasons beyond the employee's con
trol; and (iii) the head of the agency or his/
her designee determines in advance of au
thorization that a replacement vehicle is
necessary and in the interest of the Govern
ment. Not more than one such emergency
replacement may be authorized for an em
ployee during any 4-year period during
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which the employee was stationed perma
nently and continuously at one or more
posts of duty outside the continental United
States where use of a privately owned vehi
cle by the employee was determined to be
in the interest of the Government.

(2) Other replacements. A privately owned
vehicle may be shipped to an employee at
Government expense at a' post of duty out
side the continental United States to replace
another privately owned vehicle if:

(i) it was determined that it was in the
Government's interest for the employee
to have the vehicle being replaced and
that it will continue to be in the Govern
ment's interest for the employee to have
such a vehicle;

(ii) more than 4 years have elapsed
since the date when the vehicle being re
placed was transported; and

(iii) the employee has' been stationed
continuously during the 4-year period at
posts of duty located outside the conti
nental United States.

§ 302-10.4 Allowable expenses.

(a) Authorized destination outside conti
nental United States. When an employee is
authorized to transport a privately owned
vehicle at Government expense to an offi
cial station outside the continental United
States, the destination of the vehicle must
be the employee's official station.

(b) Alternate origins and destinations.
Transportation at Government expense may
be for all or part of the distance between
origin and the official station not to exceed
the cost of transportation between the au
thorized place of origin (the former official
station, residence at time of appointment, or
a point in the United States as the case may
be) and the official station to the extent that
the employee is not expected to drive as
prescribed in paragraph (c) of this section.
When an employee is authorized to return

10-4

his/her privately owned vehicle from an of
ficial station to which it was transported
under this Part 302-10, that vehicle may be
transported from the official station or some
other point where it was driven or other
wise transported by the employee to the
destination specified by the employee, pro
vided the cost does not exceed the cost of
transportation from the official station to
the authorized destination (new official sta
tion, actual residence, or United States port)
to the extent the employee is not expected
to drive the privately owned vehicle as pre
scribed in paragraph (c) of this section.

(c) When it is feasible to drive a vehicle.
When a privately owned vehicle may be
driven on hard-surfaced, all weather high
ways, using ferries as necessary, for all or
part of the distance, between the allowable
origin and destination, the agency head con
cerned or hislher designee may determine
that it is reasonable to expect the employee
or a member of hislher family to drive the
privately owned vehicle for that distance.
In case of such a determination, the Gov
ernment will pay transportation charges to
the extent driving the privately owned vehi
cle was not required. For the distance the
privately owned vehicle is driven, the
allowance provided in § 302-2.3 applies;
however, if the employee makes a separate
trip to a port to deliver or pick up hislher
privately owned vehicle, per diem is not
allowable but one-way travel costs and the
one-way mileage cost for operating the pri
vately owned vehicle (both under the provi
sions of Chapter 301 of this title) may be
allowed provided the total does not exceed
the cost of shipping the privately owned
vehicle to or from the port involved.

(d) Commercial transportation and inciden
tal charges. All necessary and customary ex
penses directly related to the transportation
of a privately owned vehicle may be al
lowed, including crating and packing ex
penses, shipping charges, and port charges
for readying the vehicle for shipment at

FTR 1989 Edition: 2-23-89
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port of embarkation and for use at port of
debarkation.

(e) Size limit. Transportation at Govern
ment expense is limited to vehicles having a
gross size for shipping purposes of not more
than 20 measurement tons (800 cubic feet).
An employee who ships a larger vehicle
which otherwise qualifies for shipment at
Government expense under this Part 302-10
must pay all costs which result from the
excess size of the vehicle. '

(t) Limitations in special circumstances.

(1) Shipment of assembled new vehicle.
Subject to the limitation contained in para
graph (t)(3) of this section, if an assembled
motor vehicle is purchased new from the
manufacturer or manufacturer's agent, the
costs set forth in paragraph (d) of this sec
tion are allowable if shipment is made f.o.b.
shipping point consigned to the employee, a
member of his/her immediate family, or
his/her agent, but are hot allowable if own
ership of the vehicle is vested in the manu
facturer's agent during the shipment.

(2) Shipment of unassembled new vehicle.
Subject to the limitation contained in para
graph (t)(3) of this section, if a new motor
vehicle is purchased from a manufacturer or
manufacturer's agent, freight on shipment of
unassembled parts from factory to assembly
point and costs of onward transportation of
the assembled vehicle consigned to the em
ployee, a member of his/her immediate
family, or his/her agent may be allowed if
this method is more economical than ship
ment of the assembled vehicle from the
manufacturer. A comparative statement of
costs is required before shipment at Govern
ment expense may be approved in these in
stances, except when shipment of the unas
sembled parts is made from factory to an
assembly plant both of which are located in
the continental United States.

(3) When shipment from factory is author
ized. If a new motor vehicle is purchased

FTR 1989 Edition: 2-23-89
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and shipped in connection with an employ
ee's transfer or a new appointee's assign
ment to a post of duty outside the continen
tal United States, the allowable transporta
tion expenses shall not exceed the lesser of
(i) the cost of transportation from the em
ployee's old post of duty or new appointee's
place of actual residence to the new post of
duty, or (ii) the expenses authorized in para
graph (t)(l) of this section. However, if an
employee is stationed at a post of duty out
side the continental United States and subse
quently is authorized to transport a pri
vately owned vehicle, the allowable trans
portation expenses in connection with the
purchase of a new motor vehicle shall not
exceed those authorized in paragraph (t) (1)
or (2) of this section, whichever is applica
ble.

(g) Government and commercial means.
The heads of agencies concerned or their
designees may authorize the transportation
of the employee's privately owned motor
vehicle by commercial means if available at
reasonable rates and under reasonable con
ditions, or by Gove'rnment means on a
space-available basis.

§ 302-10.5 Emergency storage.

(a) Conditions. Under regulations pre
scribed by the head of the agency con
cerned, emergency storage of a privately
owned vehicle may be allowed at Govern
ment expense under the following condi
tions:

(1) The vehicle was transported or au
thorized to be transported at Government
expense as provided in this Part 302-10.

(2) The employee is stationed at a post of
duty at which the use of the vehicle has
been determined to be in the interest of the
Government, and while the employee is sta
tioned there, the head of the agency con
cerned designates the post of duty as being
within a zone from which the employee's
immediate family and household goods
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should be evacuated for any of the reasons
specified in 5 U.S.C. 5725.

(b) Place of storage. Storage may be al
lowed at the place to which the employee's
immediate family and household goods are
evacuated or at another suitable .place not
more distant from the evacuation area. If
the vehicle is being shipped to the employee
at the time evacuation is ordered, the vehi
cle may be diverted to storage at a suitable
place en route.

(c) Allowable expenses. Allowable ex
penses for storage include necessary ex
penses for (1) readying a vehicle for stor
age, (2) local transportation to point of stor
age, (3) storage, (4) readying a vehicle for
use after storage, (5) local transportation

10-6

from point of storage, and (6) other neces
sary expenses relating to the storage and
transportation. However, insurance on the
vehicle other than that which may be in
cluded in the allowable expenses described
in this paragraph (c) is at the expense of the
employee.

§ 302-10.6 Advance of funds.

An advance of funds may be allowed the
employee, not to exceed the estimated
amount of the expenses authorized under
this Part 302-10 which he/she may incur
for transportation and/or storage of a pri
vately owned vehicle. Such advances shall
be subject to the general conditions pro
vided in § 302-1. 14(a).
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PART 302-11-RELOCATION INCOME TAX (RIT) ALLOWANCE

Authority: 5 U.S.C. 5721-5734; 20 U.S.C. 905(a);

I E.O. 11609. 36 FR 13747, 3 CFR, 1971·1975 Comp.; .
p. 586; E.O. 12466, 49 FR 7349, 3 CFR, 1984 Comp.•
p.165.

Sec.
302-11.1 Authority.
302-11.2 Coverage.
302-11.3 Types of moving expenses or

allowances covered and general limita
tions.

302-11.4 Exclusions from coverage.
302-11.5 Definitions and discussion

§ 302-11.2 Coverage.

(a) Eligible employees. Payment of a RIT
allowance is authorized for employees trans·
ferred on or after November 14, 1983, in the
interest of the Government from one official
station to another for permanent duty. The
effective date of an employee's transfer is

of the date the employee reports for duty at
terms. the new official station as provided in

302-11.6 Procedures in general. § 302-1.40).
302-11.7 Procedures fordetermining...·the- ...~ .. ,.'-- ···c. • •

WTA in Year 1. (b). Individuals not cov~red. The provIsions
302-11.8 Rules and procedures for deter- ?f t~ .p~ are not apphcable to the follow- I

mining the RIT allowance in Year 2. mg mdlvlduals or employees:
302-11.9 Responsibilities. (1) New appointees;
302-11.10 Claims for payment and sup- (2) Employees assigned under the Gov-

porting documentation and verification. ernment Employees Training Act (see 5
302-11.11 Violation of service agreement. U.S.C. 4109); or
302-11.12 Advance of funds. .
302 II 13 So fi (3) Employees returnmg from overseas-. urce re erences. . fi f'
Appendix A to Part 302-11-Federal Tax assignments or the purpose 0 separation.

Table for RIT Allowance § 302-11.3 Types of moving expenses
Appendix B to Part 302-11-State Tax or allowances covered and general

Table for RIT Allowance limitations.
Appendix C to Part 302-11-Federal Tax The RIT allowance is limited by law as

Table for RIT Allowance-Year 2
to the types of moving expenses that can be
covered. The law authorizes reimbursement
of additional income taxes resulting from
certain moving expenses furnished in kind
or for which reimbursement or an allow
ance is provided to the transferred em
ployee by the Government. However, such
moving expenses are covered by the RIT
allowance only to the extent that they are
actually paid or incurred, and are not allow
able as a moving expense deduction for tax
purposes. The types of expenses or allow
ances listed in paragraphs (a) through (i)' of
this section, are covered by the RIT allow
ance within the limitations discussed.

'(a) En route travel. Travel (including per
diem) and transportation expenses of the
transferred employee and immediate family

§ 302-11.1 Authority.

Payment of a relocation income tax (RIT)
allowance is authorized to reimburse eligible
transferred employees for substantially all of
the additional Federal, State, and local
income taxes incurred by the employee, or
by the employee and spouse if a joint tax
return is ftIed, as a result of certain travel
and transportation expenses and relocation
allowances which are furnished in kind, or
for which reimbursement or an allowance is
provided by the Government. The RIT
allowance shall be calculated and paid as

I provided in this part.
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new location in connection with an author
ized or approved permanent change of sta
tion. (See part 302-3.)

(i) Relocation services. Payments, or por
tions thereof, made to a relocation service
company for services provided to a trans
ferred employee (see part 302-12), subject
to the conditions stated in this paragraph
and within the general limitations of this
section applicable to other covered ex-

Part 302-11-Relocatlon Income Tax (RID Allowance§ 302-11.3

- for en route travel from the old official sta
tion to the new official station. (See part
302-2.)

(b) Household goods shipment. Transpor
tation (including temporary storage) ex
penses for movement of household goods
from the old official station to the new offi
cial station. (See part 302-8.)

(c) Nontemporary storage expenses.
Allowable expenses for nontemporary stor-
age of household goods belonging to an em- penses.
ployee transferred on or after Novembel' .J4F ,.-,', . (l)'.,.f.or. employees transferred on or after
1983, through October 11, 1984, to an iso- November 14. 1983. through October n.
lated location in the continental United 1984. The amount of a broker's fee or real
States. (See § 302-9. I.) Nontemporary stor- estate commission, or other real estate sales
age expenses are not covered by the RIT transaction expenses which normally are re-
allowance for transfers on or after October imbursable to the employee under § 302-6.2
12, 1984. (See § 302-11.4(c).)· but have been paid by a relocation service

(d) M b'l h E ti company incident to an assigned sale fromole ome movement. xpenses or .
h f bil h ti

the employee, proVIded that such payments
t e movement 0 a mo e ome or use as a ..

'd h . h' d' constitute Income to the employee. For the
resl ence w en movement IS aut onze m- f this I t' . d sald f h' purposes 0 regu a lon, an asslgne e
stea 0 s Ipment and temporary storage of occurs when an employee obtains a binding
household goods. (See part 302-7.) agreement for the sale of hislher residence

(e) HousehuntiDg trip. Travel (including and assigns the inherent rights and obliga-
per diem) and transportation expenses of the tions of that agreement to a relocation com-
employee and spouse for one round trip to pany that is providing services under con-
the new official station to seek permanent tract with the employing agency. For exam-
residence quarters. (See part 302-4.) pIe, if the employee incurs an obligation to

(0 Temporary quarters. Subsistence ex- pay a. s~ecified broker's fee or real estate
ens f th I d · d' t comDllSSlon under the terms of the sales

p es 0 e emp oyee an Imme la e his bl" I . h h
f: '1 d' f t agreement, t 0 Igataon a ong Wit t eami y unng occupancy 0 emporary . . .
uarters. (See art 302-5.) sales agreement IS asSigned to the relocation

q p company and may, upon payment of the
(g) Real estate expenses. Allowable ex- obligation by the relocation company, con-

penses for the sale of the residence (or ex- stitute income to the employee. (See § 302-
penses of settlement of an unexpired lease) 12.7 entitled "Income tax consequences of
at the old official station and for purchase using relocation companies.")
of ~ ho~e at the ne~ om.cial station for (2) For employees transfe"ed on or after
which reimbursement IS received by the em- Octo.ber12, 1984. Expenses paid by a reloca-
ployee. (See part 302-6.) tion company providing relocation services

(h) Miscellaneous expeD5e allowance. A to the transferred employee pursuant to a
miscellaneous expense allowance for the contract with the employing agency to the
purpose of defraying certain expenses 8550- extent such payments constitute income to
ciated with discontinuing a residence at one the employee. (See § 302-12.7.)
location and establishing a residence at the Note: See reference shown in parentheses for reim-

bursement provisions for each allowance listed in

11-2
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paragraphs (a) through (i) of this section. See section
217 of the Internal Revenue Code (IRe) and Internal
Revenue Service (IRS) Publication 521 entitled
"Moving Expenses" and appropriate State and local
tax authority publications for additional information
on the taxability of moving expense reimbursements
and the al10wable tax deductions for moving ex·
penses.

§ 302-11.4 Exclusions from coverage.

The provisions of this part 302-11 are not
applicable to the following:

(a) Any tax liability that may result from
payments by the Government to relocation
companies on behalf of employees trans
ferred on or after November 14, 1983,
through October II, 1984, other than the
payments for those expenses specified in
§ 302-11.3(i)(1).

(b) Any tax liability incurred for local
income taxes other than city income tax as a
result of moving expense reimbursements
for employees transferred on or after No
vember 14, 1983, through October II, 1984.
(See definition in § 302-11.5(b).)

(c) Any tax liability resulting from reim
bursed expenses for any nontemporary stor
age of household goods except as specifi
cally provided for in § 302-1 I.3(c).

(d) Any tax liability resulting from paid
or reimbursed expenses for shipment of a
privately owned automobile.

(e) Any tax liability resulting from an
excess of reimbursed amounts over the
actual expense paid or incurred. For in
stance, if an employee's reimbursement for
the movement of household goods is based
on the commuted rate schedule and his/her
actual moving expenses are less than the
reimbursement, the tax liability resulting
from the difference is not covered by the
RIT allowance. (See § 302-1 I.8(c)(2)(i).)

(f) Any tax liability resulting from an em
ployee's decision not to deduct moving ex
penses for which a tax deduction is allow
able under the Internal Revenue Code or

Amendment 17: 5-06-91
Effective: 2-14-91
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appropriate State and local tax codes. (See
§§ 302-1 I.8(b)(l) and 302-1 I.8(c)(2).)

(g) Any tax liability resulting from the
payment of recruitment, retention, or relo
cation bonuses authorized by the Office of
Personnel Management pursuant to 5 U.S.c.
5753 and 5754, or any other provisions
which allow relocation payments that are
not reimbursements for travel, transporta
tion, and other expenses incurred in reloca
tion.

§ 302-11.5 Definitions and discussion
of terms.

For purposes of this part 302-11, the fol·
loWing definitions will apply:

(a) State income tax. A tax, imposed by a
State tax authority, that is deductible for
Federal income tax purposes as a State
income tax under section 164(a)(3) of the
IRC. "State" means anyone of the several
States of the United States and the District
of Columbia.

(b) Local income tax. A tax, imposed by a
recognized city or county tax authority,
that is deductible for Federal income tax
purposes as a local (city or county) income
tax under section I64(a)(3) of the IRC;
except, that for employees transferred on or
after November 14, 1983, through October
II, 1984, local income tax shall be construed
to mean only city income tax. For purposes
of this regulation:

(1) "City" means any unit of general local
government which is classified as a munici
pality by the Bureau of the Census, or
which is a town or township that in the
determination of the Secretary of the Treas
ury possesses powers and performs func
tions comparable to those associated with
municipalities, is closely settled, and con
tains within its boundaries no incorporated
places as defined by the Bureau of the
Census (31 CFR 215.2(b)(1».

(2) "County" means any unit of local gen
eral government which is classified as a
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county by the Bureau of the Census (31
CFR 2IS.2(e».

(c) Covered moving expense reimburse
ments or covered reimbursements. As used
herein, these terms include those moving
expenses listed in § 302-11.3 as being cov
ered by the RIT allowance and which may
be furnished in kind, or for which reim
bursement or an allowance is provided by
the Government.

(d) Covered taxable reimbursements. Cov
ered moving expense reimbursements minus
the tax deductions allowable under the IRe
and IRS regulations for moving expenses.
(See determination in § 302-II.8(c).)

(e) Year 1 or reimbursement year. The
calendar year in which reimbursement or
payment for moving expenses is made to, or
for, the employee under the provisions of
this part 302-11. All or part of these reim
bursements (see § 302-11.6) are reported to
the IRS as income (wages, salary, or other
compensation) to the employee for that tax
year under the provisions of the IRC and
IRS regulations, and are subject to Federal
tax withholding. The withholding tax allow
ance (WTA) (see paragraph (f)(1) of this
section) is calculated in Year I, to cover the
employee's Federal tax withholding obliga
tions each time covered moving expense re
imbursements are made that result in a Fed
eral tax withholding obligation. For pur
poses of this regulation, an advance of funds
for any of the covered moving expenses is
not considered to be a reimbursement or a
payment until the travel voucher settlement
for such expenses takes place. If an employ
ee's reimbursement for moving expenses is
spread over more than one year, he/she will
have more than one Year 1.

(6 Year 2. The calendar year in which a
claim for the RIT allowance is paid.

(1) Generally, Year 2 will be the calendar
year immediately following Year I and in
which the employee files a tax return re
flecting his/her tax liability for income re
ceived in Year 1. However, there may be

11-4

instances where the employee's claims sub
mission and/or payment of the RIT allow
ance is delayed beyond the calendar year
immediately following Year 1. (Year 1 will
always be the calendar year that reimburse
ments are received; see paragraph (e) of this
section.) Year 2 will be the calendar year in
which the RIT allowance is actually paid.

(2) The RIT allowance is calculated in
Year 2 and paid to cover the additional tax
liability (resulting from moving expense reo
imbursements received in Year 1) not cov
ered by the WTA paid in Year I. If an
employee's covered taxable reimbursements
are spread over more than one year, he/she
will have more than one Year 2.

(g) Federal withholding tax rate (FWTR).
The tax rate applied to incremental income
to determine the amount to be withheld for
Federal income tax from salary or other
compensation such as moving expense reim
bursements. Because moving expense reim
bursements constitute supplemental wages
for Federal income tax purposes, the 20 per
cent flat rate of withholding is generally
applicable to such reimbursements. (See
§ 302-11.7(c).) Agencies should refer to the
Treasury Financial Manual, TFM 3-5000,
and applicable IRS regulations for complete
and up-to-date information on this subject.

(h) Earned income. For purposes of the
RIT allowance, "earned income" shall in
clude only the gross compensation (salary,
wages, or other compensation such as reim
bursement for moving expenses and the re
lated WTA (see paragraph (n) of this sec
tion) and any RIT allowance (see paragraph
(m) of this section) paid for moving expense
reimbursement in a prior year) that is re
ported as income on IRS Form W-2 for the
employee (employee and spouse, if filing
jointly), and if applicable, the net earnings
(or loss) for self-employment income shown
on Schedule SE of the IRS Form 1040.
Earned income may be from more than one
source. (See § 302-11.8(d).)

(i) Marginal tax rate (MTR). The tax rate
(for example, 33 percent) applicable to a

Amendment 17: 5-06-91
Effective: 2-14-91

•

•

•

•

•



FEDERAL TRAVEL REGULATION
Chapter 302-Relocatlon Allowances

specific increment of income. The Federal
and State marginal tax rates to be used in

Amendment 17: 5-06-91
Effective: 2-14-91

§ 302-11.5
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calculating the RIT allowance are provided
in Apptndices A, B, and C of this part 302
11. (See § 302-11.8(e)(3) for instructions on
local marginal tax rate determinations.)

(j) Combined marginal tax rate (CMTR).
A single rate determined by combining the
applicable marginal tax rates for Federal,
State, and local income taxes, using the for
mulas provided in § 302-11.8(e)(4).

(k) Gross-up. Payment for the estimated
additional income tax liability incurred by
an employee as a result of reimbursements
or payments by the Government for the

I covered moving expenses listed in § 302
11.3.

(1) Gross-up formulas. The formulas used
to determine the amount of the gross-up for
the WTA and the RIT allowance. The
gross-up formulas used herein compensate
the employee for the initial tax, the tax on
tax, etc. Note that the WTA gross-up for
mula in § 302-11.7(d) is different than the
RIT gross-up formula prescribed in § 302
11.8(t).

(m) RIT allowance. The amount of pay
ment computed and paid in Year 2 to cover
substantially all of the estimated additional
tax liability incurred as a result of the cov
ered moving expense reimbursements re
ceived in Year 1.

(n) Withholding tax allowance (WTA). The
withholding tax allowance (WTA), paid in
Year I, covers the employee's Federal
income tax withholding liability on covered
taxable reimbursements received in Year 1.
The amount is computed by applying the
withholding gross-up formula prescribed in
§ 302-11.7(d) (using the Federal withhold
ing tax rate) each time that a Federal with
holding obligation is incurred on covered
moving expense reimbursements received in
Year 1. Grossing-up the Federal withhold
ing amount protects the employee from
using part of his/her moving expense reim
bursement to pay Federal withholding taxes.
(See § 302-11.7.)

Amendment 14: 1-23-91
Effective: 1-01-87
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(0) State gross-up. Payment for the esti
mated additional State income tax liability
incurred by an employee as a result of reim
bursements or payments by the Government
for the covered moving expenses listed in
§ 302-11.3 that are deductible for Federal
income tax but not for State income tax
purposes.

(p) State gross-up formula. The formula
prescribed in § 302-11.8(1)(3) to be used in
determining the amount to be included in
the RIT allowance to compensate an em
ployee for the additional State income tax
incurred in States that do not allow the
deduction of moving expenses.

§ 302-11.6 Procedures in general.

(a) This regulation sets forth procedures
for the computation and payment of the
RIT allowance and defines agency and em
ployee responsibilities. This regulation does
not require changes to those internal fiscal
procedures established by the individual
agencies pursuant to IRS regulations, or the
Treasury Financial Manual, provided that
the intent of the statute authorizing the RIT
allowance and this regulation are not dis
turbed.

(b) The total amount reimbursed or paid
to the employee, or on his/her behalf, for
travel, transportation, and other relocation
expenses and allowances is includable in the
employee's gross income pursuant to the
IRe and certain State or local government
tax codes. Some moving expenses for which
reimbursements are received may be de
ducted from income by the employee as
moving expense deductions, subject to cer
tain limitations prescribed by the IRS or
pertinent State or local tax authorities. Re
imbursements for nondeductible moving ex
penses are subject to income tax. (See IRS
Publication 521 entitled "Moving Expenses"
and the appropriate State and local tax
codes for detailed information.)

(c) Usually, if the employee is reimbursed
for nondeductible moving expenses, the
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amount of these reimbursements is subject
to withhold\ng of Federal income tax in ac~

cordance with IRS regulations at the time
of reimbursement. Under existing fiscal pro~

cedures, the amount of the employee's with~

holding obligation is usually deducted either
from reimbursements for the moving ex
penses at the time of reimbursement or from
the employee's salary. (See Treasury Finan
cial Manual.)

(d) Payment of a WTA established herein
will offset deductions for the Federal
income tax withholding on moving expense
reimbursements, and on the WTA itself,
from the employee's moving expense reim
bursements or from salary.

(e) The total amount of the RIT allow
ance can be computed after the end of Year
1 as soon as the earned income level,
income tax filing status, total covered tax
able reimbursements, and the applicable
marginal tax rates can be determined. Em
ployee claims for the RIT allowance should
be submitted in accordance with this regula
tion and the employing agency's proce
dures'.

(f) Procedures are prescribed in §§ 302
11.7 and 302-11.8 for computation and pay
ment of the WTA and the RIT allowance.
These procedures are built on existing fiscal
procedures and IRS regulations regarding
reporting of employee income from reim
bursements and withholding of taxes on sup
plemental wages.

§ 302-11.7' Procedures for determining
the WTA In Year 1.

(a) General rules. The WTA is designed
to cover only the employee's withholding
tax obligation for Federal income taxes on
income resulting from covered moving ex
pense reimbursements. (See definition in
§ 302-11.5(c).) Other withholding tax obli
gations, if any, such as for I social security
taxes or for State and/or local income taxes
on income resulting from moving expense
reimbursements shall not be included in the

11-6

calculation of the WTA payment. The
amount of the WTA is equal to the Federal
income tax withholding obligation incurred
by the employee on covered moving ex
pense reimbursements (which are not offset
by deductible moving expenses) and on the
WTA itself. Each time covered moving ex
pense reimbursements are paid to or on
behalf of the employee, the WTA shall be
calculated, accounted for, and reported as
provided in paragraphs (b) through (g) of
this section.

(b) Determination of amount of reimburse·
ment subject to withholding. Under IRS reg
ulations, income resulting from reimburse
ments for nondeductible moving expenses is
subject to withholding of Federal income
taxes. (See IRS Publication 521, "Moving
Expenses.") There are some moving ex
penses which may be reimbursed but are
not covered taxable reimbursements (see
definition in § 302-11.5(d» for purposes of
the WTA and RIT allowance calculations,
such as nontemporary storage of household
goods. (See exclusions in § 302-11.4.)
Therefore, the actual amount of the covered
taxable reimbursements may be different
than the amount of nondeductible moving
expenses subject to Federal income tax
withholding. The difference in these
amounts should not be substantial; therefore,
the amount of nondeductible moving ex
penses subject to Federal income tax with
holding, as determined by the agency pursu
ant to IRS regulations, may be used in cal
culating the WTA. (Note that the RIT cal
culation procedure in § 302-11.8 requires
determination of covered taxable reimburse
ments.)

(c) Determination of Federal withholding
tax rate (FWTR). Because moving expense
reimbursements constitute supplemental
wages for Federal income tax purposes, the
20 percent flat rate of withholding is gener
ally applicable to income generated by such
reimbursements. The 20 percent rate should
be used in calculating the WTA unless

Amendment 14: 1-23-91
Effective: 1-01-87
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under an. agency's internal fiscal (withhold
ing) pr~cedures a different withholding rate
is used pursuant to IRS tax regulations. In
such cases, the applicable withholding rate
shall be substituted for the 20 percent rate
in the calculation shown in paragraph (d) of
this section.

(d) Calculation of the WTA. The WTA is
calculated by substituting the amounts de
termined in paragraphs (b) and (c) of this
section, into the WTA gross-up formula
shown below:

Formula:

x
Y =-(N)

I-X

Where:

Y = WTA
X = FWTR (generally, 20 percent)
N = nondeductible moving expenses/cov
ered taxable reimbursements

Example:
If:

X = 20 percent
N = $21,800

Then:

.20
Y = ($21,800)

l.OO - .20

Y = .25 ($21,800)
Y = $5,450

(e) WTA payment and employee agreement
for repayment. (1) The WTA may be calcu
lat~d several times within Year 1 if reim
bursements for moving expenses are made
on more than one travel voucher. Each time
an employee is reimbursed for moving ex
penses which are subject to Federal tax
withholding in accordance with the IRS
regulations, the WTA will be calculated and
paid unless the employee fails to comply

Amendment 14: 1-23-91
Effective: 1-01-87
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with the requirements in paragraph (e)(2) of
this section.

(2) The employee shall be required to
agree in writing to repay any excess amount
paid to him/her in Year I (see §§ 302- I
11.8(£)(5) and 302-11.9(b)(3», and submit
the required certified tax information and
claim for his/her RIT allowance within a
reasonable length of time (as determined by
the agency) after the close of Year 1. Fail
ure of the employee to comply with this
requirement will preclude the agency's pay
ment of the WTA. The entire WTA will be
considered an excess payment if the RIT
allowance claim is not submitted in a timely
manner to settle the RIT allowance ac
count.

(t) Determination of employee's withhold
ing tax on WTA. Since the amount of the
WTA is considered income to the em
ployee, it is subject to the same tax with
holding requirements as all other moving
expense reimbursements. (See Treasury Fi
nancial Manual, Section 4080, Moving Ex
pense Reimbursements, for withholding re
quirements.)

(g) End of year reporting. At the end of
the year, agencies generally are required to
issue IRS Form(s) W-2 for each employee
showing total gross compensation (including
moving expense reimbursements) and the
applicable amount of Federal taxes with
held. For tax reporting purposes, the WTA
is to be treated as a moving expense reim
bursement. The total amount of the employ
ee's WTA's paid during the year as well as
the amount of moving expense reimburse
ments should be included as income on the
employee's Form W-2. The Federal tax
withholding amount applicable to the
moving expense reimbursements and the
WTA should also be included on the em
ployee's Form W-2. The amount of the
WTA's also will be furnished to the em
ployee along with the amount of moving
expense reimbursements on IRS Form 4782
or another itemized listing provided for the
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employee's use in preparing hislher tax
return (see IRfi' regulations for further guid
ance) and in claiming the RIT allowance as
provided in § 302-11.8.

§ 302-11.8 Rules and procedures for
determining the RIT allowance in
Year 2.

(a) Summary/overview of procedures. The
RIT allowance will be calculated and
claimed in Year 2. This can be accom
plished as soon as the employee can deter
mine earned income (as defined herein),
income tax filing status, covered taxable re
imbursements for Year I, and the applicable
marginal tax rates. The RIT allowance is
then calculated using the gross-up formula
under procedures prescribed herein. Since
the RIT allowance is considered income,
appropriate withholding taxes o,n the RIT
allowance are deducted and the balance
constitutes the net payment to the em
ployee. Rules, procedures, and the pre
scribed tax tables for these calculations are
provided in paragraphs (b) through (g) of
this section, and in Appendices A, B, and C
of this part 302-11.

(b) General rules and assumptions. (I) The
procedures prescribed herein for calcula
tions and payment of the RIT allowance are
based on certain assumptions jointly devel
oped by GSA and IRS, and tax tables de
veloped by IRS. This approach avoids a
potentially controversial and administra
tively burdensome procedure requiring the
employee to furnish extensive documenta
tion, such as certified copies of actual tax
returns and reconstructed returns, ·in sup
port of a claim for a RIT allowance pay
ment. Specifically, the following assump
tions have been made:

(i) The employee will claim allowable
moving expense deductions for the same tax
year in which the corresponding moving
expense reimbursements are included in
Income;
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(ii) Changes to the IRC, applicable to the
1987 and subsequent tax years, require that
allowable moving expense deductions must
be taken as an itemized deduction from
gross income rather than as an adjustment
to gross income as in previous tax years. It
is assumed that employees will receive the
benefit of allowable moving expense deduc
tions to offset income either by itemizing
their moving expense deductions or through
the increased standard deductions.

(iii) Prior to the Tax Reform Act of 1986,
it was assumed that the employee's (and
spouse's, if a joint return is filed) earned
income, filing status, and CMTR determined
for Year I (and used in determining the RIT
allowance in Year 2) would remain the
same or would not be substantially different
in the second and subsequent tax years.
However, the Tax Reform Act of 1986 sub
stantially changed the Federal tax structure
making it necessary to compute a separate
CMTR for Year I and for Year 2. (See
paragraph (e) of this section.) The formula
for calculating the RIT allowance to be
paid in 1988 and subsequent years is shown
in paragraph (f) of this section. It is assumed
that within the accuracy of the calculation,
the State and local tax rates for Year I and
Year 2 will remain the same or will not be
substantially different. Therefore, the State
and local tax rates for Year I shall be used
in calculating the CMTR for Year 2.

(2) The prescribed procedures, which
yield an estimate of an employee's addi
tional tax liability due to moving expense
reimbursements, are to be used uniformly.
They are not to be adjusted to accommo
date an employee's unique circumstance
which may differ from the assumed circum
stances stated in paragraph (b)(1) of this sec
tion.

(3) An adjustment of the RIT allowance
paid in Year 2 for the covered taxable reim
bursements received in Year I is required if
the tax information certified to on the RIT
allowance claim is different than that shown

Amendment 14: 1-23-91
Effective: 1-01-87
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on the actual Federal tax return filed with
IRS for Year I or changed for any reason
after filing of the tax return, so as to affect
the CMTR's used in the RIT allowance cal
culation. (See § 302-11.10 for claims proce
dures.)

(c) Determination of covered taxable reim
bursements. (I) Generally, the amount of the
covered taxable reimbursements is the dif
ference between (i) the amount of covered
moving expense reimbursements for the
allowances listed in § 302-11.3 that was in
cluded in the employee's income in Year I,
and (ii) the maximum amount of allowable
moving expenses that may be c:Jaimed as a
moving expense deduction by the employee
on his/her Federal tax return under IRS tax
regulations to offset the income resulting
from moving expense reimbursements for
Year I. The covered taxable reimburse
ments will be determined as if the employee
had itemized and deducted all allowable
moving expense deductions. (See assump
tion made in paragraph (b)( I)(ii) of this sec
tion.) If the employee is precluded from
claiming moving expense deductions be
cause he/she does not meet IRS require
ments for the distance test, then the amount
of covered taxable reimbursements is the
same as the amount of covered moving ex
pense reimbursements. (See § 302-11.5(d).)

(2) For purposes of calculating the RIT
allowance, the following special rules apply
to the determination of moving expense de
ductions to offset moving expense reim
bursements reported as income:

(i) The total amount of reimbursement
(which was reported as income) for the ex
penses of en route travel for the employee
and family (see § 302-11.3(a» and transpor
tation (including up to 30 days temporary
storage) of household goods (see § 302
11.3(b» to the new official station shall be
used as a moving expense deduction. (See
also § 302-11.4 (e) and (I).)

(ii) The total amount of reimbursement
for a househunting trip, temporary quarters

Amendment 14: 1-23-91
EffectIve: 1-01-87
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(up to 30 days at new station) and real
estate transaction expenses (see § 302
11.3 (e), (I), (g), and (i», up to the maximum
allowable deduction under IRS tax regula
tions, shall be used as a moving expense
deduction. For example, an employee and
spouse filing a joint return and residing in
the same household at the end of the tax
year may deduct up to $3,000 for these ex
penses. (No more than $1,500 of the $3,000
may be claimed for a househunting trip and
temporary quarters expenses combined.) If
the employee was reimbursed $1,350 for a
househunting trip and temporary quarters
expenses and $9,000 for real estate expenses,
the moving expense deductions would be
$1,350 for the househunting trip and tempo
rary quarters expenses and $1,650 for real
estate expenses. If the employee's reimburse
ment was $1,850 for the househunting trip
and temporary quarters expenses and $9,000
for real estate expenses, the moving expense
deductions would be $1,500 for the
househunting trip and temporary quarters
expenses and $1,500 for real estate expenses.
If the employee had no reimbursement for a
househunting trip and temporary quarters,
the full $3,000 would be applied to the
$9,000 reimbursement for real estate ex
penses. (See IRS Publication 521, "Moving
Expenses," for these and other maximums
which vary by situation and filing status.)

(3) Procedures and examples are provided
herein as if all moving expense reimburse
ments are received in one year with all
moving expense deductions applied in that
same year to arrive at the covered taxable
reimbursements. However, when reimburse
ments span more than one year, the amount
of covered taxable reimbursements must be
determined separately for each reimburse
ment year (Year I). The maximum moving
expense deductions apply to the entire
move. Under IRS tax regulations, the em
ployee has some discr~tion as to when he/
she claims these deductions (e.g., in the year
of the move when the expense was paid or
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in the year of reimbursement, if these ac
tions do no\ occur in the same year). How
ever, for purposes of the RIT allowance
procedures, the moving expense deductions
will be applied in the year that the corre
sponding reimbursement is made. For exam
ple, if an employee incurred and was reim
bursed $1,000 for a househunting trip and
temporary quarters in 1989 and an addi
tional $1,000 for temporary quarters in 1990,
this employee, according to his/her particu
lar situation and tax filing status, may
deduct $1,500 of these expenses in moving
expense deductions. In calculating the RIT
allowance for 1989, $1,000 of the $1,500
deduction is used to offset the $1,000 reim
bursement in 1989 resulting in zero covered
taxable reimbursements for the
househunting trip and temporary quarters
for 1989. The remaining $500 (balance of
the $1,500 not used in determining covered
taxable reimbursements for 1989) will be
used to offset the $1,000 temporary quarters
reimbursement in 1990 (second Year 1),
leaving $500 of the temporary quarters re
imbursement as a covered taxable reim
bursement for 1990.

(4) Although the WTA amount is in
cluded in income (see § 302-11.7), it shall
not be included in the amount of covered
taxable reimbursements. Under the proce
dures and formulas established herein, the
proper amount of the RIT allowance is cal
culated using the RIT gross-up formula
with the WTA and any prior RIT allow
ance payments excluded from covered tax
able reimbursements.

(5) Agencies are cautioned that there may
be moving expenses reimbursed to the em
ployee that are not covered by the RIT
allowance. (See exclusions in § 302-11.4;
also see discussion in § 302-11.7 regarding
covered taxable reimbursements versus non·
deductible expenses.)

(d) Determination of income level and
filing status. In order to determine the

11-10

CMTR's needed to calculate the RIT allow
ance, the employee must determine the ap
propriate amount of earned income (as pre
scribed herein) that was or will be reported
on his/her Federal tax return for the tax
year in which the covered taxable reim
bursements were received (Year 1). Such
amount will also include the spouse's earned
income if a joint filing status is claimed. For
purposes of this regulation, appropriate
earned income shall include only the
amount of gross compensation reported on
IRS Form(s) W-2, and, if applicable, the net
earnings (or loss) from self-employment
income as shown on Schedule SE of IRS
Form 1040. (See § 302-11.5(h).) (Note that
moving expense reimbursements including
the WTA amounts and any RIT allowance
paid for a prior Year I are to be included in
earned income and should be shown as
income on the Form W-2; if they are not,
other appropriate documentation shall be
furnished by the agency.) (See § 302
11.7(g).) The amount of earned income as
determined under this paragraph (d) and the
tax filing status (for example, from lines 1
through 5 on the 1987 IRS Form 1040) shall
be contained in a certified statement on, or
attached to, the voucher claiming the RIT
allowance. (See § 302-11.10.) If a joint filing
status is claimed and the spouse's earned
income is included, the spouse must sign the
certified statement., If the spouse does not
sign the statement, earned income will in
clude only the employee's earned income
and the RIT allowance will be calculated
on that basis. This condition will not apply
if an employee is allowed, under IRS rules,
to file a joint return as a surviving spouse.

(e) Determination of the CMTR's. The
gross-up formula used to calculate the RIT
allowance in paragraph (f) of this section,
requires the use of two CMTR's-one for
Year 1 in which re,imbursements were re
ceived and the other for Year 2 in which
the RIT allowance is paid. CMTR's are
single tax rates calculated to represent the

Amendment 14: 1-23-91
Effective: 1-01-87
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Federal, State, and/or local income tax
rates a\)plicable to the earned income deter
mined for Year 1. (See paragraph (d) of this
section.) The CMTR's will be determined as
follows:

(I) Federal marginal tax rates. The Fed
eral marginal tax rates for Year 1 and Year
2 are determined by using the income level
and filing status determined under para
graph (d) of this section and contained in
the certified statement by the employee (or
employee and spouse) on the RIT allow
ance claim, and applying the prescribed
Federal tax tables contained in Appendices
A and C of this part 302-11. For example, if
.ne income level for the 1989 tax year (Year
1) was $84,100 for a married employee
filing a Federal joint return, the Federal
marginal tax rate would be 33 percent for
Year 1 (1989) (see Appendix A of this part
302-11) and 28 percent for Year 2 (1990)
(see Appendix C of this part 302-11). These
rates would be used regardless of how
much of the $84,100 was attributable to re
imbursement for the employee's relocation
expenses. (Note that these marginal rates are
different from the withholding tax rate used
for the WTA.) If the employee incurs only
Federal income tax (Le., there are no State
or local taxes), the Federal marginal tax
rates determined from Appendices A and C
of this part 302-11 are the CMTR's to be
used in the RIT gross-up formula provided
in § 302-11.8(f). In such cases, the provi
sions of paragraphs (e) (2) and (3) of this
section, do not apply.

(2) State marginal tax rate. (i) If the em
ployee incurs an additional State income tax
(see definition in § 302-11.5(a)) liability as a
result of moving expense reimbursements,
the appropriate State tax table in Appendix
B of this part 302-11 is to be used to deter
mine the applicable State marginal tax rate
that will be substituted into the formula for
determining the CMTR for both Year 1 and
Year 2. The appropriate State tax table will
be the one that corresponds to the tax year

Amendment 14: 1-23-91
Effective: 1-01-87
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in which the reimbursements are paid to the
employee (Year 1). The income level deter
mined in paragraph (d) of this section for
Federal taxes shall be used to identify the
appropriate income bracket in the State tax
table. The applicable State marginal tax rate
is obtained from the selected income
bracket column for the State where the em
ployee is required to pay State income tax
on moving expense reimbursements. The tax
rates shown in the table apply to all em
ployees regardless of their filing status,
except where a separate rate is shown for a
single filing status.

(ii) The lowest income bracket shown in
the State tax tables in Appendix B of this
part 302-11 is $20,000-$24,999. In cases
where the employee's (employee's and
spouse's, if filing jointly) earned income as
determined under: paragraph (d) of this sec
tion is less than this income bracket, an ap
propriate State marginal tax rate shall be
established by the em ploying agency from
the applicable State tax code or regulations
issued pursuant thereto. Such State marginal
tax rate shall be representative of the earned
income level in question but in no case
more than the marginal tax rate established
in Appendix B of this part 302-11 for the
$20,000-$24,999 income bracket for the par
ticular State in which an additional tax obli
gation has been incurred.

(iii) The prescribed State marginal tax
rates generally are expressed as a percent of
taxable income. However, if the applicable
State marginal tax rate is stated as a per
centage of the Federal income tax liability,
the State tax rate must be converted to a
percent of taxable income to be used in the
CMTR formulas in paragraph (e)(4) of this
section. This is accomplished by multiplying
the applicable Federal tax rate for Year 1
by the applicable State tax rate. For exam
ple, if the Federal tax rate is 33 percent for I
Year 1 and the State tax rate is 25 percent
of the Federal income tax liability, the State
tax rate stated as a percent of taxable
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I income would be 8.25 percent. The State
tax rate th,s determined for Year I will be
used in determining the CMTR for both
Year I and Year 2.

(iv) An employee may incur a State
income tax liability on moving expense re
imbursements in more than one State at the
same or different marginal tax rates. Never
theless, a single State marginal tax rate must
be determined for use in the CMTR formu
las in paragraph (e)(4) of this section. The
following general rules shall apply in deter
mining the applicable single rate:

(A) In the tax year during which the
transfer actually takes place, the employee
may incur a State income tax obligation at
both the old and new location. However,
most moving expense reimbursements will
be taxed at the new location. Although the
employee may receive some reimbursements
(e.g., for a househunting trip) prior to the
actual transfer which would be credited as
income at the old location, these types of
expenses generally are tax deductible and
would not generate an additional State tax
liability for the employee. In addition, pro
cedures inherent in the travel voucher reim
bursement system tend to cause most reim
bursements which may be taxable to occur
after the actual transfer. Therefore, the
State marginal tax rate determined under
paragraphs (e)(2) (i) through (iii) of this sec
tion for the new location will be used in the
CMTR formulas.

(B) There may be other situations where
the employee is subject to taxes on moving
expense reimbursements in two States, for
instance, in one State because of State resi
dency and in another because a particular
State taxes income earned within its juris
diction irrespective of whether the em
ployee is a resident. If the two States in
volved recognize such situations by allow
ing an adjustment or credit for taxes paid to
the other State, the employee's State mar
ginal tax rate for the State where income
tax on moving expense reimbursements is

11-12

actually paid will be determined and used in
the CMTR formulas. However, in those
situations where there is, in fact, double tax
ation on income from moving expense reim
bursements and the taxes imposed by both
States qualify as a State income tax (as de
fined in § 302-11.5(a», the sum of the State
marginal tax rates for the two States as de
termined under paragraphs (e)(2) (i) through
(iii) of this section shall be used in the
CMTR formulas.

(3) Local marginal tax rate. Because of the
impracticality of establishing a single mar
ginal tax rate table for local income taxes
that could be applied uniformly on a nation
wide basis, appropriate local marginal tax
rates shall be determined as provided in
paragraphs (e)(3) (i) through (iii) of this sec
tion.

(i) If the employee incurs an additional
local income tax (see definition § 302
11.5(b» liability as a result of moving ex
pense reimbursements, he/she shall certify
to such fact when claiming the RIT allow
ance (see certification statement in § 302
11.10) by specifying the name of the locality
imposing the income tax and the applicable
marginal tax rate determined from the
actual marginal tax rate table or schedule
prescribed by the taxing locality. The mar
ginal tax rate shall be the one applicable to
the taxable income portion of the amount of
earned income determined under paragraph
(d) of this section for the employee (and
spouse, if filing jointly). The same tax rate
shall be used in catculating the CMTR for
both Year 1 and Year 2. The employing
agency shall establish procedures to deter
mine whether the employee-certified local
marginal tax rate is appropriate for the em
ployee's income level and filing status and
approve its use in the CMTR formulas. (See
also § 302-11.1O(b)(2).)

(ii) If the local marginal tax rate is stated
as a percentage of Federal or State income
tax liability, such rate must be converted to
a percent of taxable income for use in the

Amendment 14: 1-23-91
Effective: 1-01-87
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CMTR formulas. This is accomplished by
multipl~ing the applicable Federal or State
tax rate for Year I as determined in para
graph (e) (1) or (2) of this section by the
applicable local tax rate. For example, if the
State tax rate for Year 1 is 6 percent and
the local tax rate is 50 percent of State
income tax liability, the local tax rate stated
as a percentage of taxable income would be
3 percent. The local tax rate thus deter
mined for Year 1 will ~e used in determin
ing the CMTR for both Year 1 and Year 2.

(iii) The situations described in paragraph
(e)(2)(iv) of this section with respect to
State income taxes may also be encountered
with local income taxes. If such situations
do occur, the rules prescribed for determin
ing the single State marginal tax rate shall
also be applied to determine the single local
marginal tax rate for use in the CMTR for
mulas.

(4) Calculation of the CMTR's. As stated
above, the gross-up formula for calculating
the RIT allowance requires the use of two
CMTR's. However, the required CMTR's
cannot be calculated by merely adding the
Federal, State, and local marginal tax rates
together because of the deductibility of
State and local income taxes from income
for Federal income tax purposes. The State
tax tables prescribed in Appendix B of this
part 302-11 are designed to use the same
income amount as that determined for the
Federal taxes, which reflects, among other
things, State and local tax deductions. The
formulas prescribed below for calculating
the CMTR's are designed to adjust the
State and local tax rates to compensate for
their deductibility from income for Federal
tax purposes.

(i) Calculation of the CMTR for Year J.
The following fortl}ula shall be used to cal
culate the CMTR for Year 1.

CMTR Formula: X = F + (l-F)S + (l-F)L

Where:

X = CMTR for Year 1

Amendment 14: 1-23-91
Effective: 1-01-87
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F = Federal tax rate for Year 1
S = State tax rate for Year 1
L = local tax rate for Year 1

(A) Federal. State. and local taxes in
curred. If the employee incurs Federal,
State, and local income taxes on moving
expense reimbursements, the CMTR for
mula may be solved as follows:

Example:
If:

F = 33 percent of income
S = 6 percent of income
L = 3 percent of income

Then:

X = .33 + (1.00-.33).06 + (1.00-.33).03
X = .3903

(B) Federal and State income taxes only. If
the employee incurs tax liability on moving
expense reimbursements for Federal and
State income taxes but none for local
income tax, the value of "L" is zero and the
CMTR formula may be solved as follows:

Example:
If:

F = 33 percent of income
S = 6 percent of income
L = Zero

Then:

X = .33 + (1.00-.33).06
X = .3702

(C) Federal and local income taxes only. If
the employee incurs a tax liability on
moving expense reimbursements for Federal
and local income taxes but none for State
income tax, the value of "S" is zero and the
CMTR formula may be solved as follows:

Example:
If:

F = 33 percent of income
S = Zero
L = 3 percent of income

Then:

11-13
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Amendment 14: 1-23-91
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.3903
Z = ($21.800)

1.00-.3448

Z = .5957 ($21,800)
Z = $12,986.26

•

•

•

•

•

(S5,450)
1.00-.3903

1.00-.3448

.3903

1.00-.3448

Y = $5,450

Then:

(3) Certain States do not allow the deduc
tion of all or part of the covered moving
expenses that are deductible for Federal
income tax purposes. The State gross-up· to
cover the additional State income tax liabil
ity resulting from the covered moving ex
pense reimbursements received in Year 1
that are deductible for Federal income tax
purposes but not for State income tax pur
poses is calculated in Year 2 as follows:

Z = .5957($21,800) - .9306($5,450)
Z = $12,986.26-$5,071.77
Z = $7,914.49

(2) There may be instances when a WTA
was not paid in Year 1 at the time moving
expense reimbursements were made. In
cases where there is no WTA to be de
ducted, the value of "Y" is zero and the
formula stated in paragraph (f)(1) of this
section, for calculating the amount of the
RIT allowance (Z) due the employee in
Year 2 may be solved as shown in the fol
lowing example:

Example:

If:

X = .3903
W -' .3448
R = $21,800
Y = Zero

Then:

§ 302-11.8
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X I-X
Z=--(R) ---(Y)

I-W I-W

I X = .33 + (1.00-.33).03
X = .3501 f-

(ii) Calculation of the CMTR for Year 2.
The calculation of the CMTR for Year 2 is
the same as described for Year 1, except
that the Federal tax rate for Year 2 is used
in place of the Federal tax rate for Year 1.
State and local tax rates remain the same as
for Year 1. The following formula shall be
used to determine the CMTR for Year 2:

CMTR Formula: W = F + (I-F)S + (I-F)L

Where:

W = CMTR for Year 2
F = Federal tax rate for Year 2
S = State tax rate for Year 1
L = local tax rate for Year 1

(f) Determination of the RIT allowance.
. The RIT allowance to cover the tax liabil

ity on additional income resulting from the
covered taxable reimbursements received in
Year 1 is calculated in Year 2 as provided
below:

(1) The RIT allowance is calculated by
substituting the amount of covered taxable
reimbursements for Year 1, the CMTR's for
Year 1 and Year 2, and the total amount of
the WTA's paid in Year 1 into the gross-up
formula as follows:

Formula:

Where:

Z = RIT allowance payable in Year 2
X = CMTR for Year 1
W = CMTR for Year 2
R = covered taxable reimbursements
Y = total WTA's paid in Year 1

Example:
If:

IX = .3903
W = .3448
R = $21,800
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(i)The ~ate gross-up is calculated by sub
stituting tHe amount of covered moving ex
pense reimbursements that are deductible
for Federal income tax purposes but not for
State income tax purposes, the Federal tax
rate for Year I, the State tax rate for Year
I, and the combined marginal tax rate for
Year 2 into the State gross-up formula as
follows:

Formula:

S(1-F)
A = ------""(N)

l-W

Where:

A = State gross-up
F = Federal tax rate for Year I
S = State tax rate fOf Year 1
W = CMTR for Year 2
N = covered moving expense reimburse
ments that are deductible for Federal
income tax purposes but not for State
income tax purposes

Example:
If:

F = .33
S = .06
W = .3448
N = $9,250

Then:

.06(1.00-.33)
A = ($9,250)

1.00-.3448

A = .0614 ($9,250)
A = $567.95

(ii) Add the State gross-up to the RIT
allowance as calculated using the formula in
paragraph (1)(1) of this section. The result is
the RIT allowance adjusted for those States
that do not allow moving expense deduc
tions.

Amendment 14: 1-23-91
Effective: 1-01-87
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Example:

RIT allowance payable in Year 1 $7,914.49
Plus adjustment factor + 567.95

Total 8,482.44

(4) If the amount of the RIT allowance is I
greater than zero, it is payable to the em
ployee on the travel voucher as a relocation
or moving expense allowance. The RIT
allowance amount is included in the em
ployee's gross income for Year 2 and, there
fore, subject to appropriate withholding
taxes. (See net payment to employee in
paragraph (g) of this section.) The RIT
allowance amount will be reported on IRS
Form W-2 for Year 2 (including applicable
income tax withholding amounts) and on
IRS Form 4782 for the employee's informa
tion.

(5) If the calcula~ion of the RIT allow- I
ance results in a negative amount, the em
ployee is obligated to repay this amount as a
debt due the Government. (See §§ 302
11.7(e)(2) and 302-l1.9(b).)

(6) Any changes to the employee'S I
income level or filing status for Year 1 that
would affect the marginal tax rates (Federal,
State, or local) used in calculating the RIT
allowance must be reported to the agency
by the employee as provided in § 302-
11.9(b)(2). (See also § 302-11.10 for certified
statement regarding these changes.)

(g) Determination of the net payment due
employee in Year 2. Since the amount of the
RIT allowance is income to the employee in
Year 2, it is subject to the same tax with
holding requirements as all other moving
expense reimbursements. Agencies should
determine the appropriate amounts for with
holding taxes under their internal tax with
holding procedures. The amount of with
holding taxes is deducted from the RIT
allowance to arrive at the net payment to
the employee.

I
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Total (Both columns) J $----

•

•

•

•
Schedule

SE
Form(s)

W-2

§ 302-11.10 Claims for payment and
supporting documentation and veri
fication.

(a) Claims forms. Claims for payment of
the RIT allowance shall be submitted by the
employee in Year 2 on SF 1012 (Travel
Voucher) or other authorized travel
voucher form. When claiming payment for
the RIT allowance, the employee shall fur
nish and certify to certain tax information
that has been or will be shown on his/her
actually prepared tax returns. The spouse
must also sign statement if joint filing status
is clai~ed and spouse's income is included
on statement. This information shall be con
tained in a certified statement on, or at
tached to, the SF 1012 reading essentially as
follows:

CERTIFIED STATEMENT

I certify that the following information, which is to
be used in calculating the RIT allowance to which I
am entitled, has been (or will be) shown on the
income tax returns filed (or to be filed) by me (or by
my spouse and me) with the applicable Federal, State,
and local (specify which) tax authorities for the
19-- tax year.
-Gross compensation as shown on attached IRS

Form(s) W-2 and, if applicable, net earnings (or
loss) from self-employment income shown on at
tached Schedule SE (Form 1040):

-Filing status: _

(Specify one of the filing status items that was (or will
be) claimed on IRS Form 1040.)
-Marginal tax rates from Appendices A, B, and C of

41 CFR part 302-11 and local tax tables derived

Employee :
;$ $,----

Spouse (if filing jointly)l ,
1$ $

§ 302-11.9

§ 302-11.9 Responsibilities.

(a) A~ency. Finance offices will calculate
the amount of the gross-up for the WTA in
Year I in accordance with procedures out
lined herein and credit this amount to the
employee at the time of reimbursement as
provided in § 302-11.7(e). The WTA will be
reflected on the employee's Form W-2 for
Year 1. The RIT allowance may be calcu
lated in Year 2 either by the employee or
by the agency finance office based on infor
mation provided by the employee on the
voucher, as directed by the agency's imple
menting policies and procedures. In addi
tion, agencies shall prescribe appropriate
and necessary implementing procedures as
provided elsewhere in this part 302-11.

(b) Employee. (I) The employee is re
quired to submit a claim for the RIT allow
ance and to file the tax information for Year
1 specified in § 302-11.10 with his/her
agency in Year 2, regardless of whether any
additional reimbursement for the RIT
allowance is owed the employee. (See
§ 302-11.7(e) for employee agreement.)

(2) If any action occurs (i.e., amended tax
return, tax audit, etc.) that would change
the information provided in Year 2 by the
employee to his/her agency for use in cal
culating the RIT allowance due the em
ployee for Year 1 taxes, this information
must be provided by the employee to his/
her agency under procedures prescribed by
the agency. (See § 302-11. 10.)

(3) If the calculation of the RIT allow
ance results in a negative amount, the em
ployee is obligated to repay this amount as a
debt due the Government. (See §§ 302
11.7(e)(2) and 302-11.8(t)(5).)

11-16
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under procedures prescribed in 41 CFR part 302
II: t .

Federal for Year I _

Federal for Year 2 _

State (specify which): _

Local (specify which): _

The above information is true and accurate to the
best of my knowledge. I (we) agree to notify the
appropriate agency official of any changes to the
above (i.e., from amended tax returns, tax audit, etc.)
so that appropriate adjustments to the RIT allowance
can be made. The required supporting documents are
attached. Additional documentation will be furnished
if requested.

I (we) further agree that if the 12-month service
agreement required by 41 CFR 302-1.5 is violated,
the total amount of the RIT allowance will become a
debt due the United States Government and will be
repaid according to agency procedures.

Employee's signature

Date

Spouse's signature (if filing jointly) 1

Date
1 If a joint filing status is claimed and spouse's

income is included, the spouse must sign the state
ment. If the spouse does not sign the document,
earned income will include only the employee's
earned income as provided in 41 CFR 302-1 1.8(d).
This condition will not apply if an employee is al
lowed, under IRS rules, to file a joint return as a
surviving spouse.

(b) Supporting documentation/verification.
The claim for the RIT allowance shall be
supported by documentation attached to the
voucher and by verification of State and
local tax obligations as provided below:

(1) Copies of the appropriate IRS Forms
W-2 and, if applicable, the completed IRS
Schedule SE (Form 1040) shall be attached
to the voucher to substantiate the income
amounts shown in the certified statement.
Employee (and spouse, if filing jointly) must
agree to provide additional documentation
to verify income amounts, filing status, and
State and local income tax obligations if re
quested by the agency.

Amendment 14: 1-23-91
Effective: 1-01-87
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(2) In order to determine or verify
whether a particular State or local tax au
thority imposes a tax on moving expense
reimbursements, it is incumbent upon the
appropriate agency officials to become fa
miliar with the State and local tax laws that
affect their transferring ,employees. In cases
where the taxability of moving expense re
imbursements is not clear, an agency may
pay a RIT allowance which reflects only
those State and local tax obligations that are
clearly imposed under State and local tax
law. Once the questionable State or local
tax obligations are resolved, agencies may
recompute the RIT allowance and make ap
propriate payment adjustments.

(c) Fraudulent claims. A claim against the
United States is forfeited if the claimant de
frauds or attempts to defraud the Govern
ment in connection therewith (28 U.S.C.
2514). In addition, there are two criminal
provisions under which severe penalties
may be imposed on an employee who
knowingly presents a false, fictitious, or
fraudulent claim against the United States
(18 U.S.C. 287 and 1001). The employee's
claim for payment of the RIT allowance
shall accurately reflect the facts involved in
every instance so that any violation of these
provisions will be avoided.

§ 302-11.11 Violation of service agree
ment.

In the event the employee violates the
terms of the service agreement required
under § 302-1.5, no part of the RIT allow
ance or the WTA will be paid, and any
amounts paid prior to such violation shall
be a debt due the United States until they
are repaid by the employee.

§ 302-11.12 Advance of funds.

No advance of funds is authorized in con
nection with the allowance provided in this
part 302-11.

11-17
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§ 302-11.13 Source references.

The fo~owing references or publications
have been used as source material for this
part 302-11.

(a) Internal Revenue Code (IRC), section
164(a)(3) (26 U.S.C. 164(a)(3)) pertaining to
the deductibility of State and local income
taxes, and section 217 (26 U.S.c. 217), per
taining to moving expenses.

11-18

(b) Internal Revenue Service Publication
521, "Moving Expenses."

(c) Internal Revenue Service, Circular E,
"Employer's Tax Guide."

(d) Department of the Treasury Financial
Manual, TFM 3-5000.

(e) 31 CFR 215.2 (5 U.S.C. 5516, 5517,
and 5520).

Amendment 14: 1-23-91
Effective: 1-01-87
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Sec.
302-12.1 Authority.
302-12.2 Policy.
302-12.3 Agency responsibilities.
302-12.4 General conditions and limita

tions for eligibility.
302-12.5 Procedural requirements and

controls.
302-12.6 Form and scope of relocation

service contracts.
302-12.7 Income tax consequep.ces of

using relocation companies. . .

Authority: S U.S.C. S12I-S734; 20 U.S.C. 90S(a);

IE.O. 11609. 36 FR 13747, 3 CPR. 1971·197S Compo,
p. S86; E.O. 12466. 49 FR 7349. 3 CPR. 1984 Comp.,
1'. 16S; E.O. 12S22, SO FR 26337, 3 CPR, 1985 Comp.,
1'. 37S.

§ 302-12.1 Authority.

The law (5 U.S.C. 5724c) specifically pro
vides each agency (as defmed in 5 U.S.C.
5721 and § 302-1.4(e» with discretionary
authority to enter into contracts with pri
vate fums to provide relocation services to
agencies and employees. Such services in
clude, but need not be limited to, arranging
for the purchase of a transferred employee's
residence. Agencies exercising this discre
tionary authority shall carry out their re
sponsibilities under 5 U.S.C. 'S724cwithln

I the guidelines of this part. This part is
issued under the authority delegated to the
Administrator of General Services by Exec-
utive Order 12466 dated February 27, 1984.

§ 302-12.2 Polley.

The Government recognizes every dollar
spent on the relocation of civilian employ
ees as a cost of doing business that should
specifically be directed towards meeting the
highest priority needs of the agency's mis
sion and its programs. Use of authorized
relocation services may provide agencies
with a vehicle to improve the treatment of
employees who are directed to relocate and
thereby facilitate retention of well-qualified
employees. To the extent that these services

Amendment 28: 5-08-92
Effective: 8-30-92

and the increased relocation entitlements
and allowance maximums increase the over
all cost of relocations, agencies may find it
necessary to reassess their relocation poli
cies and practices because increased costs
may further limit the number of employees
that can be relocated.

§ 302-12.3 Agency responsibilities.

It is the responsibility of each agency
head,-: or- hislber· designee; to determine
whether, to what extent, and under what
conditions relocation services will be made
available to employees transferring within
the agency and those transferred between
agencies. This determination will be made
based on an analysis of the agency's reloca
tion needs, availability of funds, and in ac
cordance with this part.

§ 302-12.4 General conditions and 11mI
,tatlons for eligibility.

(a) Employees covered. Relocation serv
ices may be made available to employees
only when both of the following conditions
are met:

(1) The employee's transfer from one offi
cial station to another is determined to be in
the interest of the Government and is not
primarily for the convenience or benefit of
the employee or at hislber request; and

(2) The effective date of the employee's
transfer is on or after November 14, 1983
(the effective date of transfer is the date the
employee reports for duty at the new offi
cial station as provided in § 302-1.4(1».

(b) Persons excluded from coverage. The
provisions of this part are not applicable' to
the following individuals/employees:

(1) New appointees;

12-1
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§ 302-12.4 Part 302-12-Use of Relocation service Companies

§ 302-12.6 Form and scope of reloca
tion service contracts. •(2) Employees assigned under the Gov.

ernment Employees Training Act (5 U.S.C.
4109); or

(3) Employees assigned or transferred to
or from a post of duty in a foreign area
except employees eligible for reimbursement
of residence transaction expenses as pro
vided in § 302-6.1(g).

§ 302-12.5 Procedural requirements
and controls.

(a) Employee option. Employees offered
use of relocation services by their agencies
should be given the option to accept or
reject the offer.

(b) Dual benefit prohibited. Once an em
ployee is offered, and decides to use, the
services of a relocation company, reim
bursement to the employee shall not be al-

I lowed for expenses authorized under parts
302-1 through 302-10 of this chapter that
are analogous or similar to expenses or the
cost for services that the agency will pay
for under the relocation service contract.

(c) Senice agreements. The employee
must have signed a service agreement as
required in § 302-1.5. In the event the em
ployee violates the terms of the agreement,
the Government reserves the right to re
cover from the employee any and all pay
ments made to the relocation company on
the employee's behalf.

(d) Ineligible individuals. Agencies should
not make payments to relocation companies
that will benefit ineligible individuals. For
example, where joint ownership of a resi
dence exists between an eligible transferring
employee and a non-government employee,
the benefits derived from relocation services
could accrue equally to the ineligible party.
This type of situation is addressed for direct
reimbursements of real estate expenses
under § 302-6.1(0; similar provisions should
be made for relocation service contracts.

12-2

Once a decision has been made by the
agency to enter into contracts to provide
relocation services to its employees (see
§§ 302-12.3 and 302-12.4), the agency shall
recognize the following:

(a) General consideratioRS.

(1) Contracts for relocation services shall
be awarded through a competitive process
to ensure compliance with procurement law
and attain the best possible service to meet a
particular agency's relocation needs at the
least cost to the agency. Agencies should
attempt to assure that adequate geographic
coverage exists.

(2) Relocation companies offer a wide va
riety of services to assist the relocating em
ployee. Subject to these regulatory guide
lines, each agency will determine through
its contracts with the relocation companies
the exact nature of the services to be of
fered itS"employees. Since the use of reloca
tion companies could entail costs substan
tially in excess of those authorized in parts I
302-1 through 302-10 of this chapter, agen
cies should exercise prudent management
discretion when deciding which relocation
services should be included in the contracts.

(b) Requirement that contracts not violate
other regulatory or statutory provisions.

(1) GSA has established cenain travel and
transportation programs that agencies are
required to use. Examples are the central
ized household goods traffic management
program, the airline services contracts, and
travel management center contracts. While
similar services may be offered by reloca
tion companies, agencies cannot use them.
However, this restriction does not prohibit
agencies from incorporating the GSA cen
tralized household goods traffic manage·
ment program, as a mandatory services
source, into contracts with relocation serv
ice companies. Thus, relocation companies

Amendment 26: 5-08-92
Effective: 6-30-92
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may act as third-party service tinns to ad- contracts for relocation services and pro- -
minister GSA's centralized household goods vides that such services may include "ar-
traffic management program on behalf of ranging for the purchase of a transferred
the contracting agency. employee's residence." However, it does

(2) Federal agencies should ensure that not authorize the Government to become
contracts with relocation companies that are a homeowner either by direct purchase of
on a cost reimbursable basis include only the home from the employee or by taking
those services that are analogous to the title to the employee's home through the

I allowable expenses authorized in this chap- relocation company.
ter, and that the payments for such services (c) Advantages of flat-fee contracts. If a
are limited to the maximum amounts speci- relocation company agrees to accept the re-

I tied in this chapter. Agencies must recog- sponsibilities of ownership for the trans-
nize that the statute and the provisions:-of-:--- ferred .:employee's· residence after payment

I this chapter contain certain limitations and of a one-time nat fee by an agency, it would
restrictions which are not overridden by the be offering a service clearly distinguishable
new authority for relocation services. For from those discussed in paragraph (b)(2) of
example, the law: this section. Once the nat fee is established,

(i) Prohibits payment for market losses. it is paid instead of t~e actual expenses that
The provisions of 5 U.S.C. 5724a(a)(4), normally would be paId by an agency under
which authorize reimbursement for the a cost reimbursable contract. This type of
expenses of the sale and purchase of em- arrangement is advantageous in that it limits
ployee's residence also provide that "re- t?e <:J0vernme.n~'s fu,tancial obligatio~ and
imbursement may not be made for losses slDlplifies adll11Il1Stratlve procedures mac-
on the sale of the residence.It As impIe- cOUQ.ting for costs.
mented in § 302-6.2(e), losses due to fail- § 302-12.7 Income tax consequences
ure to sell a residence at the old official of using relocation companies.
station at the price asked, at its current
appraised value, or at its original cost, or In entering into contracts with relocation
due to failure to buy a dwelling at the companies. agencies should consider the
new official station at a price comparable income tax consequences for the employee.
to the selling price at the old official sta- Certain paYJDents on behalf of the employee
tion, and any similar losses, are not reim- to a relocation company may constitute tax-
bursable. able income to the employee, depending on

the specific terms of the contract. Under the
(ii) Does not provide for payment of provisions of 5 U.S.C. 5724b, additional

mortgage interest differentials. A mort- taxes resulting from such income would be
gage interest differential is the difference covered by the relocation income tax allow-
between the interest rate of the mortgage ance as provided in part 302-11. For further
on the residence at the old official station information relating to the income tax con-
and the interest rate of the mortgage on sequences of payments to relocation compa-
the residence being purchased at the new nies, agencies should contact the Assistant·
official station. Chief Counsel (Income Tax & Accounting).

(iii) Does not authorize purchase of an Internal Revenue Service. 1111 Constitution
employee's home. The law (S U.S,C, Avenue. NW., Room SS01, Washington.
S724c) authorizes agencies to enter into DC 20224,

Amendment 28: 5-08-82
Effective: 8-30-82 12-3
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Appendix A to Part 302-11-Federal Tax Tables for RIT Allowance

Federal Marginal Tax Rates by Earned Income Level and Filing Status-Tax Years
1983/1984

The following table is to be used to determine the Federal marginal tax rate for computation of the RIT
allowance as prescribed in § 302-11.8(e)(I).

Single taxpayer
I

Heads of household Married filing jointly/ Married filing
qualifying widows and separately

Marginal tax widowers
rate (percent) Over But not Over But not But notover over Over But not Over overover

11 ........................ $3,519 $4,692 $5,742 $7,845 $8,265 $10,356 54,017 55,220
12 ........................ 4,692 5,812 7,845 9,830 10,356 12,587 5,220 6,514
14 ........................ 5,812 8,010 9,830 11,979 12,587 17,415 6,514 8,215
15 ........................ 8,010 10,102 N/A N/A N/A N/A N/A N/A
16 ........................ 10,102

I
12,586 N/A N/A 17,415 22,090 8,215 10,524

17 ........................ N/A N/A 11,979 15,480 N/A N/A N/A N/A
18 ........................ 12,586 14,953 15,480 19,216 22,090 26,915 10,524 13,105
20 ........................ 14,953 17,340 19,216 23,330 N/A N/A N/A N/A
22 ........................ N/A N/A N/A N/A 26,915 32,198 13,105 15,068
23 ........................ 17,340 . 21,186 N/A N/A N/A N/A N/A N/A
24 ........................ N/A N/A 23,330 29,738 N/A N/A N/A N/A
25 ........................ N/A N/A N/A N/A 32,198 38,335 15,068 18,748
26 ........................ 21,186 27,362 N/A N/A N/A N/A N/A N/A
28 ........................ N/A N/A 29,738 35,682 38,335 45,082 18,748 21,934
30 ........................ 27,362 34,022 N/A N/A N/A N/A N/A N/A
32 ........................ N/A N/A 35,682 43,397 N/A N/A N/A N/A
33 ........................ N/A N/A. N/A N/A 45,082 58,888 21,934 27,415
34 ........................ 34,022 41,150 N/A N/A N/A 'N/A N/A N/A
35 ........................ N/A N/A 43,397 59,143 N/A N/A N/A N/A
38 ........................ 41,150 49,875 N/A N/A 58,888 78,203 27,415 35,991
42 ........................ 49,875 64,832 59,143 78,622 78,203 107,463 35,991 49,858
45 ........................ N/A N/A 78,622 101,019 107,463 132,836 49,858 62,195
48 ........................ 64,832 92,257 101,019 128,517 N/A N/A N/A N/A
49 ...............:........ N/A N/A N/A N/A 132,836 186,961 62,195 89,006
50 ........................ 92,257 .................... 128,517 .................... 186,961 .................... 89,006 ...................

FTR 1989 Edition: 2-23-09
Effective: 5-10-69 A-1



Appendix A to Part 302-11-Federal Tax Tabloo for RIT Allowanco

Federal Marginal Tax Rates by Earned Income Level and Filing Statuo-Tax Year
1985

The following table is to be used to determine the Federal marginal tax rate for computation of the RIT
allowance as prescribed in § 302-11.8(e)(I). This table is to be used for employees who received covered taxable
reimbursements during calendar year 1985.

Single taxpayer Heads of household Married filing jointly/ Married filing
qualifying widows and separately

Marginal tax widowers
rate (percent) Over But not Over But not

But notover over But not OverOver over over

11 ........................ 53,4SS $4,668 $4,834 57,24S 57,770 59,S66 53,329 54,460
12 ........................ 4,668 S,86S 7,24S 9,726 9,S66 12,134 4,460 S,767
14 ........................ S,86S 8,209 9,726 12,174 12,134 17,<XH S,767 8,384
IS ........................ 8,209 10,420 N/A N/A N/A N/A N/A N/A
16 ........................ 10,420 12,9S7 N/A N/A 17,001 21,7S7 8,384 10,689
17 ........................ N/A N/A 12,174 IS,623 N/A N/A N/A N/A
18 ........................ 12,9S7 IS,242 IS,623 19,303 21,7S7 26,79S 10,689 13,161
20 ........................ IS,242 17,601 19,303 23,2S0 N/A N/A N/A N/A
22 ........................ N/A N/A N/A N/A 26,79S 32,27S 13,161 IS,S69
23 ........................ 17,601 21,S13 N/A N/A N/A N/A N/A N/A
24 ........................ N/A N/A 23,2S0 29,99S N/A N/A N/A N/A
2S ........................ N/A N/A N/A N/A 32,27S '39,016 IS,S69 18,966
26 ........................ 21,S13 28,102 N/A N/A N/A N/A N/A N/A
28 ........................ N/A N/A 29,99S 37,07S 39,016 46.428 18,966 22,9S3
30 ........................ 28,102 3S,112 N/A N/A N/A N/A N/A N/A
32 ........................ N/A N/A 37,07S 44,14S N/A N/A N/A N/A
33 ........................ N/A N/A N/A N/A 46,428 60,694 22,9S3 29,S6S
34 ........................ 3S,112 42,S07 N/A N/A N/A N/A N/A N/A
3S ........................ N/A N/A 44,14S S9,644 N/A N/A N/A N/A
38 ........................ 42,507 S3,394 N/A N/A 60,694 80,S37 29,S6S 39,3S9
42 ........................ S3,394 72,IS7 S9,644 83,982 80,S37 114,119 39,3S9 S4,702
4S ........................ N/A N/A 83,982 113,966 114,119 147,S22 S4,702 7S,409
48 ........................ 72,1S7 101,99S 113,966 14S,3S9 N/A N/A N/A N/A
49 ........................ N/A N/A N/A N/A 147,S22 207,441 7S,409 110,906
SO ........................ 101,99S .................... 14S,3S9 .................... 207,441 .................... 110,906 ...................

(~)
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Federal Marginal Tax Rates by Earned Income Level and Filing Statu8-Tax Year
1986

The following table is to be used to detennine the Federal marginal tax rate for Year I for computation of
the RIT allowance as prescribed in § 302-1 I.8(e)(I). This table is to be used for employees who received
covered taxable reimbursement~ during calendar year 1986.

Single taxpayer Heads of household Married filing jointly/ Married filing
qualifying widows and separately

Marginal tax widowers
rate (percent) Over But not Over But not But notover over Over But not Over overover

II ..•..................... $6,180 $7,370 $6,782 $9,533 $9,670 $11,795 $5,840 $7,879
12 ........................ 7,370 8,450 9,533 10,523 11,795 13,739 7,879 9.665
14 ........................ 8,450 10,710 10,523 12,705 13.739 18,356 9,665 11,000
15 ........................ 10,710 11,775 N/A N/A N/A N/A N/A N/A
16 ........................ 11,775 13,197 N/A N/A 18,356 23,068 11,000 11,600
17 ........................ N/A N/A 12,705 16,050 N/A N/A N/A N/A
18 ........................ 13,197 15,648 16,050 19,764 23,068 27,963 11,600 13,947
20 ........................ 15,648 18,108 19,764 23,841 N/A N/A N/A N/A
22 ........................ N/A N/A N/A N/A 27,963 33,533 13,947 16,843
23 ........................ 18,108 22,040 N/A N/A N/A N/A N/A N/A
24 ........................ N/A N/A 23,841 29,849 N/A N/A N/A N/A
25 ........................ N/A N/A N/A N/A 33,533 40,202 16,843 20,297
26 ........................ 22,040 28,198 N/A N/A N/A N/A N/A N/A
28 ........................ N/A N/A 29,849 35,320 40,202 46,870 20,297 22,659
30 ........................ 28,198 33,918 N/A N/A N/A N/A N/A N/A
32 ........................ N/A N/A 35,320 41,715 N/A N/A N/A N/A
33 ........................ N/A N/A N/A N/A 46,870 59,477 22,659 30,364
34 ........................ 33,918 40,741 N/A N/A N/A N/A N/A N/A
35 ........................ N/A N/A 41,715 54,643 N/A N/A N/A N/A
38 ........................ 40,741 47,419 N/A N/A 59,477 76,132 30,364 44,795
42 ........................ 47,419 64,468 54,643 74,430 76,132 104,120 44,795 55,653
45 ........................ N/A N/A 74,430 112,442 104,120 128,224 55,653 69.383
48 ........................ 64,468 96,172 112,442 129,934 N/A N/A N/A N/A
49 ........................ N/A N/A N/A N/A 128,224 183,988 69,383 106,160
50 ........................ 96,172 ..................... 129,934 .................... 183,988 .................... 106,160 ...................

I
/ FTR 1989 Edition: 2-23-89

Effective: 5-10-89 A-3



Appendix A to Part 302-11-Federal Tax Tables for RIT Allowance

Federal Marginal Tax Rates by Earned Income Level and Filing Status-Tax Year
1987

The following table is to be used to determine the Federal marginal tax rate for Year I for computation of
the RIT allowance as prescribed in § 302-11.8(e)(I). This table is to be used for employees whose Year I
occurred during calendar year 1987.

Single taxpayer Heads of household Married filing jointly/ Married filing
qualifying widows and separately

Marginal tax widowers
rate (percent) Over But not Over But not But notover over Over But not Over overover

II ........................ $4,650 56,481 57,763 510,309 510,400 513,719 55,811 57,081
15 ........................ 6,481 21,979 10,309 31,379 13,719 40,020 7,081 19,602
28 ........................ 21,979 33,433 31,379 47,903 40,020 58,705 19,602 31,572
35 ........................ 33,433 58,810 47,903 88,015 58,705 101,432 31,572 54,120
38.5 ..................... 58,810 .................... 88,015 .................... 101,432 .................... 54,120 ..n...............

•

•

•

•
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Federal Marginal Tax Rates by Earned Income Level and Filing Status-Tax Year
1988

The following table is to be used to determine the Federal marginal tax rate for Year I for computation of
the RIT allowance as prescribed in § 302-11.8(e)(l). This table is to be used for employees whose Year I
occurred during calendar year 1988.

Single taxpayer Heads of household Married filing jointly/ Married filing
qualifying widows and separately

Marginal tax widowers
rate (percent) Over But not Over But not But not

over over Over But not Over overover

IS ........................ 55,260 523,920 59,440 534,215 512,500 543,410 56,200 521,880
28 ........................ 23,920 52,310 34,215 77,300 43,410 88,740 21,880 47,475
33 ........................ 52,310 113,370 77,300 166,910 88,740 197,820 47,475 133,415
28 ........................ 113,370 .................... 166,910 .................... 197,820 .................... 133,415 ...................

FTR 1989 Edition: 2-23-89
Effective: 5-10-89 A-5
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Federal Marginal Tax Rates by Earned Income Level and Filing Status-Tax Year
1989

The following table is to be used to determine the Federal marginal tall rate for computation of the RIT
allowance as prescribed in § 302-11.8(e)(I). This table is to be used for employees whose year I occurred during
calendar year 1989.

Single taxpayer Heads of household Married filing jointly/ Married tiling
qualifying widows and separately

Marginal tall widowers
rate (percent) Over But not Over But not But notover over Over But not Over over

over

15 ...;.................... $5,320 $24,111 S9,061 S33,963 SI2,94O S43,397 $6,723 $23,089
28 ........................ 24,111 50,311 33,963 71,688 43,397 84,030 23,089 5·~,I77

33 ........................ 50,311 110,883 71,688 164,538 84,030 198,284 54,177 145,523
28 ........................ 110,883 e ••••••••••••••••••• 164,538 .................... 198,284 .................... 145,523 ...................

\
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The following table is to be used to determine the Federal marginal tax rate for Year I for computation of
the RIT allowance as prescribed in § 302-11.8(e)(I). This table .is to be used for employees whose Year I
occurred during calendar year 1990.

I

! Married filingSingle tupayer Heads of household Married filing jointly/
qualifying widows and sepuatcly

Marginal tax widowers ,
rate (percent) But not But not

I
,

But DotOver Over iover Over Over But not Over over
I over

IS ......·....·............1 SS,5S6! S2S.1671

I

S3S,312 1S9,824 1 512.652 $44,759 56,88S! 523.089
28 ........................ 2S.167j S1,042 3S,312 7S,233 44,759 84.283 23,089: 50.147
33 ........................

I ~~:~;I........I..J.~:~~~. 1~~:~~I.......!.:.~:~~. 84,283 2OO,S59 50,1471 148.107
28 ........................ 200,SS9 .................... 148.107j ...................

Amendment 15: 3-04-91
Effective: 1-01-91 A-7



Appendix A to Part 302-11-Federal Tax Tables for RIT Allowance

Federal Marglnal·Tax Rates by Earned Income Level and Filing Status-Tax Year
1991

The foJlowing table is to be used to determine the FederaJ marginal lax rate for Year I for computation of
the RIT allowance as prescribed in § 302-II.8(e)(I). This table is to be used for employees whose Yur J
occurred during calendar year 1991.

I
Single taxpayer Heads of household Married filing jointly/ Married filingI

i ! . qualifying widows and separateJy
Marginal tax

!
I widowers

rate (percent) : Over But not Over But not

I I But not! over over But not Overi Over over
I over I

JS ........................1 55,754 526.242 SlO.I77 536.611 513.09~1 $46,770 57.120 523,977
28 ......................../ 26.242; SS.33O 36,611 78,894 46.770j 94,S98 23,977 47,908
31 ......................... SS.330:.................... 78,894 ................... 94.598 t··..·........·..·.. 47,908 ...................

: I

•

•

•

•
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State Marginal Tax Rates by Earned Income Level-Tax Years 1983/1984
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The following table is to be used to determine the State marginal tax rates for calculation of the RIT
allowance as prescribed in § 302-11.8(e)(I).

'\,
I

/

)
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State (or district)

I. Alabama .
2. Alaska ..
3. Arizona .
4. Arkansas ..
S. California ..

If single status 3 ..

6. Colorado .
7. Connecticut ..
8. Delaware .

If single status 3 .

9. District of Columbia .
10. Florida ..
II. Georgia ..
12. Hawaii .

If single status 3 ..

13. Idaho ..
14. Illinois ..
IS. Indiana .
16. Iowa .
17. Kansas ..
18. Kentucky ..
19. Louisiana ..
20. Maine .

If single status 3 ..

21. Maryland .
22. Massachusetts ..
23. Michigan .
24. Minnesota ..
2S. Mississippi .
26. Missouri ..
27. Montana .
28. Nebraska .
29: Nevada .
30. New Hampshire ..
31. New Jersey .
32. New Mexico ..

If single status 3 ..

33. New york ..
If single status 3 ..

34. North Carolina ..
3S. North Dakota ..
36. Ohio .
37. Oklahoma .
38. Oregon ..
39. Pennsylvania .
40. Rhode Island .
41. South Carolina .
42. South Dakota ..
43. Tennessee .

FTR 1989 Edition: 2-23-89
Effective: 5-10-89

Marginal tax rates (stated in percents) for the earned income amounts
specified in each column 1 Z

520,000-524,999 52S.000-549,999 5S0,000-574.999 57S,000 & over

S S S S
0 0 0 0
8 8 8 8
6 7 7 7
3 7 11 Il
8 Il Il Il
8 8 8 8
0 0 0 0
8.4 Il 13.S 13.S
8.8 12.2 13.S 13.S

10 11 Il Il
0 0 0 0
6 6 6 6
8.S 10 10.S Il

IO.S Il Il Il
7.S 7.S 7.S 7.S
2.S 2.S 2.S 2.S
3 3 3 3
8 11 12 13
7.S 9 9 9
6 6 6 6
4 4 6 6
8 9.2 10 10
9.2 10 10 10
S S S S
S.37S S.37S S.37S S.37S
S.3S S.3S S.3S S.3S

14 16 16 16
S S S S
6 6 6 6
9 10 Il Il

• 19 percent of Federal income tax liability"
0 0 0 0
0 0 0 0
2 2.S 3.S 3.S
3.9 S.6 6.S 7.8
6.1 6.9 7.4 7.8

Il 14 14 14
13 14 14 14
7 7 7 7
6 8 9 9
4.7S S.7 6.6S 9.S
6 6 6 6

10.8 10.8 10.8 10.8
2.3S 2.3S 2.3S 2.3S

• 25.S percent of Federal income tax liability"
7 7 7 7
0 0 0 0
0 0 0 0

B-1



Appendix B to Part 302-11-State Tax Tables for RIT Allowance

State (or district)

Marginal tax rates (stated in percents) for the earned income amounts
specified in each column 1 2

S20,OOO-S24,999 S2S,OOO-S49,999 SSO,OOO-S74,999 S7S,OOO & over
•

1 Earned income amounts that fall between the income brackets shown in this table (e.g., S24,999.4S,
S49,999.7S) should be rounded to the nearest dollar to determine the marginal tax rate to be used in calculating
the RIT allowance.

S If the earned income amount is less than the lowest income bracket shown in this table, the employing
agency shall establish an appropriate marginal tax rate as provided in § 302-11.8(e)(2)(b).

a This rate applies only to those individuals certifymg that they will me under a sin~le status within the
States where they will pay income taxes. All other taxpayers, regardless of ming status, will use the other rate
shown.

.. Rates shown as a ~rcent of Federal income tax liability must be converted to a percent of income as
provided in § 302-11.8(e)(2).

44. Texas .
4S. Utah .
46. Vermont. .
47. Virginia .
48. Washington .
49. West Virginia ..

If single status a .
SO. Wisconsin .
SI. Wyoming ..

o 0 0
7.7S 7.7S 7.7S

• 26 percent of Federal income tax liability •
S.7S S.7S S.7S
o 0 0
3.S 7.4 IO.S
8.2 12.6 13
8.7 9.S 10
o 0 0

o
7.7S

S.7S
o

13
13
10
o

•

•

•
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FEDERAL TRAVEL REGULATION
Chapter 302-Relocatlon Allowances Appendix B

State Marginal Tax Rates by Earned Income Level-Tax Year 1985

The following table is to be used to determine the State marginal tax rates for calculation of the RIT
allowance as prescribed in FTR § 302-11.8(e)(I). This table is to be used for employees who received covered
taxable reimbursements during calendar year 1985.

Marginal tax rates (stated in percents) for the earned income amounts
specified in each column 1 2

State (or district)

520,000-524,999 525,000-549,999 550,000-574,999 575,000 and
over

/

)

(j

\

)

1. Alabama .
2. Alaska .
3. Arizona ..
4. Arkansas ..
5. California .

If single status 3 .

6. Colorado ..
7. Connecticut ..
8. Delaware ..
9. District of Columbia ..

10. Florida .
11. Georgia .
12. Hawaii .

If single status 3 .

13. Idaho ..
14. Illinois .
15. Indiana .
16. Iowa .
17. Kansas .
18. Kentucky .
19. Louisiana ..
20. Maine .

If single status 3 .

21. Maryland ..
22. Massachusetts .
23. Michigan .
24. Minnesota ..
25. Mississippi ..
26. Missouri ..
27. Montana ..
28. Nebraska ..
29. Nevada .
30. New Hampshire ..
31. New Jersey .
32. New Mexico .

If single status 3 .

33. New york .
If single status 3 ..

34. North Carolina .
35. North Dakota ..
36. Ohio .
37. Oklahoma ..
38. Oregon ~ ..
39. Pennsylvania ..
40. Rhode Island ..
41. South Carolina .
42. South Dakota ..
43. Tennessee ..
44. Texas .

F'rR 1989 Edition: 2-23-89
Effective: 5-10-89

5 5 5 5
0 0 0 0
8 8 8 8
6 7 7 7
3 7 11 11
8 11 11 11
8 8 8 8
0 0 0 0
7.6 9.9 10.7 10.7

10 11 11 11
0 0 0 0
6 6 6 6
8.5 10 10.5 11

10.5 11 11 11
7.5 7.5 7.5 7.5
2.5 2.5 2.5 2.5
3 3 3 3
8 11 12 13
7.5 9 9 9
6 6 6 6
4 4 6 6
7 9.2 10 10
9.2 10 10 10
5 5 5 5
5.375 5.375 5.375 5.375
5.35 5.35 5.35 5.35

14 16 16 16
5 5 5 5
6 6 6 6
9 10 11 11

• 19 percent of Federal income tax liability 4

0 0 0 0
0 0 0 0
2 2.5 3.5 3.5
3.5 5.6 6.5 7.8
6.1 6.9 7.4 7.8

11 14 14 14
13 14 14 14
7 7 7 7
6 8 9 9
4.75 5.7 6.65 9.5
6 6 6 6

10.8 10.8 10.8 10.8
2.35 2.35 2.35 2.35

• 23.15 percent of Federal income tax liability 4

7 7 7 7
0 0 0 0
0 0 0 0
0 0 0 0

B-3



Appendix B to Part 302-11-5tate Tax Tables for RIT Allowance

Marginal tax rates (stated in percents) for the earned income amounts
specified in each column 1 2

(l
State (or district)

S20,OOO--S24,999 S2S,OOO--S49,999 SSO,OOO--S74,999 S7S,OOO and
over

4S. Utah ..
46. Vermont .
47. Virginia ..
48. Washington ..
49. West Virginia ..

If single status S ..

SO. Wisconsin ..
Sl. Wyoming .

7.7S 7.7S 7.7S

• 26.S percent of Federal income tax liability 4

S.7S S.7S S.7S
000
3.S 7.4 10.S
8.2 12.6 13
8.7 9.S 10
000

7.7S

S.7S
o

13
13
10
o

I Earned income amounts that fall between the income brackets shown in this table (e.g., S24,999.4S,
$49,999.7S) should be rounded to the nearest dollar to determine the marginal tax rate to be used in calculating
the RIT allowance.

S If the earned income amount is less than the lowest income bracket shown in this table, the employing
agency shall establish an appropriate marginal tax rate as provided in § 302-11.8(e)(2)(b).

S This rate applies only to those individuals certifymg that they will me under a sin~le status within the
States where they will pay income taxes. All other taxpayers, regardless of filing status, will use the other rate
shown.

4 Rates shown as a. ~rcent of Federal income tax liability must be converted to a percent of income as
provided in § 302-11.8(eX2).

C)

- --")
\ ./

8-4
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State Marginal Tax Rates by Earned Income Level-Tax Year 1986

/ )
FEDERAL TRAVEL REGULATION
Chapter 302-Relocatlon Allowances Appendix B

The following table is to be used to determine the State marginal tax rates for calculation of the RIT
allowance as prescribed in § 302-11.8(e)(I). This table is to be used for employees who received covered taxable
reimbursements during calendar year 1986.

Marginal tax rates (stated in percents) for the earned income amounts
specified in each column 1 2

State (or district)

520,000-524,999 525,000-549,999 550,000-574,999 575,000 and
over

-" \
\

)

I. Alabama ..
2. Alaska .
3. Arizona ..
4. Arkansas ..
5. California .

If single status 3 ..

6. Colorado .
7. Connecticut .
8. Delaware ..
9. District of Columbia ..

10. Florida .
11. Georgia .
12. Hawaii .

If single status 3 ..

13. Idaho .
14. Illinois .
15. Indiana .
16. Iowa .
17. Kansas .
18. Kentucky ..
19. Louisiana ..
20. Maine ..

If single status 3 .

21. Maryland .
22. Massachusetts ..
23. Michigan .
24. Minnesota .

If single status 3 .

25. Mississippi .
26. Missouri ..
27. Montana .
28. Nebraska .
29. Nevada .
30. New Hampshire .
31. New Jersey ..
32. New Mexico .
33. New york ..
34. North Carolina .
35. North Dakota ..
36. Ohio .
37. Oklahoma ..
38. Oregon .
39. Pennsylvania .
40. Rhode Island .
41. South Carolina .
42. South Dakota ..
43. Tennessee ..
44. Texas ..
45. Utah .

FTR 1989 Edition: 2-23-89
Effective: 5-10-89

5 5 5 5
0 0 0 0
8 8 8 8
6 7 7 7
3 7 11 11
8 11 11 11
8 8 8 8
0 0 0 0
6.9 9.0 9.7 9.7

10 11 11 11
0 0 0 0
6 6 6 6
8.5 10.0 10.5 11

10.5 11 11 11
7.5 7.5 7.5 7.5
2.5 2.5 2.5 2.5
3 3 3 3
8 11 12 13
7.5 9 9 9
6 6 6 6
4 4 6 6
7 9.2 10 10
9.2 10 10 10
5 5 5 5
5.19 5.19 5.19 5.19
4.725 4.725 4.725 4.725

11 14 14 14
14 14 14 14
5 5 5 5
6 6 6 6
9 10 11 11

• 19 percent of Federal income tax liability 4

0 0 0 0
0 0 0 0
2 2.5 3.5 3.5
4.8 6.9 7.7 8.5

11 13.5 . 13.5 13.5
7 7 7 7
6 8 9 9
4.513 5,415 6.318 9.025
6 6 6 6
9.75 9.75 9.75 9.75
2.167 2.167 2.167 2.167

• 22.21 percent of Federal income tax liability 4

7 7 7 7
0 0 0 0
0 0 0 0
0 0 0 0
7.75 7.75 7.75 7.75
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Appendix B to Part 302-11-5tot8 Tax Tableo for RIT Allowance

Marginal tax rates (stated in percents) for the earned income amounts
specified in each column 1 a

()
State (or district)

$20,000-$24,999 $2S,000-549.999 SSO.000-$74,999 S7S,OOO and
over

1 Earned income amounts that fall between the income brackets shown in this table (e.g., $24,999.4S,
549,999.7S) should be rounded to the nearest dollar to determine the marginal tax rate to be used in calculating
the RIT allowance.

II If the earned income amount is less than the lowest income bracket shown in this table, the employing
agency shall establish an appropriate marginal tax rate as provided in § 302-11.8(eX2)(b).

S This rate applies only to those individuals certifying that they will me under a sin~le status within the
States where they will pay income taxes. All other taxpayers. regardless of ming status, will use the other rate
shown.

• Rates shown as a percent of Federal income tax liability must be converted to a percent of income as
provided in § 302-11.8(eX2).

46. Vermont ..
47. Virginia .
48. Washington .
49. West Virginia .

If single status S ..

SO. Wisconsin .
51. Wyoming ..

• 26.S percent of Federal income tax liability 4

S.7S S.7S S.7S
000
3.S 7.4 IO.S
8.2 12.6 12.9
9.1 9.S 10
000

S.7S
o

13
13
10
o

()

/-~

)

FTR 1989 Edition: 2-23-89
Effective: 5-10-89



FEDERAL TRAVEL REGULATION
Chapter 302-Relocatlon Allowances Appendix B

'\
) State Marginal Tax Rates by Earned Income Level-Tax Year 1987

The following table is to be used to determine the State marginal tax rates for calculation of the RIT
allowance as prescribed in § 302-11.8(e)(l). This table is to be used for employees who received covered taxable
reimbursements during calendar year 1987.

State (or district)

Marginal tax rates (stated in percents) for the earned income amounts
specified in each column 1 2

$20,000-$24,999 $25,000-$49,999 $50,000-$74,999 $75,000 & over

)

J

I. Alabama .
2. Alaska ..
3. Arizona .
4. Arkansas .

If single status 3 ..

5. California .
If single status 3 ..

6. Colorado .
7. Connecticut ..
8. Delaware ..
9. District of Columbia ..

10. Florida ..
II. Georgia ..
12. Hawaii.. .

If single status 3 ..

13. Idaho .
14. Illinois ..
IS. Indiana ..
16. Iowa ..
17. Kansas .
18. Kentucky .
19. Louisiana .
20. Maine ..

If single status 3 ..

21. Maryland .
22. Massachusetts ..
23. Michigan .
24. Minnesota ..
25. Mississippi .
26. Missouri ..
27. Montana ..

If single status 3 ..

28. Nebraska ..
If single status 3 .

29. Nevada .
30. New Hampshire ..
31. New Jersey ..
32. New Mexico .

If single status 3 .

33. New york .
If single status 3 ..

34. North Carolina ..
35. North Dakota .

If single status 3 ..

36. Ohio .
37. Oklahoma ..

If single status 3 .

38. Oregon .
39. Pennsylvania ..
40. Rhode Island .

FTR 1989 Edition: 2-23-89
Effective: 5-10-89

555
o 0 0
788
4.5 7 7
677
2 9.3 9.3
8 9.3 9.3
555
o 0 0
6.1 8.2 8.8
8 10 10
o 0 0
666
8.25 9.75 10
9.75 10 10
7.8 8.2 8.2
2.5 2.5 2.5
3.2 3.2 3.2
7 II 12
7.5 9 9
666
4 4 6
3 9.2 10
9.2 10 10
555
555
~6 ~6 ~6

899
555
666
7 10 II
9 10 11
3.2 5 5.9
5 5.9 5.9
o 0 0
o 0 0
2 2.5 3.5
3.8 5.9 7.7
5.8 7.7 8.5
7 8.75 8.75
8.75 8.75 8.75
777
6.67 9.33 12
8 10.67 12
3.004 4.506 5.257
466
666
999
2.1 2.1 2.1

• 23.46 percent of Federal income tax liability 4

5
o
8
7
7
9.3
9.3
5
o
8.8

10
o
6

10
10
8.2
2.5
3.2

13
9
6
6

10
10
5
5
4.6
9
5
6

II
11
5.9
5.9
o
o
3.5
8.5
8.5
8.75
8.75
7

12
12
6.008
6
6
9
2.1
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Appendix B to Part 302-11-State Tal[ Tablco for RIT Allo\"/ance

State (or district)

Marginal tax rates (stated in percents) for the earned income amounts
specified in each column 1 2

S20,OOO-S24,999 S2S,000-$49,999 SSO,OOO-S74,999 S7S,OOO & over

41. South Carolina ..
42. South Dakota .
43. Tennessee .
44. Texas .
4S. Utah .
46. Vermont ..
47. Virginia .
48. Washington .
49. West Virginia .

If single status S .

SO. Wisconsin .
Sl. Wyoming .

7 7 7
o 0 0
o 0 0
000
~~ ~~ ~~

• 2S.8 percent of Federal income tax liability 4

S S.7S S.7S
o 0 0
4 4.S 6
4 6 6.S
6.SS 6.93 6.93
o 0 0

7
o
o
o
7.7S

S.7S
o
6.S
6.S
6.93
o

1 Earned income amounts that fall between the income brackets shown in this table (e.g., S24,999.4S.
$49,999.7S) should be rounded to the nearest dollar to determine the marginal tax rate to be used in calculating
the RIT allowance.

a If the earned income amount is less than the lowest income bracket shown in this table, the employing
agency shall establish an appropriate marginal tax rate as provided in § 302-11.8(e)(2)(b).

S This rate applies only to those individuals certifymg that they will flle under a sin~le status within the
States where they will pay income taxes. All other taxpayers, regardless of flling status, will use the other rate
shown.

4 Rates shown as a percent of Federal income tax liability must be converted to a percent of income as
provided in § 302-11.8(e)(2).

u

B-8
FTR 1909 Edition: 2-23-89

Effective: 5-10-89
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FEDERAL TRAVEL REGULATION
Chapter 302-Relocatlon Allowances Appendix B

Stata Marginal Tax Rates by Earned Income Levol-Tax Year 1988

The following table is to be used to determine the State marginal tax rates for calculation of the RIT
allowance as prescribed in § 302-11.8(e)(l). This table is to be used for employees who received covered taxable
reimbursements during calendar year 1988.

Marginal tax rates (stated in percents) for the earned income amounts
specified in each column 1 2

State (or district)

$20,000-$24,999 $25,000-$49,999 $50,000-$74,999 $75,000 and
over

\
)

/

/-~

/

1. Alabama .
2. Alaska ..
3. Arizona .

If single status 3 ..

4. Arkansas ..
If single status 3 ..

5. California .
If single status 3 .

6. Colorado .
7. Connecticut ..
8. Delaware ..

If single status 3 ..

9. District of Columbia ..
10. Florida .
11. Georgia .
12. Hawaii .

If single status 3 .

13. Idaho ..
If single status 3 .

14. Illinois ..
15. Indiana ..
16. Iowa ..

If single status 3 : ..

17. Kansas .
If single status 3 ..

18. Kentucky .
19. Louisiana ..

If single status 3 .

20. Maine .
If single status 3 ..

21. Maryland ..
22. Massachusetts .
23. Michigan .
24. Minnesota .

If single status 3 ..

25. Mississippi ..
26. Missouri ..
27. Montana .

If single status 3 ..

28. Nebraska ..
If single status 3 ..

29. Nevada .
30. New Hampshire .
31. New Jersey .
32. New Mexico .

If single status 3 .

33. New york .
If single status 3 ..

34. North Carolina ..

FTR 1909 Edition: 2-23-99
Effectlvo: 5-10-09

5
o
6
8
4.5
6
2
6
5
o
6
6
8
o
6
8.25
9.75
7.5
7.8
2.5
3.4
6.8
7.2
4.05
4.8
6
2
4
2
8
5
5
4.6
6
8
5
6
7.7
8.8
3.15
5
o
o
2
3.8
5.8
5
8.375
7

5
o
8
8
7
7
6
9.3
5
o
7.6
7.7
9.5
o
6
9.75

10
7.8
8.2
2.5
3.4
8.8
8.8
5.3
6.1
6
4
4
8
8
5
5
4.6
8
8.5
5
6

11
11
5
5.9
o
o
2.5
6.9
8.5
8.375
8.375
7

5
o
8
8
7
7
9.3
9.3
5
o
7.7
7.7
9.5
o
6

10
10
8.2
8.2
2.5
3.4
9.98
9.98
5.3
6.1
6
4
6
8
8
5
5
4.6
8
8.5
5
6

12.1
12.1
5.9
5.9
o
o
3.5
7.7
8.5
8.375
8.375
7

5
o
8
8
7
7
9.3
9.3
5
o
7.7
7.7
9.5
o
6

10
10
8.2
8.2
2.5
3.4
9.98
9.98
5.3
6.1
6
6
6
8
8
5
5
4.6
8.5
8.5
5
6

12.1
12.1
5.9
5.9
o
o
3.5
8.5
8.5
8.375
8.375
7

8-9



Appendix B to Part 302-11-State Tax Tables for RIT Allowance

Marginal tax rates (stated in percents) for the earned income amounts
specified in each column 1 a

()
State (or district)

S20,OOO-S24,999 S2S,OOO-S49,999 SSO,OOO-S74,999 S7S,OOO and
over

1 Earned income amounts that fall between the income brackets shown in this table (e.g., S24,999.4S,
$49,999.7S) should be rounded to the nearest dollar to determine the marginal tax rate to be used in calculating
the RIT allowance.

:I If the earned income amount is less than the lowest income bracket shown in this table, the employing
agency shall establish an appropriate marginal tax rate as provided in § 302-11.8(e)(2)(b).

:5 This rate applies only to those individuals certifymg that they will file under a sin~le status within the
States where they will pay income taxes. All other taxpayers, regardless of filing status, will use the other rate
shown.

4 Rates shown as a. ~rcent of Federal income tax liability must be converted to a percent of income as
provided in § 302-11.8(e)(2).

3S. North Dakota ..
36. Ohio ..

If single status :5 .

37. Oklahoma ..
If single status :5 .

38. Oregon .
39. Pennsylvania ..
40. Rhode Island .
41. South carolina ..
42. South Dakota .
43. Tennessee ..
44. Texas ..
4S. Utah .
46. Vermont ..
47. Virginia .

If single status :5 ..

48. Washington ..
49. West Virginia .

If single status :5 .

SO. Wisconsin ..
If single status :5 ..

Sl. Wyoming ..

• 14 percent of Federal income tax liablity 4

2.972 4.4S7 S.201
3.71S S.201 S.201
466
666
999
2.1 2.1 2.1

• 22.96 percent of Federal income tax liability 4

777
000
000
000
7.7S 7.7S 7.7S

• 23 percent of Federal income tax liability 4

S S.7S S.7S
S.7S S.7S S.7S
000
4 4.S 6.S
4 6 6.S
6.SS 6.93 6.93
6.93 6.93 6.93
000

6.9
6.9
6
6
9
2.1

7
o
o
o
7.7S

S.7S
S.7S
o
6.S
6.S
6.93
6.93
o

o

8-10
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State Marginal Tax Rate. by Earned Income Level-Tax Year 1989
/ )

FEDERAL TRAVEL REGULATION
Chapter 302-Relocatlon Allowance. Appendix B

The following table is to be used to determine the State marginal tax rates for calculation of the RIT
allowance as prescribed in § 302-11.8(e)(l). This table is to be used for employees who received covered taxable
reimbursements during calendar year 1989.

Marginal tax rates (stated in percents) for the earned income amounts
specified in each column I 2

State (or district)

S20,~S24,999 S25,~S49,999 S50,~S74,999
S75,OOO and

over

1. Alabama .
2. Alaska .
3. Arizona ..

If single status 3 .

4. Arkansas ..
If single status 3 ..

5. California .
If single status 3 .

6. Colorado .
7. Connecticut .
8. Delaware .

If single status 3 ..

9. District of Columbia ..
10. Florida ..
11. Georgia ..
12. Hawaii .

If single status 3 .

13. Idaho .
If single status 3 ..

14. Illinois ..
15. Indiana ..
16. Iowa ..

If single status 3 ..

17. Kansas ..
If single status 3 ..

18. Kentucky ..
19. Louisiana .

If single status 3 .

20. Maine ..
If single status 3 .

21. Maryland ..
22. Massachusetts .
23. Michigan ..
24. Minnesota ..

I~ si.n~le ~tatus 3 .

25. MIssIssIppI .
26. Missouri ..
27. Montana ..

If single status 3 .

28. Nebraska ..
If single status 3 .

29. Nevada .
30. New Hampshire ..
31. New Jersey ..
32. New Mexico .

If single status 3 ..

33. New york ..
If single status 3 ..

34. North Carolina ..

Amendment 5: 12-26-89
Effective: 1-1-90

5
o
6
8
4.5
6
2
6
5
o
6
6
8
o
6
8
9.5
7.5
7.8
2.75
3.4
6.8
7.2
3.65
4.5
6
2
4
4.5
8.5
5
5.375
4.6
6
8
5
6
7
8
3.1
4.8
o
o
2
3.8
5.8
5
7.875
7

5
o
8
8
7
7
6
9.3
5
o
7.6
7.7
9.5
o
6
9.5

10
7.8
8.2
2.75
3.4
8.8
8.8
5.15
5.95
6
4
4
8.5
8.5
5
5.375
4.6
8
8.5
5
6

10
10
4.8
5.9
o
o
2.5
6.9
8.5
7.875
7.875
7

5
o
8
8
7
7
9.3
9.3
5
o
7.7
7.7
9.5
o
6

10
10
8.2
8.2
2.75
3.4
9.98
9.98
5.15
5.95
6
4
6
8.5
8.5
5
5.375
4.6
8
8.5
5
6

11
11
5.9
5.9
o
o
3.5
7.7
8.5
7.875
7.875
7

5
o
8
8
7
7
9.3
9.3
5
o
7.7
7.7
9.5
o
6

10
10
8.2
8.2
2.75
3.4
9.98
9.98
5.15
5.95
6
6
6
8.5
8.5
5
5.375
4.6
8.5
8.5
5
6

11
11
5.9
5.9
o
o
3.5
8.5
8.5
7.875
1.8"
7
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Appendllt B to Part 302-11-5toto Tax Tables for RIT Allowance

Marginal tax rates (stated in perce~ts) for the earned income amounts
specified in each column 1 2

Appendix B

State (or district)

520,000-524,999 525,000-549,999 550,000-574,999 575,000 and
over

()

35. North Dakota .
36. Ohio .

If single status :I .

37. Oklahoma : .
If single status :I .

38. Oregon .
39. Pennsylvania .
40. Rhode Island .
41. South Carolina .
42. South Dakota .
43. Tennessee .
44. Texas .
45. Utah ..
46. Vermont .
47. Virginia .

If single status :J .

48. Washington .
49. West Virginia ..

If single status :I ..

50. Wisconsin ..
If single status :I ..

51. Wyoming .

-17 percent of Federal income tax liability 4

2.972 4.457 5.201
3.715 5.201 5.201
466
666
999
2.1 2.1 2.1

-22.96 percent of Federal income tax liability 4

7 7 7
o 0 0
o 0 0
o 0 0
7.35 7.35 7.35

-25 percent of Federal income tax liability 4

5 5.75 5.75
5.75 5.75 5.75
o 0 0
4 4.5 6.5
4 6 6.5
6.55 6.93 6.93
6.93 6.93 6.93
o 0 0

6.9
6.9
6
6
9
2.1

7
o
o
o
7.35

5.75
5.75
o
6.5
6.5
6.93
6.93
o

I Earned income amounts that fall between the income brackets shown in this table (e.g., 524,999.45,
$4CJ,999.7S) should be rounded to the nearest dollar to determine the marginal tax rate to be used in calculating
the RIT allowance.

2 If the earned income amount is less than the lowest income bracket shown in this table, the employing
agency shall establish an appropriate marginal tax rate as provided in § 302-11.8(e)(2)(b).

:J This rate applies only to those individuals certifymg that they will file under a single status within the
States where they will pay income taxes. All other taxpayers, regardless of filing status, will use the other rate
shown.

4 Rates shown as a percent of Federal income tax liability must be converted to a percent of income as
provided in § 302-11.8(e)(2).

lj

(J

B-12
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State Marginal Tax Rates by Earned Income Level-Tax Year 1990

ThJ following table is to be used to determine the State marginal tax rates for calculation of the RIT
allowance as prescribed in § 302-1 I.8(e)(I). This table is to be used for employees who received covered taxable
reimbursements during calendar year 1990.

)
FEDERAL TRAVEL REGULATION
Chapter 302-Relocation Allowances Appendix B

Marginal tax rates (stated in percents) for the earned income amounts
specified in each column 1 2

State (or district)

$20,000-$24,999 $25,000-$49,999 $50,000-$74,999 $75,000 and
over

"\

)

I. Alabama .
2. Alaska ..
3. Arizona ..

If single status 3 .

4. Arkansas .
If single status 3 .

5. California .
If single status 3 .

6. Colorado .
7. Connecticut ..
8. Delaware .
9. District of Columbia .

10. Florida .
I I. Georgia .
12. Hawaii .

If single status 3 .

13. Idaho .
14. Illinois .
15. Indiana .
16. Iowa .
17. Kansas .
18. Kentucky .
19. Louisiana ..
20. Maine .

If single status 3 ..

21. Maryland .
22. Massachusetts .
23. Michigan ..
24. Minnesota .

If single status 3 .

25. Mississippi ..
26. Missouri .
27. Montana .

If single status 3 ..

28. Nebraska .
If single status 3 ..

29. Nevada ..
30. New Hampshire ..
31. New Jersey .
32. New Mexico .

If single status 3 .

33. New york .
If single status 3 ..

34. North Carolina .
35. North Dakota ..

If Single status 3 ..

36. Ohio ..
37. Oklahoma ..

If single status 3 ..

Amendment 15: 3-04-91
Effective: 1-01-91

5
o
3.8
4.4
4.5
6
2
6
5
o
6
8
o
6
8
9.5
7.8
3
3.4
6.8
3.65
6
4
4.5
8.5
5
5.95
4.6
6
8
5
6
6
8
3.361
5.21
o
o
2
3.8
5.8
5
7Ji75
6
6.67
8
2.972
4
7

5
o
4.4
5.25
7
7
6
9.3
5
o
7.6
9.5
o
6
9.5

10
8.2
3
3.4
8.8
5.15
6
4
8.5
8.5
5
5.95
4.6
8
8
5
6

10
10
5.21
6.41
o
o
2.5
6.9
8.5
7.S75
7.875
7

10.67
10.67
4.457
7
7

5
o
5.25
6.5
7
7
9.3
9.3
5
o
7.7
9.5
o
6

10
10
8.2
3
3.4
9.98
5.15
6
6
8.5
8.5
5
5.95
4.6
8
8.5
5
6

11
11
6.41
6.41
o
o
3.5
7.7
8.5
7.g75
7.875
7

12
12
5.201
7
7

5
o
7
7
7
7
9.3
9.3
5
o
7.7
9.5
o
6

10
10
8.2
3
3.4
9.98
5.15
6
6
8.5
8.5
5
5.95
4.6
8.5
8.5
5
6

11
11
6.41
6.41
o
o
3.5
8.5
8.5
7.&75
7.875
7

12
12
6.9
7
7
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AppendiJt B to Part 302-11-State Tax Tables for RIT Allowance

Marginal tax rates (stated in percents) for the earned income amounts
specified in each column 1 2

S* (or district)

S20,CXXl-$24,999 $25,000-$49,999 $50,000-574,999 $75,000 and
over

38. Oregon .
39. Pennsylvania. .
40. Rhode Island ..•...................•..............•
41. South Carolina •••.•.•••••••.•••••••••••••••••••••
42. South Dakota .
43. Tennessee .
44. Texas...........................................•.......
45. Utah .
46. VennonL...............•...............•........__

47. Virginia.........•........................•.•..........
48. Washington .
49. West Virgini:J. .

If single status :1 •••••••••••••••••••••••••••_ •••

SO. Wisconsin ......•.•.......................•..........
51. Wyoming _ .

9 9 9
2.1 2.1 2.1

• 22.96 percent of Federal income tax liability"
7 7 7
o 0 0
o 0 0
o 0 0
7.2 7.2 7.2

• 28 percent of Federal income tax liability"
5 5.75 5.75
o 0 0
4 4.5 6.5
4 6 6.5
6.55 6.93 6.93
o 0 0

9
2.1

7
o
o
o
7.2

5.75
o
6.5
6.5
6.93
o

,~- ~)

1 Earned income amounts that fan between the income brackets shown in this table (e.g., 524,999.45,
$49,999.75) should be rounded to the nearest dollar to determine the marginal tax rate to be used in calculating
the RIT allowance.

Z If the 'carned income mnount is less than the lowest income bracket shown in this table, the employing
agency shall e:st:iliIWI an appropriate marginal tax rate as provided in § 302-1 I.8(e)(2)(ii).

:1 This rate applies only to those individuals certifYing that they will file under a single status within the
States where they will pay inccme~ All other taxpayers, regardless of filing status, will use the other rate
shown.

'!l Rates shown ~ a percent of Federal income tax liability must be converted to a percent of income as
provided in § 302-11.8(e)(2)[JiJ).

(~)

(:-)

~ '\
I

/
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State Marginal Tax Rates by Earned Income Level-Tax Year 1991)
FEDERAL TRAVEL REGULATION
Chapter 302-Relocatlon Allowances Appendix B

The following table is to be used to determine the State marginal tax rates for calculation of the RIT
allowance as prescribed in § 302- I 1.8(e)( I). This table is to be used for employees who received CO\'ered taxable
reimbursements during calendar year 199 J.

Marginal tax rates (stated in percents) for the earned income amounU
specified in each column I J

State (or district)

520,00>-524,999 52S.000-549,999 5.50.000-574,999 S7S,OOl and
over

)

)

I. Alabama .
2. Alaska ..
3. Arizona ..

If single status :s ..
4. Arkansas .

If single status :s .
S. California ..

If single status :s ..
6. Colorado .
7. Connecticut ..
8. Delaware ..
9. District of Columbia .

If single status :s ..
10. Florida ..
II. Georgia ..
12. HawaiL .

If single status :s .
13. Idaho .

If single status :s ..
14. Illinois ..
IS. Indiana .
16. Iowa ..

If single status :s .
17. Kansas ..

If single status :s .
18. Kentucky ..
19. Louisiana ..

If single status :s .
20. Maine .

If single status :s .
21. Maryland ..
22. Massachusetts .
23. Michigan ..
24. Minnesota ..

I~ si.n~le ~tatus :s ..
2S. Mississippi .
26. Missouri ..
27. Montana .
. If single status :s .
28. Nebraska .

If single status :s ..
29. Nevada .
30. New Hampshire ..
31. New Jersey .

If single status :s .
32. New Mexico .

If single status :s ..
33. New york ..

If single status a .

Amendment 24: 12-27-91
Effective: 1-01-92

S
o
3.8
4.4
3.S
6
2
6
S
I.S
S
6
8
o
S
7.2S
9.S
6.S
7.8
3
3.4
S
7.2
3.6S
4.S
6
2
4
4.72S
8.92S
S
6.2S
4.6
6
8
4
S.S
S
8
3.63
S.62
o
o
2
2
3.8
S.8
4
7.87S

S
o
4.4
US
7
7
6
9.3
S
U
7.6
9.S
9.S
o
6
9.S

10
7.8
8.2
3
3.4
8.8
8.8
3.6S
S.9S
6
4
4
8.92S
9.89
S
6.2S
4.6
8
8
S
6

10
10
S.62
6.92
o
o
2.S
S
S.9
7.7
7.87S
7.87S

S
o
S.2S
6.S
7
7
8
9.3
S
I.S
7.7
9.S
9.S
o
6

10
10
8.2
8.2
3
3.4
9.98
9.98
S.IS
S.9S
6
4
6
8.92S
9.89
S
6.2S
4.6
8
8.S
S
6

10
II
6.92
6.92
o
o
3.S
6.S
7.7
8.S
7.8n
7.87S

S
o
7
7
7
7

II
II
S
J.S
7.7
9.S
9.S
o
6

10
10
8.2
8.2
3
3.4
9.98
9.98
S.IS
S.9S
6
6
6
9.89
9.89
S
6.2S
4.6
8.S
8.S
S
6

II
II
6.92
6.92
o
o
7
7
8.S
8.S
7.87S
7.87S
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Appendix B to Part 302-11-State Tax Tables for RIT Allowance

Marginal tax rates (stated in percents) for the earned income amounts
specified in each column I I

State (or district)

S20.(XX)-S24,999 S25.(XX)-S49,999 SSO,(xx)-S74.999 S75,lXX> and
over

()

I Earned income amounts that fall between the income brackets shown in' this table (e.g.. S24,999.45,
$49.999.75) should be rounded to the nearest dollar to determine the marginal tax rate to be used in calculating
the RIT allowance.

2 If the earned income amount is less than the lowest income bracket shown in this table, the employing
agency shall establish an appropriate marginal tax rate as provided in § 302-II.8(e)(2)(ii).

3 This rate applies only to those individuals certifying that they will file under a single status within the
States where they will pay income taxes. All other taxpayers, regardless of ftJing status. will usc tbe other rate
shown.

4 Rates shown as a percent of Federal income tax liability must be converted to a percent of income as
provided in § 302-11.8(e)(2)(iii).

II The income tax rate for Vermont (for other than single status) is 31 percent of Federal income tax liability
for employees whose earned income amounts are between 520.000-S24,999; for all other employees the rate is 34
percent of Federal income tax liability.

34. North Carolina .
35. North Dakota .

If single status 3 .

36. Ohio ..
If single status 3 ..

37. Oklahoma .
If single status 3 ..

38. Oregon .
39. Pennsylvania ..
40. Rhode Island .
41. South Carolina ..
42. South Dakota ..
43. Tennessee ..
44. Texas ..
45. Utah ..
46. Vennont .

If single status 3 ..

47. Virginia ..
48. Washington ..
49. West Virginia ..
SO. Wisconsin .

If single status 3 .

51. Wyoming ..

6 7 7
6.67 9.33 12
8 10.67 12
1.486 4.457 5.201
3.715 4.457 5.201
3 7 7
7 7 7
9 9 9
2.6 2.6 2.6

• 27.5 percent of Federal income tax liability 4

6 7 7
o 0 0
o 0 0
o 0 0
7.2 7.2 7.2

• (See footnote 5) 4

• 34 percent of Federal income tax liability 4

5 5.75 5.75
o 0 0
3 4.5 6
4.9 6.93 6.93
6.93 6.93 6.93
o 0 0

7.75
12
12
6.9
6.9
7
7
9
2.6

7
o
o
o
7.2

5.75
o
6.5
6.93
6.93
o

f '\
\

j

o
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Appendix C to Part 302-11-Federal Tax Tables for RIT Allowance-Year 2

Federal Marginal Tax Rates by Earned Income Level and Filing Status-Tax Year
1987

\
)

FEDERAL TRAVEL REGULATION
Chapter 302-Relocatlon Allowances Appendix C

)

)

The following table is to be used to detennine the Federal marginal tax rate for Year 2 for computation of
the RIT allowance as prescribed in § 302-11.8(e)(l). This table is to be used for employees whose Year 1
occurred during calendar years 1983, 1984, 1985, and 1986.

Single taxpayer Heads of household Married filing jointly/ Married filing
qualifying widows and separately

Marginal tax widowers
rate (percent) Over But not Over But not But notover over Over But not Over

over over

11 ........................ $4,650 $6,481 $7,763 $10,309 $10,400 $13,719 $5,811 $7,081
15 ........................ 6,481 21,979 10,309 31,379 13,719 40,020 7,081 19,602
28 ........................ 21,979 33,433 31,379 47,903 40,020 58,705 19,602 31,572
35 ........................ 33,433 58,810 47,903 88,015 58,705 101,432 31,572 54,120
38.5 ..................... 58,810 .................... 88,015 .................... 101,432 .................... 54,120 ...................

/
FTR 1989 Edition: 2-23-89
Effective: 5-10-89 C-1



Appendix C to Part 302-11-Federal Tax Tables for RIT Allowance

Federal Marginal Tax Rates by Earned Income Level and Filing Status-Tax Year
1988

The following table is to be used to determine the Federal marginal tax rate for Year 2 for computation of
the RIT allowance as prescribed in § 302-11.8(eXI). This table is to be used for employees whose Year I
occurred during calendar years 1983, 1984, 1985, 1986, and 1987.

Single taxpayer Heads of household Married ftling jointly/ Married filing
qualifying widows and separately

Mar=tax widowers
rate .reent) Over But not Over But not But notover over Over But not Over overover

IS ........................ 5S,260 523,920 59,440 534,21S 512,SOO 543,410 56,200 521,880
28 ........................ 23,920 S2,310 34,21S 77,300 43,410 88,740 21,880 47,47S
33 ........................ S2,31O 113,370 77,300 166,910 88,740 197,820 47,47S 133,41S
28 ........................ 113,370 .................... 166,910 .................... 197,820 .................... 133,41S ...................

" )

u

C-2
FTR 1989 Edition: 2-23-89

Effective: 5-10-89



Federal Marginal Tax Rates by Earned Income Level and Filing StatuG-Tax Year
1989.)

FEDERAL TRAVEL REGULATION
Chapter 302-Relocatlon Allowances Appendix C

The following table is to be used to determine the Federal marginal tax rate for Year 2 for computation of
the RIT allowance as prescribed in § 302-11.8(e)(I). This table is to be used for employees whose Year 1
occurred during calendar years 1983, 1984, 1985, 1986, 1987, 1988.

taxpayer Heads of household Married filing jointlyl Married filing

1 But not

qualifying widows and separately
widowers

Over But not But not
over over Over But not Over overover

f-----

$24,111 $9,061 $33,963 $12,940 $43,397 $6,723 $23,089
50,311 33,963 71,688 43,397 84,030 23,089 54,177

110,883 71,688 164,538 84,030 198,284 54,177 145,523
.................... 164,538 .................... 198,284 .................... 145,523 ...................

$5,320
24,111
50,311

110,883

Single

Over

Marginal tax
rate (percent)

. _-.-_._-~--

15 .
28 ..
33 ..
28 ..

\
I
!

FTR 1989 EdItion: 2-23-89
EffectIve: 5-10-89 C-3



Appendix C to Part 302-11-Federal Tax Tables for RIT Allowance

Federal Marginal Tax Rates by Earned Income Level and Filing Status-Tax Year
1990

The following table is to be used to determine the Federal marginal tax rate for Year 2 for computation of
the RIT allowance as prescribed in § 302-II.8(e)(I). This table is to be used for employees whose Year I
occurred during calendar years 1983, 1984, 1985, 1986, 1987, 1988, or 1989.

Single taxpayer Heads of household Married filing jointly/ Married filing
qualifying widows and separately

Marginal tax widowers
rate (percent) Over But not Over But not But notover over Over But not Over overover

IS ........................ $5,556 $25,167 $9,824 $35,312 $12,652 $44,759 $6,885 $23,089
28 ........................ 25,167 51,042 35,312 75,233 44,759 84,283 23,089 50,147
33 ........................ 51,042 112,588 75,233 170,564 84,283 200,559 50,147 148,107
28 ........................ 112,588 ••••••••••••• 111 •••• 170,564 .................... 200,559 •••••••• 00 •••••••••• 148,107 ...................

(~)

/--------.' \
)

()
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FEDERAL TRAVEL REGULATION
Chapter 302-Relocatlon Allowancco Appendix C

')
j

(~

Federal Marginal Tax Rates by Earned Income Level nnd Filing Statun-Tax Year
1991

The following table is to be used to determine the Federal marginal tn rate for Year 2 for computation of
the RIT allowance as prescribed in § 302-1 1.8(e}(I). This table is to be used for employees whose Year 1
occurred during calendar years 1983, 1984, 1985, 1986, 1987, 1988. 1989, or 1990.

Single taxpayer Heads of household Married filing jointly/ Married filing
qualifying ·.vido'4"S and separately

Marginal tax widowers
rate (percent) Over But not Over But not But notover over Over But not Over overover

15 ........................ 55.754 526,242 SID. I77 536,611 513,093 146,770 57.120 523.977
28 ........................ 26,242· 55.330 36.611 78,894 46,770 94,S98 23,977 47,908
31 ........................ S5.3301....·.. ·....·......· 78,894 .................... 94.598~ ................... 47.908 ...................

Amendment 15: 3-04-91
Effective: 1-01-91 C-5



Appendix C to Part 302-11-Federal Tax Tables for RIT Allowance

Federal Marginal Tax Rates by Earned Income Level and Filing Status-Tax Year
1992

The following table is to be used to determine the Federal marginal tax rate for Year 2 for computation of
the RIT allowance as prescribed in §302-11.8(e)(I). This table is to be used for employees whose Year I
occurred during calendar years 1985, 1986, 1987, 1988, 1989, 1990, or 1991.

Single taxpayer Heads of household Married liIing jointly/ Married filing
qualifying widows and separately

Marginal talt widowers
rate (percent) Over But not Over But not

But notover over Over But not Over overI over

IS ........................ S6.I90j S27,963 SI0,864 $38,611 $14,316 $50,219 $7,819 525,629
28 ........................ 27,963i 58,786 38,611 83,ISS

I~::~~ ~ .......I.~.I.:~.~.~.
25,629 50,939

31 ........................ 58.786~................... 83,158 ..................... 50,939 ...................

o

o

C-6
Amendment 24: 12-27-91

Effective: 1-01-92
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FEDERAL TRAVEL REGULATION
Chapter 302-Relocation Allowances § 302-12.4

PART 302-12-USE OF RELOCATION SERVICE COMPANIES

\
\

~

Sec.
302-12.1 Authority.
302-12.2 Policy.
302-12.3 Agency responsibilities.
302-12.4 General conditions and limita

tions for eligibility.
302-12.5 Procedural requirements and

controls.
302-12.6 Form and scope of relocation

service contracts.
302-12.7 Income tax consequences of

using relocation companies.
~

Authority: 5 U.S.C. 5721-5734; 20 U.S.C. 905(a);
E.O. 11609, July 22, 1971 (36 FR 13747); E.O. 12466,
February 27, 1984 (49 FR 7349); E.O. 12522, June 24,
1985 (50 FR 26337).

§ 302-12.1 Authority.

The law (5 U.S.C. 5724c) specifically pro
vides each agency (as defined in 5 U.S.C.

• 5721 and § 302-1.4(e)) with discretionary
authority to enter into contracts with pri
vate firms to provide relocation services to
agencies and employees. Such services in
clude, but need not be limited to, arranging
for the purchase of a transferred employee's
residence. Agencies exercising this discre
tionary authority shall carry out their re
sponsibilities under 5 U.S.C. 5724c within
the guidelines of this directive. These guide
lines are issued under the authority dele
gated to the Administrator of General Serv
ices by Executive Order 12466 dated Febru
ary 27, 1984.

§ 302-12.2 Policy.

The Government recognizes every dollar
spent on the relocation of civilian employ
ees as a cost of doing business that should
specifically be directed towards meeting the
highest priority needs of the agency's mis
sion and its programs. Use of authorized
relocation services may provide agencies
with a vehicle to improve the treatment of
employees who are directed to relocate and
thereby facilitate retention of well-qualified

employees. To the extent that these services
and the increased relocation entitlements
and allowance maximums increase the over
all cost of relocations, agencies may find it
necessary to reassess their relocation poli
cies and practices because increased costs
may further limit the number of employees
that can be relocated.

§ 302-12.3 Agency responsibilities.

It is the responsibility of each agency
head, or his/her designee, to determine
whether, to what extent, and under what
conditions relocation services will be made
available to employees transferring within
the agency and those transferred between
agencies. This determination will be made
based on an analysis of the agency's reloca
tion needs, availability of funds, and in ac
cordance with these guidelines.

§ 302-12.4 General conditions and limi
tations for eligibility.

(a) Employees covered. Relocation serv
ices may be made available to employees
only when both of the following conditions
are met:

(1) The employee's transfer from one offi
cial station to another is determined to be in
the interest of the Government and is not
primarily for the convenience or benefit of
the employee or at his/her request; and

(2) The effective date of the employee's
transfer is on or after November 14, 1983
(the effective date of transfer is the date the
employee reports for duty at the new offi
cial station as provided in § 302-1.4(1)).

(b) Persons excluded from coverage. The
provisions of this part 302-12 are not appli
cable to the following individuals/employ
ees:

(1) New appointees, including those cov
ered under § 302-1.11 (i.e., new appointees
to shortage category and Senior Executive

•

'\
I
I

/ Amendment 17: 5-06-91
Effective: 2-14-91 12-1' '



§ 302-12.4 Part 302-12-Use of Relocation Service Companies

Service positions and Presidential ap
pointees);

(2) Employees assigned under the Gov
ernment Employees Training Act (5 U.S.C.
4109); or

(3) Employees assigned or transferred to
or from a post of duty in a foreign area

I except employees eligible for reimbursement
of residence transaction expenses as pro
vided in § 302-6.1 (g). '

§ 302-12.5 Procedural requirements
and controls.

(a) Employee option. Employees offered
use of relocation services by their agencies
should be given the option to accept or
reject the offer.

(b) Dual benefit prohibited. Once an em
ployee is offered, and decides to use, the
services of a relocation company, reim
bursement to the employee shall not be al
lowed for expenses authorized under this
Chapter 302, Parts 302-1 through 302-10,
that are analogous or similar to expenses or
the cost for services that the agency will
pay for under the relocation service con
tract.

(c) Service agreements. The employee
must have signed a service agreement as
required in § 302-1.5. In the event the em
ployee violates the terms of the agreement,
the Government reserves the right to re
cover from the employee any and all pay
ments made to the relocation company on
the employee's behalf.

(d) Ineligible individuals. Agencies should
not make payments to relocation companies
that will benefit ineligible individuals. For
example, where joint ownership of a resi
dence exists between an eligible transferring
employee and a non-government employee,
the benefits derived from relocation services
could accrue equally to the ineligible party.
This type of situation is addressed for direct
reimbursements of real estate expenses
under § 302-6.1(f); similar provisions should
be made for relocation service contracts.

12-2

§ 302-12.6 Form and scope of reloca
tion service contracts.

Once a decision has been made by the
agency to enter into contracts to provide
relocation services to its employees (see
§§ 302-12.3 and 302-12.4), the agency shall
recognize the following:

(a) General considerations.

(1) Contracts for relocation services shall
be awarded through a competitive process
to ensure compliance with procurement law
and attain the best possible service to meet a
particular agency's relocation needs at the
least cost to the agency. Agencies should
attempt to assure that adequate geographic
coverage exists.

(2) Relocation companies offer a wide va
riety of services to assist the relocating em
ployee. Subject to these regulatory guide
lines, each agency will determine through
its contracts with the relocation companies
the exact nature of the services to be of
fered its employees. Since the use of reloca
tion companies could entail costs substan
tially in excess of those authorized in this
Chapter 302, Parts 302-1 through 302-10,
agencies should exercise prudent manage
ment discretion when deciding which relo
cation services should be included in the
contracts.

(b) Requirement that contracts not violate
other regulatory or statutory provisions.

(1) GSA has established certain travel and
transportation programs that agencies are
required to use. Examples are the central
ized household goods traffic management
program, the airline services contracts, ansi
travel management center contracts. While
similar services may be offered by reloca
tion companies, agencies cannot use them.
However, this restriction does not prohibit
agencies from incorporating the GSA cen
tralized household goods traffic manage
ment program, as a mandatory services
source, into contracts with relocation serv
ice companies. Thus, relocation companies

Amendment 2: 0-24-89
Effective: 2-19-08
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Chapter 302-Relocatlon Allowances

may act as third-party service firms to ad
minister GSA's centralized household goods
traffic management program on behalf of
the contracting agency.

(2) Federal agencies should ensure that
contracts with relocation companies that are
on a cost reimbursable basis include only
those services that are analogous to the
allowable expenses authorized in this Chap
ter 302, and that the payments for such
services are limited to the maximum
amounts specified in this Chapter 302.
Agencies must recognize that the statute
and the provisions of this Chapter 302 con
tain certain limitations and restrictions
which are not overridden by the new au
thority for relocation services. For example,
the law:

(i) Prohibits payment for market losses.
The provisions of 5 U.S.C. 5724a(a)(4),
which authorize reimbursement for the
expenses of the sale and purchase of em
ployee's residence also provide that "re
imbursement may not be made for losses
on the sale of the residence." As imple
mented in § 302-6.2(e), losses due to fail
ure to sell a residence at the old official
station at the price asked, at its current
appraised value, or at its original cost, or
due to failure to buy a dwelling at the
new official station at a price comparable
to the selling price at the old official sta
tion, and any similar losses, are not reim
bursable.

(ii) Does not provide for payment of
mortgage interest differentials. A mort
gage interest differential is the difference
between the interest rate of the mortgage
on the residence at the old official station
and the interest rate of the mortgage on
the residence being purchased at the new
official station.

(iii) Does not authorize purchase of an
employee's home. The law (5 U.S.C.

FTR 1989 Edition: 2-23-89
Effective: 5-10-89

§ 302-12.7

5724c) authorizes agencies to enter into
contracts for relocation services and pro
vides that such services may include "ar
ranging for the purchase of a transferred
employee's residence." However, it does
not authorize the Government to become
a homeowner either by direct purchase of
the home from the employee or by taking
title to the employee's home through the
relocation company.

(c) Advantages of flat-fee contracts. If a
relocation company agrees to accept the re
sponsibilities of ownership for the trans
ferred employee's residence after payment
of a one-time flat fee by an agency, it would
be offering a service clearly distinguishable
from those discussed in paragraph (b)(2) of
this section. Once the flat fee is established,
it is paid instead of the actual expenses that
normally would be paid by an agency under
a cost reimbursable contract. This type of
arrangement is advantageous in that it limits
the Government's financial obligation and
simplifies administrative procedures in ac
counting for costs.

§ 302-12.7 Income tax consequences
of using relocation companies.

In entering into contracts with relocation
companies, agencies should consider the
income tax consequences for the employee.
Certain payments on behalf of the employee
to a relocation company may constitute tax
able income to the employee, depending on
the specific terms of the contract. Under the
provisions of 5 U.S.C. 5724b, additional
taxes resulting from such income would be
covered by the relocation income tax allow
ance as provided in Part 302-11. For fur
ther information relating to the income tax
consequences of payments to relocation
companies, agencies should contact the In
ternal Revenue Service, 111 Constitution
Avenue, NW., (CC:IND:I) Room 5019,
Washington, DC 20224.
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FEDERAL TRAVEL REGULATION
Chapter 303

Sec.
303-1.1 Authority, coverage, and applica-

bility.
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303-1.4 Death related to performance of

official duty.
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Authority: 5 U.S.C. 5721-5734, 5741-5742: E.O.
• 11609. 36 FR 13747, 3 CFR, 1971·1975 Comp., p. 586.

§ 303-1.1 Authority, coverage, and ap
plicability.

(a) Statutory authority. This chapter sets
forth the allowable expenses, not otherwise
provided for by law, authorized by 5 U.S.C.
5742(b) for the preparation and transporta-

I tion of the remains of a deceased employee,
and for the transportation of the immediate
family and household goods of a deceased
employee.

(b) Persons covered. The provisions of
this chapter cover an employee who dies
while:

(I) On official travel away from hislher
official station in the United States...

(2) Performing official duties outside
CONUS.

(3) Absent from duty as provided in
§ 303-1.5.

(4) Reassigned away from hislher home
of record pursuant to a mandatory mobility
agreement executed as a condition of em
ployment.

(c) Applicability. The provisions of this
chapter apply whether an employee's death
is or is not work-related.

§ 303-1.2 Responsibility.

It is the responsibility of the head of an
agency or hislher designated representative

Amendment 26: 5-08-92
Effective: 6-30-92

§ 303-1.5

upon being informed of an employee's death
which occurred while in any status subject
to the provisions of this subtitle. immedi- I
ately to inform the decedent's next of kin or
legal representative of the provisions of this
chapter. The agency head or his/her desig
nated representative shall render every rea
sonable assistance in arranging for prepara
tion and transportation of the remains of the
decedent when death occurs during a travel

-StatUk' ,or.-at:· :the' -official· station outside
CONUS. Also, the agency head or hislher
designated representative shall provide nec
essary assistance for the return of the dece
dent's immediate family and household
goods to the official residence when the de
cedent's official station was outside the con
tinental United States.

§ 303-1.3 Definitions.

As used in this chapter, and unless other
wise specifically provided in this chapter,
the following definitions apply:

(a) United States. United States means the
50 States and the District of Columbia.

(b) Continental United States. The conti
nental United States (or CONUS) means the
48 contiguous States and the District of Co
lumbia.

§ 303-1.4 Death related to performance
of official duty.

When an employee's death results from
injuries sustained while he/she was actually
performing official duty, the expenses for
preparation and transportation of the re
mains will be properly payable under the
provisions of 5 U.S.C. 8134. The authorized
allowances may not be denied because of
the deceased employee's entitlement to
burial benefits as a veteran of the Armed
Forces of the United States.
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§ 303-1.5

§ 303-1.5 Death during a period of ab
sence from duty.

The provisions of this chapter apply
when an employee is performing official
travel away from hislher official station lo
cated in the United States and dies while
temporarily absent from a temporary duty
station. The provisions of this chapter also
apply when an employee is performing offi·
cial duties outside CONUS and dies while
temporarily absent from hislher official sta·
tion or temporary' duty 'station outside
CONUS. If the temporary absence is·for' the--'
purpose of taking leave or occurs during
nonworkdays, the allowable cost for the
transportation of remains shall not exceed
the amount which would have been allowed
if death had occurred at the temporary duty
station or at the official station outside
CONUS.

1-2
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§ 303-1.6 Escort for remains.

Travel expenses of an escort for the dece
dent are not allowable.

§ 303-,1.7 Method of payment.

Payment of allowable expenses may be
made direct to the person performing the
services or by reimbursement to any person
making the original payment. Claims for re
imbursement shall be supported by receipts.
When the remains are transported by
common carrier via express service through
the' use -of a: Standard Form 1103, U.S. Gov
ernment Bill of Lading, or through the use
of a Standard Form 1169, U.S. Government
Transportation Request, payment shall be
made on the appropriate voucher forms.

Amendment 22: 10-03-91
Effective: 11-05-90
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Sec.
303-2.1 Preparation of employee remains.
303-2.2 Allowable costs for preparation of

remains.
303-2.3 Transportation of employee re

mains.
303-2.4 Transponation of remains of a

member of an employee's immediate
family.

303-2.5 Allowable costs for transportation
of employee remains.
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family and household goods.
303-2.7 Transportation of baggage.
303-2.8 Prohibition of payment when

other laws apply.

Authority: 5 U.S.C. 5721-5734, 5741-5742; E.O.
I 11609, 36 FR 13747,3 CFR, 1971-1975 Comp., p. 586.

§ 303-2.1 Preparation of employee re
mains.

The amount allowed for preparing the re
mains of an employee who dies while trav
eling on official business within the conti
nental United States is limited to $250.
When death occurs during a travel status
outside the continental United States or at
the official station outside CONUS, the
head of the agency concerned or hislher
designated representative shall allow actual
costs for preparation of the remains of an
employee.

§ 303-2.2 Allowable costs for prepara
tion of remains.

Allowable costs for preparation of re-
mains are as follows:

(a) Costs of embalming or cremation;

(b) Necessary clothing;

(c) Casket or container suitable for ship
ment to place of interment; and

(d) Expenses necessarily incurred in com
plying with local laws and laws at the port
of entry in the United States applicable to

Amendment 26: 5-08-92
EffectIve: 6-30-92

§ 303-2.5

the preparation of remains for transportation
and burial.

§ 302~2.3 TransportatIon of employee
remaIns.

(a) Death while performing official travel
within the continental United States. When
an employee dies while performing official
travel within CONUS, payment is author
ized for the cost of transporting the remains
to the employee's place of actual residence,
official station,. or place of interment. The
cost of transportation shall not exceed the
cost to the place of actual residence or offi
cial station, whichever is more distant.

(b) Death while performing official duties
outside the continental United States. When
an employee dies while performing official
duties outside CONUS, payment is author
ized for the cost of transporting the remains
to the employee's place of actual residence,
official station, or place of interment. The
cost of transportation shall not exceed the
cost to the place of actual residence or offi
cial station, whichever is more distant.

§ 303-2.4 Transportation of remains of
a member of an employee'S Immedi
ate family.

Under the authority of 5 U.S.C. 5742(c).
the head of an agency may authorize pay
ment for transportation of remains of a
member of an employee's immediate family
who dies while residing with an employee
stationed outside the continental United
States.

§ 303-2.5 Allowable costs tor transpor
tation of employee remains.

(a) By common carrier. The allowable
costs for transportation of remains by
common carrier include the costs of:

(1) Movement from place of death to a
mortuary;

(2) Shipping permits;

2-1



§ 303-2.5

(3) Outside case for shipment of remains
(including the sealing of the shipping case
when necessary);

(4) Removal to common carrier;
(5) Transportation of the remains by

common c..lrrier; and

(6) One removal from the common car
rier.

(b) By bearse or means other than common
carrier. Charges for transportation of re
mains overland ·by hearse or means other
than common carrier shall not exceed -the ...
cost of common carrier transportation. Re
imbursable costs include the cost of hearse
or means other than common carrier plus
ferry fares, bridge tolls, and similar charges.
An allowance for an outside shipping case is
not authorized for this conveyance.

§ 303-2.6 Transportation of the Imme
diate family and household goodI.

(a) While stationed outside the continental
United States-(l) GeneraL The cost of
return transportation of the immediate
family and the baggage and household
goods of the decedent and hislher immedi
ate family shall be allowed when an em
ployee dies while he/she is performing offi
cial duties outside CONUS, or while he/she
is in transit to or from that place. Allowable
transportation costs shall not exceed the
costs of returning the immediate family and
the baggage and household goods from the
place where the official duties were per
formed or were to be performed, by the
most direct route, to the decedent's place of
actual residence, or to any other place as
the head of the agency concerned or his/
her designated representative may designate,
provided the cost to the Government shall
not exceed the cost of transportation to the
decedent's place of actual residence.

(2) Time limitations. Travel of the imme
diate family and shipment of household
goods must be undertaken within I year
from the date of death of the employee,

Part 303-2-Allowances

except that an extension of the time for
shipment of household goods may be
granted by the head of the agency or his/
her designated representative if requested
prior to the expiration of the 1-year limit.

(3) Transportation of immediate family.
The transportation of the immediate family
is subject to the provisions of part 302-2 of
this subtitle. I

(4) Transportation of household goods. The
costs allowed for the transportation of
household goods are limited to those pre
scnbed in §§302-8.2and 302-8.4 of this
title. Reference to "employee" in § 302
8.4(e) of this title shall mean the deceased
employee's legal representative or a member
of hislher immediate family when the term
is used in connection with the transportation
of the household goods of a deceased em
ployee.

(b) While stationed in the continental
United States. When an employee stationed
in the continental United States dies while
on temporary duty, transportation expenses
shall not be authorized for hislher immedi
ate family or hislher household goods. The
deceased employee's baggage at the tempo
rary duty point shall be transported at Gov
ernment expense to hislher official station
or place of actual residence.

§ 303-2.7 Transportation of baggage.

The allowable cost for transportation of
personal baggage other than household
goods shall include the expenses actually
and necessarily incurred in transporting per
sonal baggage as prescribed in part 301-5 of
this subtitle. Expenses in connection with I
the transportation of baggage by a privately
owned conveyance which would not have
been incurred if the baggage had been trans
ported by common carrier shall not be al
lowed. Reimbursement for loss or damage
to baggage during transit shall not be al
lowed, nor shall charges for marine and'
other insurance be allowed.

/ . ""
/

/

/
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Chapter 303

§ 303-2.8 Prohibition of payment when
other laws apply.

Payment of allowances provided by this
o chapter shall not be made if payment is au

thorized by arty other law of the United

Amendment 22: 10-03-91
Effective: 11-05-90

§ 303-2.8

States. However, the allowances provided
by this chapter shall not be denied because I
the deceased employee is eligible for burial
benefits as a veteran of the Anned Forces
of the United States.
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Chapter 304

PART 304-1-GENERAL

§ 304-1.2

)

/ '\
)

)

Sec.
304-1.1 Authority.
304-1.2 Applicability.

Authority: 5 U.S.c. 411 1(b); E.O. 11609, July 22,
1971 (36 FR 13747).

§304-1.1 Authority.

This chapter is issued under the authority
of 5 U.S.c. 4111(b).

§ 304-1.2 Applicability.

Subject to the exceptions in 5 U.S.C.
4102, this Chapter 304 applies to civilian

FTR 1989 Edition: 2-23-89
Effective: 5-10-89

officers and employees of executive agen
cies, including the Department of Defense;
independent establishments, as defined in 5
U.S.c. 104; Government corporations, sub
ject to 31 U.S.C. 9101 et seq.; the Library
of Congress; the Government Printing
Office; the Government of the District of
Columbia; and commissioned officers of the
National Oceanic and Atmospheric Admin
istration. All such officers and employees
and all such agencies, independent establish
ments, and departments are hereinafter re
ferred to in this Chapter 304 as "employees"
or "agencies," as appropriate.
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PART 304-2-APPROVAL OF CONTRIBUTIONS OR PAYMENTS')
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FEDERAL TRAVEL REGULATION
Chapter 304

Sec.
304-2.1 Conditions for approval.
304-2.2 Agency responsibilities.

Authority: S U.S.C. 411 I(b); E.O. 1l(,()9, July 22,
1971 (36 FR 13747).

§ 304-2.1 Conditions for approval.

Section 3030) of Executive Order 11348
of April 20, 1967, and the regulations issued
by the Office of Personnel Management
under section 401(b) of that Order, pre
scribe the conditions under which agency
heads may approve the acceptance by em
ployees of contributions and awards inci
dent to training and payments incident to
attendance at meetings, under 5 U.~.C.

4111(a), from the organizations described
therein. These organizations are hereinafter
referred to as "donors."

§ 304-2.2 Agency responsibilities.

Agency heads shall provide adequate
safeguards to ensure that the following reg
ulations are carried out:

(a) Where an approved payment by a
donor fully covers expenses incident to
training in a non-Government facility, or
travel, subsistence, or other expenses inci
dent to attendance at a meeting, the agency
shall not pay for such expenses or shall re
cover payments previously made in the
manner described in paragraph (c) of this
section.

(b) If an approved payment by a donor
does not fully cover expenses described

FTR 1989 Edition: 2-23-89
Effective: 5-10-89
·u.S. G.P.C. 1989-242-804.00006

§ 304-2.2

above, the agency may pay an amount con
sidered sufficient to cover the balance of the
expenses to the extent authorized by law
and regulation, including 5 U.S.C. 4109 and
4110. If an amount in excess of such balance
has been previously paid by the agency,
such amount shall be recovered from the
employee in the manner described below.

I

(c) Recoveries of payments, as provided
above, shall be made in the manner pre
scribed by regulations of the agency con
cerned and shall be issued according to 5
U.S.C. 5514.

(d) No reduction in payment by an
ag~ncy is required where an approved con
tribution or award to an employee covers
types of expenses which the agency is not
authorized to pay. For example, where,an
agency authorizes travel expenses of an em
ployee, including per diem and transporta
tion expenses of hislher immediate family
and household goods and personal effects to
a training location, no .reduction in payment
by the agency is required if an approved
contribution or award covers subsistence ex
penses of the family en route and expenses
incurred by the employee in establishing
himselflherself and the family at the train
ing location.

(e) Expense data shall be obtained from
employees or donors in such detail as the
agency head deems necessary to carry out
this regulation.
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AID HANDBOOK
22

TRANS. MEMO NO.

22:241
EFFECTIVE DATE

April 2, 1986

CHAPTER 11

The Travel Voucher

llA. GENERAL lIe. APPROVAL BY SUPERVISOR

lID. GUIDE FOR PREPARATION

Exhibit IlA - Travel Voucher
(Form SF-lOI2)

Administrative approval of the
travel voucher consists of certifica
tion by the traveler's supervisor that
travel was completed as authorized and
that any special expenses claimed
thereon were necessary to the success
ful accomplishment of the mission.

The Office of Financial Manage
ment has pUblished a Travel Voucher
Preparation Guidebook to assist AID
travelers in the preparation of their
travel vouchers for reimbursement of
expenses incurred during periods of
official travel. The "Guidebook" is
periodically updated and reissued.

****

lIB. PREPARATION AND SUBMISSION

A travel voucher should be
prepared promptly upon completion of
authorized travel. *It is to be pre
pared in original and three (3) copies
and in submission be accompanied with
one (1) copy each of the travel
authorization (form AID 5-8) and u.s.
Government Transportation Request (GTR),
all unused tickets and used ticket
stubs, and all required receipts.* It

'\,should be approved ana submi t ted to
jthe appropriate accounting center no
later than thirty (30) days after
completion of travel.

The Travel Voucher (standard Form
1012) constitutes the legal basis for
payment of claims for reimbursement of
allowable travel and miscellaneous
travel related expenses authorized in
the Travel Authorization and/or by
pertinent governing regulations: i.e.,
Uniform Foreign Affairs Travel Regula
tions, Federal Travel Regulations, or

"Standardized Regulations (Government
~ivilians, Foreign Areas).

(*NEW OR P£VISED MATERIAL*)



AID HAN'D8OOK 22, Exh. l1A

EXHIBIT: ItA

ACCOUNTING a..ASSIFICATiON

1. DEPARTMENT OR ESTABLISHMENT. 2. TYP£ OF TRAVEL 3. VOUCHER NO.

TRAVEl VOUCHER BUREAU DtVISlON OR OFF&CE 0 TEMPORARY DUTY

(Read the Pmmcy Act 0 PE RYAN EI!'iT CHANGE 4. SCHEDULE NO.

Stiltr!m#!nt on the back} OF STATION

Ii. 8 NAUE (/.Mr. fitst. middIIe iftir;.lJ b. SOCIAL SECURITY NO. 6. PERIOD OF TRAVEL

&. FROM b. TO
iii..
>-
C c.•IIAI LING ADDRESS (Iltdlllde ZIP Codd d. OFFICE TE LEPHONE NO. 7. TRAVEL AUTHORIZATIOII
!:. ta. NUIiBERlS) b. DATE(S)
II:.......
>
C

e. PRESENT DUTY STATION t. RESIDENCE (Cry and~JII:..
:10. CHECK NO.

&. TRAVEL ADVANCE 9. CASH PAYMENT RECEIPT 11. PAIDBY
&. o ..~.ng I

8. DATE RECEIVED b. AMOUNT RECEIVED

til. A"""O<d't to be ec>P!'iec1 I $

c. A_ftl d_ G_n.....t
.

c. PAYEE"S SIGNATURE
{AttzhN.' DCMd D06hJ I.

0 B81'8"'Ca ouUtanchnll I

12. GOVERNMENT
~~~::::~~~==~~U:'.ta:='~~':~~e:':=~~~.;fmoo,s.obI~ ~

T-mB"s IniriJ#s
TRANSPORTATION
REQUESTS. OR
TRANSPORTATION ISSUING

C~~~F~~w~~tAstt AGENT"S CAR· POINTS OF TRAVEL

(Lin by number below VALUATION RIER SERVICE DATE
.,tt/ art«h~ OF TICKET

{/nitiMd
ANDACCOM· ISSUED FROM TO

COUpon: if eMIr is us«l MODATIONS
shollll ct.im on~ {al (bl (c} (dl (el (fl
siM.l

13. I certify that this voucher. is true and correct to the best of my knowledge and be'ief, and that payment or credit has not been I
received by me. When applicable, per diem claimed is based on the average cost of lodging incurred during the period covered by I
thIS voucher. I

~~~V~i~~~ \DATE AMOUNT I
ClAIMED~ $ I

NOTE: Falsification of an itr!m in an expense account works a forfeiture of claim (28 U.S.C. 2574J and may result in a fine of not more
than $70,000 or imprisonment for not more than 5 years or both (78 U.S.C. 287: i.d. 'OO'l.

14. This vouchet is approved. Long distance telephone calls, if any, are certified as 77. FOR FINANCE OFFICE USE ONL Y I
necessary in the interest of the Government. (NOTE: If long distance telephone calls COMPUTATION I
a~ ittcluded. the lIPProring official musth_ been authorized in """iting by the 'S I
hullof tIN depMrment or."cy to JO certify (37 U.s.c. 680al.l .. DIFFER·

ENCES, I
IF ANY

APPROVING IDATE
(Explain I

~I~~~:~E ~
and show ·amounrl

·15. LAST PRECEDING VOUCHER PAID UNDER SAME TRAVEL AUTHORIZATION b. TOTAL VERIFIED CORRECT FOR I•. VOUCHER NO. • D.O. SYMBOL IC. MONTH 80 CHARGE TO APPROPRIATION
IYEAR

~ifier's inirials: S I
llli. THIS VOUDtER IS CERTIFIED CORRECT AND PROPER FOR PAYIIENT c. APPLIED TO TRAVEL ADVANCE ·AUTHORIZED

(Appropriation symboll: I
CERTIFYING IDATE

S I
OFFICIAL

~ ISIGN HERE d. NET TO TRAVELER~ $ I
18.

/
/

STANDARD FORM 1012 (REV. 10-71)
Presaibed bJ GSA" FPMR (41 CFR) 101-7



INSTRUCTIONS TO TRAVELER (Unlist,d ittJms aro stJI"tJJCpl,nlltoryJ Compl,f, till. PAGE
i"'orm,fio,,SCHEDULE Col, reJ If till voueller '"eludlll C"",. ['" '"I} Sh,. "no,,' '"",,,dI,""" m.". ;"""."."., ';",00' '00" ...., if fhi. II'

OF plr dillm illicWil"elll lor pillfl th,u rgJ mal' COil, COMI"u,f/o" O~

mllmbtm 01 llmployllll'l onl'l (hi Show lIKp~nlll', luch III: laundry, cleaning and prasslng 01 clolhel, lipi to beliboYl, ,hHf, "Al'11lS
EXPENSES immlldillll lamily. Illow '0' portorl, IIC, (othor Ihlln for meeill.

TRAVEL AUTHORIZATION NO,

AND mllmblln' "Imlll, Iglll,
I (iJ Com"llt\! for por olem Ind Ictull UlDen.. Irlvel,

ilCtU' W Show tOtlllublilllnce upe".. incurred for Ictull upen" Irlvel.

AMOUNTS
lIf1d rlliitionihip to lim. lllfp'fllll mJ Show por dlftm amount, limited 10 mlllimum rite, or if Irlvel on Ictull upen.. , Ihow
plaYllll ilf1d mllritlll mlul tril'llli thl Illnllr of the i1fl'1ount from col. lil or mlllimum rite,

CLAIMED 01 ehlldrlln (unltlll infor, ("J Show upllnUlI, luch III' lu,/limouline flrel, Ilr lire (if purchued wilh Cllh), 10CDI or TRAVELER'S LAST NAME

mltlof1 il ,how" on thll
long dilliincl tollphonl cllil for Government bUlinen, cor renlil. relocltion otl'llr thin

1ravllIIUlhori'lItian,1
IUDlillunclI, ltC,

DATI TIMI DIICftlPTION ITEMIZED SUBSISTENCE E}(PENSES MIL.EAGE AMOUNT CLAIMED
RATE:,,- (Hou, (DtiPilfru"/i,,I'I,1 cit'l, Pllf dillm MEALS MISCEL.·

~
inri computiltltm, 0' oth" lllfplilfliltiort, L.ANEOUS TOTAL.

MIl-EAQ! SUBSISTENCE OTHER
,m/pmJ O''lIfPtlfllll; O'U:AIC' SUBSIS L.ODGINO SUBSISTENCE NO,OF

'tJ? L.UNCH DINNER TOTAL. T7~CE
EXF'ENSE MIL.ES

II) ~bJ 'el (,J (fJ (gJ (iJ fIJ (kJ (IJ (mJ (nJ

I I I I I I i I I II
I

I !
I I I I
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If aaaltJonlll.poee I' roqulr"d, Clontlnu. on anot1l.r SF fOf24~ BACK, leaving Ihe 'ronl blank, TOTALS. I I I
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C HAP T E R 12

Ace E PTA NeE 0 F T RAY E LEX PEN S E S

FRO M P R I Y ATE SOU R C E S

12A. Purpose

This chapter defines A.I.D.ls policy and procedures concerning
acceptance from non-federal sources of travel expenses incurred by
employees in carrying out their official duties. For travel taking
place entirely outside the United States and funded by a foreign
government, see A.I.D. Handbook 24, Chapter 2, Attachment 20.

12B. Definitions

1. Non-federal source refers to any private or pUbl ic organization,
association, corporation, individual, international organization or any
governmental unit other than the U.S. Federal Government.

2. Cash means currency, coin, checks, drafts or other commercial paper
which-,s-convertible into currency or coin.

3. Services in kind refers to transportation, meals, lodging and other
items related to such travel and transportation.

12C. Legal Authority

1. Travel expenses reimbursement p~ments from non-federal sources for
expenses incurred in carrying out official duties can only be accepted
by the Agency on the employee's behalf. The employee may not personally
accept the travel expenses without potentially violating lHlU.s.c. 209.

2. A.I.D. may accept payment in cash or services in kind from
non-federal sources for employees' travel expenses under its gift
authority in section 635(d) of the Foreign Assistance Act of 1961, as
amended (the II FAA II ) \'/hich provides:

liThe Presi dent m~ accept and use in furtherance of the purposes of thi s
Act, money, funds, property and services of any kind made available by
gift, devise, bequest, grant or otherwise for such purpose. 1I
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3. The Agency may authorize an employee to accept payment in cash or
services in kind from nonprofit, tax-exempt organizations in order to
attend meetings pursuant to 5 U.S.C. 4111 and only in accordance with
OPM regulations (5 CFR 410.701-706), which require prior written
authorization and that such acceptance of the expenses does not create
an actual or apparent confl ict of interest.

120. Pol icy

•

•

1. As a general rule, the travel expenses incurred by an A.I.D.
employee in carrying out official responsibilities should be paid from
Agency appropriations. A.I.D. employees shall not solicit the payment •
of travel expenses from non-federal sources. The acceptance of travel
expenses from non-federal sources may be authorized only when the
approving official finds that the travel is in the best "interests of the
Govern- mente Ordinarily, if participation warrants the expenditure of
official time, it also warrants the expenditure of A.I.D. travel funds.

2. The employee is ultimately responsible for obtaining appropriate
advance approval in accordance with these procedures.

3. The officer who approves the employee1s travel (generally the
employee1s supervisor) is responsible for:

a. Determining that the travel is in the best interests of the
Government, not merely the individual employee, and that the time of the
concerned employee, while working on official Government time and in
official pay status, can most profitably be spent in making the trip; and

b. Recommending the acceptance of travel expenses to the
appropriate approving officer (generally the EMS or Executive Officer)
who has the authority to approve acceptance of such payments.

4. The approving officer (as indicated in Section 12E.2) is
responsible for obtaining GC/EPA clearance before approving acceptance.
*Also, at the time the request for GC/EPA clearance is made, the
approving officer is responsible for advising GC/EPA whether or not the
organization offering to pay travel expenses has done, or is seeking to
do, business with the traveler's bureau or office.*

5. Acceptance will be permitted only:

a. where acceptance

•

•
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i. would not reflect unfavorably on the ability of the
traveling employee to carry out his or her official duties in a fair and
objective manner; and

11. would not compromise the honesty and integrity of U.S.
Government programs or of A.I.D. employees and their official actions or
decisions; and

111. would not create the appearance of a conflict of
interest for the traveling employee; and

iv. would otherwise be proper and ethical for the employee
concerned under the circumstances in the particular case, and

b. where the travel expenses are not being paid from an A.I.D.
grant or contrac t.

6. When travel expenses are being accepted pursuant to the Agency's
gift acceptance authority, the travel i ng employee may personally accept
"serv ices in kind" such as an airline ticket, meals or a hotel room.
The employee may not directly accept cash from a travel sponsor as
payment or reimbursement for travel expenses. Such pqyment or
reimbursement must be made directly to the A.I.D. cashier. The only
exception to this rule is when the donor is a tax-exempt organization
under 26 U.S.C. 501 (c)(3) and no other method of reimbursement is
possible. In these rare instances, the traveling employee may
personally accept cash to cover the travel expenses to attend a meeti ng,
but the cash recei ved must not exceed the standard U.S. Government
subsistence rate for the locality.

7. An employee mqy not accept an honorarium or fee from a non-federal
source for performing-oTficial duties. If an employee is offered an
honorarium, he or she mqy suggest that the money be paid into the U.S.
Treasury or donated to A.I.D. or to a charity in the n~ne of the
sponsoring organization, not in the name of the employee. The employee
may not designate to whom~e honorarium should be donated. (See
Handbook 24, Chapter 2, Attachment 2E.)

8. When an employee's travel expenses are being furnished by a
non-federal source pursuant to section 635(d) of the FAA, the travel
expenses of the employee's spouse and/or f~ily members may not be paid
by that non-federal source unless the travel of the spouse orramily is
necessary to further an interest of the Government.
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12E. Procedures

1. A Travel Authorization (TA) must be executed in advance for all
travel performed in whole or in part on official time, even if the
travel is at "no cost" to the Agency. An unl imited/l imited open
(blanket) TA cannot be utilized wilen travel expenses are being provided
by a non-federal source; in such a case a separate TA must be executed.
The TA must state specifically what expenses are being accepted by the
traveling employee, from whom, and under what authority; e.g., liThe
airline ticket and hotel room are being provided by X Corporation and
are being accepted by the Agency pursuant to the gift authority of
Section 635{d) of the Foreign Assistance Act of 1961, as amended. II

2. Acceptance of p~ment of travel expenses shall be approved in
advance of travel in writing on the TA by the appropriate approving
authority (generally the EMS or Executive Officer).

a. Such officer must make the determination that acceptance would
be in accordance with A.I.D. policy set forth earlier in this chapter.

b. In addition, the approving officer must get clearance in
writing on the TA from the Office of the Assistant General Counsel for
Employee and Public Affairs (GC/EPA) to assure that acceptance is proper
and ethical. U.S.A.I.D. Missions must subnit a detailed request for
GC/EPA clearance via telegram in advance of travel. *"The request for
clearance will indicate whether or not the organization offering to pay
travel expenses has done, or is seeking to do, business with the
traveler1s bureau or office and, if so, the extent to which the traveler
has duti es and responsi bil i ti es i nvol vi ng the organi zati on. "*

3. The Travel and Transportation ~1anagement Division of the Office of
Management Operations (M/SER/MO/TTM), A.I.D./W or the U.S.A.I.D.
Executi ve/Management office i ssui ng the TA will send a copy of the
approved TA to the Employee Services Division of the Office of Financial
Management (M/FM/ESD), A.I.D./W, where it will be assigned a sequential
number and placed in a consolidated file by fiscal year for internal
control and record-keeping purposes.

4. Wilen the non-federal source wi shes to reimburse the Agency rather
than provide "serv ices in kind" to the traveling employee, the employee
may obtai n a travel advance. The employee must i nfonn the donor that
the reimbursement check shoul d be made out to A. I. D., shoul d i ncl ude the
traveler's name and TA number, and should be sent to the A.I.D. cashier,
Office of Financial Management, Washington, DC 20523.

•

•

•

•

•
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5. *These procedures do not apply to lIin-country ll transportation to
and from project si tes overseas provided by A.LD. contrac tors/grantees;
Acceptance of such travel without reimbursement to the organi zation must
be approved by someone other than the traveler, generally, the Mission
Executive Officer.*

*6.* Upon conclusion of the travel, the traveling employee must prepare
and submit a travel voucher in the normal fashion. The employee will
indicate the total cost claimed and/or the type of lIin-kind ll services
(or in the case of a 501 (c)(3) donor the cash amount} received from the
private source. The voucher shall then be forwarded to M/FM/ESD,
A.I.D./W or the U.S.A.I.D. Controller, as appropriate, where it will be
reviewed and processed. In the event the cash amount received exceeds
the standard locality entitlement, rVFM/ESD or the U.S.A.LD.
Controller, as appropriate, will request reimbursement from the traveler.
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INDEX TO THIS H~~DBOOK

This index is derived from the Master Index to the AID Handbook series issued
under TM HI: 2.

The underlying approach to the Master Index is one of unity, with the series
of AID Handbooks considered as a single entity in which topics may appear in
one, or more than one, of the component vol urnes.

Each entry in the Master Index that includes a reference to this Handbook is
reproduced here in its entirety, thus providing both a guide to this Handbook
and useful references to other Handbooks.

The formats for location citations are intended to match their appearance on
the Handbook pages. Beyond the standardized Handbook number with its
foll owing colon, the ci tati ons used in the index refl ect the different fonnats
used in the individual Handbooks themselves.

UNDERSTANDING THE CITATIONS

The standard codes and messages that appear throughout the index, and their
exceptions, are defined in this section. It is recommended that all users
read this section before using the index.

LOCATION CITATIONS

The location citations are grouped in the following pattern:

Handbook number, colon, Chapter number, Paragraph letter, and further
breakdown where needed.

The abbreviations such as~. for Appendix; Att. for Attachnent; and~. for
Supplement are also included in the citations-wherever necessary.

Special cases and cross reference messages are described on the following page.

An example of the format used is as follows:

AID Financed Export Opportunities 1B:23A2a(3); 15:10C1a(l)

/

where the tenn "AID Financed Export Opportunities" is located in Handbook No.
1B, Chapter 23, section Ala(3); and Handbook 15, Chapter 10, Section C1a(1).



SPECIAL CASES

Although the majority of the location citations follow the pattern described
previously, there are these exceptions:

o In some of the Handbooks, a majority of the text is reprinted from
the Foreign Affairs Manual (FAM). All FAM citations are marked by a
.,. sign before the section number.

o A major portion of Handbook 14 is composed of the Federal Acquisi
tion Regulation (FAR). All citations to this publication are cited
as 14:FAR(section number).

o Three Handbook supplements that are basically separate volumes are
cited as, 18: (Procurement Policy), 3A: and 38: (Project Managers
Guidebook).

o In Handbooks which contain both Parts as well as Chapters, the Roman
numeral Part number is separated from the Arabic Chapter number by a
dash (-). For example: 21:I-2A8, a citation to Chapter 2 of Part I
of Handbook 21.

CROSS REFERENCES

These references provide direction for selection of index terms:-

A ·see· reference points from an unused term to the one that is used.

·x· is the reverse of see (do not bother to look) and provides a guide
to terms that are not used in the index.

·see also· points to terms that are closely related.

•

•

•

•
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o

Actual subsistence allowance

Additional consumab1es

Advance family travel

Advance of Funds

Advanced travel allowances see
Travel advances

22:6C; 22:App.9A#157

22:App.9A#162.3

22:App.9A#126.1; 22:App.9A#126.2;
22:App.9A#H126

22:Ex.4A

AID personnel
visa requirements

see also Foreign Service personnel
22:5E

o
AID/W management responsibilities

passports

Air transportation
foreign flag airlines
rest periods

22:5G; 22:5H

1B:7C; 14:FAR47.4; 15:2G2b; 22:7A4a
22 :Ap p.9A# 13 5.5
22:7A6; 22:App.9A#133.4

o

Allowable personal expenses
baggage allowances
layettpc;
storage (personal effects)
transportation of personal effects
travel allowances

actual subsistence allowance
per diem allowances
use of privately owned motor vehicle

Allowances
domestic relocation allowance
travel allowances

x Differentials

22: Ap P.9A# 14 7
22 : Ap p.9A# 14 7.3
22:App.9A#172
22 : Ap p.9A# 161
22:App.9A#141
22:6C; 22:App.9A#157
22:6B; 22:App.9A#150
22:App.9A#145

11 :Ap p.4A3; 13: Ap p.4C13; 26: 13
22:App.9A#148; 26:13F11
22:6; 22:App.9A#141

Amendment procedures
passports
travel authorization

22:5C
22:3E2; 22:App.9A#121

o
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I

American flag transportation see
U.S. flag transportation ---

Application and Account for Advance of Funds 22:Ex.4A

Approval
travel authorization 22:3D

Automobiles see t1otor vehicles

-B-

Baggage allowance
unaccompanied baggage

Bill of Lading

Bus travel

22:App.9AH147; 22:7A7
22:App.9A#147.2

15:7B4; 22:App.9A#162.4

20:4G3; 22:8

o

-c-
Chartered transportation

Claims
damage c1aims

Claims regarding personal effects
general average claims

JB: 7E; 15: 2G 2c; 22: 7A4b

1B:24; 9:8
16:6H; 22:App.9A#164; 23:App.10A#317

20:2; 22:App.9A#164; 23:10; 31:#976
19:12C; 22:App.9A#183.1

-0

Claim types
claims regarding personal effects

x Types of claims

Computation of per diem allowances

Crisis management see_ Emergencies at missions

19:12C; 20:2; 22:App.9A#164; 23:10;
31:#976

22:App.9A#155 o
Customs regulations 14:FAR25.6; 22:App.9A#168.3;

22 :Ap p•9A# 18 3•2

o
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-0-

o

o

o

Damage claims
personal effects

Death of a family member

Death of an AID employee

Delegations of authority
travel authorization

Dependent travel
advance family travel
death of a family member
death of an AID employee

Differentials see Allowances

Diplomatic passports

Domestic relocation allowance

Educational travel

Emergencies at missions
evacuation plans

x Crisis management

Emergency travel

Estimated weight (personal effects)

Ev acua t ion plans

Evacuation travel

-E-

22:App.9AH164; 23:App.l0AH317

22:App.9AH126.S-S; 29:App.1HH699.S-4;
29:2CS

22:App.9AH182.2; 22:App.9AH126.S-1;
29:2C; 31:H974.2-9

S:ALL
22:3B; 22:App.9AH121

22:App.9ACir.; 27:5E
22:App.9AH126.1; 22:App.9AHH126
22:App.9AH126.5-S; 29:App.1HH699.5-4
22 :Ap p.9AH 12 6. 5-1

22:SA2; 22:582; 2S:9G

22:App.9AH148.6

22:9H

23: 12
22:App.9AHH125.4; 23:12C; 23:12D

22:9K; 22:App.9AH128.6; 29:1L;
29: App. 1HH699.5

22:App.9AH162.1; 22:App.9AHH162

22:App.9AHH125; 23:12C; 23:12D

22:App.9A#H125
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Exceptions
travel allowances 22:3C; 22:9A#121.1-4

l5:4D3e; 15:App.G5; 22:App.9A#H162;
22:App.9A#168.2
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u

Federal Travel Regulations

First class accommodations

Foreign flag travel/transportation

Foreign Service personnel
Foreign Service travel

Foreign Service travel
U.S. flag transportation

see also Overseas travel

Form AID 5-8

General average claims

Geographic source requirements

waivers

Glossaries see Terminology

Ground transportation
bus travel
taxicabs
train travel

High rate areas

-F-

22:10

22 :Ap p•9A# 146.4

22:App.9A#134.2; 22:App.9A#135

22:9

22:9
22:9C; 22:Cir.App.9A

22:Ex.7A

-G-

19:12C; 22:App.9AH183.1

lB:4C; 18:5; 4:5B3; 11:3.2.6; l3:1U5;
14:725.7; 15:2B
lB:4C2d; lB:584; 11:3.2.6.1.3;
15:2B6a(2)(a); 22:App.9A#165.9-1

20:4G3; 22:8
22:7A4e; 22:88
22:7A4c

-H-

22:Ex.6A; 22:Ex.6C; 22:App.9A#158

o

o

o



High value items (personal effects) 20:Att.2A#313; 22:App.9A#172

27:5; 27:5#450
22:Cir.App.9A; 22:App.9A#132.2-2;
27:5E

o
AID HANDBOOK

Home leave
dependent travel

22 l Trans. MeRlO. No.
22:298

-1-

Effective Date
November 9, 1988

Page No.
Index-5

o

C)

o

Interrupted travel

Invitational travel

Layettes

Legal authority
travel/transportation

Limits on shipment/storage

Local travel

Maximum per diem rates

~1ed ica1 trave 1

Mission operation
passports

x Overseas support

Mixed travel

-L-

-M-

22 :Ap p•9A# 13 3

22:Ex.4B; 22:7B

22 :Ap p•9A# 14 7•3

22:App.9A#180

22:App.9A#162

22:8

22:App.9A#154.3-3

22:9L; 22:App.9A#125.6

23:ALL
22:51

22:6C4

f10des of travel see Transportation modes



Motor vehicles
geographic source requirement

waivers

privately owned motor vehicles
allowable personal expenses
storage
transportation

x Automobiles

18:4C2; 11:2.5.5; 15:286
18:4C2d; 15:286a(2)(a);
22:App.9A#165.9-1

22:App.9A#145.4
22 :Ap p•9A# 174
22:App.9A#165.1; 22:App.9AHH167

Page No.
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November 9, 1988
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o

Non-U.S. passports

Notice of Shipment of Effects

Ocean transportation

Official passports

Overburdened posts/travel advisory

Overseas support see mission operation

Overseas travel
per diem allowances
U.S. flag transportation

-N-·

22:585

22:App.9AHH165.8

-0-

18:78; 13:App.4C16; 13:App.4D16;
14:FAR47.5; 15: 2G2a; 15: 7;
22:App.9AH134

22:583

22:Ex.38; 22:Ex.3C

22:9
22:Ex.6B
22:App.9AH134.1

o

()

Passports
AID/W management responsibilities
amendm~nt procedures
diplomatic passports
mission operation
non-U.S. passports
official passports

-P-

22:5
22:5G; 22:5H
22:5C
22:5A2: 22:582; 25:9G
22:51
22:585
22:583

o
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Performance of travel see Transportation modes

Personal effects
additional consumables
damage claims
estimated weight
high value items
limits on shipment/storage
storage
transportation of personal effects

x Private personal property

o

o

.~\

I."-....

Per diem allowances

computation of per diem allowances
overseas travel

maximum per diem rates
U.S. travel

high rate areas
maximum per diem rates

Personally owned firearms/ammunition

Personnel transfer
x Transfer

Policy statements
travel advances

Private personal property see
Personal effects ---

Private transportation

Privately owned conveyance see
Privately owned motor vehicleS

Privately owned motor vehicles
storage
transportation of privately owned motor
vehicle
use of privately owned motor vehicles

x Privately owned conveyance

22:6B; 22:Ex.6A; 22:Ex.6B;22:Ex.6C;
22: App. 9A#150
22 :Ap p.9A# 15 5

22:Ex.6B

22:Ex.6A; 22:Ex.6C; 22:App.9A#157.2
22:App.9A#154.3-3

22:App.9A#162.3; 22:App.9A#H161.4
22:App.9A#164; 23:App.10A#317
22:App.9A#162.1; 22:App.9A#H161.1-2
20:Att.2A#313; 22:App.9A#172e
22:App.9A#162
22:9G3f(l); 22:App.9A#170
22:9G; 22:App.9A#160

22:App.9A#183.2-2

19:14B8; 22:App.9A#125.9; 25:6F3

22:4Bl

22: 7A4d

22:App.9A#174
22:App.9A#165.1; 22:App.9A#H167

22: 7A4d



Processing procedures
transportation of personal effects
travel advances
travel authorization
Procurement Standards

Public transportation
bus travel
train travel

Page No.
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Effective Date
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22 :Ap p.9AH H160
22:4C; 22:App.9AH129.1-6
22:3El; 22:7C; 22:App.9AH129
13:App.4C13; 22:App.9AH128;
22:App.9AH129

22:8
22:8
22:7A4C

-R-

c

o
Rand R travel
x Rest and recuperation

Recovery of unused travel advances

Representational travel

Rest and recuperation see Rand R

Rest periods

Storage
personal effects
privately owned motor vehicle

Storage facilities

Taxicabs

Temporary duty travel

Terminology
travel/transportation

x Glossaries

-S-

-T-

22:91; 29: Hi

lO:15E; 19:7D5d; 22:482

22:App.9AH127

22:7A6; 22:App.9A#132.4

22:9G3f(1); 22:App.9A#170
22:App.9A#174

9:7E2; 22:App.9A#H173

22:7A4e; 22:88

22:7

22:2

o

o

r\
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Tra-in travel
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22: 7A4c

o

Transfers see Personnel transfer

Transportation contracts

Transportati on modes (personnel)
air transportation
chartered transportati on
ground transportation

bus travel
taxicabs
train travel

ocean transportation
public transportation
use of privately owned motor vehicle

x Modes of travel; Performance of travel

Transportation of personal effects
bill of lading
customs regulations
estimated weight
export packing
processing procedures

Transportati on of pri vate1y Ott/ned motor
vehi c1 es

Travel
advance family travel

Federal Travel Regulations
first class accommodations
Foreign Service travel
Procurement standards'

transportation contracts
transportation modes
travel advances
travel agents
travel allowances
travel authorization

travel clearances
trave1 fundi n9
travel purpose
trave1 vouchers

14:FAR47.2; 14:FAR47.3; 22:7A4f

22:7; 22:App.9A#131c
22:7A4a; 22:7A6; 22:App.9A#135
22:7A4b

22:8
22:7A4e
22:7A4c
22:App.9A#134
22:8
22 :7A4d

22:9G3; 22:App.9A#160
22:App.9A#162.4; 22:9G5e(1)
22:App.9A#168.3; 22:App.9A#183.2
22:App.9A#H161.1-2; 22:App.9A#162.1
22:App.9A#168.2; 22:App.9A#H162
22:App.9A#H160

22:App.9A#165; 22:App.9A#H167

22:App.9A#126.1; 22:App.9A#126.2;
22:App.9A#H126
22: 10
22:App.9A#146.4
22:9; 22:App.9A
13:App.4C13; 22:App.9A#128;
22:App.9A#129; 13:App.4D15
22:7A4f
22:App.9A#134; 22:App.9A#135
22:4
22: App. 9A#128.2
22: App.9A#] 40
22:3; 22:98; 22:App.9A#121.3;
22:App.9A#129.1
22:3H; 22:3Ex.D; 22:7A2
22:7A1
22:9; 22:App.9A#125; 30:1C; 20:Att.2J
22 :11
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Travel advances
Application and Account for Advance of
Funds
policy statements
processing procedures
recovery of unused travel advances

x Advanced travel allowances

Tra ve1 agents

Travel allowances
actual subsistence expense allowance
exceptions
mixed travel
per diem allowances

use of privately owned motor vehicle

Tra ve1 authori zat i on

amendment procedures
approval
Checklist for AID/W Travel Authorizations
delegation of authority
processing procedures

Travel clearances

Travel purpose
appointment
educational travel
emerge ncy travel

evacuation travel
home leave travel
invitational travel
medical travel
personnel transfer
representational travel
temporary duty travel
visitation travel

Trave1 vouche rs

22:4
22:Ex.4A

22:4B1
22:4C
10: 15E; 19: 705d; 22: 4B2

22: App. 9A#128. 2

22:6; 22:App.9A#140
22:6C; 22:App.9A#157
22:3C; 22:App.9A#12l.3-4
22:6C4
22:6B; 22:Ex.6A; 22:Ex.6B; 22:Ex.6C;
22:App.9A#150
22:7A4d

l2:1C3; 22:3; 22:9B;
22:App.9A#12l.3-4; 22App.9A#129
22:3E2; 22:App.9A#124
22:3D
22:Ex.7A
22:38; 22:App.9A#121.3-l
22:3E1; 22:7C

22:3H; 22:Ex.3D; 22:7A2

22:9
22: App. 9A#125. 8
22:9H
22:9K; 22:App.9A#128.6; 29:1L;
29: App.1 H#699.5
22:App.9A#H125
22:App.9A#125.5
22:Ex.4B; 22:7B
22:9L; 22:App.9A#125.6
22:App.9A#125.9
22:App.9A#127
22:7
22:9J; 29:1K; 29:App.1H

22: 11
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Travel/transportation
interrupted travel
legal authority
Procurement standards

travel agent
terminology

see also Travel; Transportation of personal

Two career couples see Tandem couples

Types of claims see Claim types

-u-
Unaccompanied baggage

U.S. flag transportation

Foreign Service travel
overseas travel

x American flag transportation

u.S. Government Transportation Request

U.S. travel
high rate areas
maximum per diem rates

Use of privately owned motor vehicle

-V-

Visa requirements
AID personnel

Visitation travel

-w-

Waivers
geographic source requirements

motor vehicles
travel allowances

~ee also Lxceptions

22:ALL
22:App.9A#133
22:App.9A#180
13:App.4C13; 22:App.9A#128;
22:App.9A#129; 13:App.4D15
22:App.9A#128.2
22:2

effects

22 :App •9A# 14 7•2

1B:7; 11:2.5.7; 11:3.2.7; 14:FAR47;
15:7C7; 22:9
22:9C; 22:Cir.App.9A
22:App.9A#135.2

22:App.9A#H127

22:9
22:Ex .6C
22:App.9A#154.3-3

22:App.9A#145; 22:7A4d

22:5E

22:9J; 29:1K: 29:App.1H

3B:App. E
1B: 5B4; 11: 3.2.6. 1.3
1B:4C2d; 22:App.9A#165.9
22:3C; 22:App.9A#156.7






