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COMPUTE TOTAL AS FOLLOWS:
MULTIPLY TOTAL NUMBER OF ROUND TRIPS BY $3.00
MULTIPLY TOTAL NUMBER OF ONE WAY TRIPS BY $1.50
ENTER RESULTS IN APPROPRIATE BLOCKS AND ADD FOR TOTAL

GENERAL SERVICES ADMINISTRATION *6$�)250��������������
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INSTRUCTIONS FOR COMPLETING GSA FORM 3601
�� ���&)5�3$57���������(DFK�)HGHUDO�HPSOR\HH�LV�UHVSRQVLEOH�IRU�KLV�KHU�GDLO\�FRPPXWLQJ�FRVWV�WR�DQ\�SODFH�ZLWKLQ�WKH�ORFDO�FRPPXWLQJ�DUHD�ZKHUH

WKH�HPSOR\HH�LV�DVVLJQHG�WR�ZRUN���(PSOR\HHV�ZKR�DUH�SURYLGHG�ZLWK�RQH�WR�ZRUN�ZRUN�WR�KRPH�DXWKRUL]DWLRQ�DUH�UHTXLUHG�E\�ODZ�WR�PDLQWDLQ�D�UHFRUG

RI�VXFK�WULSV���*6$�KDV�GHWHUPLQHG�WKDW�D�PRQWKO\�ORJ�EH�XVHG�

�� 7'<�75$9(/�� �7KH� UHJXODWLRQV� GR�QRW� DSSO\� WR�SHUVRQV�RQ�7'<�VWDWXV�RXWVLGH�WKH�FRPPXWLQJ�DUHD���,Q�WKRVH�LQVWDQFHV�ZKHQ�LW� LQFUHDVHV�WKH

HIILFLHQF\�DQG�HFRQRP\�IRU�WKH�*RYHUQPHQW��D�YHKLFOH�FDQ�EH�GULYHQ�KRPH�LQ�FRQMXQFWLRQ�ZLWK�7'<�WUDYHO�WKDW�LV�WR�EH�SHUIRUPHG�WKH�IROORZLQJ�GD\

ZKHQ�DXWKRUL]HG� RQ�WKH�*6$�)RUP�����2IILFLDO�7'<�7UDYHO�$XWKRUL]DWLRQ���WKLV�DXWKRULW\�ZRXOG�DSSO\�ZKHQ�WKH�HPSOR\HH�LV�WUDYHOLQJ�IURP�KLV�KHU

UHVLGHQFH�LQ�D�GLUHFWLRQ�DZD\�IURP�WKHLU�QRUPDO�ZRUN�VLWH�DQG�WLPH�LV�D�IDFWRU���$SSURYDO�IURP�WKH�$GPLQLVWUDWRU�LV�QRW�UHTXLUHG�

�� $33529$/�� � (DFK� HPSOR\HH� PXVW� KDYH� DXWKRULW\� IURP� WKH� $GPLQLVWUDWRU� EHIRUH� XVLQJ� D� *RYHUQPHQW� YHKLFOH�� ERWK� OHDVHG� DQG� RZQHG�� IRU

WUDQVSRUWDWLRQ�KRPH�WR�ZRUN�ZRUN�WR�KRPH�H[FHSW�ZKHQ�RQ�7'<�WUDYHO���7KH�XVH�RI�KRPH�WR�ZRUN�DXWKRUL]DWLRQ�LV�OLPLWHG�WR�SHUVRQV�HQJDJHG�LQ�ILHOG

ZRUN��RU�WR�RWKHU�SHUVRQV�ZKHQ�WKHUH�LV�������D�FOHDU�DQG�SUHVHQW�GDQJHU������DQ�HPHUJHQF\��RU�����D�FRPSHOOLQJ�RSHUDWLRQDO�FRQVLGHUDWLRQ�

�� ),(/'�:25.���)LHOG�ZRUN�PHDQV�RIILFLDO�ZRUN�SHUIRUPHG�E\�DQ�HPSOR\HH�ZKRVH�MRE�UHTXLUHV�WKH�HPSOR\HH
V�SUHVHQFH�DW�YDULRXV�ORFDWLRQV�WKDW�DUH

DW�D�GLVWDQFH�IURP�WKH�HPSOR\HH
V�SODFH�RI�HPSOR\PHQW�RU�DW�D�UHPRWH�ORFDWLRQ�WKDW�LV�DFFHVVLEOH�RQO\�E\�*RYHUQPHQW�SURYLGHG�WUDQVSRUWDWLRQ���7ULSV

WKDW�DUH�ZLWKLQ�WKH�ORFDO�FRPPXWLQJ�DUHD�DUH�FRQVLGHUHG�ILHOG�WULSV�ZKHQ���25�025(�VWRSV�DUH�VFKHGXOHG���2QH�GD\�QRQ�SHU�GLHP�WULSV�WR�D�VLQJOH

ORFDWLRQ�RXWVLGH�WKH�ORFDO�FRPPXWLQJ�DUHD�DUH�DOVR�FRQVLGHUHG�ILHOG�WULSV���7KLV�ILHOG�ZRUN�GHILQLWLRQ�DSSOLHV�WR�HPSOR\HHV�ZKR�SHUIRUP�ILHOG�ZRUN�RQ�D

UHJXODU� EDVLV� DV�ZHOO� DV� WKRVH� HPSOR\HHV�ZKR� UHTXLUH�RFFDVLRQDO�KRPH�WR�ZRUN�WUDQVSRUWDWLRQ�XQGHU�WKH�WKUHH�VLWXDWLRQV�OLVWHG�LQ�SDUD����DERYH��

7UDQVSRUWDWLRQ�VKRXOG�EH�SURYLGHG�RQO\�RQ�GD\V�ZKHQ�WKH�HPSOR\HH�DFWXDOO\�SHUIRUPV�ILHOG�ZRUN�RU�KDV�D�QHHG��DQG�WKHQ�RQO\�WR�WKH�H[WHQW�WKDW�VXFK

WUDQVSRUWDWLRQ�ZLOO�VXEVWDQWLDOO\�LQFUHDVH�WKH�HIILFLHQF\�DQG�HFRQRP\�RI�WKH�*RYHUQPHQW�

�� 0$,17$,1,1*�/2*6��

�D� $� ORJ� PXVW� EH�PDLQWDLQHG� XVLQJ�*6$�)RUP������ IRU� HDFK� LQGLYLGXDO�ZKR�KDV�EHHQ�SURYLGHG� DXWKRULW\� E\� WKH�$GPLQLVWUDWRU� WR�XVH� D

*RYHUQPHQW�YHKLFOH�LQFOXGLQJ�UHQWDO�YHKLFOHV��IRU�HDFK�KRPH�WR�ZRUN�ZRUN�WR�KRPH�WULS���$Q�HPSOR\HH�ZKR�KDV�KRPH�WR�ZRUN�DXWKRUL]DWLRQ�PD\�HOHFW

WR�VKDUH�VSDFH�LQ�D�*RYHUQPHQW�SDVVHQJHU�FDUULHU�ZLWK�RWKHU�LQGLYLGXDOV�RQ�D�VSDFH�DYDLODEOH�EDVLV��SURYLGHG�WKDW������WKH�SDVVHQJHU�FDUULHU�GRHV�QRW

WUDYHO� DGGLWLRQDO� GLVWDQFHV� DV� D� UHVXOW�� DQG�����WKH�SDVVHQJHU�DOVR�SRVVHVVHV�KRPH�WR�ZRUN�DXWKRUL]DWLRQ�IRUP�WKH�$GPLQLVWUDWRU�IRU�KRPH�WR�ZRUN

WUDQVSRUWDWLRQ�� � $� VHSDUDWH� ORJ� PXVW� EH� PDLQWDLQHG� RQ� HDFK� LQGLYLGXDO� ZKR� VKDUHV� � VSDFH� LQ� D� *RYHUQPHQW� YHKLFOH� IRU� WKHLU

KRPH�WR�ZRUN�ZRUN�WR�KRPH�WUDQVSRUWDWLRQ�

�E�&RSLHV�RI�WKH�ORJV�PXVW�EH�PDLQWDLQHG�LQ�WKH�RIILFH�RI�WKH�KHDG�RI�HDFK�&2�RU�5HJLRQDO�6HUYLFH�RU�6WDII�2IILFH�IRU�HDV\�DFFHVV�IRU�DXGLW�

�F� (DFK�SDJH�RI�WKH�ORJ�PXVW�EH�VLJQHG�E\�WKH�HPSOR\HH�DQG�WKH�FRQWUROOLQJ�RIILFLDO��'LYLVLRQ�'LUHFWRU�RU�HTXLYDOHQW��ZLWKLQ�WKH�RUJDQL]DWLRQ�

�� 5(3257,1*�72�3$<52//�)25�7$;�385326(6������&)5�6HF����������UHTXLUHV�WKDW�FHUWDLQ�HPSOR\HU�SURYLGHG�IULQJH�EHQHILWV�EH�FRQVLGHUHG�DV

LQFRPH� IRU� WD[� SXUSRVHV�� � 7KH� RULJLQDO� FRS\� RI� DOO� ORJV�PXVW�EH� VXEPLWWHG� WR� WKH�2IILFH� RI� )LQDQFH� RQ�D�PRQWKO\�EDVLV�� VHH�2IILFH� RI� )LQDQFH

LQVWUXFWLRQV�

�� 5(3257,1*�72�&21*5(66���$�FRS\�RI�WKH�FRPSOHWHG�ORJV�IRU�RWKHU�WKDQ�ILHOG�ZRUN�HPSOR\HHV�RQO\��VHH�SDUD����DERYH��PXVW�DOVR�EH�SURYLGHG�WR

WKH�2IILFH�RI�0DQDJHPHQW�6HUYLFHV��&$��PRQWKO\�IRU�UHSRUWLQJ�WR�&RQJUHVV�ZKHQ�WKH�HPSOR\HH�XVHV�KRPH�WR�ZRUN�WUDQVSRUWDWLRQ�

�� /2*�(175,(6�

7RS� 6HFWLRQ� �� 6HOI� H[SODQDWRU\�� � 7KH� GHWHUPLQDWLRQ� QXPEHU� DQG� GXUDWLRQ� RI� DXWKRUL]DWLRQ� LV� REWDLQHG� IURP� WKH� GRFXPHQW� WKDW� SURYLGHG� WKDW

$GPLQLVWUDWRU
V�DSSURYDO�

%RWWRP�6HFWLRQ��

�� 8VH�RQH�OLQH�IRU�HDFK�GD\�WUDQVSRUWDWLRQ�LV�SURYLGHG�

�� (QWHU�VKRUW��FRQFLVH�H[SODQDWLRQ�RI�WKH�FLUFXPVWDQFHV�

�� &KHFN�ZKHWKHU�ILHOG�ZRUN�RU�RWKHU�WKDQ�ILHOG�ZRUN�

�� (QWHU�OLFHQVH�WDJ�QXPEHU�RI�WKH�YHKLFOH�XVHG�

�� &KHFN�ZKHWKHU�WKH�GDLO\�HQWU\�LV�D�RQH�ZD\�RU�URXQG�WULS�

�� &RPSXWH�WKH�WRWDO�WULSV�

�� (PSOR\HH�DQG�&RQWUROOLQJ�2IILFLDO��'LYLVLRQ�'LUHFWRU�RU�HTXLYDOHQW��PXVW�VLJQ�IRUP�

,Q�FRPSOLDQFH�ZLWK� WKH�3ULYDF\�$FW�RI�������WKH�IROORZLQJ�LQIRUPDWLRQ�LV�SURYLGHG���6ROLFLWDWLRQ�RI�WKH�LQIRUPDWLRQ�RQ�WKLV�IRUP�LV�DXWKRUL]HG�E\��

8�6�&��&KDSWHU����DV�LPSOHPHQWHG�E\�WKH�)HGHUDO�7UDYHO�5HJXODWLRQV��)305���������(�2��������RI�-XO\�����������(�2��������RI�0DUFK����������

(�2�������RI�1RYHPEHU�����������DQG����8�6�&�������E��DQG��������7KH�SULPDU\�SXUSRVH�RI�WKH�UHTXHVWHG�LQIRUPDWLRQ�LV�WR�GHWHUPLQH�SD\PHQW�RI

UHLPEXUVHPHQW�WR�HOLJLEOH�LQGLYLGXDOV�IRU�DOORZDEOH�WUDYHO�DQG�RU�RWKHU�H[SHQVHV�LQFXUUHG�XQGHU�DSSURSULDWH�DGPLQLVWUDWLYH�DXWKRUL]DWLRQ�DQG�WR�UHFRUG

DQG�PDLQWDLQ�FRVWV�RI�VXFK�UHLPEXUVHPHQWV�WR�WKH�*RYHUQPHQW���7KH�LQIRUPDWLRQ�ZLOO�EH�XVHG�E\�)HGHUDO�DJHQF\�RIILFHUV�DQG�HPSOR\HHV�ZKR�KDYH�D

QHHG�IRU�WKH�LQIRUPDWLRQ�LQ�WKH�SHUIRUPDQFH�RI�WKHLU�RIILFLDO�GXWLHV���WKH�LQIRUPDWLRQ�PD\�EH�GLVFORVHG�WR�DSSURSULDWH�)HGHUDO��6WDWH��ORFDO��RU�IRUHLJQ

DJHQFLHV��ZKHQ�UHOHYDQW�WR�FLYLO��FULPLQDO��RU�UHJXODWRU\�LQYHVWLJDWLRQV�RI�SURVHFXWLRQV��RU�ZKHQ�SXUVXDQW�WR�D�UHTXLUHPHQW�E\�WKLV�DJHQF\�LQ�FRQQHFWLRQ

ZLWK�WKH�KLULQJ�RU�ILULQJ�RI�DQ�HPSOR\HH��WKH�LVVXDQFH�RI�D�VHFXULW\�FOHDUDQFH��RU�LQYHVWLJDWLRQV�RI�WKH�SHUIRUPDQFH�RI�RIILFLDO�GXW\�ZKLOH�LQ�*RYHUQPHQW

VHUYLFH���<RXU�6RFLDO�6HFXULW\�$FFRXQW�1XPEHU��661��LV�VROLFLWHG�XQGHU�WKH�DXWKRULW\�RI�WKH�,QWHUQDO�5HYHQXH�&RGH�����8�6�&�������E��DQG�������DQG

(�2��������1RYHPEHU� ���������� IRU� XVH� DV� D� WD[SD\HU� DQG�RU� HPSOR\HH� LGHQWLILFDWLRQ� QXPEHU�� GLVFORVXUH� LV�0$1'$725<�RQ�YRXFKHUV� FODLPLQJ

SD\PHQW�RU�UHLPEXUVHPHQW�ZKLFK�LV��RU�PD\�EH��WD[DEOH� LQFRPH���'LVFORVXUH�RI�\RXU�661�DQG�RWKHU�UHTXHVWHG�LQIRUPDWLRQ�LV�YROXQWDU\�LQ�DOO�RWKHU

LQVWDQFHV��KRZHYHU��IDLOXUH�WR�SURYLGH�WKH�LQIRUPDWLRQ��RWKHU�WKDQ�661��UHTXLUHG�WR�VXSSRUW�WKH�FODLP�PD\�UHVXOW�LQ�GHOD\�RU�ORVV�RI�UHLPEXUVHPHQW�

*6$�)250��������������%$&.


