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SOP FORMAT

1. What Is the Purpose of This SOP?

The purpose of this SOP is to provide SBA employees and others traveling on behalf of the Agency with procedures and guidance on planning and accomplishing their travel and obtaining reimbursement for their official expenses.

2. From Where Do All These Rules Come?

The information in this SOP is based on regulations, statutes, GAO guidance and administrative case decisions.  The principal references are listed below.  This SOP has purposefully not restated everything contained in these sources.  Specific items you do not find in this SOP may be found in these sources: 

a. Travel and Transportation Reform Act (TTRA) http://www.dod.mil/comptroller/travel.html;

b. Federal Travel Regulations (FTR) issued by GSA as 41 CFR, Chapter 301 http://www.gsa.gov/FTR;
c. 5 U.S. Code §§ 5701-5709, 31 U.S. Code § 1353, 40 U.S. Code § 121;

d. Executive Order 11609;
e. OMB Circular A-123, Appendix B;

f. Periodic Updates to the Federal Register;
g. GAO Comptroller General Decisions at http://www.gao.gov; and

h. Decisions of the General Services Administration Board of Contract Appeals (GSBCA). http://www.gsbca.gsa.gov
3. Who Is Covered By This SOP?

These procedures apply to the official travel of all SBA employees, those individuals who serve intermittently as consultants or experts and are paid on a daily basis, those individuals serving without pay, civilian employees of other Government agencies who are performing services at the expense of SBA, contractors traveling on SBA business, and private individuals who travel by invitation for reasons benefiting the Agency. For the Office of the Inspector General (OIG), the Inspector General (IG), or designee, will have the authority to make determinations in regard to OIG employees’ travel management. 
4. How Is This SOP Organized?

This SOP is divided into sections and arranged in the same sequence as an actual trip.  The first section includes the information you need to know when Planning Travel.  The second section contains information on what you need to know After Travel.  The SOP also has chapters with information regarding Special Travel and Conferences.  In this SOP you will see the following:
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ADDITIONAL INFORMATION

· Cross-referencing – is used throughout this SOP to highlight supporting information – e.g., Chapter 2, Paragraph 15 (ch2p15).  These “hyperlinks” can take you directly to the section highlighted by [CTRL+click] to follow the link.  

· Appendices
· Forms - commonly used forms are in the Appendices and in “Informs.”

· Acronyms  

· Glossary of Terms
· More Information - contact the OCFO’s Denver Finance Center (DFC) HelpDesk at 1-800-260-4806 #2, 303-844-3780 or email at DFCHelpDesk@sba.gov.

Chapter 2 - Planning Travel

	Highlights of this Chapter



	· Travel Planning
· Authorization                                              

· Per diem                                                              

· Lodging                                                              

· Actual Expense                                             

· Combination Travel
· Personal and Indirect Travel
· Common Carrier Transportation                         
	-     Airline Travel
· Frequent Traveler Programs
· Travel by Train or Boat
· Ground Transportation
· Paying for Travel
· Telecommunications
-    Miscellaneous Expenses 
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TRAVEL PLANNING

5. How Do I Plan Official Travel for Temporary Duty (TDY)?

You need to follow specific steps to make sure your travel is problem-free.  You plan for official travel by making travel preparations, including estimating the cost of the travel, preparing a Travel Authorization (SBA Form 21), and getting the appropriate authorizing signatures.  There are three ways travel comes about: 

a. You are directed to travel by your supervisor or other SBA official; 

b. You make a decision that travel is necessary to carry out your program responsibilities; or  

c. When carrying out your official responsibilities as a union official.


Traveler Beware:  If official travel includes a Conference, your attendance must be authorized in advance in order to receive reimbursement for any travel costs (see chart on next page for the other situations where post-authorization is prohibited).
6. What Travel Arrangements Require Prior Authorization and Approval?

As a general rule, written authorization for travel must be obtained before any travel expenses are incurred, except for emergency situations that make it impracticable or impossible (ch2p7b).  Please note that your personal convenience does not constitute an emergency.  Moreover, all the items in the chart below require additional, specific written authorization in advance of travel.  In addition, the FTR prohibits the acceptance of authorization after the fact even in emergency situations for the items marked below with ***.
	Prior Authorization and

Specific Approval
	FTR

Regulation
	SBA Rule

	Reduced fares for group or charter arrangements
	(***
	

	Reduced per diem rate (ch2p18)
	(***
	

	Expenses related to attendance at a conference (ch5p8)
	(***
	

	Acceptance of payment from a nonFederal source for travel expenses (ch4p20 & http://yes.sba.gov/personnel/ethics)
	(**
	

	Premium Class on common carrier transportation (ch2p51)
	(
	

	Use of a foreign carrier (ch4p6)
	(
	

	Use of cash to pay for common carrier transportation
	(
	

	Travel by ship (ch2p62)
	(
	

	Use of rental car (ch2p67)
	(
	

	Use of a Government aircraft
	(
	

	Travel expenses related to emergency travel
	(
	

	Transportation expenses related to threatened law enforcement/investigative employees and members of their families
	(
	

	Foreign travel expenses (ch4p3)
	(
	

	Actual Expenses (ch2p28)
	(
	

	ATM advances (ch2p78)
	
	(

	Waivers to the 50-Mile rule (ch4p16)
	
	(

	Method of ground transportation if other than public transportation
	
	(

	Unconventional lodging facilities
	
	(

	Excess baggage (ch2p95)
	
	(

	Personal Travel (ch2p36)
	
	(


*** 
The first three items on the chart above are special.  By regulation, all of these items must be authorized in writing in advance – again, there is no authorization after the fact and no verbal authorization allowed for these items.
**
By regulation, acceptance of a payment from a nonFederal source for travel expenses must be authorized in writing.  In addition, the general rule is that acceptance of such a payment must also be made in advance. There are, however, a few narrow exceptions to that general rule.  Please consult with your regional or headquarters ethics official.
7. How Do I Estimate My Travel Costs?

Exercise the same care in incurring Government travel expenses as you would for personal travel expenses.  You will be held responsible for any additional expenses incurred for personal preference or convenience beyond what is allowed for official travel (i.e., excess costs from indirect routes, delays, premium accommodations or services unnecessary or unjustified in performance of official business).  Personal travel (ch2p37) in conjunction with official travel must be authorized in writing in advance of travel. However, the Agency will not reimburse the employee for such personal travel.

You must include an estimate of your travel costs (lodging, meals and incidentals, passenger transportation tickets, ground transportation, fees, and other expenses) on the travel authorization form before travel can be authorized.  This estimate is used to establish the initial travel obligation in the accounting system.  If the estimate is too low to cover the actual costs, the travel obligation may need to be adjusted before your reimbursement can be processed.  If you need help, use the optional Travel Authorization Worksheet in Appendix 6.

a. Lodging.  Lodging and per diem rates are set by GSA and the Departments of State and Defense.  Links to these webpage’s can be found in the travel section of the SBA Employee Gateway intranet page, or at http://www.gsa.gov/lodging.  Specific links are listed below. 

1) The Continental US (CONUS) rates for the 48 contiguous states are set by GSA – http://www.gsa.gov/perdiem ;
2) International travel rates are set by the U.S. Dept. of State – http://www.state.gov/m/a/als/prdm/, and

3) The Outside Continental US (OCONUS) rates for Alaska, Hawaii, and US territories are set by the Dept. of Defense.  *Although not linked, see https://secureapp2.hqda.pentagon.mil/perdiem/perdiemrates.html*
As a general rule, you will be reimbursed for the actual cost of lodging, up to the lodging rate for your overnight stay.  Lodging receipts are always required for reimbursement (ch3p5).  Taxes are not included in the domestic lodging rate.  Tax-exempt certificates should be used whenever possible, but when not available, taxes are reimbursed as a separate item (ch2p26).

b. Meals and incidental expenses (M&IE).  This is a set, daily entitlement based on the specific location.  It covers such things as meals, service charges, tips to hotel maids and bellhops, tips to porters for baggage and other incidentals.  M&IE and lodging together are known as “per diem” (ch2p15).
c. Common carrier.  Includes tickets for commonly used modes of passenger transportation (air, train, etc.) or other ticket costs (ch2p44).

d. Ground transportation.  Includes the cost of a taxicab, subway, limousine, privately owned vehicle, or rental car generally used between the airport, hotel, primary residence and temporary duty location (ch2p64).

e. Other expenses.  If known, other costs such as room tax, excess baggage charges, additional room rental, etc. should be included in the estimate.

You’re traveling to New York City to make a presentation.  You must haul a large box of handouts.  You plan to taxi from home to the airport and taxi from the airport back home.  The contract airfare is $58 one way, the hotel is $208 and M&IE is $50 per day.  You leave Tuesday morning and return Wednesday afternoon.  You think the cost of the taxi and tip will be $25 each way.  The hotel provides a free shuttle. You estimate: 

Item




Amount

Lodging
$208.00

Lodging Tax
   12.00

M&IE (2 x ¾ day x $50)
     75.00

Common Carrier Tickets (2 x $58)
   116.00

TMC charge
    30.00

Ground Transportation (2x $25) 
     50.00

Other (excess baggage)
     40.00
Total
$ 531.00
8. How Do I Make Reservations?

You are required by law to use the designated Federal Travel Management Center (TMC) to make your travel arrangements.  These select commercial travel agencies, under contract with GSA, act as your one-stop shop for everything from airfare to lodging to rental cars.  TMCs will ensure that you receive the correct Government rates for your official travel.  TMCs can also be extremely helpful to change reservations in emergencies.  The TMC will require a valid travel authorization ID number before finalizing any travel reservations.


You are on temporary duty in Puerto Rico during storm season, scheduled to fly home today.  Due to a threatening hurricane the airport closes at noon for about 3 days.  You are supposed to be at your wedding in 2 days.  You call the emergency number of your TMC and ask them to get you a flight home before the airport closes.  With their computer access to the airline ticket availability, they get you booked within minutes on the last flight out of Puerto Rico and give you a confirmation number.  When you get to the airport, you give the confirmation number to a ticket agent and she provides you with a boarding pass.  You make the wedding!


Traveler Beware: Without specific authorization, you may NOT make reservations directly with common carriers, hotels, rental car companies or through travel agencies that are not under contract with GSA.  Doing so will result in denial of reimbursement for any additional amount to which you would have been entitled had you used the TMC. You may also be subject to disciplinary action.
Traveler Beware:  Once your ticket is issued and your trip is cancelled for official reasons, the TMC will still charge you a transaction fee.  If your itinerary changes for approved reasons after your tickets are issued, you will be charged an additional fee for ticket re-issue.  If you provide written justification, SBA will reimburse you for these charges as a miscellaneous expense on your travel voucher.  You will not be reimbursed if the change/cancellation is for unauthorized personal reasons.
9. Can Use of the TMC Be Waived?

Yes, exceptions can be approved when:

a. It is impractical to make advance reservations;
b. Attending a conference where the conference sponsor has negotiated with one or more lodging facilities to set aside a specific number of rooms for conference attendees and to ensure that the set aside rooms are used, attendees are required to book lodging directly with the lodging facility.

c. A situation exists where using the TMC is not in the best interests of the Agency, as deemed by the waiver official (Appendix 9) - e.g., a train trip between two locations when the TMC fee exceeds the cost of the ticket.

d. You have already received written authorization to use a nonrefundable ticket (Appendix 9).

10. Who Can Waive the Use of the TMC?
An employee’s normal authorizing official can authorize a waiver under paragraph 5.b, above, by signing the travel authorization.  Otherwise, the Chief Financial Officer has delegated authority from the Administrator to waive the use of the TMC in the special cases mentioned above. The Inspector General has this authority for employees of the OIG.  All waiver requests must be in writing and issued before travel is authorized (Appendix 9).  The traveler must include a copy of the waiver with his/her travel voucher.  All waiver requests must include the following information:

a. Dates and locations of travel;

b. Names of the employees; and

c. Specific reasons why the use of the TMC waiver is requested.

AUTHORIZATION

11. What Are the Types of Authorizations?

a. SBA Form 21. Official travel by SBA employees must be authorized in advance using SBA Form 21 - Travel Authorization (http://yes.sba.gov/forms).  This form is also used to authorize travel for other Federal employees traveling by invitation of SBA.  A separate SBA Form 21 must be issued for each traveler.  The completed and signed authorization must be submitted with your reimbursement voucher.  There are three types of travel that may be authorized using SBA Form 21.

4) Regular authorization – This type of authorization is the most commonly used and is prepared on a trip-by-trip basis.  Regular authorization allows a traveler to make one trip for each authorization, i.e., to travel from his/her official duty station to one or more destinations before returning to his/her official duty station.
5) Limited open authorization – Employees are allowed to take multiple trips without further authorization under certain conditions (e.g., disaster travel to specific geographical areas for periods of time).  Such  authorizations are for those whose duties require frequent, repetitive travel.  Such authorizations must be reviewed quarterly by employees, authorizing officials, and administrative officers and must include realistic limitations on purpose, geographic destinations, number of trips, duration and costs.  
6) Unlimited open authorization – This allows employees to travel for any official purpose without further authorization.  Unlimited open authorizations may only be issued by the Administrator or the Inspector General.

	Type of Authorization
	# of Origins
	# of 

Trips
	Length
	Authorizing Official

	Regular
	One
	One
	Trip by Trip
	Appendix 8

	Limited Open
	One
	More than One
	Specified Period
	Chief Operating Officer, Inspector General for OIG employees, AA for Disaster Assistance or Delegate for Disaster Employees

	Unlimited Open
	One
	More than One
	Unspecified
	Administrator, Inspector General for OIG employees


b. Emergency Travel.  If you are traveling in an emergency situation that makes it impossible or impractical to get a signed SBA Form 21 prior to travel, you may travel based on an oral authorization or one received by e-mail; however, an SBA Form 21 must be signed by your authorizing official within 5 working days of your departure.  Note: Oral authorizations are not valid for the first four items designated with the *** on the Prior Authorization Chart in ch2p2.
c. Letter of Invitation.  When a nonFederal employee is asked to perform a direct service for SBA involving official Government travel, a letter of invitation is required (ch4p22).  The letter of invitation serves as the authorization instead of the SBA Form 21 (Appendix 2).

12. What Happens if My Travel Crosses Fiscal Years?

If your travel goes into the next fiscal year then you will need two travel authorizations – one for the current fiscal year (FY) and a second for the new FY. However, you will only have to submit one travel voucher for the trip.

  

13. Who Is My Authorizing Official?

Your authorizing official is the SBA employee empowered to permit you to travel and is identified in the Authorization and Approval Table located in Appendix 8.  Authorizing officials are high-level managers in the Agency.  Your supervisor and the appropriate authorizing official must sign Blocks 18 and 19 on SBA Form 21.  Make sure you have the appropriate authorizing official when you are asked to travel by another SBA organizational unit (ch2p14).

14. What Are the Duties of the Authorizing Official?

The authorizing official determines whether travel is in the best interests of the Government and gives permission for employees to travel.  This official must authorize (and initial on the SBA Form 21) all travel related items and expenses requiring prior and specific authorization (ch2p2).  The factors the authorizing official must consider include:

a. The reason(s) for the travel;

b. The possible use of travel substitutes (e.g., mail, teleconferencing, NetMeeting, video conference call, fewer employees traveling, etc.);

c. The use of the most cost-effective route and method of travel;

d. The employee’s travel plans, including the use of the TMC, any personal or indirect travel or alternate origination/termination points (and plans to take leave in conjunction with travel);

e. Whether the SBA Form 21 has been properly completed (e.g., purpose of the travel, itinerary, estimated costs, use of a rental car requested) and the travel funds are available to be obligated in the administrative accounting system;

f. Whether the trip, number of travelers, points to be visited, itineraries and duration of travel are limited to that which is essential to the performance of the Agency’s mission.  Travel authorization must reflect actual travel including alternative means, personal travel, etc.; and

g. Whether the travel regulations and SOP are followed regarding mode of travel, allowances, etc.

15. What If My Authorizing Official Is Out of the Office?

The individual officially designated to act for the absent official has the authority to authorize travel.  They must indicate next to their signature on the travel authorization that they are “acting for” the normal authorizing official.

16. Can I Re-Delegate My Authorizing Responsibility?

Certain high-level managers in the Agency have authorizing authority. The authority of these managers to authorize and/or approve travel and other authorities described in this SOP can only be re-delegated to official Deputy positions or to those officially “Acting” in their absence. 
17. How Do I Get a Travel Authorization Number and Budget Code for Travel?

The travel authorization must contain an ID number (Block 1) and a budget code (Block 16).  You should check with your administrative officer or budget coordinator to obtain these numbers.  The original, signed copy of the travel authorization must be held by the issuing office for accounting/audit purposes and in a centralized location under NARA rules for record retention i.e., for six years and three months.  The traveler should retain a copy of the authorization to submit for reimbursement.


You are traveling at the direction of your District Director.  Your office is paying for the trip; therefore, your DD is the authorizing and approving official.  The travel authorization ID number and budget codes come from your Administrative Officer.  Whenever possible, your AO obligates funds prior to your trip.
18. What Happens When Another SBA Office Asks Me to Travel?

Generally, the office benefiting from or requesting you to travel should pay your expenses from its budget.  That office should provide you with a travel authorization ID number and budget code for use in preparing your travel authorization.  You should have your supervisor sign Block 18 and the appropriate authorizing official from the office responsible for paying your travel costs must sign Block 19.  The form remains with the paying office and the traveler gets a copy.  You may FAX the authorization back and forth for the necessary signatures before travel.


You work for the Office of Capital Access. The Office of General Counsel (OGC) asks you to serve on a task force in HQ.  OGC obligates the funds in the administrative accounting system and provides you with the travel authorization ID number and budget code to complete your authorization.  Your supervisor signs Block 18, and you FAX the authorization to the authorizing official from OGC who signs Block 19.
PER DIEM

19. What Is Per Diem and When Do I Get It?

Per diem is a total daily allowance for lodging, meals and incidental expenses (M&IE) by locality.  Tips to porters, hotel maids and bellhops, and service charges are included in the incidentals portion of M&IE.  Per diem is computed by GSA using a “lodging plus” system, (i.e., a set amount for lodging plus a set amount for M&IE).

a. Travel for more than 12 hours.  If your official travel (outside your 50-mile local commuting area) is for more than 12 hours and does not involve an overnight stay, you are eligible to receive ¾ M&IE.  Conversely, if your official travel is 12 hours or less in length, you are not eligible for per diem.

b. Overnight Stay.  If your official travel is for more than 12 hours and includes an overnight stay, you are entitled to per diem (both M&IE and lodging).
c. Beginning and ending of travel.  For computing M&IE, you receive ¾ M&IE for the day you depart and ¾ M&IE for the day you return.  The first ¾ travel day is based on where you will spend the first night lodging, and the last ¾ travel day is based on where you spent the last night of lodging before returning home.  You are allowed 100% per diem for any days in between spent in TDY status.  Remember that the day begins at one second after midnight (12:00:01 am) and ends at 12:00:00 midnight (refer to Calendar Day in the Glossary).

You fly to Philadelphia for an all-day conference.  You leave Miami at 7am to be at the conference on time.  The conference ends at 5:30pm.  The first flight to your home city isn’t until 7pm, and you don’t actually get home until 10:30pm.  Since you were in travel status for more than 12 hours during the same calendar day, and you were outside your local commuting area, you are eligible for ¾ M&IE.


You leave the office in DC at noon to fly to New York City to deliver a dinner speech.  After the meetings, you take the first available shuttle back home (1am) and arrive home at 3am.  Since your trip was for more than 12 hours, and it was spread over two days, you are entitled to ¾ M&IE for each day.



20. Where Do I Find Per Diem Rates?

Remember, per diem rates are based on the location of your temporary duty and NOT where your hotel is located (ch2p24).  On the per diem table, you must first look up the city.  If the city is not on the table, look up the county.  There is a standard per diem rate applied to locations not found by city or county in the per diem table.  All rates can be obtained by clicking on the travel link on the SBA Employee Gateway intranet, or at:  http://gsa.gov/perdiem. 
21. What If I Travel to Several Locations With Different Per Diem Rates?

You may only claim one per diem rate per day.  When you are en route from one temporary duty location to another with a different per diem rate, use the rate where the lodging is obtained that night.  If you arrive at a new duty location after midnight (12:00:01am) you should claim lodging on your voucher with your expenses for the prior day, but the per diem rate is based on where you actually spent the night.


22. When Will Per Diem Be Reduced?

The Agency may reduce per diem when it determines in advance that lodging and/or meal costs will be lower than the per diem rate.  In the circumstances listed below, the Agency has made an initial determination that per diem can be reduced unless otherwise justified.  All determinations that per diem will be reduced must be in writing, must indicate whether per diem for lodging, M&IE, or both are being reduced, and must be included on or attached to the travel authorization.
a. Extended stays.    When travel is for more than 30 days at the same location   and it is determined in advance that lodging and/or meals can be secured at a lower cost, the lodging and/or M&IE may be reduced up to 60 percent of the normal rates.  After 90 days of TDY in the same location, lodging will be reduced to 60 percent of the normal rates, except for employees responding to a declared disaster situation and OIG (who will determine whether a reduction is appropriate on a case by case basis).  All employees are strongly encouraged to seek less expensive lodging when on extended travel.   
b. Meetings and conferences.  If a conference includes meals at no additional charge or the charge is included in the registration fee, your per diem allowance must be reduced by the amount of the included meals (based on the meal allowance determined by GSA) even if you do not eat the included meals.  Include a comment in Block 4 of the SBA 21 that states “Per diem must be reduced if meals are provided” (ch5p21).


c. Reconsideration of reduction.  If the Agency has made a determination that lodging and/or meals can be secured at a lower cost and is planning to reduce per diem to 60 percent, the employee may request a reconsideration of this decision.  A request for reconsideration must be made in writing with sufficient justification and is submitted through your authorizing official to the CFO (or IG for OIG employees) – see Appendix 9.  If approved, the request for reconsideration with the appropriate signatures must be attached to your travel authorization and voucher.  Reconsiderations for disaster employees are granted by the AA for Disaster Assistance.

23. Can I Be Paid for Lodging in Two Locations at the Same Time?

Perhaps.  When you need lodging at a temporary location but also need to retain lodging for the same day at a different temporary duty location, this may be allowed but must be authorized in advance.  When it is not possible to obtain written authorization in advance, oral authorization will be sufficient provided it is followed up with written authorization setting out the justification for the additional expense.  The cost of lodging at the primary location will be claimed as “Other” expenses on your travel voucher for the date you are authorized expenses at both locations.  Written authorization for the additional expense must accompany your travel voucher.

You are on a 30-day detail.  During this detail, it is necessary to do an overnight field visit to another city.  You are willing to pack all your belongings and put them into storage for 1 day.  However, it was difficult to get the Government rate at the hotel initially, and the hotel reports that if you check-out you may not be able to check back in. Get authorization to stay checked-in at the first hotel, as well as to be reimbursed for the second hotel.

24. Do I Get Per Diem If I Take Leave While on Travel?

If you work at least one-half of your normal work day while on travel, you will get paid per diem.  However, if you work less than one-half of a day you will not receive per diem (including lodging) for that day.   Leave use may include annual leave, leave without pay (LWOP), compensatory time off, credit hours or STAR award time off. For questions regarding sick leave on travel please see ch4p26.



25. Do I Get Paid Per Diem for Non-Work Days While on Travel?

If you are on travel over a weekend, holiday or other non-work day, normally you will be paid per diem for those days.  However, you are not paid per diem if:

a. You take more than a half day of leave at the end of the last work day before the non-work days (usually a Friday); OR
b. You take leave for more than half of your normal workday at the beginning of the first day back.       This can be confusing, so here are some examples:


You are sent to Nashville on a 14-day assignment.   On Friday, at the end of the first week, you decide to get an early start on the weekend. You work 3 hours and then take 5 hours of leave to get in line to buy tickets for the Grand Ole Opry.  You come back to work on Monday morning.  You are not paid per diem for Friday, Saturday and Sunday but are paid per diem for Monday.  Harsh, but true.



You leave one hour early on Friday and take annual leave for part of Monday.  You have a great 3-day weekend running all over the city.  You get back to work on Monday afternoon and work the last 2 hours of the day.  You are paid per diem for Friday, but are not paid per diem for Saturday, Sunday, or Monday.

You take an extra hour of leave with lunch on Friday to get tickets to the Grand Ole Opry, but then go back to work and finish the day.  You have a great time seeing the sights all weekend, and return to work before lunch on Monday.  You are paid per diem for Friday, Saturday, Sunday, and Monday.

LODGING

26. When Am I Entitled to Lodging?

You are entitled to lodging reimbursement when you perform official travel overnight, away from your official duty station, or other SBA designated areas (see 50-Mile Rule, ch4p15), and you are in travel status for more than 12 hours.  Check this GSA webpage for hotels that offer rooms at Government per diem – 

http://www.gsa.gov/lodging.
27. What Is a Long-Term Lodging Facility?

A long-term lodging facility is any facility that offers weekly or monthly rates for lodging.  You must also go through the TMC to obtain long-term lodging.  Any employee on extended travel may obtain long-term lodging on a weekly or monthly basis if it is less expensive by comparison to traditional lodging (ch4p1).  All employees are strongly encouraged to seek less expensive lodging when on extended travel (ch2p18). 
28. Can I Get Lodging Outside of My Temporary Duty Location?

In certain situations, you can receive authorization prior to traveling and be reimbursed for lodging outside your temporary duty location.

a. Personal preference.  If you decide to obtain lodging outside of your temporary duty location because of personal preference or convenience, you will be limited to the lesser of the maximum per diem rate of the temporary duty location or the different location you have chosen. Prior to authorizing lodging at a location outside of your temporary duty location, the authorizing official must consider all additional costs, including transportation.  If the lodging is based solely on personal preference and will result in additional costs, the authorizing official may authorize the lodging but limit travel costs to the costs the traveler would have incurred if she/he had obtained lodging at the temporary duty location.

b. Lodging not available.  Sometimes lodging is not available at the temporary duty location and you must stay nearby where the per diem rate is higher. For this you must request actual expense prior to travel (ch2p28). XE "Reimbursement")

29. What Else Should I Know About Lodging?

a. Single occupancy.  You are always authorized to obtain your own private room when traveling for the Agency.  You may voluntarily share a room with another SBA traveler to save money, but it is not required.

b. Double occupancy.  Two employees may share a room, but you may only claim one half of the double occupancy charge.  If you share your room with another Government employee, list his/her name on your travel voucher.  Split the cost of the room between both Government credit cards.  If you share a room with a friend or relative, and cannot separate the charges, you may pay it all on Government travel card, however you may only claim the cost for single occupancy - a double occupancy rate will not be allowed on any one voucher.

c. Staying with friends or relatives.  If you stay with friends or relatives, you cannot claim lodging as an expense, but you can receive M&IE.

d. Fire Safety Approved Accommodation.  An approved accommodation is any lodging facility that is compliant with FEMA Hotel/Motel Fire and Safety Regulations (ch5p11). Approved accommodations must be used unless waived.  Follow the same waiver procedures as described in ch2p5.
e. Lodging in unconventional facilities or using a camping vehicle.  The cost of lodging at unconventional facilities, even a camping facility or vehicle, may be allowed.  You must provide an acceptable written justification to your authorizing official and have the expense authorized in advance.  The justification must be attached to the travel authorization.

f. Lodging Deposits.  You may need to provide an advance room deposit to guarantee a room for late arrival.  If your official travel is changed or cancelled, it is your responsibility to cancel the reservation in time to avoid forfeiting this deposit.  If you fail to cancel this reservation by the hotel’s deadline and you have a written justification approved by your authorizing official attached to your voucher, you may be reimbursed for the deposit.

g. Other Reimbursable Charges:  Charges associated with lodging, such as energy surcharges and lodging resort fees, when such fees are not optional, are reimbursable.

30. Can I Avoid Paying Tax For My Lodging?

You are encouraged to get an exemption from lodging tax by using a tax exemption certificate at hotels where available.  Use of these certificates for personal travel is prohibited and considered fraud.  Use only original certificates designed for the specific locality.  You can get a listing of localities that accept tax exemption certificates by clicking on the “State Tax Exemption Forms” link at:  http://www.gsa.gov/lodging. 
For agency meetings and conferences, you may obtain a lodging tax exemption through the use of a purchase order or contract with the hotel.  This can result in considerable savings.
31. May I Be Reimbursed If I Am Unable to Get a Tax-Exemption Certificate?

Yes.  Claim your lodging tax as an “Other” expense on your travel voucher.  If you elect to stay in a room whose daily rate exceeds GSA’s daily lodging limit and have not received authorization for actual expenses prior to travel, you will only be reimbursed for the amount of tax that would have been assessed if the lodging was booked at GSA’s daily lodging limit for that location.

For foreign areas, lodging taxes are still included in the established foreign per 
diem rates.  Therefore, separate claims for lodging taxes incurred in foreign areas 
are not 
allowed.

ACTUAL EXPENSE

32. What is Actual Expense?

Actual Expense is a method of reimbursing travelers for their actual costs - not to exceed 300 % of the GSA prescribed maximum per diem rate for the specified area.  Travelers may be authorized reimbursement for actual expenses during official travel when the maximum per diem allowance is determined to be inadequate because of unusually high expenses due to special or unusual circumstances.

33. When is Actual Expense Warranted?

Here are examples of when actual expense may be authorized:

a. Employee attends a meeting, conference, or training session away from the official duty station where lodging and meals must be procured at a prearranged place (such as where the event is being held);

b. Travel is to a remote area where costs for lodging have escalated due to special events (such as sports events, world fairs, conventions, etc.) or where conventional housing is not available (such as due to a natural disasters) and the employee must lodge at a nonconventional facility or use a camping vehicle;

c. When actual expense is cheaper than staying at a per diem location when ground transportation and other costs (including transportation time) are considered (see example).

d. No lodging is available at the temporary duty location and the employee must stay nearby where the per diem rate is higher than the per diem rate at the temporary duty station.


You are invited to attend a conference in Gotham City.  You call the TMC for reservations and are quoted a “Government rate” of $85 at the conference hotel.  You know the maximum lodging rate is $60 for that city.  You ask the TMC for a hotel close by within the maximum lodging rate, but the best they find is one 20 miles away.  No local transportation is available and a taxi would cost $15 each way to the conference.  You decide to request Actual Expense for lodging since it would be cheaper overall ($85 vs. $60+$30).  You submit a written justification through your authorizing official to the special authorizing official for Actual Expenses (Appendix 11) stating all the above facts, including the rates and documenting the TMC’s attempts.  You receive authorization for actual expense for lodging and claim actual lodging on your voucher.  You claim the normal M&IE rate at the conference site.  Attach the actual expense authorization to your voucher.


You are invited to a conference in Metropolis.  You find out that the conference hotel is offering the Government rate of $60 at the conference hotel – cool.  However, you learn that the conference meals provided by the hotel will be significantly above the normal M&IE for that location.  Missing out on all the conference speakers during these meal sessions would seriously interfere with the intent of your attendance.  You request and are authorized to receive Actual Expense for the meals portion of the per diem, but not for lodging.  Attach the actual expense authorization to your voucher.

34. How Do I Request Actual Expense?

Actual Expense can be granted for lodging only, M&IE only, or both.  Actual expense must be authorized in writing in advance of travel (ch2p2).  All requests for actual expense must follow the process below.

a. Contact the TMC for lodging rates within per diem.  If the TMC is unable to find lodging at per diem, you may submit a request for actual expense.  Ask the TMC for names of the hotels contacted.  Check if you qualify for a Conference Lodging Allowance rate (ch5p8).  Be sure that the price quoted does not include taxes, unless the area does not break out taxes separately (i.e., foreign per diem).  Where taxes are billed as a separate item, claim them as “Other” expenses in addition to the normal lodging expense.

b. Submit your request for actual expense in writing through your normal authorizing official to the appropriate higher level official (see the Actual Expense Authority Table in Appendix 11).  The request must include:

7) Dates and purpose of the trip;

8) Amount of actual expense requested;

9) Reason for request; 

10) Where applicable,  the names of at least three hotels that were contacted and lodging rates quoted;

11) Points of travel;

12) Allowable per diem rate;

13) Whether actual expenses for M&IE and/or lodging is requested;

14) If the request is for post-travel approval of actual expense, an explanation as to why you were unable to request and obtain authorization before travel.  Be aware of the different process for post-approvals (Appendix 9); and

15) Any additional information sufficient to support your request for actual expense (e.g., reasonable accommodation).

35. Who May Authorize Actual Expense?

Your request for actual expense must be submitted through your normal authorizing official to the appropriate higher level official (Appendix 11) no less than 5 working days prior to your trip.  In disaster or other emergency situations, requesting actual expense 5 days in advance of travel may not be possible.  The request should be submitted as soon as practicable.  Special efforts will be made to process requests made in emergency situations as soon as possible.

36. May I Request Post-Approval for Actual Expense?

Post-travel requests will be approved only in exceptional circumstances.  Whether a request for post travel approval of actual expense should be approved is left to the discretion of the management official with authority to post-approve actual expense.  In determining whether to grant post approval, the management official must consider the reasons actual expense is requested, whether there was a valid reason the request was not made prior to travel, the budgetary impact and other factors.  Post-travel requests for actual expense must be submitted within 5 working days after you return to your official station.  See Appendix 9 for those delegated to approve post-travel actual expense.


Traveler Beware: Request pre-approval for actual expense.  You may only request post-approval for actual expense in an exceptional situation.  But be warned, if post approval is not granted, you are responsible for all additional expenses incurred.

37. How Do I Itemize My Actual Expenses?

If you are authorized actual expense for lodging only, you do not have to itemize expenses.  However, if you are authorized actual expense that includes M&IE, or is for M&IE only, you must itemize on your travel voucher each expense claimed on a daily basis - including a breakdown of expenses for meals (i.e., breakfast, lunch, and dinner).

COMBINATION TRAVEL

38. What Is Combination Travel?

Combination travel occurs when there is eligibility for per diem under the lodging-plus system and eligibility for actual expense all within the same trip.  This usually happens when a hotel room at the Government rate is not available for the entire multi-day stay or when you travel between several cities and the Government rate is available in one city but not another.

39. How Are Per Diem and Actual Expense Methods Used?

a. When actual expense is authorized for a particular 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 basis.  However, if the en route travel to or from the actual expense location goes over 24 hours (the day begins and ends at midnight), actual expense reimbursement or per diem may be authorized based on the destination’s rate.

b. If actual expense reimbursement authorized for particular locations is intermingled with per diem and other locations in a single trip, either within or outside the Continental United States (CONUS), the Agency shall determine when the transition between reimbursement systems occurs.  Only one method or system can be authorized for any given calendar day (ch2p17).  Call the DFC HelpDesk for clarification before you travel.
PERSONAL AND INDIRECT TRAVEL

40. What Are Personal and Indirect Travel?

Personal travel is travel away from your official duty station, or travel at or away from your temporary duty station, that has no official purpose.  It includes travel at or away from your temporary duty station while you are on annual leave or some other type of elective leave.  Indirect travel is any travel that originates or terminates at an alternate location other than your official or temporary duty station.  It is also travel between your official and your temporary duty stations which is not routed in the most direct and economical manner.

41. May I Combine Personal and Indirect Travel with Official Travel?


Yes.  You can go anywhere you want on your personal time during non-duty hours.  The FTR and SBA policy recognize the possibility of combining personal and indirect travel with official travel.  However, the Government does not pay for personal travel or employee vacations.  Because of the opportunity for abuse, personal and indirect travel is subject to close scrutiny by authorizing and approving officials, payment processing staff, and investigators.  Travel abusers try to get the Government to pay costs that are not official in nature or are unnecessary.  Thus, there is intense effort to clarify and control this area of travel policy to make sure that employees are informed and the Government is protected.  The general policy is:

a. The Government does not pay for personal or unauthorized indirect travel.  You must not use your Government travel credit card, Government vehicles, the Government airfare contract rates, or ask for reimbursement for such travel.

b. The Agency may limit the authorization and payment of travel expenses to those necessary to accomplish the Agency’s mission in the most economical and effective manner.

c. You should request indirect routing with a written justification explaining why it is “officially necessary.”  This justification must be approved in advance.  With such an approved justification, you may be entitled to receive reimbursement for the actual costs of the indirect routing.  Without such authorization and approval, reimbursement is limited to the cost of travel by a direct route or on an uninterrupted basis.  You must attach the approved justification to your voucher.

d. However, if you choose to take an indirect route without advance authorization, and/or if the reason for the indirect routing is personal in nature (even if authorized in advance), you will be reimbursed for the lesser of:  1) the actual cost of travel or 2) the cost of official travel to and from your authorized origination and destination points using the most direct route.
e. You must provide sufficient information about personal or indirect travel on your travel authorization.  If you decide to stay longer at your temporary duty location, take any personal side trips, and/or travel to an alternate location, you must state on your SBA Form 21 how long you are staying, where you are going and that you will pay for all personal expenses using personal resources.  Per diem is not allowed for personal travel.  Any leave taken in conjunction with the personal travel must also be authorized in advance.
f. The employee bears the responsibility of justifying why they should be reimbursed for any expenses, particularly when personal or indirect travel is involved.  You may be reimbursed for two legs of an official trip that includes personal/indirect travel.  The authorizing official, with concurrence of OCFO travel policy staff, will determine which legs are official based upon the destination points.  Generally, when the destination point is either your official duty station or your temporary duty station, that leg is considered official, with limitations on reimbursement as described in paragraph d above.


Personal travel at the beginning - You are scheduled to travel from Washington DC, your official duty station, to Los Angeles for a conference next week.  You feel the need, however, for cracked crab and sourdough French bread and to visit family in the San Francisco Bay Area before attending the conference.  You complete your travel authorization with the following information in the Description area (section 4) of the SBA-21 form – “Request indirect routing for personal reasons (DC to SF to LA to DC).  Personal travel to SF the weekend before the conference, using own resources.  Request SF as an alternate origination point to travel to the LA conference.  Indirect route will result in no additional cost to the Government.”  Since you have no justification for the SF destination as “officially necessary,” you bear the cost to get to SF and are not entitled to per diem.  You purchase a commercial rate ticket using your personal credit card.  Since LA is your temporary duty station, SF to LA is the first official leg of your trip and you are authorized to purchase a SF to LA ticket for the GSA contract rate of $40 with your Government travel card.  You return to DC directly from LA on Friday afternoon using a one-way GSA contract rate of $250.  SBA will reimburse you for the $250 return airfare from LA to DC, and the $40 contract rate for SF to LA.  Again, the DC to SF leg is personal and you will not receive any additional reimbursement to offset that expense.  The Government saves travel funds in this example.


Personal travel at the end - You fly from Washington, DC to Los Angeles to attend the conference.  The conference ends at noon on Friday, and you want to get some cracked crab in San Francisco and visit family before you return to DC.  Because SF is neither your official duty station nor your temporary duty station, LA to SF is a personal leg at your personal expense using commercial rates.  You are not allowed to use the Government rates or travel credit card for this leg.  For your return trip DC, your official duty station, you are authorized to use Government contract rates and your Government travel card.  You will be reimbursed the lesser of what it would have cost to get you back to DC from LA or your actual cost to return from SF to DC.




Alternate origination/destination #2 – Your official duty station is San Francisco, but you live in Los Angeles and commute home every weekend.  You are asked to attend a conference in DC on Monday.  You request authorization to travel from LA to DC to attend the conference and authorization to return to LA after the conference ends on Friday.  You are authorized for this alternate origination and destination.  However, your reimbursement is limited to the lesser of the amount it would have cost for your travel from your official duty station (SF) to DC and return, or for your actual trip costs from LA to DC and return.  




Traveler Beware:  On personal travel, a hotel may give you and you may accept the Government rate just by showing your Government ID card.  However, you must not represent yourself as being on official travel while actually on personal travel, or use your Government-issued travel credit card to get more favorable rates.

42. Who Authorizes Personal or Indirect Travel?

No employee has the authority to self-authorize any travel that combines personal and/or indirect travel with official travel (Appendix 8).  Disaster employees who are traveling on an authorization that is only created quarterly must also have travel combining personal and/or indirect travel with official travel approved in advance with separate written authorization.  The Office of Disaster Assistance may issue additional guidance on this for their employees, if necessary.

43. If I Am On Official Travel Over a Weekend, May I Go Home?

Yes.  If you receive written authorization to go home over a weekend, or other non-work days, you are reimbursed for the trip home. If you decide to go home without authorization, you will only be reimbursed up to the lesser of what it would have cost the Government to keep you at the temporary duty location or your actual costs.  You must travel on your own time (such as after normal work hours or on authorized leave), and you cannot use the Government contract rates or your travel credit card.  Include a cost comparison with your reimbursement voucher.

44. May I Take Annual Leave at Home Before Returning to TDY?

You may take annual leave as part of your return trip home if it is authorized in advance.  You will not be paid per diem while at home.

45. When Can I Be Paid If I Go Home While on Travel?

There are several special situations when some or all of your expenses may be paid with advanced written authorization.  In these cases, travel time to home may be scheduled during regular work hours, your reimbursement may include en-route M&IE and roundtrip transportation expenses, and contract rates can be used.  These special situations are:

a. If you are ordered home from temporary duty;

b. If there is substantial savings to the Government by going home; 

c. If you become ill or injured while on official travel (ch4p28);

d. If you need to travel due to emergency circumstances (ch4p27); or
e. If you have been on extended TDY (ch2p42).

Joe and Sam are in Nashville on a two-week assignment.  Joe gets authorization to go home over the weekend because it would be cheaper for SBA than paying to keep him in Nashville. Sam does not get authorization but goes home anyway.  Joe leaves work early on Friday on official time for travel.  Sam must work a full day or use leave before going home.  Joe gets to use the Government contract rate and his travel credit card.  Sam must purchase a ticket at commercial rates with his personal credit card.  Both return to Nashville very early Monday morning and check back into the hotel before going to work.  Below is the cost comparison of these two trips home.  By getting authorization in advance, see how Joe saved the Government money, traveled on official (rather than personal) time, and had no out of pocket expenses.   Way to go Joe!
	Item
	Stay
	Sam
	Joe

	Friday           Flight
	$0
	$300
	$200

	         M&IE
	$48
	¾ x $48 = $36
	¾ x $48 = $36

	  Lodging
	$150
	$0
	$0

	Saturday       M&IE
	$48
	$0
	$0

	  Lodging
	$150
	$0
	$0

	Sunday         M&IE
	$48
	$0
	$0

	Lodging
	$150
	$0
	$0

	Monday        Flight
	$0
	$300
	$200

	M&IE
	$48
	¾ x $48 = $36
	¾ x $48 = $36

	Total
	$564
	$672
	$472

	Reimbursement
	
	$564
	$472

	Out of Pocket
	
	$108
	$0


46. May I Get Paid to Go Home If I Have Been on Extended TDY?

The Agency may authorize employees, when on travel for 28 or more days, to make a trip home or to the official duty station.

a. Your authorizing official may allow such travel if:

16) You are expected to return to a travel status for at least 14 more days;
17) Your travel to home is in the best interest of the Government; and
18) The funds are available.
b. Travel Home.  If authorized to travel home or to the official duty station, you may use Government contract rates and your travel card for the trip.  You will be reimbursed the lesser of the cost to return home or your official duty station, based on a cost comparison made prior to the trip.

c. Alternate Location.  While it is permitted after extended TDY to travel to a location other than your home or official duty station, the reimbursement calculation is different.  You may not use the Government contract rates or your Government travel card to go to an alternate location.  Since the SBA does not pay for your vacations, you will be reimbursed the lesser of:

19) Your actual per diem costs; or

20) The cost for per diem had you stayed at the TDY location.

When traveling to an alternate location you are not reimbursed for your transportation costs, cannot use your travel credit card, and cannot get Government contract air or lodging rates.


Joe and Sam are in Nashville on extended travel.  After a month, their boss decides they need a break and authorizes them to go away for the weekend.  Joe decides to go home, but Sam gets authorization to take R&R elsewhere.  Joe and Sam work Friday and check out of their hotel.  Sam purchases a commercial rate flight with his personal credit card and flies to Atlantic City (M&IE rate of $40 and hotel rate of $75).  Joe purchases a Government contract rate with his travel card and flies home.  Joe and Sam take Monday off, return to Nashville on Tuesday, and are reimbursed as follows:

	Costs
	Stay
	Joe – Home
	Sam – ATL City

	Friday        Flight
	$0
	$200
	Not reimbursable

	M&IE
	$48
	$48 @ ¾ = $36
	$40 @ 3/4 = $30

	 Lodging
	$150
	$0
	$75

	Saturday    M&IE
	$48
	$0
	$40

	Lodging
	$150
	$0
	$75

	Sunday      M&IE
	$48
	$0
	$40

	 Lodging
	$150
	$0
	$75

	Monday     M&IE
	$0*
	On leave

	Tuesday    Flight
	$0
	$200
	Not reimbursable

	M&IE
	$48*
	$48 @ ¾ = $36
	$48 @ 3/4 = $36

	Total
	$642
	$472
	$371

	Reimbursement
	n/a
	$472
	$371



* When comparing costs, per diem is not included in the computation for days the employee is on annual leave.

47. Can I Receive Compensatory Time-Off for Traveling During Non-Work Hours?
While it is Agency policy to schedule travel during normal work hours, this is not always possible.  Under the Federal Workforce Flexibility Act of 2004 (effective January 25, 2005), compensatory time off may be earned by certain employees for time spent traveling between their official duty stations and a temporary duty station, or between two temporary duty stations.  You should check with your servicing personnel office to determine if you qualify for this benefit.
COMMON CARRIER TRANSPORTATION

48. How Do I Get From Here to There?

You should travel by common carrier.  Common carrier includes all normal public methods of transportation such as planes, trains, and buses.  Government policy presumes these methods to be the most efficient and least costly means of transportation.  You must use the method of transportation that is of greatest advantage to the Government considering all costs, including per diem, overtime, lost work time, distance traveled, and the conservation of energy.  Your travel authorization must reflect the actual means of travel to be used.


49. Can I Be Authorized Transportation Other Than Common Carrier?

In some situations you may be authorized to use transportation other than the normal common carrier; however, any alternate must be authorized in writing prior to travel.  To request other than common carrier transportation, submit a justification through your normal authorizing official to the appropriate higher level official (Appendix 9).  You may need to request leave for any lost work time related to the use of the transportation method other than a common carrier.

If use of a common carrier is impracticable or would seriously interfere with the performance of official business, create an undue hardship (i.e., requiring the traveler to withstand travel conditions considered by a prudent traveler in the same circumstances to be excessive), or cost more than some other way to travel, an alternative form of travel may be authorized.  Personal preference or inconveniences in scheduling are not valid justifications. Unless pre-authorized, you are responsible for paying any additional costs.

50. Can I Get Post-Approval for Other Than Common Carrier Transportation?

Post-approvals for other than common carrier may be approved in exceptional circumstances (e.g., system-wide interruption of carrier and/or communications services, disaster event, etc.).  You must submit a written request to your normal authorizing official, who will forward the request with his/her recommendation to the appropriate authorizing official (Appendix 9).  At a minimum, the written request must contain the following:

a. Explain why the use of the noncommon carrier was necessary (remember, personal preference is not an acceptable reason);

b. Dates and location of travel; and

c. Cost of the noncommon carrier that was actually used versus cost of the government-identified common carrier.
d. Your justification and post-approval must be attached to the travel voucher

AIRLINE TRAVEL

51. What Is eTicketing and How Can I Use It?

To save the government money, it is SBA’s policy to use electronic ticketing (eTickets) for all common carrier travel where available (you will not be reimbursed for the additional cost for the TMC to issue you a paper ticket).  It may be possible to have the ticket agent at the airport print a hard copy ticket for you at no cost when you check-in.  When an eTicket is booked, the TMC will fax/email a copy of your itinerary/invoice.  Present a copy of this itinerary and a photo ID when checking in at the airport to receive your boarding pass.  A copy of this itinerary must be attached to your travel voucher (ch3p5).

52. What Are Contract Rates?

GSA negotiates with a variety of common airline carriers to get reduced rates between frequently traveled cities.  These city-pair discounts are usually the lowest rates possible.  Unless authorized to do otherwise, you must use contract rates for official travel where available.  The TMC will provide these to you as your first alternatives.  All contract rates are listed at http://www.gsa.gov/citypair .
GSA negotiates two different types of Government contract rates – restricted and unrestricted.  Some high volume city pairs may have more than one fare available.  It is SBA policy to purchase the least expensive contract fare when practicable.

53. Who May Use Government Contract Rates?

a. Federal employees.  For official business only.

b. NonFederal travelers.  Persons traveling by letters of invitation are eligible to use available Government contract rates.  The TMC must be used to make travel arrangements (ch4p23).   

c. Contractors.  Contractors are not allowed to use Government contract airfare rates. However, they may request contract hotel and rental car rates for official travel.  Please note that the travel industry is not required to offer Government rates to contractors.

d. Personal travel.  SBA employees and those on official invitational travel are not allowed to use contract rates for any portion of the trip that is personal travel (c2p37).  You may be disciplined for misuse of the Government contract rates (SOP 37 52).
54. May I Purchase a NonContract or a NonRefundable Ticket?

a. Non-contract tickets may be purchased if authorized in advance.  A written justification for purchase of a non-contract ticket must be provided in the “Remarks” section on the Travel Authorization or a justification memo may be attached to the authorization if referenced in the “Remarks” section of the Travel Authorization.  Here are the possibilities:

21) When there is no contract carrier available to meet your travel needs, the TMC will arrange the lowest refundable fare on a convenient flight.

22) When there is a contract carrier, you may only use a non-contract carrier (different fares and/or different carriers) if certain conditions are met:

i) Space on contract flights is not available and you will not be able to accomplish the purpose of the travel otherwise;

ii) The contract schedule requires unnecessary overnight lodging;

iii) Use of the Government contract carrier would require you to be on en route travel status for 4 hours or longer than your scheduled work hours; or

iv) A cost comparison shows a non-contract service at significantly lower fare available to the general public substantially benefit the Government.  Any cost comparison must consider all factors such as ground transportation, overtime, additional lodging and lost work time.

b. Nonrefundable tickets, or tickets with specific eligibility requirements, may only be purchased when you know or reasonably anticipate that you will actually use the ticket.  Your authorizing official must determine that the proposed nonrefundable ticket is practical and cost effective for the government.  If you change or cancel your trip:

23) For personal reasons - you will not be refunded the cost of reservation changes or the cost of the ticket.

24) For official reasons or for approved emergency reasons (see Interrupted Travel ch4p26) – you may be refunded the cost of the changes and/or the cost of the ticket.

Traveler Beware: If you purchase an unauthorized, nonrefundable ticket and your travel is cancelled or changed, you will not be reimbursed for the cost of the unused ticket or change fees.



55. May I Fly Other Than Coach (i.e. First Class or Premium Class)?

First class and Premium class are two very different things, and there are significant differences between the rules governing them.  By regulation, SBA may only reimburse for coach class accommodations unless one of the following conditions apply and you receive prior written authorization, as described below.  However, you may use your own resources or frequent flyer benefits to upgrade to First or Premium class at any time (ch2p57).

	Class
	May only be authorized when:

	First
	No lower class (Coach or Premium) is reasonably available (e.g., scheduled to leave/arrive within 24 hours of the proposed departure or arrival times);

	
	Necessary to accommodate a disability or other special need travel where Premium Class is not sufficient (FTR 301-13.3(a));

	
	There are exceptional security circumstances and Premium is not sufficient.

	
	Required because of Agency mission.

	Premium
	Regularly schedule flights provide only Premium Class accommodations;

	
	No space is available in Coach in time to accomplish the mission which is urgent and cannot be postponed;

	
	Necessary to accommodate a disability or special need as described above.

	
	There are security or exceptional circumstances that make Premium essential;  

	
	An authorized foreign carrier does not meet sanitation or heath standards;

	
	Transportation costs are paid through Agency acceptance of payment from a non-Government source;

	
	Origin/destination is OCONUS, and the flight time is more than 14 hours, and no rest stop is authorized.

	
	The use results in an overall cost savings by avoiding additional costs, overtime, or lost productive time while awaiting coach-class accommodations.

	
	Required because of Agency mission.


If one of these conditions applies, you must submit a written justification with your authorizing official’s recommendation to the proper special authorizer (Appendix 9).  A copy of the signed justification must be attached to your voucher or you will not be reimbursed for any costs related to the upgrade.


56. My Departure/Arrival City Has Multiple Airports – Which Do I Use?

Some cities have more than one airport (Washington Reagan, Dulles, and BWI all serving the DC area, for example).  Authorizing officials must consider all travel factors/costs (taxi, time, etc.) when deciding which airport is most advantageous to the Government.  It is SBA policy to use the most advantageous alternative unless there is advanced written authorization with justification to do otherwise.


57. How Do I Get Refunds for Tickets and Fees If My Travel Plans Change?

a. Ticket Refund.  Contact the TMC immediately - they will provide you with return/refund instructions.  Only the actual cost of the ticket will be refunded.

25) Individually-Billed Account/Individual Travel Card (IBA).  If the ticket was purchased with your individual travel credit card, the TMC will credit your account.   If your ticket is electronic, it will not be necessary to return the ticket, but you may be asked to provide the ticket number.

26) Centrally Billed Account (CBA).  If the ticket was purchased with the Agency CBA, the TMC will refund the Agency and provide you with a copy of the refund transaction.  Give this document to your administrative officer, who will send it to DFC for the CBA account reconciliation.

b. Fee Refund.  Even if you incurred no other travel costs, you must file a travel voucher to claim the fees charged by the TMC.  Fees should be claimed as an “Other” expense.  Submit a copy of the refund advice or the credit slip from your cancelled ticket with your travel voucher. You may be reimbursed for fees related to the change/cancellation of your reservations if:

27) The trip was changed/cancelled for official reasons or for reasons beyond your control (ch4p26);

28) You document the reasons for the change/cancellation, and your efforts to cancel all your reservations in a timely manner, and submit this justification to your approving official for consideration; and
29) You submit the approved justification with your travel voucher for reimbursement.  Failure to provide the proper documentation may result in denial of reimbursement.



 

58. What If I Arrive at the Airport and My Reservation is Lost?

Contact the TMC immediately.  They will book you using e-ticketing and will tell you how to proceed.  Do not panic and purchase a duplicate ticket at the counter.

59. What If I Get “Bumped” Off My Flight?

Due to over-booking of flights, an airline may ask you to give up your confirmed seat.  In compensation, you may be given a reservation on a later flight or on another airline and/or you may be offered a damage payment in the form of cash or flight coupons.

a. You may NOT keep the damage payment if you were denied boarding by the airline, but you may claim additional expenses incurred due to the delay.  You must direct the airline to make the payment to the “Treasurer of the United States” and forward it to:

Denver Finance Center



Overnight Mail to:
Administrative Accounting Division

Denver Finance Center

*P.O. Box 205




721-19th St. Room 379, 

Denver, CO 80201-0205*



Denver, CO  80202

(303) 844-3780




(303) 844-3780
b. You may keep the damage payment if you voluntarily give up your seat and if doing so does not interfere with the performance of your official duties.  Additional costs you incur by voluntarily giving up your seat (e.g., meals, overnight stay, parking, etc.) must be paid out of the damage payment received from the airline or out of your own pocket.  If volunteering to give up your seat causes a substantial delay (3 or more hours) in your travel during duty hours, you will be charged with annual leave for the additional time.

FREQUENT TRAVELER PROGRAMS

60. May I Join Frequent Traveler Programs?

Yes, join them all.  However, you must pay any costs for these memberships.  You do not have to maintain separate official and personal travel accounts.
61. May I Use Frequent Traveler Benefits for an Upgrade?

Yes.  You may use your frequent flyer benefits to obtain free tickets for personal use to upgrade from Coach class to First or Premium class whenever you want.

62. Does the TMC Record My Frequent Traveler Miles?

If you want them to.  Your TMC can include your frequent traveler account numbers in your personal profile.  When you make reservations, the miles can be recorded against your frequent traveler account.

63. How Do I Use My Frequent Traveler Miles?

a. Official Use - If you plan to use your frequent traveler miles to upgrade from Coach to First or Premium class for official travel:

30) Contact your TMC;

31) The TMC books the Coach class ticket and issues the ticket;

32) After the TMC issues the ticket, you must contact the airline directly for upgrade.

b. Personal Use – If you plan to use your frequent traveler benefits for personal use (free ticket or upgrade), contact the airline directly for arrangements.  If your trip is mixed personal and official, use the TMC.

c. Responsibility.  Remember the availability for the upgrade is not guaranteed with your ticket.  Frequent traveler programs are the responsibility of each airline.  Neither SBA nor the TMC has any involvement with these programs.

TRAVEL BY TRAIN OR BOAT

64. May I Travel By Train?

Yes.  GSA has determined that use of AMTRAK and regional rail services (e.g., VRE, MARC) are considered advantageous to the Government.  You may use it where authorized as in the Government’s best interests (considering all factors such as cost, time spent and energy savings).  You must use coach accommodations on contract train carriers when available.

65. May I Use Other Than Coach Class Train Accommodations?

As with air travel (ch2p51) you may only use other than Coach class under specific conditions.  Extra-fare trains are those which offer faster travel, fewer stops or added security for a ticket price exceeding lowest class accommodations.  
Please review the following chart for those specific conditions which may be justification for other-than-Coach class train service.

	Class
	Train Type
	Authorized:

	Coach or lowest class of service available
	Non-Regional
	Is already deemed advantageous to the Government.

	
	Regional
	Is already deemed advantageous to the Government.

	
	Acela
	Is already deemed advantageous to the Government.

	
	Extra-fare
	When determined to be more advantageous to the Government;

	
	
	Or, when required for security reasons.

	Business or lowest class of service available
	Acela Express


	Is already deemed advantageous to the Government.

	
	Metroliner
	Is already deemed advantageous to the Government.

	First 
	Any
	When no Coach class accommodations are “reasonably available” (e.g. scheduled to leave/arrive within 24 hours of the proposed departure or arrival times);

	
	
	When necessary to accommodate a disability or other special need (FTR 301-13.3(a));

	
	
	When required by exceptional security circumstances;

	
	
	When Coach accommodations on an authorized foreign rail carrier do not meet adequate sanitation or heath standards;

	
	
	When overnight travel is required and a slumber coach or lower level of sleeping accommodations are not available. 

	Slumber
	Any
	Is already deemed advantageous to the Agency and authorized where other common carrier is not practicable and overnight travel is required.


If you believe one of these conditions applies and you need to request other than Coach class, you must submit a written justification with your authorizing official’s recommendation to the proper special authorizer (Appendix 9).  A copy of the signed justification must be attached to your travel voucher or you will not be reimbursed for any costs related to the upgrade.

66. May I Travel By Boat?

Not usually.  Travel by ocean vessel is generally not considered advantageous to the Government.  However, you may travel by ferryboat between locations when it is considered public transportation and in the Government’s best interest. Submit a written justification through your normal authorizing official to the special authorizing office designated in Appendix 9. 
67. May I Travel By Other Non-standard Means?

You may use other privately-owned or rented means of transportation (e.g., a motorcycle, small aircraft, sailboat, jet ski, bicycle, helicopter, motorboat, etc.) only when it has been authorized in writing in advance as the most advantageous means of travel for the Government (Appendix 9).  Check with DFC HelpDesk for current reimbursement rates for these alternative types of travel.



GROUND TRANSPORTATION

68.  How Do I Choose Ground Transportation While on Official Travel?

You must select the method of transportation that is most advantageous to the Government considering factors such as cost, safety, and efficiency.  The following methods of ground transportation may be authorized:

a. Free hotel or airport shuttle;

b. Public transportation such as subway, bus or train;

c. Government-owned vehicle – GOV (ch2p75);

d. Privately-owned vehicle – POV (ch2p72);

e. Taxi (ch2p71) or paid shuttles; and

f. Rental car (ch2p67).


It is 11pm and you just arrived for your first time in an unfamiliar city.  You

have 2 large bags and a box of documents, and you need to get to your hotel.  You have the following thoughts…. What is available?

· A subway, but you don’t know anything about routes or how to use it.  Besides, who is going to help you carry all your bags?

· The airport shuttle available from the hotel quit running for the night.  

· Rental Car.  But, you only need transport to your hotel and renting a car has not been approved on your travel authorization.

· Taxi

What makes the most sense?  Considering the time of the day, the large amount of luggage, safety, efficiency and getting the job done, a 
taxi is deemed the most advantageous to the Government.
69.  What Rules Apply to Using Ground Transportation on Official Travel?

a. Get prior authorization.  You must get prior authorization on your Form 21 of your choice of ground transportation if the mode is NOT public transportation (e.g., you anticipate using a rental car or GOV).

b. Estimate costs.  Include an estimate of the cost of all your ground transportation on your authorization.

c. Use public transportation.  Use public transit systems when they are available, reasonably efficient, cost-effective, safe and convenient.

d. Order of vehicle preference.  If public transit is not reasonably available or practical, you should use POVs, GOVs, taxi or rental cars (whichever is more advantageous to the Government).  

70.  How Can I Get To and From the Carrier Terminal?

It is the traveler’s responsibility to find the most economical and efficient means to the terminal.  You may travel to the carrier terminal by the means listed below.

a. Free or public transportation.  You are encouraged to take public transportation such as a subway, bus, or courtesy shuttle.  You will be reimbursed.

b. Driven by another person.  A spouse or friend may drive you to or from the terminal.  You may claim the round-trip mileage at the high rate (ch2p74) and short-term parking fees.
c. Driving your own vehicle. You may also drive your POV to the terminal or nearby parking.  You will receive a mileage allowance at the high rate (ch2p74) plus reimbursement for parking fees.  If you plan to park your POV for a few days, use long-term parking.  You are limited to the amount a taxi would have cost to get you to the terminal and home again.

d. Taxi.  Although the cost of taxi is used as the upper limit for reimbursement, it is not the preferred method of travel to and from the terminal.  Use this method, or commercial shuttle services (e.g., SuperShuttle), when the other alternatives above are not available or practical or are not advantageous to the Government.

e. Limitation on reimbursement amount.   Your reimbursement for travel to and from the carrier terminal is limited to the lesser of your actual cost or the cost of a taxi fare plus tip (max 15% of fare), unless further restricted by the Agency.  Restrictions on taxi use or monetary limitation of taxi reimbursement may be made on an office-by-office basis where suitable Government or common carrier transportation service is available for all or part of the distance involved, or where courtesy transportation is available.


71.  What Rules Apply When I Rent a Car?

When you rent a vehicle for official Government travel the following rules apply:

a. Prior approval.  You must get specific prior authorization on your SBA Form 21 to rent a car for official travel.  By regulation, after-the-fact approvals are not permitted except where advance authorization is not practicable.

b. Parking and tolls.  You will be reimbursed for necessary parking and tolls, unless these costs are solely related to personal use of the vehicle.

c. Passengers.  If more than one employee is traveling in the car, both must list that fact on their travel vouchers.  Only the employee who paid for the rental car will be reimbursed.  You are discouraged from having passengers who are not on official Government business because of potential liability issues.

d. Mileage.  Generally the Government rate for rental cars includes unlimited mileage.  However, if it does not, you will only be reimbursed for the mileage you actually travel on official business - keep a record of any personal use of the vehicle and subtract this mileage from the invoice when vouchering.  The mileage can be obtained from standard highway mileage guides or actual mileage from your odometer.

e. Maintenance and repairs.  Normal maintenance and repairs (excluding accidents) are the responsibility of the rental car company.  Call them.
f. Gas.  The car rental company may offer different fill-up options - buy a tank, you fill-up before return, or they fill-up the car on return.  The Agency has determined that you will only be reimbursed for the market rate of gas, unless you provide approved justification (through your normal authorizing official) that some other method was more advantageous to the Government.  If you return a car empty and are charged high rates for the convenience of not filling-up, you will not receive full reimbursement.  Fill-up before you return the car.

72.  Can Employees Drive If Not Listed on the Rental Agreement?

No.  In order to drive a rental car, Government employees must be listed as a driver on the rental agreement.  Only SBA employees on official travel may drive vehicles rented by SBA. 

73.  Should I Buy Car Insurance When I Rent a Car?

It’s up to you.  You may or may not want to buy insurance for your rental car depending on how you will use it.  However, SBA will not reimburse you for the cost of this insurance.
a. Government use.  If you use the rental car only for official business, and are traveling within the United States, Puerto Rico, or the trust territories, the cost of the rental generally includes insurance coverage for personal injury, death and property damage.  This is negotiated through the Department of Defense’s Service Deployment and Distribution Command (SDDC) contracts with rental agencies.  Please double check that the rental vehicle is covered by the SDDC when reserving your vehicle through the TMC.  This insurance also covers losses and injuries to third parties and damage to the rental car over a deductible amount.  SBA pays for damage to the rental up to the deductible if the damage occurred while you were using the car for official business (c2p75) and were not negligent in the operation of the vehicle (International Travel).

Traveler Beware: A car rented with your Government travel card is NOT considered a GOV, even if the sole purpose of the rental is Government travel.  This means that you may use a rental car for personal travel, but you will be responsible for any accident or expenses, which may occur when you are not on official business.

b. Personal use.  If you use the rental vehicle for any personal purpose, you will be using the vehicle outside the scope of your employment and may want to purchase insurance.  You will be responsible for any accident or damage that occurs while not on official business.  Again, you will not be reimbursed for the cost of this insurance.



74. What If the Area or Vehicle Is Not Covered by SDDC Insurance?

If you are in a geographic area that the SDDC does not cover, or you must rent a vehicle (such as an SUV or truck) that the SDDC does not cover, the Agency self-insures.  This means the Agency will pay for damages that occur if you get into an accident while using the vehicle on official business, if you weren’t negligent in your use of the vehicle.  Rental of non-SDDC vehicles must be authorized by the appropriate Management Board Member (Appendix 9).  If you get into an accident while on Government business, you must:

a. Contact the police immediately and complete an accident report;

b. Contact your supervisor and Office of General Counsel immediately.  For OIG employees, contact your supervisor and the Counsel to the IG immediately; and

c. Contact the Government travel card vendor immediately if driving a vehicle not covered by the SDDC.  It is possible that the rental car insurance provided through the travel card company may cover the damages incurred, thereby sparing SBA the expense of self-insuring.
75. What Rules Apply When Using a Taxi on Official Travel (see ch4p14 for taxi use while on Local Travel)?

a. While taxis should not be your first transportation choice, you may be reimbursed for the cost of a taxi where:

33) Travel is to and from a carrier terminal;

34) Travel is between your primary residence and office on the day you depart the office for a trip requiring an overnight stay; and
35) Travel is from the office to your primary residence on the day you return.

You have been asked to travel for a week and have packed two suitcases.  You normally take the bus to work, but don’t think you can maneuver the bags on and off the bus.  You decide to take a taxi to work instead.  At the end of the workday you take a courtesy shuttle from the office to the airport. Although the taxi was not specifically included on the travel authorization, you may be reimbursed for the cost of the taxi plus a 15% tip because your travel required overnight lodging.  Include this expense on your travel voucher.
b. You may use a taxi while on travel, if specified on your travel authorization, as advantageous to the Government considering the following:

36) Public transportation is not available or would take too long;

37) You are unfamiliar with the public transportation system;

38) You are disabled and the use of public transportation is impractical;

39) You are carrying Government materials or personal property used to perform your duties, and it is too large or weighty that public transportation is impractical; or

40) Any other justifiable reason making taxis more advantageous to the Government.

c. You must submit a receipt for taxi fares over $75, excluding tip.  Tips are limited to 15% of the fare.

76.  What Rules Apply If I Use A Privately-Owned Vehicle (POV)?

a. Prior authorization.  Get prior authorization on your Form 21 for use of a POV (including car, motorcycle or aircraft).
b. Mileage.  The per mile reimbursement for POV covers the cost of gasoline, wear and tear, towing, insurance, repairs, replacements, grease, oil, antifreeze, taxes and other operating expenses. You may report the distance traveled on official business using standard mileage guides or actual miles from your odometer readings.

c. Passengers.  You will not receive extra reimbursement for other employees traveling in your vehicle.  Passengers traveling on official business should be identified on your voucher.  You are discouraged from having passengers who are not on official Government business because of potential liability issues.

d. Parking and tolls.  You will be reimbursed for necessary parking fees, ferry fees, bridge, road and tunnel fees, and aircraft/airplane parking, landing and tie-down fees, unless these costs are solely for personal use of the vehicle.

e. Gas.  Although you cannot claim reimbursement for the cost of gas (this is already included in your mileage rate reimbursement), you may use your Government travel card to purchase gas while on official travel.
f. Maintenance or repairs.  Under the Federal Travel Regulations, the mileage reimbursement you receive makes the cost of any necessary maintenance or repairs to your vehicle your personal responsibility.  This applies even if you get into an accident while on official business.  In addition, there is no reimbursement for your insurance deductible.  You should check with your office legal counsel to evaluate if you have redress for damages under the Small Claims procedures (31 USC § 3723). 


You are driving your POV to the airport to leave on official travel and you get a flat tire.  Replacement or repair of the tire is your responsibility under the travel rules.  The cost for “wear and tear” on your car is included in the mileage rate reimbursement. 

77.  May I Use My POV Instead of a Common Carrier?

Yes, with prior authorization.  Your mileage reimbursement, per diem and other expenses will be paid up to the lesser of your actual costs or the costs you would have incurred if you had used a common carrier.  For comparative purposes:

a. Per diem starts when you would have started a trip using a common carrier.

b. Per diem ends when your trip would have ended using a common carrier.

c. You must use annual leave for any time in excess of normal travel time it would have taken if you used a common carrier.  This annual leave time must be accounted for on your travel authorization and on a leave slip.
d. Mileage rate is established using the criteria explained in #74 below.


78. What Are the Mileage Rates For POV?

You can find the latest GSA mileage rates at:  http://www.gsa.gov/travel.  For cars, there are three reimbursement rates:

a. High Rate.  Where the authorizing official determines that common carrier, GOV, or rental vehicle is not feasible, and/or using your POV is the most cost effective and most advantageous means of travel, you may use your own vehicle. You must state on the travel authorization why using your POV is the most advantageous method for the Government

b. Medium Rate.  Where you decide to use your POV as a personal preference, even though you have been authorized to use public transportation.

c. Low Rate.  You have a GOV assigned to you personally (e.g., you have signed a commitment to use a Government car); however, you decide to use your POV instead.  Also, when you would not usually be authorized to use POV due to the availability of a GOV, but nevertheless decide to use POV anyway.  In either case, you will receive the Low rate of reimbursement.

79.   What Rules Apply If I Am Using a GOV?

a. You may use GOVs for official purposes only, including travel between:

41) Places of official business, including your office and other official business sites away from your office;

42) Temporary lodging and any official business site and temporary lodging where public transportation is unavailable or its use is impractical;

43) Places necessary for your meals, health, and efficiency while on official travel (e.g., restaurants, drug stores, places of worship, and laundry facilities).

b. Driver’s license.  You must have a valid state driver’s license.  You may periodically be asked to verify that you have a valid license.

c. Taking the GOV home.  This is typically not allowed.  One exception to this rule involves employees engaged in “fieldwork.” However, by law, only the Administrator may authorize employees to use GOVs to and from home for fieldwork (31 USC § 1344, 41 CFR 102-5.70 and SOP 00 13 – Property Management).  This authority is non-delegable (Appendix 9).  Please note your commute from home to work is not official business unless the Administrator approves it in advance pursuant to statutory requirements.
d. Mileage log.  You must record the mileage of your trip on the SBA Form 1691 – Log of Government Vehicle Usage Between Places (SOP 00 13 – Property Management).  You also must record where you parked the car for the next user.

e. Gas.  Whenever possible, use the GSA Fleet credit card provided with the GOV keys to purchase gas at service stations that accept the Fleet card.  If none are available, use your travel card or personal resources to fill up.  

f. Passengers.  Only Federal Government employees should ride in a GOV (SOP 00 13 – Property Management).

g. Parking and tolls.  You may request reimbursement for parking and tolls.

h. Maintenance and repairs.  See SOP 00 13 – Property Management Program.
Traveler Beware: Field employees are frequently asked to accompany a lender or auctioneer to a borrower’s place of business.  With few exceptions, due to liability issues, persons not employed by the Government should not ride in the GOV.  Use separate vehicles. 

80.  May SCORE Volunteers Ride In or Drive GOVs?

Under the Small Business Act, SCORE volunteers are treated like Federal employees for the purposes of tort liabilities and worker’s compensation.  SCORE volunteers may ride in, but may not drive GOVs.

81.  What If the Vehicle Breaks Down?

a. GOV - If the vehicle is in the vicinity of a GSA motor pool, all needed repairs should be reported to motor pool personnel who will make necessary arrangements.  If you do not know if a GSA motor pool is nearby or if emergency repairs are needed, check with the administrative officer at the nearest SBA location.  If it is after business hours and none of these contacts are available, you may need to decide between arranging for emergency repairs or arranging for an alternate form of transportation.
b. Rental Vehicle – If driving a commercial rental vehicle, contact the vehicle rental company where you rented the vehicle and proceed as advised.

c. POV – If on official travel, you may be allowed per diem for the time spent getting it repaired.  It is important that the authorizing official document on the SBA Form 21 and on the SF 1012 voucher use of the POV was to the Government’s advantage, that the delay was reasonable, and that your course of action was authorized.  You will not be reimbursed for the cost of your repairs (ch2p72).

For GOV and rental vehicles, if you find yourself without transportation because of a breakdown, since you are already have authorization, get a replacement vehicle from the place where you got the first one.  In the case of an extended POV breakdown, get authorization for alternate transportation to your destination.  Use the means most practical and cost efficient to finish your travel.

PAYING FOR TRAVEL

82. How Do I Pay For My Official Travel?

 

a. With your Government travel credit card.  According to the Travel and Transportation Reform Act (TTRA), unless you have an exemption, you are required to use your individual travel credit card (ch2p83) to pay all official travel expenses including lodging, transportation, rental car including gas, and meals.  It is important to note that paying with cash (e.g., for meals) obtained from an ATM advance with your travel card fulfills the rule.

b. With an Automated Teller Machine (ATM) cash advance.  With prior authorization, you may obtain a limited cash advance with your travel credit card from an ATM for incidental expenses that cannot be charged on your card. ATM cash advances are subject to the following conditions:
44) The maximum amount allowed for ATM advances is the M&IE portion of per diem (excluding lodging), plus ground transportation costs.  For example, if you are traveling for 5 days to a destination with a $40 per day M&IE rate, you may get an ATM advance of $180 (2 days @ 75% of $40, plus 3 days @ 100% of $40), plus an estimated amount for anticipated ground transportation (taxi, parking and tolls).

45) Your travel card has an ATM limit set at $200 in one single day, and $1000 per month CONUS ($1500 OCONUS).  Contact DFC HelpDesk for questions regarding these limits.

46) ATM advances must be authorized in advance using Block 12 on the SBA Form 21.

47) You are normally charged a fee by the travel card vendor and sometimes a second fee by the ATM.  Both of these charges are reimbursable on your travel voucher as “Other” expenses.

48) To avoid excess ATM and bank fees, minimize the number of times you make cash advance withdrawals (e.g., get all of your week’s worth of M&IE advance all at once).

49) ATM advances in excess of the M&IE and ground transportation limit (as described above) must be authorized in advance with written justification (Appendix 9).  The authorization must be submitted with your travel voucher.  Authorizations for excess ATM advances do not affect the ATM limit on the amount that can be withdrawn on any given day.
 

83. What Are the ATM Cash Advance Limits for Disaster Employees?

 

In some unusual disaster situations, disaster employees may be eligible for higher daily and monthly limits on ATM advances.  However, at no time may the total of such advances exceed the total per diem (including lodging) allowed for the location.  To exceed the normal daily and monthly limits set above, a disaster employee must submit justification for specific prior authorization.  This written justification and authorization must accompany your voucher for payment.  Disaster Area Directors (or Acting) may authorize higher ATM cash advances.  No re-delegation is permitted.

84.  Can I Use My Travel Card for Anything Other Than My Official Expenses?

NO!  YOU MAY ONLY USE YOUR GOVERNMENT-ISSUED TRAVEL CREDIT CARD WHILE ON OFFICIAL TRAVEL AND ONLY FOR YOUR OFFICIAL TRAVEL EXPENSES.  You cannot use the travel card while on personal travel or for any non-official reason.

You may not use the travel card to pay for any expenses associated with local travel *(within the local 50 mile commuting area)* such as taxi fares, public transportation, gas for your POV or GOV, parking, registration fees, meals, or any other unauthorized local use.  You must use your own personal funds for authorized local travel expenses and then request reimbursement from the Agency by submitting an SF-1164.

In addition, if you misuse a travel card, you are subject to disciplinary action.  A basic rule of thumb: if you cannot be personally reimbursed for the expense, do not use your travel card to pay for it.  By law, the Agency must take progressive disciplinary action, up to and including removal from Federal service, for misuse of the travel credit card.  In addition, if you use someone else’s travel card, regardless of whether you used if for official purposes or for a personal one, you are subject to disciplinary actions up to and including removal.  See SOP 37 52, Discipline and Adverse Action, about disciplinary action for misuse of the travel credit card.

Office directors and administrative officers are required to review monthly transaction and delinquency reports to validate that the travel cards within their area of responsibility are being used in accordance with Agency policy.

85.  Can I Choose Not To Be Reimbursed for My Official Travel Expenses?
No.  By law, once a trip is determined to be official travel, SBA is required to reimburse you for authorized travel expenses.  By allowing an employee to personally absorb official travel costs, the Agency would be receiving an illegal gift.
86. When May I Use My Personal Credit Card?

If you have a Government issued travel card, you may not use your personal credit card for official travel purposes.  You may use your personal credit card and other personal resources only if you are exempt from using the travel card.  Always use your personal resources for all nonofficial purchases (e.g., gifts, sundries, etc.), including personal travel costs.  Also, if you do not have a Government-issued travel credit card, or are exempt, ask your Administrative Officer about using the agency Centrally-Billed Account (CBA) in order to get Government contract rates for common carrier tickets (ch3p14).
87. What Are The Exemptions to Mandatory Use of the Travel Card?

The Administrator of GSA provides the following standard exemptions from mandatory travel card use:

a. New employees or those who have a travel card application pending;

b. Individuals traveling on invitational travel;
c. To protect the identity of investigators or other employees where maintaining anonymity is imperative;

d. When a vendor does not accept the travel credit card (laundry, parking, tips, bus, subway, taxi), or when traveling to a location where use of the travel card is not possible (such as a remote overseas location), or where the use of the card is impractical (meals);
e. An employee who travels 5 times or less in a year.

88. How Do I Request an Exemption from Mandatory Travel Card Use?

For exemptions not covered in the paragraph above (e.g., your travel credit card was cancelled due to delinquency or misuse), you must: 

a. Prepare a memorandum addressing the following:

50) Location and dates of travel;

51) Reasons for the exemption request;

52) If the reason for the exemption is cancellation of the individual’s travel credit card, the supervisor must explain why the employee should be allowed to travel; and

53) A signature and recommendation for approval from your supervisor.

b. Submit the exemption request through your supervisor, with their recommendation, to the appropriate authorizing official (Appendix 9).

c. Each trip requires an exemption and should be submitted with your voucher.

d. Monthly reports are provided to the GSA Administrator for nonstandard exemptions from the mandatory use requirement, who in turn reports this information to Congress.

89. How Do I Get a Government-Issued Travel Credit Card?

a. Complete the on-line training.  You must complete the GSA Travel Charge Card on-line training program and obtain a completion certificate.  Print and sign the completion certificate.  The on-line training is found at: http://apps.fss.gsa.gov/webtraining/trainingdocs/traveltraining/index.cfm. 

b. Complete an application.  Every SBA employee traveling on official business who does not have an exemption must apply for a Government-issued travel card by completing an application and an ATM Program & Enrollment Form.  Get the application form on the SBA Employee Gateway Intranet page under the Travel link, or ask your AO.  This application requires your signature, the signature of your supervisor (who should sign on the same line as you do), and the signature of your administrative officer.  
c. Send it to DFC.  Submit the completed application forms and the signed on-line training completion certificate to DFC.  You can fax these to the HelpDesk, if desired.  Disaster employee applications must always be submitted through the Disaster Area administrative office.  DFC will submit the forms to the travel card vendor for processing.  *According to OMB Circular A-123, Appendix B – “Improving the Management of Government Charge Card Programs,” a credit worthiness check must be performed and passed before a travel card will be issued.*  This entire process takes about 3 or 4 working days, although the process can be expedited in emergencies.

d. Receive the card.  Once you are approved, a card will be issued in your name and sent to your home address. Disaster Area employee cards will be sent to the Disaster Area Office’s administrative officer.  The card is valid for 2 years from the date of issue.  Keep the travel card information in a secure place and treat it with the same care as a personal credit card.

e. Protect your travel card and PIN.  Be careful to not mix your official travel card with personal credit cards.  Also, a Personal Identification Number (PIN) will be issued with your card.  Protect this PIN.  It will allow you to get authorized cash advances from ATMs.  DO NOT share your PIN with anyone.

90. Can My Travel Credit Card Be Cancelled?

Yes!  Your credit card can be cancelled by the vendor because of excessive delinquency (ch3p29), misuse and other reasons.  You may also be subject to disciplinary action, including possible removal from the Federal service, under government-wide ethics regulations (such as 5 CFR § 2635.809), and SBA Standards of Conduct regulations (13 CFR § 105.206).
The travel credit card company will not reinstate your old card or issue you a new card.  If your authorizing official determines that it is essential for you to travel, you must request an exemption from the mandatory use of the credit card each time you travel (ch2p84).

In addition, if you do not travel frequently you should deactivate your card.  Deactivation is a temporary condition that prevents it from being used.  This is different than permanent cancellation.  Temporary deactivation will protect you from any unintentional misuse.  Contact DFC HelpDesk directly to have your travel card reactivated when a new trip is authorized.
91. What If My Travel Credit Card Is Lost or Stolen?

a. Report it IMMEDIATELY!  You must immediately report the lost card to the credit card company using their “800” number or the number of the nearest credit card office.  If you delay reporting, you may be held responsible for fraudulent charges.  The company will cancel your card and will issue a replacement card within 24 hours.

b. Additional contacts.  If you do not know how to contact the company or what your card number is, you should IMMEDIATELY contact your administrative officer or DFC HelpDesk.

c. Liability.  You are not liable for any fraudulent charges if you promptly notify the credit card company when you discover your card is missing.
d. Affidavit of forgery.  You may have to review any charges considered fraudulent and sign an affidavit of forgery stating that you did not make the charges.  If you refuse to sign the affidavit, you may have to pay all the charges and you will not be reimbursed for those charges.
TELECOMMUNICATIONS

92. While on Official Travel, What Communication Charges Are Covered?

You may be reimbursed for necessary official business communication charges such as telephone calls, faxes, and computer links by claiming them as “other” expenses on your voucher.  However, you must use long distance telephone services via the most economical and practicable means. The Federal Travel Regulations require the use of Government provided services (e.g., the Federal Telecommunications Services – FTS) for all official communications.  If FTS lines are not available, you should use the Government-issued FTS calling card (ch2p91).  If you do not have an FTS calling card, you may use your travel credit card to pay for official business calls.  However, employees are encouraged to purchase pre-paid calling cards for all official business calls. All calls should be limited to the shortest time necessary to accomplish official business and should be made using the most economical means available to the Government.  Phone calls from hotels, airplanes and with cell phones are very expensive, include hidden charges such as access/roaming fees, and should be minimized.  Phone calls from airplanes are for emergencies only.  See below for bad ideas and better ideas.
	Bad Idea
	Better Idea

	You are on travel to a field office.  You finish your day’s work and return to the hotel.  You hook–up your laptop computer to the hotel phone and call back to the home office.  Your link-up lasts an hour as you read and answer e-mails.  You submit the hotel telephone bill of $50.
	Use the office LAN before leaving the office.  Use a local internet number and get your e-mail via the web.  Use the SBA toll-free dial in network.

	One hour into a two-hour flight you want to call back to the office to see what’s going on (and impress the cute passenger next to you) using the AirPhone.  You talk with everyone for an hour and hang up just in time for the plane to land.  The bill for the AirPhone is $200, which you submit for reimbursement. Remember, airplane phones are for emergency use only.
	Wait and use the phones at the airport and get FTS access through a FTS calling card to make your non-emergency phone calls.  


93. May I Be Reimbursed for Personal Calls While on Travel?

There is great potential for telecommunications costs to escalate out of control.  Although the FTR gives the Agency authority to decide if it will reimburse an employee for a phone call to home (or to a place where dependent children are located), SBA is intent on controlling these costs.  SBA’s policy is to reimburse for such calls on a very limited basis. If not properly justified/approved, your claim may be denied.  All calls should be of short duration and should be made using the most economical means available to the Government.  Use FTS lines whenever possible by making calls at SBA or other Federal Government offices or through commercial phones using a Government-issued FTS calling card.  You should delay all but essential official and home calls until FTS access is available.  Phone calls from hotels, airplanes and with cell phones are very expensive, include hidden charges such as access/roaming fees, and should be minimized.  Phone calls from airplanes are for emergencies only.  Hidden charges are included in the cost of phone calls and, unlike taxes for lodging, are not claimed separately.

94. What Are The Limits to My Personal Calls?

The FTR allows SBA to set policy on personal phone calls to home (or to a place where dependents are located).  SBA will reimburse for such calls as identified in the table below.  Other personal phone calls are not reimbursable.  See the chart below for the limits on phone call reimbursement for CONUS and OCONUS.
	Item
	Length

of Travel
	Reimbursement Per Week

	
	
	CONUS*
	OCONUS*

	You have available a Government cell phone, FTS/Agency-issued calling card, or access to FTS lines during travel.
	

	Less than or equal to 7 days.
	$0
	$0

	Greater than 7 days.
	$0
	$10

	You do not have available a Government cell phone, FTS/Agency-issued calling card, or access to FTS lines during travel.
	

	Less than or equal to 7 days.
	$0
	$10

	Greater than 7 days.
	$10
	$20


· For the purposes of the table above, CONUS calls are defined as being where your home and temporary duty stations are both CONUS, or where they are both in the same OCONUS location.  OCONUS calls are defined as being where your home is CONUS and temporary duty location is OCONUS (or vice versa), or where your home and temporary duty locations are in different OCONUS areas.

You are hired by SBA to work a hurricane disaster in Puerto Rico.  You and your family live in Puerto Rico.  While working locally in PR, you are not eligible for any phone allowance.  Because you are such a good employee, when PR hurricane work is completed, SBA sends you to South Carolina to work on flood relief.  Since you are now working CONUS but you need to call OCONUS to talk to your dependents, you are authorized $20 per week for calls once you have been in South Carolina more than 7 days. Later, your family temporarily moves to New York to stay with relatives until your return to PR.  You are now working CONUS and calling your dependents who are also CONUS, you are only authorized $10 per week.  Finally, the work in South Carolina is done and you and your family return home.  SBA then calls you to do some follow-up work in the Virgin Islands.  Since you are working OCONUS (VI) and calling dependents in a different OCONUS area (PR) you are eligible for $20 per week once again.
95. How Can I Get an FTS Calling Card?

Ask your administrative officer to contact the Office of the Chief Information Officer (OCIO) or, for disaster employees, contact the Office of Disaster Assistance.

96. May I Use My Personal Cell Phone While on Official Travel?

If necessary.  However, although convenient, cell phones are not always the most economical way to make calls.  Using an FTS calling card at a telephone booth, or postponing a call until you can use an FTS line or have access to a less expensive service may be more economical alternatives.  If you do use your personal cell phone to make official business calls, you should try to keep the calls of short duration.  If not properly justified/approved, your claim for reimbursement may be denied.  For purposes of reimbursement, the same rules apply to the use of your personal cell phone to make calls home as they do to other methods of calling home (c2p90).
	Bad Idea
	Better Idea

	While on TDY you forward all office calls to your cell phone so you won’t miss anything.  The phone bill comes in at the end of the month with $100 of extra charges.  You submit these for reimbursement as necessary, official travel expenses.
	Call in for messages frequently from a less costly phone service like FTS.

	On TDY you use your cell phone to make all your calls back to the office.  Your monthly bill comes in $200 more than normal. You submit these charges for reimbursement.
	Use less costly FTS phone lines at the local office or use an FTS calling card.

	While on travel you call in to the office every morning during your one-hour commute.  You talk to everyone about what is going on today, so that by the time you reach your destination you are up-to-date.  You submit a $300 per month phone bill for reimbursement.
	Wait until you get access to an FTS line, get an Agency-issued cell phone, use an FTS calling card, or wait until you get to the office.



Traveler Beware: Do not think that you have blanket approval to use FTS lines for unlimited personal long distance calls or to be reimbursed for any calls that you deem official.  YOU DO NOT!  Disciplinary action can be taken against you for misuse of Government telecommunications.

MISCELLANEOUS EXPENSES

97. What Miscellaneous Expenses Are Reimbursable?

You may be reimbursed for a variety of additional, necessary expenses to conduct official business while on travel.  These include additional postage, registration fees, travelers check fees, and other miscellaneous expenses.  These items require prior authorization.  Anticipate them and estimate the costs on your travel authorization.  These charges should be placed on your travel credit card.

98. What Is My Laundry Allowance While at My Temporary Duty Location?

a. CONUS.  Employees on a minimum of 5 consecutive days (4 consecutive nights) temporary duty may claim laundry and/or dry cleaning expenses not to exceed $5 each week for the first 14 days in travel status, and $15 each successive week as long as there is no break in travel.  If there is a break in travel, even for a weekend, the time period starts all over again.

You are on temporary duty for a period of 5 consecutive days.  Your allowable laundry/dry cleaning expense is calculated at $5 for the first 7 days for a total claim of $5.

You are on temporary duty for a period of 18 consecutive days.  Your allowable laundry/dry cleaning expense is $5 for the first 7 days plus $5 for the next 7 days and $15 for the next 4 days for a total claim of $25.

b. OCONUS.  Employees traveling to Alaska, Hawaii, U.S. possessions and foreign areas may not claim laundry/dry cleaning expenses separately.  These expenses are included in the established per diem rates for these locations.

99. What Is Excess Baggage and When Is It Reimbursable?

Baggage that is necessary for official travel but is over the free limits imposed by the carrier is known as Excess Baggage.  Expenses related to excess baggage must be authorized in advance by your supervisor on your SBA Form 21.  Airlines are now charging big fees on extra items or items over a certain size or weight.  Check with the TMC regarding any baggage restrictions associated with your travel - both number and size of items.  Your authorizing official will consider the following before authorizing expenses for excess baggage:
a. If you are transporting equipment or material separate from your personal luggage that directly supports the purpose of your trip of short duration.

b. If you are authorized to go on an extended temporary duty assignment (30 days or longer) and you require additional personal luggage.
c. If your luggage conforms to airline size standards.

d. If you can reduce costs by shipping excess materials to your hotel or the local SBA office.

You can be reimbursed for all necessary transfer, handling, and storage fees related to the excess baggage.  You will not be reimbursed for tips given for the handling or storing of your personal luggage, but can be reimbursed for tips related to government materials.  Storage fees and tips for handling your personal bags are included in your allowance for M&IE expense.  You must use your travel credit card or cash advance to pay any authorized costs associated with excess baggage.

100. What If I Need a Conference Room?

You should use free space in Government buildings or at the temporary duty location if possible; however, when necessary and authorized in advance, you may rent an additional room at a hotel, a larger guest room, or other place to conduct official business. The rental of space other than a guest room is considered a procurement action rather than a travel expense item and must be done by a warranted contracting officer.  Ask your administrative officer for help.

101. What About Steno, Typing, Duplicating or Other Clerical Services?

When Government employees are not available to help you with these services and you have no alternative, you may get temporary help.  Call your AO or supervisor to help you with this procurement action.  If you are unable to reach them, and it is absolutely necessary that these services be obtained prior to being able to reach your AO or supervisor, pay for these services with your travel credit card and claim reimbursement on your voucher with an approved justification.  The maximum amount for these services that can be claimed on your travel voucher is $100.  If the amount is over $100 an SF 1164, “Claim for Reimbursement for Expenditures on Official Business,” must be used.  Amounts over $100 cannot be claimed on your travel voucher. 
102. Can Additional Costs for Security be Reimbursed?

The Transportation Security Administration is developing a program to allow frequent flyers to speed through security checkpoints at common carrier terminals.  Under this Registered Traveler Program pilot program, passengers who undergo a rigorous background check and pay an annual fee will be given an identity card with personal and biometric information.  This card will allow passengers to use express security lanes at selective airports and with selective airlines and not be subject to detailed scrutiny.  Employees are permitted to join this program.  However, in accordance with GSA policy, the program’s annual fee is considered a personal expense and, therefore, it is not reimbursable.
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TEMPORARY DUTY REIMBURSEMENT

103. How Do I Get Reimbursed?

Standard Form 1012 – Travel Voucher (http://yes.sba.gov/forms) is the Government wide standard form for reimbursement of temporary duty travel expenses.  The SBA uses this form where advance authorization required and where there is per diem, actual expense, or rental vehicle expenses.

104. How Do I Get Reimbursed For Combination Travel? 
As described in the section on Combination Travel (ch2p35) you may be authorized and reimbursed using both the lodging-plus and the actual expense formulas for the same trip.

105. When and To Whom Should I Submit My Completed Travel Voucher?

a. The SBA “Approving Official” (Appendix 8) is the employee with responsibility to review (ch3p8) and approve your travel expenses for reimbursement.  The approving official signs Block 14 of SF 1012.
b. Submit your travel voucher (SF1012) through your supervisor to your approving official.  When another office is paying the costs (i.e., centralized training, QSRs, etc.) use that office’s chain of approval.  But in all cases, submit your voucher as soon as possible.  The FTR (301-52.7) requires vouchers to be submitted to the approving official no later than 5 working days after the end of your trip, except for extended travel described below.
c. Extended Travel.   If your trip is for 30 days or longer, submit a voucher at least once a month, but no more than once a week.
d. Travel Crossing Fiscal Years.   You can submit a single voucher.  However, because of the nature of annual appropriations, you must have two authorizations (ch2p8) and two obligations in the administrative accounting system.  The airfare can be purchased and reimbursed against the earlier fiscal year, but lodging, meals and other charges must be claimed against the year in which they actually occurred. 
e. Timeliness.  If you submit your travel voucher on time, you should receive your reimbursement before your travel credit card bill is due.

106. How Do I Complete the Travel Voucher?

a. Use SF 1012 for your travel voucher.  It is the only authorized form to claim reimbursement of travel expenses when per diem, actual expense or rental vehicles are involved.  Prepare the travel voucher accurately and completely by doing the following:
54) Include your social security number in the space provided;
55) Make sure the mailing address matches the address in the accounting system.  Get help from administrative officer or DFC HelpDesk;
56) Aggregate by type of expense, or itemize expenses daily in chronological order.  When aggregating, list the number of days and how much spent per day - Example:  Taxi at $5/day for 5 days = $25;
57) Personal telephone calls and official calls should be itemized or aggregated separately;
58) Individual expenses costing more than $75 must be listed separately;
59) List the type of any leave taken and number of hours used each day;
60) State the date of arrival and departure from TDY location and any nonduty points visited when you travel by indirect route;
61) Print the SF-1012 from Informs on the SBA Employee Gateway forms section.  Complete it with permanent ink, initial alterations, and sign with ink other than black;
62) Attach all necessary receipts (ch3p5);
63) Attach a copy of your travel authorization, including any special approvals and amendments (the originating office maintains the original copy of the authorization);
64) Sign and date the voucher.  Include your Direct Pay instructions (ch3p13); and
65) Submit completed voucher to your approving official (Appendix 8) for review and signature.
b. Original Signature.  The travel voucher must have an original approving official signature for payment.  Faxes between offices up to the point of the approving official’s signature is acceptable.  This original signature helps to eliminate the possibility of making duplicate payments.
c. Keep a signed copy for your personal records.
d. File Retention.  The office that issued the travel authorization must maintain an original of the voucher with the traveler’s original signature in a central location.  Authorizations, Vouchers, Receipts and other travel documents must be retained for 6 years and 3 months, as prescribed by the National Archives and Records Administration (NARA).  ”See: http://www.archives.gov/records-mgmt/faws/scheduling.html 
107. What Documents Do I Need to Attach to My Travel Voucher?

Travel Authorization, authorization amendment, or a letter of invitation for a nonFederal employee (originals).
Documents relating to your request for and receipt of special authorizations, including but not limited to:  personal/indirect travel, alternative means of travel, payment of per diem over 90 days, actual expense, certificate of unavailability of U.S. carriers, upgrade to other than coach class accommodations and post approval of travel or items not previously authorized (Appendix 9).

Receipts.  Get and retain receipts for all your official travel expenses.  Only receipts for lodging, common carrier transportation, rental vehicles, and any other expense over $75 are submitted to DFC for reimbursement.  However, it is SBA policy that you must retain all other original receipts regardless of value (e.g., those under $75 for parking, gas, taxi, phones, etc.) for review purposes.  Do so for your own protection.

108. What If I Do Not Have a Receipt?

If you lose or do not have a receipt for an expense that requires one (airfare, hotel, rental car or charge over $75, for examples), and you cannot obtain a copy, you must fully explain the reason either on your travel voucher or in an attached memo.  Many times the hotel or rental car company will be willing to fax you a copy of the receipt.  The following may justify the lack of a receipt:

a. Lost receipt.  If a receipt was lost and duplicates cannot be obtained, you should document attempts made to obtain a copy.

b. Practical impossibility.  Receipts were not available or were virtually impossible to obtain under the circumstances.  “I couldn’t wait” is not an acceptable excuse.

c. Confidential travel.  The Inspector General may waive the requirement for submitting receipts if it is determined that it would compromise the confidentiality of the trip.  The OIG will maintain the receipts in this case.

109. How Do I Voucher for Miscellaneous Expenses?

Column “n” on the SF-1012, labeled “Other,” is where you claim any expenses other than mileage and subsistence.  These items include airfare, car rental, taxi fare, shuttle fare, lodging tax, telephone calls and other miscellaneous expenses. 

110. What Should the Approving Official Consider When Reviewing a Voucher?

 

The role of the approving official in the reimbursement of travel expenses is vital.  A traveler cannot be reimbursed until their voucher is reviewed and approved.  To do this effectively, the approving official must:
 

a. Have knowledge of the employee’s activities on travel, particularly where there is personal and/or indirect travel involved to insure that the traveler does not claim reimbursement for expenses that are not official in nature, and when an employee is not using his/her Government contractor-issued travel credit card when he/she should be;

 

b. Determine that the voucher is properly prepared in accordance with the FTR and Agency procedures, including:

66) Ensure that all needed authorizations are properly executed and documented;
67) Determine that the expenses claimed are allowable and accurate (e.g., a claim for phone charges is not being made by a traveler with an Agency cell phone, calling card or FTS line available);
68) Review receipts.  The approving official retains the right to review all receipts – even receipts that aren’t required with the voucher.
69) Ensure traveler used a government travel card for all official expenses unless an exemption (listed in ch2p83) is approved in accordance with ch2p84.
c. Request that the traveler make modifications (and initial changes) to the voucher if needed;

d. Verify with the Administrative Officer or Budget Coordinator that the original obligation is enough to cover the amount of the voucher.  This will avoid reimbursement delays.

e. Expedite the processing of vouchers (ch3p3a).  Late fees for delayed processing by the approving office will come out of that office’s budget.
Note:  SF-1012 Block 14 has language requiring approving officials to have a written delegation from the Administrator to approval long distance telephone calls.  This requirement no longer exists.  GSA will make this change to their Standard Form with the next update their SF-1012.
111. Can An Approving Official Modify A Voucher?

 

The preference is to get the employee to modify the voucher.  However, if this is not possible in a timely manner, the approving official may submit a voucher to DFC that is approved for an amount different than the amount claimed by the traveler.  The approving official prepares a cover memo stating the reason for the differences.  DFC will evaluate the differences and make adjustments to the reimbursement.
112. Once Approved, Where Does the Voucher Go For Payment?

a. Send it in.  After the approving official has approved it, the signed original voucher must be sent to one of these DFC addresses for payment:

Denver Finance Center



Overnight Mail to:
Administrative Accounting Division

Denver Finance Center

*P.O. Box 205



721-19th St. Room 379, 

Denver, CO 80201-0205*


Denver, CO  80202

(303) 844-3780



(303) 844-3780
b. Headquarters employees should use the overnight bin in the Office of the Chief Financial Officer.

c. Disaster employees must submit their travel vouchers either to their supervisor or the disaster administrative department where they are working.

d. Late fee penalties may be paid by the Agency for untimely processing.  These penalties can be avoided when vouchers are submitted within the required timeframes (ch3p3a).  The employee and approving official bear the responsibility for timely submission of all approved vouchers to DFC.

e. Examination of the travel voucher will be done by the Administrative Accounting Division at DFC.  Once completed, they will certify the voucher and order payment of your claim.

f. Electronic Funds Transfer (EFT) is the method the Agency will use to reimburse employees, as mandated by the Debt Collection Improvement Act of 1996.  The employee portion of the reimbursement will be deposited directly to your bank account, based on the payroll information you provided to SBA.  You may also choose to have an electronic direct payment made directly to the travel card company (ch3p13).

113. May I Set Up a Separate Bank Account Just For Travel Reimbursements?

a. Yes.  To set up an alternate bank account number specifically for travel reimbursements, provide DFC with the information below. 

70) Name;

71) Address;

72) Bank account number; and

73) Bank routing number.
b. DFC will enter this information into the administrative accounting system, and all subsequent administrative payments will be deposited into that account.  Send the following information via email to the HelpDesk at DFCHelpDesk@sba.gov.
114. How Do I Claim My ATM Advance?

Since you have already received the cash from an ATM advance, and will be reimbursed for the expenditures you used this cash for, do not claim the ATM advance as a specific item on your voucher.  You will be reimbursed for fees to obtain properly authorized cash advances.  Advances are reflected on your monthly bill, are already accounted for, and become your personal responsibility to repay.   To correctly account for ATM advances, indicate on your voucher:

a. The amount of the advance you obtained for the trip; and

b. The fees you paid for the cash advance.


You take $100 ATM advance during your travel and are charged 1.9% of the amount by the credit card company and another $2 by the Bank that owns the ATM.  You can claim both of these amounts on your travel voucher as “other” expenses.  You do not claim the advance itself.  Remember to itemize these charges separately on the voucher.


*Travel card advance 

$100.00

Bank ATM fee


       2.00





$102.00


% charged by travel card vendor
X    1.9%


Amt to be reimbursed on voucher    $1.94*
115. Can Payments Be Made Directly to the Travel Card Vendor?

*Yes.  Direct Pay is where your total reimbursement is divided between an amount sent directly to the travel card vendor, and the balance of the reimbursement sent electronically to your personal bank account.  Direct Pay is an excellent way for the Agency to manage delinquent travel card debt and improve internal controls, and is the Government’s required method of reimbursement.  At a minimum, the amount sent to the travel card vendor will be the total of your costs for common carrier (including TMC fees), hotel, rental car and any ATM advances (including fees).  If you desire an amount greater than the total of these items to be paid directly to the travel card vendor, please designate the total amount to be paid to the travel card vendor by using the Direct Payment Instructions provided (Appendix 7) or noting the amount on your travel voucher in bold.
With Direct Pay, you will receive two notifications (usually by email) of reimbursement - one notification for the amount of the payment made directly to the travel card vendor, and a second notification for the balance of the reimbursement sent to your personal bank account.  Despite the implementation of mandatory Direct Pay, it is still your responsibility to ensure that the travel card vendor is paid in a timely manner to prevent delinquency.  Therefore, you should review the notifications sent to you by DFC and make sure you promptly reimburse the travel card vendor for all your travel costs not covered by Direct Pay.
As noted above, use of Direct Pay is now mandatory.  However, OMB has given SBA limited authority to grant exceptions to the Direct Pay requirements, such as when Direct Pay will result in an erroneous (duplicate) payment to the travel card vendor.  To request such an exception, complete the Direct Pay Instructions (Appendix 7).
If DFC grants your request for an exception, DFC will deactivate the automated Direct Pay process and handle the approved reimbursement of your vouchered expenses manually.  Please understand that if DFC grants your request for an exception to Direct Pay, it will be the approving official’s responsibility to pay increased attention to your monthly credit card activity and payment history to prevent a delinquency situation.*
116. Do I Claim Expenses If I Used the Centrally-Billed Account?
If you do not have a travel card, your airline ticket and associated transaction fees may be paid using the Centrally-Billed Account (CBA) – the Agency’s travel card.  The bill for these expenses is paid directly by the SBA.  If you are not personally charged for these items, do not claim them as a reimbursable expense.
a. No amount voucher.  Even if you have no expenses for reimbursement, you must still file a “no amount” voucher with your travel authorization.  This will document that the CBA was used and there is no claim for per diem or other expenses.  To file a “no amount” voucher, show your travel itinerary on the travel voucher and get approvals in the usual manner.  Forward the voucher to DFC/AAD so there will be a record of the travel and documentation of CBA use for payment and audit purposes.
b. Some reimbursement.  If you used the CBA, but still have other reimbursable expenses (taxes, meals, parking, etc.), fill out the 1012 in the normal fashion.  Note those expenses that were paid with the CBA, and exclude them from the total amount to be reimbursed.

117. May I Have Someone Else Prepare My Reimbursement Voucher?

Yes.  However, you must review and sign the voucher and are responsible for any errors and omissions on your claim.  This responsibility cannot be shifted to another individual.  If someone else is going to prepare your form:

a. Keep records of the expenses properly charged to the Government, noting each item and the time and date each expense was incurred; and 

b. Give your record of expenses arranged by date to the preparer to simplify preparation of your claim.


Traveler Beware: You must still personally review the claims for completeness and accuracy.  Remember your signature certifies that these claims are true and correct for proper payment.

LOCAL TRAVEL REIMBURSEMENT

118. May I Be Reimbursed For Local Travel?

Yes.  Local travel (ch4p12) is defined as travel within the local commuting area - the official duty station and the extended 50 mile area (ch4p15).  You can be reimbursed for expenses such as mileage, parking, taxi, subway, and local bus fare for local travel.


You have to travel from your district office to a meeting across town at a bank.  Taking the bus would require two transfers and an extra hour of travel time.  Since the Government owned vehicle (GOV) is not available, you take your own car (POV) instead.  You submit your claim with this information to your supervisor for approval.  You will be reimbursed for the mileage.

The Agency will NOT reimburse you for normal commuting expenses between your primary residence and your official duty station or your telework center.  Therefore, if you are assigned to work at an official function away from the office but within the local commuting area, you may drive to the official function/official business site directly from your primary residence or telework center.  However, you will only be reimbursed for any cost over your normal commuting distance.  You must show this offset on your travel voucher to be reimbursed.




You are going to attend a conference today but leave directly from your house.   Normally you drive 10 miles to work but to get to the conference you drive 7 miles.  Since your commute is actually less than what you would drive to go to work, you are reimbursed nothing.

Normally your commute involves a 5 mile drive to the metro, where you park and then ride the metro to work ($5 for parking and $1.20 metro each way).  However, today you have authorization to drive to a conference or take a taxi directly from home.  The distance from your home to the conference is 20 miles.  Your normal round trip commute cost is $11.45 (10 miles * $0.405 + $5 parking + $2.40 metro).  Your round trip costs for the conference round trip are $16.20 (40 miles at $0.405, parking is free).  You may be reimbursed $4.75 ($16.20-$11.45) for your trip to the conference.


119. How Do I Get Reimbursed For Local Travel?

a. Standard Form 1164 is the form that is used for reimbursement of local travel (POV, public transportation, taxi, etc.) when there are no per diem, actual subsistence or rental vehicle expenses (http://yes.sba.gov/forms).
74) In the “From” column, show the complete name and address where travel began.

75) In the “To” column, the complete name and address of where travel ended.

b. Include all necessary receipts (ch3p5).

c. Review and sign the voucher.  As with temporary duty travel you may have someone help you prepare your voucher.  However, you must review and sign the voucher and you are responsible for any errors and omissions on your claim.  This responsibility cannot be shifted to another individual (ch3p15).
d. Approving Official - By signing the form, the approving official determines that the mode of transportation used was most advantageous to the Government.  If the approving official determines that the most advantageous method was not used, the employee will be reimbursed at the rate for the most advantageous method instead (metro vs. taxi).
e. No Commuting Costs - Include the statement “Reimbursement is for expenses exceeding the employee’s normal commuting costs” in situations where commuting travel is involved. 

f. Verify Obligation - Once your approving official signs the completed form, give it to your administrative officer.  The AO verifies that the local travel obligation previously entered (ch4p13) into the administrative accounting system is sufficient to cover the expenditure, and forwards the reimbursement form DFC for processing and payment.  

g. Frequency - If you perform local travel frequently, submit a claim once per month and keep a running record of your expenses.

h. Old Vouchers.  Submit your SF 1164 as soon as possible, but no later than 3 months from the date of the earliest item on the form.  Submission after 3 months requires the approval of the CFO for reimbursement, or the IG for OIG employees (Appendix 9).  Again, these charges must be claimed by fiscal year.

120. How Am I Reimbursed For Rental Car Expenses Associated With Local Travel?

Because you need specific written authorization on a SBA Form 21 prior to renting a car, even for local travel, you must claim reimbursement by completing an SF 1012 form.

REIMBURSEMENT PROBLEMS

121. What Happens If I Make An Honest Mistake Resulting in an Overpayment?

If you made an honest mistake you will have a chance to correct the mistake. If someone in your office prepared your travel claim, you are still responsible.  If the mistake resulted in an overpayment to you, you will have to repay the Agency, generally by check.  Set up a repayment plan, if necessary.  If you believe any repayment creates an unreasonable hardship, you may request a waiver (Appendix 9).  Call the DFC HelpDesk for the procedures to follow.
122. What If I Defraud or Attempt to Defraud the Government?

a. The matter will immediately be referred to the Office of Inspector General.

b. You may be criminally prosecuted under 18 USC § 1001 and, consequently, you may be imprisoned and/or ordered to pay a heavy fine.

c. Making a false claim can result in disciplinary action, up to and including your removal from the Federal Service.

d. Your entire claim for reimbursement may be forfeited pursuant to 28 USC      § 2514.  Thus, you may not even be reimbursed for nonfraudulent claims on the voucher and, as a result, will be required to pay your travel credit card bill with personal resources.

e. If you were reimbursed for your travel before the fraud was discovered, you will be required to repay the Agency.

123. What If the Approving Official Finds An Error On My Claim?

If the travel voucher is inadequately prepared or incomplete, the approving official should return the voucher to be completed properly before he/she signs it.  By law, the approving official must notify the traveler of any problems with the claim (including the reasons why the claim is improper) no later than 7 working days after the traveler has submitted it to approving official.  Tracking of the reimbursement turnaround time will not begin until you have submitted a “proper” voucher to your approving official (ch3p30).

The approving official must sign a proper voucher expeditiously and submit it to DFC for payment.   

124. Can the Denver Finance Center Disallow Items For Payment?

Yes.  The Agency-designated Certifying Officials are those delegated responsibility under 31 U.S.C. § 3528 for the ultimate validity of travel reimbursements.  With that responsibility, DFC is tasked with disallowing all or part of claims when:

a. You claim expenses over your per diem rate;

b. You claim reimbursement for expenses that usually are not allowed (i.e., excess baggage) or are generally covered by M&IE (i.e., tips for maid);

c. You claim an expense which is not authorized; or
d. You fail to provide proper documentation or itemization of expenses (ch3p4).
125. How Will I Know if Something in My Voucher is Disallowed?

DFC will notify you in writing that all or a part of your travel claim was disallowed with a detailed explanation of why.  In the written notice DFC will provide you with an explanation of how to file a reclaim.

126. How Can I File a Reclaim on a Disallowed Item?

If you wish file a reclaim for a disallowed item, you must submit a reclaim voucher.  Reclaim vouchers must be routed to the approving official and must:

Be made within 30 days of the date you received notice of the disallowance;

Include only the items in question;

Provide new data to support the disallowed expense;

State reasons for the reclaim briefly and concisely, but with enough information to enable DFC to determine the propriety of payment of the reclaim amount; and

Include the original disallowance notice with the travel voucher reclaim.

127. How Do I Appeal a Reclaim That Is Denied?

Based on the regulations, case law and Agency policy, DFC may deny your reclaim request.  In order to appeal a denied reclaim, you must submit an appeal to the Chief Financial Officer (OIG employees to the IG) within 30 working days of the date of the disallowance notice.
a. To appeal a denied reclaim, submit the following items:

76) A new claim;
77) Full itemization for all disallowed items reclaimed;
78) Receipts for all disallowed items reclaimed that require receipts;
79) A copy of the notice of disallowance;
80) The proper authority for your claim if you are challenging SBA’s application of law or regulation; and
81) A memorandum explaining why you believe you are entitled to the reimbursement with any relevant additional documentation.

The CFO (IG for OIG employees) will review all the information and make an Agency determination.  The CFO will consult with the General Counsel as necessary. You will receive written notification of the decision within 30 working days.

If the CFO denies your appeal, you can then appeal to the General Services Administration Board of Contract Appeals (GSABCA) in accordance with 48 CFR Part 6104.  You can find the specific requirements for submitting to the GSBCA at: http://www.gsbca.gsa.gov/ or you can contact the DFC HelpDesk for instructions.

TRAVEL CARD PAYMENTS

128. Who Is Responsible For My Travel Credit Card Payment?

YOU ARE PERSONALLY RESPONSIBLE FOR ALL CHARGES ON YOUR TRAVEL CREDIT CARD regardless of whether the charges are reimbursed or not.

The credit card vendor has set up an individual account in your name.  You will receive a monthly billing statement.  The statement describes all charges to your account since the last statement.

Review the statement carefully.  It is your responsibility to pay your bill when due regardless of whether or not you have received reimbursement.

The Direct Pay process is available to help you make your payments in a timely manner and to avoid delinquency and penalties (ch3p13).

Your office director, administrative officer, and DFC are required to monitor travel card transaction/delinquency monthly reports to assure that the travel card is being used according to the FTR and Agency policy (ch2p80).  

129. What If I Think the Travel Credit Card Bill Is Wrong?

Dispute the charge.  It is your responsibility to promptly contact the credit card company by phone or in writing to resolve a disputed charge.  The company will need to know:

Your name and account number;

Reference number of the disputed charge from the bill;

Place where the charge was incurred;

Amount of the charge;

Statement date; and

The nature of the dispute.

130. Do I Have Any Special Protections?

Under the terms of the current GSA contract and the credit card agreement you signed, the travel credit card contractor may not:

Establish preset expenditure limits;

Conduct credit checks on those applying for cards for the first time;

Sell or otherwise provide names or addresses to commercial interests;

Charge membership fees;

Include advertisements or solicitations in your monthly billing statement;

Issue your card without concurrence of the Agency coordinator; or
Hold you liable for any charges made with lost or stolen cards, if you notified the company immediately when you discovered the card was missing, and cooperated fully in any investigation.

131. What If I Do Not Pay My Travel Credit Card Bill Timely?

a. You will be in violation of government-wide ethics regulations (for example 5 CFR § 2635.809), SBA Standards of Conduct regulations (for example 13 CFR § 105.206), and the cardholder’s agreement if you do not pay your undisputed Government-issued travel credit card debts in a timely fashion. This could ultimately result in disciplinary action, up to and including removal, (SOP 37 52), cancellation of your card, and/or reflect adversely on your personal credit report.  Supervisors can also refer their employees to the Employee Assistance Program (EAP) for counseling if they are having financial hardships.  Here is the schedule of actions regarding credit card delinquency: 
b. 31+ days –You receive notification as a reminder of your responsibilities and the serious implications of travel credit card delinquency.  Please increase your Direct Pay amounts to reduce the delinquent balance (ch3p13).

c. 61+ days – SBA is particularly concerned about accounts which become 61+ days delinquent, as this reflects poorly (and publicly) on the Agency.  *DFC notifies the employee and their appropriate office director or Management Board member regarding the delinquency.*  Your travel credit card is automatically suspended by the credit card vendor.  You may be subject to disciplinary action at this time.  *The total amount of the reimbursement due to you for future vouchers will be paid directly to the travel card vendor until the entire travel card balance is brought to zero.*  If your card is suspended and you need to travel, you will need an exemption from mandatory use of the travel credit card (ch2p84).
d. 91+ days – The travel credit card vendor will cancel your account.  Based on the travel card company policy, an account which has been cancelled due to delinquency will not be reactivated.  The travel card vendor will initiate travel debt collection procedures in accordance with the due process described in GSA regulations at 41 CFR § 301-54.100.  The amount deducted from the employee’s pay may be up to 15 percent of disposable pay each pay period until the entire travel debt is paid in full.  The travel card vendor reports derogatory credit information to your personal credit report.  Future travel costs will have to be carried through your personal funds until you can receive reimbursement.  You are required to get an exemption to the mandatory card use rule (ch2p84).
e. 121+ days – A fee is assessed to the account every month by the credit card company until the account is current. 

f. 211 days – The card vendor submits the delinquent debt to a collection Agency.

LATE FEE FINANCE CHARGES

132. Am I Entitled To Any Late Fees If The SBA Doesn’t Reimburse Promptly?

The Agency must reimburse you within 30 calendar days after you submit a proper travel claim to your approving official.  If the Agency does not pay you within 30 calendar days of submitting a proper travel claim, you are paid a late fee as calculated by FTR sections 301-71.210-214, and reimbursed for possible tax consequences.

133. Can Government Debts Be Deducted From My Travel Reimbursement?

Yes.  The Department of Treasury has the authority to offset delinquent Government debts you owe from the amount of reimbursement SBA owes you.  SBA cannot prevent Treasury from redirecting a payment and you may learn of the offset after it has happened.  Concerns about such offsets should be raised with the Department of Treasury.

You travel for SBA and charge most of your expenses on your Government-issued travel credit card.  You submit an SF-1012 for $2,800 in expenses to be reimbursed.  SBA approves the voucher and authorizes Treasury to electronically transmit the payment to your bank account.  Before payment is made, Treasury’s offset program notices you owe $2,000 to the Department of Education on a delinquent student loan.  The $2,000 is deducted from the $2,800 and you only get $800.  You are still responsible for paying Government-issued travel credit card bill promptly.  OUCH!
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LONG-TERM LODGING

134. How Is the Long-Term Lodging Allowance Computed?

When you obtain lodging on a long-term basis (e.g., weekly or monthly), your daily lodging rate is computed by dividing the total lodging cost by the number of days of occupancy.   The resulting average daily lodging rate should not exceed GSA’s daily lodging limit.
135. What Expenses May Be Claimed When Renting Long-Term?

When you rent a room, apartment, house, or other lodging on a long-term basis, the following can be considered part of the lodging costs if not included in the room rate:

a. If unfurnished, the rental cost of any necessary furniture and appliances;

b. Cost of connecting/disconnecting, using utilities, and utility charges;

c. Cost of reasonable cleaning fees or charges; and

d. Any other charges ordinarily included in the price of a hotel/motel room.

You are in a training program over a 4 month period in Nashville.  You and your approving official decided that a month-to-month apartment would be best for this length of stay.  Your lodging costs are as follows:  Rent - $600, Furniture - $150, Utilities - $50, and Cleaning - $75.  Your apartment doesn’t come with Cable TV and DSL, so you have it installed.  The installation charge is $100, and the monthly fee is $50.  Your total monthly cost is $925 per month.  The installation fee is not reimbursable.
Every 30 days you submit your claim for $30.00/day lodging (lodging for Nashville is $69.00/day).  M&IE is computed in the normal way.  Congratulations and thank you for saving the Government money!



Traveler Beware: You will NOT be reimbursed for security or damage deposits that are not refundable by the landlord.

INTERNATIONAL TRAVEL

136. Who Can Authorize International Travel?

There are two kinds of international or foreign travel:

a. “Day” international travel involves offices in border states where it is necessary to travel through or to international space for day-only meetings.  If there is no per diem involved, the authorization and approval of this day international travel is handled just the same as any other out-of-jurisdiction travel (Appendix 8).

b. With Per Diem.  Only those officials designated in Appendix 9 can authorize international travel involving per diem.  The Inspector General authorizes international travel for OIG staff.

137. May I Have a Rest Period While En Route on International Travel?

Yes.  Although a resting period will not be authorized solely for your personal convenience, it may be authorized for a period not to exceed 24 hours when:
a. Your origin or destination point is outside the United States;

b. Your scheduled flight time, including layovers, exceeds 14 hours;

c. Travel is by a direct or usually traveled route; and

d. Travel is by less than premium class service.



138. How Do I Compute Per Diem and Other Expenses For International Travel?

a. Per diem.  Per diem for international travel is computed using the Worldwide Lodging-plus System.  The daily allowance is based on the actual cost of lodging plus an established amount for M&IE.

b. Car insurance.  SBA may reimburse the cost of collision damage waiver or collision damage insurance on a rental car where such insurance is necessary because the rental contract, rental company rules, or foreign laws might cause extreme difficulty if you are in an accident.

c. Other expenses.  You can be reimbursed for a variety of expenses, such as fees to convert currency, cash checks, and costs for travel documents (passport, photos, birth certificates, health certificate).  You may only be reimbursed for charges for inoculations that cannot be obtained through a Federal dispensary.  Get prior authorization and keep your receipts.  Attach them to your travel voucher or you will not be reimbursed. 

FLY AMERICA ACT

139. What Is The Fly America Act for International Travel?

The Fly America Act requires anyone whose air travel is financed by U.S. Government funds to use a U.S. flag air carrier when traveling internationally.

140. Are There Exceptions to the Fly America Act?

There are some exceptions to the Fly America Act for international travel, particularly when there are service/routing issues, medical or security issues, flying between foreign countries, or cross-servicing/code-sharing arrangements between airlines.  Refer to the FTR sections 301-10.135-138 for exceptions, or check with DFC HelpDesk before you proceed.

141. How Can I Get an Exception to the Fly America Act?

Prepare a justification with the following information:  

82) Your name;

83) Dates of travel;

84) A detailed itinerary of your origins/destinations, names of air carriers and flight numbers for each leg of the trip; and

85) A statement explaining why you meet one of the exceptions in FTR 301–10.135 through 138.  

Submit a justification and get it authorized in advance by an official delegated the authority to make such Fly America Act exceptions (Appendix 9).

142. Am I Liable If I Improperly Use a Foreign Air Carrier?

If you are authorized to use U.S. flag air carrier service for your entire trip, and you improperly use a foreign carrier for any part, your unauthorized transportation costs will not be paid by SBA.  If SBA authorizes you to use U.S. flag carrier for part of your trip and foreign air carrier service for another part of your trip, and you improperly use a foreign air carrier, SBA will pay transportation costs only for the portions you were authorized to use a foreign carrier (FTR 310-10.143).  Denials of reimbursement will be made by the CFO after consultation with OGC.  Appeals of such denials will be made using the normal appeals process and decided by the ADA for M&A.  The OIG has its own internal procedure for such denials and appeals.
WITNESS TRAVEL

143. What If I Am Called as a Witness?

You may be reimbursed for travel and per diem by the SBA or another party depending on the situation.

a. If SBA requires you to testify as a witness in a judicial, administrative or other type of proceeding, SBA will reimburse travel costs.
b. If you are subpoenaed by SBA or another Federal Agency on behalf of the United States in an official capacity as a witness or to produce official records, the reimbursement will come from the Agency that subpoenaed you, unless SBA is required to or agrees to cover your travel costs.
c. If, in your official capacity, you are subpoenaed as a witness or to produce official documents and/or testify on behalf of a party other than the United States, the reimbursement must be paid by the party that subpoenaed you unless SBA is required to or agrees to pay these expenses, as authorized by the Office of General Counsel.  The IG or designee will make all determinations regarding acceptance of subpoenas and payment of travel expenses for OIG employees.  SBA may reimburse an employee in advance of or in lieu of receiving reimbursement from the third party. Refer to SOP 70 50, Chapter 6, paragraph 40 for procedures on responding to subpoenas.
INTERGOVERNMENTAL PERSONNEL ACT (IPA) TRAVEL

144. What Expenses Are Reimbursable For Assignments Under IPA?

IPA assignments are where a Government employee works at another Government entity on a reimbursable or nonreimbursable basis for a period of time.  Travel expenses for assignments under IPA are subject to the FTR as well as agreements between the SBA and the other entity involved (SOP 33 34).  An “Assignment Agreement” (OF-69) must accompany the travel voucher for reimbursement.  Personnel assigned to new locations under this Act may be paid:

a. Per diem at the duty location, as well as transportation and per diem to and from the duty location; or

b. The cost of shipping household goods to the duty location, as well as transportation and per diem associated with relocation.

LOCAL TRAVEL

145. What Is Local Travel?

There is a distinction between “Official” travel and “Local” travel.  Official travel is travel outside of your local commuting area to conduct official business.  “Local” travel is travel within your commuting area (the corporate limits, as defined by FTR 301-11.1) to conduct official business.  As allowed by regulation, SBA expands the corporate limits of your official duty location for local travel to encompass a wider area known as the “50 mile rule” area (ch4p15).  By law, per diem is NOT allowed under any circumstances for travel within the corporate limits of your official duty station (for example, in the Washington, DC area, this means the “proper” city limits known as Washington, DC).  Also remember, per diem is NOT allowed when you are in travel status for less than 12 hours (ch2p15).
146. Are Funds for Local Travel Obligated?

Just like with official travel, local travel funds must be obligated once authorized and, generally, obligated prior to travel.  Local travel can be obligated on a trip-by-trip basis or on a limited open basis such as with official travel (ch2p7).  

147. What Do I Consider When Planning Local Travel?

As with ground transportation for official travel (ch2p63), the method you choose for local travel should be the most advantageous to the Government.  Considering cost, time and energy efficiency, consider the options in the following order:

a. Public transportation when reasonably available;

b. Government vehicles when available; 

c. A personal vehicle; 

d. Taxi.  In addition to allowing taxi use to travel to and from official functions, your authorizing official may authorize in advance taxi fare plus tip for travel between your office and your primary residence if:
86) You are dependent on public transportation for officially ordered work outside regular working hours; and

87) Travel between your office and residence is during hours of infrequent scheduled public transportation or may be unsafe at that hour.

88) See ch2p71 regarding use of taxi from home to work on a travel day.

e. Rental car.  You may rent a car for local travel purposes, but only when absolutely necessary and you have express advance written authorization to do so on an SBA Form 21 (ch2p2).
f. For more information on local travel reimbursement (such as reduction for normal commuting expenses, etc.), see ch3p16.

You normally ride the bus or subway to and from work.  But, today you have been asked to work exceptionally late.  By the time you are allowed to go home, it is dark, public transportation is infrequently scheduled and you don’t feel safe.  The office may pay for a taxi to take you home.


You normally drive your POV to and from work.  Today, however, you stay at work late and do not move your car out of the garage before it is locked for the night.  You take a taxi home because public transportation is unavailable or unsafe at that hour.  The office will not pay to reimburse you for the taxi because you had ample opportunity to move your car and park it on the street before the garage closed.

148. What Is the 50-Mile Rule?

The FTR allows the Agency to designate an expanded area beyond the corporate limits of the official duty station as a local travel area.  It is SBA’s policy that per diem is only allowed when you are:

a. More than 50 miles from the corporate limits of your official duty station/ telework center; and
b. More than 50 miles from your primary residence.  


Traveler Beware: Approval must be obtained in advance for a waiver to 
the 50-mile rule.  Absolutely no post-travel approvals will be granted.

149. How Do I Obtain a Waiver of the 50-Mile Rule?

While the SBA has the authority to waive its 50-mile rule for the SBA expanded area, SBA has no authority to waive the regulatory prohibition against payment of per diem to SBA employees within the corporate limits of their official duty station.  Waivers of the 50-mile rule will only be granted prior to travel and only in exceptional circumstances when supported by a written justification.  Written authorizations with the accompanying written justification must be submitted with reimbursement vouchers.  NO post-travel authorizations are allowed.  To ensure sufficient time to review and decide upon your waiver request, it should be submitted to the following responsible management officials no less than 5 working days prior to the travel.  Do not assume that your request will be granted.  You may be responsible for expenses if your request for a waiver is not granted.

a. Field & Regional Offices – to the Assoc. Administrator for Field Operations.

b. Headquarters Office – to the Chief Financial Officer.

c. Office of the Inspector General – to the Inspector General.

d. Disaster Area Office – to the Assoc. Administrator for Disaster Assistance.


You are the coordinator for a Management Conference in Chantilly, Virginia.  Chantilly is about 60 miles from your residence, but within 50-miles from the boundary of DC, your official duty location.  You have meetings scheduled until 10p on Tuesday night and you have a presentation Wednesday at 8a.  Since the conference is out of the DC city limits, you may request a waiver to the 50-mile rule due to the scheduling of events and the hardship incurred for your travel home.  You request a waiver to stay at the conference center Tuesday night.
TEMPORARY DISASTER EMPLOYEES

150. What Special Rules Apply to Disaster Temporary Employees?
a. Where Sworn In.  In accordance with section 5(b)(8) of the Small Business Act, the Office of Disaster Assistance (ODA) may extend special travel authorization to any person employed by SBA to render temporary service in connection with disaster loan making work.  The employee may be paid for transportation and per diem from the SBA office to which appointed (where “sworn in”), and to and while at the disaster area and other posts of duty relating to such assignment.
b. Limits on Per Diem.  Payment of per diem must be limited to 6 months for any one employee for any one disaster (although the AA/ODA has authority to extend this 6-month period for an additional 6 months).  ODA is responsible for tracking the date the employee entered on duty and the date on which per diem must terminate.  In addition, ODA must notify employees at the time of assignment that they cannot be paid per diem in excess of 6 months for any one disaster.
c. Return Trip.  Upon completion of assignments and the conclusion of employment, SBA is responsible to pay travel and per diem to return the employee back to the SBA office to which originally appointed (where sworn in), or their place of residence.  ODA will endeavor to return employees before they terminate employment, but may allow a final return trip for a short period of time after termination.  ODA, in cooperation with the OCFO, will develop additional internal guidance to cover such circumstances.
SPECIAL NEEDS TRAVELERS

151. What If I Have a Special Need and Have Additional Travel Costs?

a. Special needs.  An authorizing official may allow additional official and/or local travel expenses to an employee with a disability or special physical needs. The special physical need must be:

89) Clearly visible and discernible; or

90) Substantiated in writing by a competent medical authority, such as a letter from your doctor filed with your servicing personnel office.

91) Your authorizing official must authorize in writing the additional costs in advance, when possible (ch2p7b).
b. Allowable expenses are additional costs such as:

92) Specialized transportation;

93) Specialized service provided by a commercial carrier necessary to accommodate your disability/special need;

94) Costs incurred, as a direct result of the employee’s disability/special need such as baggage handling in connection with public transportation or lodging facilities;

95) Renting and/or transporting a wheelchair; or

96) Other costs that are reasonably justified by your need.

152. Can SBA Reimburse Expenses of Attendants of Disabled Employees?

When a disabled employee is incapable of traveling alone but is authorized to perform official travel, travel expenses of an attendant (including service animals) may be necessary expenses paid by the Government.  Attendants must follow the rules for travel as described in this SOP.  You must check with your administrative officer or authorizing official prior to making travel arrangements.  All travelers who are not SBA employees must have a “Letter of Invitation” to travel (ch4p21).

GIFT TRAVEL 
153. May I Accept an Offer from a NonFederal Government Source to Pay For My Official Travel Expenses?
Yes. Under certain circumstances, such offers can be accepted. Duly authorized payments of official travel expenses by a nonFederal government source, however, are gifts to the Agency and are not gifts to you individually.  Thus, they are analyzed and approved under FTR and not government ethics rules.
a. Type of Expenses.  Gifts of travel expenses may include the same type of expenses payable under the FTR, including conference and training fees.  Gifts of travel expenses may also exceed the government per diem rates if they are comparable to those made available to other participants of the event, as determined by the DAEO (or designee).
b. Request Authorization.  Generally, you must request and obtain authorization in writing in advance of official travel before the Agency can accept such gifts from a nonFederal source.  You may never solicit a gift of travel expenses, or accept checks made out to you individually or cash to offset your official travel expenses.

c. Types of Events.  The purpose of your trip must be to attend a meeting or similar function that relates to your official duties and that takes place away from your official duty station.  Examples include conferences, conventions, seminars, speaking engagements and symposiums.  It does not include a meeting or other event necessary for the Agency to perform its statutory or regulatory functions, such as investigations, audits, site visits or inspections, negotiations or litigation activities.  It also does not include promotional vendor training or other meetings held for the primary purpose of marketing the nonFederal source’s products and services.
d. Acceptance Form.  Before accepting payments from a nonFederal government source for official travel expenses, you must request permission to do so by completing and signing Part I of SBA Form 2119, “Acceptance of Payment From a NonFederal Source for Official Travel Expenses.”  All requested information must be provided, including a copy of the nonFederal government source’s unsolicited offer to pay for all or some of your travel expenses and, if available, the agenda for your meeting or similar function.  Submit the completed and signed form to your supervisor.  Even if approved, please note that SBA Form 2119 is not a substitute for an official travel authorization.
e. Supervisor’s Decision.  Your supervisor must decide whether your attendance at the meeting or similar function would further the mission of the Agency.  If your supervisor approves your request, he or she should sign Part IIA of SBA Form 2119 and submit it to the DAEO (or designee).
f. Designated Agency Ethics Official (DAEO):  The DAEO (or designee) (Appendix 9) will review your request and determine if the gift of travel expenses can be accepted pursuant to the FTR.  Payments of travel expenses will not be approved if it is determined that acceptance under the circumstances would cause a reasonable person with knowledge of all the relevant facts to question the integrity of Agency programs or operations.  The DAEO will complete Part IIB of SBA Form 2119 and return the form to you and your supervisor.  You are required to follow the instructions on the form and any specific instructions given to you by the DAEO (or designee).
g. Payments from the NonFederal Source.  Duly authorized payments from a nonFederal source for your official travel expenses should normally be made in-kind.  For example, the nonFederal source should provide you with a pre-paid airline ticket, or pay your hotel bill directly instead of giving you a check to cover these costs.  If a check is given, it should be made payable to SBA and immediately forwarded to DFC.  You may never accept cash.
h. After your travel.  When you return from your travel, you must file a travel voucher in order to be personally reimbursed for any travel expenses not covered by in-kind gifts from the nonFederal government source.  In addition, no later than 30 calendar days after the meeting or similar event, you must complete and sign Part III of SBA Form 2119 and submit it to the DAEO (or designee).
INVITATIONAL TRAVEL

154. How Are Private Persons Allowed to Travel For the SBA?

a. Direct Service.  When a non-Government person is asked to perform a direct service for SBA, a Letter of Invitation authorizes their travel (Appendix 2) rather than an SBA Form 21.  Direct service includes, but is not limited to: 
97) Serving on an SBA advisory board;

98) Making a presentation at an SBA-sponsored event or conference;

99) Providing advice to SBA in an area of expertise; and,

100) Witnesses.
b. No direct service.  The “direct service” test is not met where the Agency wants to pay for an individual’s travel to a conference merely because the Agency is interested in the subject matter of the conference or because the conference will enhance the Agency’s objectives.
c. Voucher.  When the invitational traveler submits their travel voucher (SF 1012) for reimbursement, they must also include their letter of invitation. 

155. What Information Should Be Included In a Letter of Invitation?

a. This information must be included in a letter of invitation (Appendix 2):
b. Dates of travel;

c. Reason for travel;

d. Destination of travel;

e. TMC name and phone number and the statement that all travel arrangements must be made through the TMC;

f. Authorization number;

g. Appropriation code;

h. What expenses and in what amounts are authorized.  If approved, non-employees may be reimbursed for use of their POVs when invited by a letter of invitation to perform services for the Agency.  The letter must specifically authorize the use of a POV instead of a common carrier; and

i. Electronic bank routing and account information and other instructions on how the traveler will be reimbursed.

156. May Letter of Invitation Invitees Use Government Contract Rates?

Yes.  Individuals traveling by letters of invitation must use Government contract rates for airfare, lodging, and car rental for that portion of the trip that relates to the purpose of the invitation (not for personal travel).  They must use the TMC to make their travel arrangements and must be prepared to pay all costs at the time of travel.  The SBA will only pay for airline tickets in advance.  All other expenses will only be reimbursed once travel is completed.  Access to Government contract rates is only available for that portion of the travel related to the purpose of the invitation, not for personal travel.

157. Are Invitational Travelers Allowed to Drive GOVs?

No.  Only Government employees may drive GOVs (SOP 00 13 – Property Management).  Invitational travelers can be passengers.

158. How Are Contractors Allowed to Travel For the SBA?

In order for contractors to travel for the SBA, they must receive a contractor’s letter of invitation (Appendix 5).  Although contractors are not required to submit travel vouchers for reimbursement, they should retain their contractor letter of invitation as part of their record keeping under the contract.  Contractors must be reimbursed for travel expenses through their awarded contract.  Contractors are not allowed to use Government airfare rates. However, they may request Government hotel and rental car rates for official travel.

INTERRUPTED TRAVEL

159. What is Interrupted Travel?

Interrupted or emergency travel results from: 

a. Becoming incapacitated by illness or injury not due to your own misconduct;

b. The death or serious illness of an immediate family member; or

c. A catastrophic occurrence or impending disaster, such as fire, flood or act of God that directly affects your home or TDY location.
160. What If I Have a Family Emergency While on Temporary Duty?

If you need to interrupt your temporary duty due to your illness, injury, or personal emergency requiring you to go home or to another location, you must:

a. Notify your authorizing official as soon as possible to explain the problem and get permission to travel home or to the place where you are needed for the emergency.  If you don’t have time to call due to the nature of the emergency or you cannot reach your authorizing official, keep trying and get written authorization as soon as possible.  Your authorizing official must determine whether your situation warrants payment for emergency travel expenses.

b. Your reimbursement will be limited to the ticket amount had you returned home as planned.  You are allowed to use the Government contract rates to travel.  You will be paid your en route per diem during that trip.  SBA will not pay per diem after you arrive at home or the site of the emergency.

c. You must take leave to cover the time you are away from duty due to the illness or emergency. 

d. After the illness or emergency ends, and your authorizing official wants you to return to the temporary duty location, this travel is treated as a new trip and a new authorization is required.


Traveler Beware: Always notify your authorizing official IMMEDIATELY and keep him/her fully advised of your situation.   Emergency expenses and travel require proper authorization, and you will not be reimbursed if he/she does not authorize.


Your office is in Salt Lake City.  You are on an 8-day temporary duty assignment to Fargo, ND.  On the third day, you get a call at the hotel that your child who is staying with relatives in Cleveland has suffered an injury – you need to leave immediately.  You call your TMC who issues you an e-ticket for the first available flight to Cleveland.  You are authorized use of the Government contract airfare rate, $150 from Fargo to Cleveland.  You call your authorizing official as soon as possible and inform her of the emergency.  She approves your emergency travel and leave.  After 5 days on leave, you fly back from Cleveland to Salt Lake City at Government rate.  You went home because your temporary assignment was over by the time you left Cleveland.  The Government rate, had you flown Fargo to Salt Lake City as originally scheduled, is $250.  You submit a cost comparison including the following information. You are reimbursed a total of $500 for airfare.  You are also reimbursed en route per diem for the trip from Fargo to Cleveland and the trip back home to Salt Lake City.  You are not paid per diem for the off-duty time in Cleveland.

161. What Do I Do If I Become Sick or Injured While on Travel?

a. Contact your authorizing official as soon as possible so they can notify your contacts at the temporary duty location and make any necessary arrangements such as canceling your hotel reservations, rental cars, etc., and help you arrange transportation home when it is necessary.

b. Take leave for the time you are not in duty status.   When you are sick or injured, you may use sick leave, annual leave, compensatory time off, leave without pay (LWOP), credit hours or a STAR award for the non-duty time off.  As long as the leave is for a legitimate, medical need, you will continue to receive per diem and M&IE. You are not charged leave for the travel time returning home or getting back to your temporary duty location.


Your official duty station is Little Rock. You are on an extended assignment in Fresno.  Shortly after arriving in Fresno you come down with a bad case of appendicitis and need to be hospitalized immediately.  You receive the necessary surgery and are out of the hospital in a couple of days.  However, you still need some time to recuperate before you are able to fly.  You contact your authorizing official and inform him of your situation and tell him you do not want to return home.  He approves leave.  You remain at the hotel in Fresno and take sick leave for 14 days to recover from surgery.  You return to work at the temporary duty location on the 15th day.  You get per diem for the entire 14 days.

162. Do I Get Per Diem If I Become Sick or Hurt While on Travel?

Generally, if you become sick, injured, or incapacitated you may get per diem depending upon whether you have to be admitted to the hospital.

a. No Overnight Hospital Stay.  If your injury or illness does not involve an overnight stay at the hospital, you will continue to receive per diem:

101) During your trip back home or back to the temporary duty location;

102) If you remain at the temporary duty location to recover from the injury before you are able to return to your official duty station;

103) If you return to duty at the temporary duty location; or

104) Your authorizing official can allow you up to 14 days of per diem if you are sick or hurt while on travel.  A request for more than 14 days must be made to, and authorized by, the Chief Financial Officer (OIG employees must get authorization from the Inspector General).


You are walking back to your hotel and slip on the icy stairs.  You suffer a serious fracture in your leg.  The emergency room doctor sets the leg and releases you with the instructions to keep all pressure off the leg for a week.  Upon approval from your supervisor you return to the hotel where you catch up on the soaps.  When able, you return to your temporary duty location the next week.  You are charged sick leave while not on duty but you receive full per diem during your convalescence.

b. Overnight Hospital Stay.  Since meals and lodging are included as part of your hospital stay, you will not be paid per diem if you need to be admitted to a hospital while on travel.  Some additional considerations are:

105) If possible, check out of the hotel at your temporary duty location before going to the hospital if you know you are going to be there for more than 48 hours.  If you are physically unable to check out, you will not be personally liable for extra hotel costs. 

106) You can be reimbursed for the actual cost for incidental expenses while at the hospital (including phone calls, storing baggage at the hotel, a taxi to pick up your baggage, etc.) up to the GSA limit (see http://gsa.gov/perdiem for the current GSA limit for incidental expenses).
163. What If an Employee Dies During Travel?

If an employee dies while on official travel, a supervisor or personnel officer should call the Denver Finance Center for specific procedures.  Relatives of the employee are notified and the employee’s remains will be shipped home with any belongings at Government expense.  More information is available in FTR 303-1.
Note: Your family may be entitled to insurance payments if you die in an accident while using an official mode of transportation, if you used your Government travel credit card.  If you use the TMC to arrange your travel, your family may be entitled to an insurance payment.  If you use the Government credit card to purchase your common carrier ticket, your family may be entitled to an additional insurance payment from the travel card issuer.  If you used frequent flyer miles to obtain your ticket, your family may not be eligible for any of these payments.  If this is a concern to you, you should purchase your own traveler’s insurance; however, premiums for such insurance are not reimbursable.

164. What is “Mixed Travel”?
Mixed travel is a trip taken by a Presidential Appointed-Senate Confirmed (PAS) employee away from his or her official duty station that includes both official activity and partisan political activity, and is covered by the Office of Special Counsel’s regulations (5 CFR Part 734), or by the Federal Elections Commission’s regulations (11 CFR Part 9034) if it entails presidential campaign activity.  The Administrator, Deputy Administrator and Chief Counsel for Advocacy are the only SBA employees that may engage in mixed travel.  

Since appropriated funds may not be used for partisan political activity, all such activity conducted by a PAS employee while on official travel must be paid for by a nonFederal source.  To ensure that the costs associated with the political activity are not paid for by the U.S. Treasury, a cost allocation analysis must be performed.  Consequently, PAS employees’ travel vouchers for trips involving mixed travel must be cleared by the Designated Agency Ethics Official (DAEO).  
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PLANNING A CONFERENCE

165. When Must You Follow the Guidelines For Planning a Conference?

A conference is a meeting, retreat, seminar, symposium or event that involves attendee travel.  The term "conference" also applies to training activities that are considered to be conferences under 5 CFR 410.404.  The guidelines set forth below must be followed:

a. When SBA sponsors or funds a conference in whole or in part; and

b. When attendees stay at a chosen location.

166. What Costs Should Be Considered When Planning a Conference?

When planning a conference, you should consider all direct and indirect costs to the SBA such as travel and per diem, hire of rooms for official business, audio-visual and other equipment, computer and telephone access fees, light refreshments, printing, ground transportation, and employees’ time at the conference and en route travel.

167. How Can SBA Minimize Conference Facility Costs?

The office responsible for the conference must:

a. Point of Contact.  Designate a point of contact with responsibility for following the guidelines in this chapter;
b. Management Oversight.  Assure that there is appropriate management oversight of the conference planning process; 

c. Cost Comparison.  Do a cost comparison of the size, scope, and location of the proposed conference.  Cost comparisons should identify opportunities to reduce costs in selecting a particular conference location.  For example, you should take advantage of lower rates during the off-season at a site with seasonal rates (see example below), determine the adequacy of lodging rooms at the established per diem rates, assess overall convenience of the location, fees, availability of meeting space, equipment and supplies, and commuting or travel distance of attendees.  You should use the TMC to find the best place for hotel accommodations or conference facilities;



d. Government Facility.  Determine if a Government facility is available at a cheaper rate than a commercial facility;

e. Alternatives.  Consider alternatives to a conference, such as teleconferencing;

f. Documentation.  Maintain written documentation of the alternatives considered and the selection rationale used.  Decisions regarding conferences are often scrutinized by third party reviewers (IG, GAO, Congress, etc.);

g. Limit Attendees.  Limit attendance of the conference to only those individuals that are absolutely necessary to accomplish the objectives.

168. What Records Must Support a Conference Site Selection?

For each conference the SBA sponsors or funds, in whole or in part, the responsible office must maintain a written or electronic record of the cost comparison of at least three sites.  Keep these documents as official files and make them available for the SBA’s Office of Inspector General or others parties.

169. What is OPGM’s Responsibility with Lodging Contracts?
Contracting officers in OPGM are the only ones authorized to sign contracts with hotels.

170. What If an Appropriate Facility Cannot Be Found at the Per Diem Rate?

While it is always desirable to obtain lodging facilities within the established lodging rate, it may not always be possible.  In negotiating lodging rates with hotels in the chosen location, SBA may exceed the established lodging portion of the per diem rate by up to 25 percent.  This provides flexibility in selecting an appropriate hotel at the most advantageous location.  It also allows for reimbursement of employees’ subsistence expenses by using the “conference lodging allowance” method (ch5p8), rather than the more difficult actual expense method.  However, SBA should always negotiate with the facility to obtain maximum services such as conference/meeting rooms and hospitality suites at the lowest possible cost.  

171. May Administrative Costs Be Included in an Employee’s Per Diem?

No.  Per diem is intended only to reimburse the attendee’s subsistence expenses.  You must pay conference administrative costs separately.

CONFERENCE LODGING

172. What Is the Conference Lodging Allowance?

The conference lodging allowance is a pre-determined maximum allowance of up to 25 percent greater than the applicable locality lodging portion of the per diem rate.  Under this reimbursement method, employees will be reimbursed the actual amount incurred for lodging up to the conference lodging allowance.  The conference lodging allowance may not exceed 25 percent above the applicable locality-lodging rate.

173. Who May Authorize the Conference Lodging Allowance?

The FTR provides authorization responsibility for the use of the conference lodging rate to the Government agency that is sponsoring the event.  However, if in the rare occurrence that the sponsoring organization does not authorize the conference lodging rate, and a special rate is necessary, the traveler always has the opportunity to request actual expense through the appropriate SBA official (Appendix 11).

174. Can I Apply the Conference Lodging Rate to Any Conference I Attend?

For a nonGovernment sponsored conference, the authorizing officials named in Appendix 11 may authorize the conference lodging rate (125%).  In addition, if the normal conference lodging rate is still not sufficient, you may use Appendix 11 to contact the appropriate authorizing official to request the level of actual expenses needed for the event. 
175. What Is an Approved Accommodation?

An approved accommodation is any lodging facility that is compliant with FEMA Hotel/Motel Fire and Safety Regulations.  The FEMA webpage at  http://www.usfa.fema.gov/applications/hotel/ contains more information and a list of approved accommodations.  Approved accommodations must be used for conferences unless waived.

a. Waiver authority.  The SBA has the authority to waive the use of approved accommodations for any SBA sponsored event as necessary in the public interest.  The Chief Operating Officer (COO) has the authority to waive the FEMA Hotel/Motel Fire and Safety Regulations requirement.  The Inspector General or designee has the authority to waive the requirement for OIG employees (Appendix 9).

b. Required information for a waiver.  Any waiver request must include:

107) Dates and locations of travel;

108) Names of the employees; and

109) Specific reasons why the use of the approved accommodations is not in the public interest.
110) The office hosting the conference retains the approved waiver, and employees submit a copy of the waiver with their vouchers.

176. When Should Actual Expense Be Authorized For Conference Attendees?

If the conference lodging allowance is still inadequate, you may request actual expense in lieu of the conference lodging allowance method from the appropriate approving official (Appendix 11).
177. May I Use Both the Conference Lodging Allowance Method and the Actual Expense Method of Reimbursement Concurrently?

No.  You must only use one reimbursement method per day.

178. Must I Use the TMC for Conference Arrangements?

No.  By this SOP, the Administrator has waived this requirement for SBA-sponsored conferences as allowed by regulation.

179. May SBA Pay Conference Costs for Non-employees?

These conference costs may be paid when the non-employee is on invitational travel and providing a direct benefit to the SBA.  Contractor and grantee conference costs cannot be paid.  These fees must be covered under their respective contract or grant.

180. What Policies Govern the Selection of Conference Attendees?

To reduce the overall cost of conference attendance, the SBA will limit representation to the minimum number of attendees necessary to accomplish the Agency mission.  You must provide for the consideration of travel expenses when selecting attendees.

CONFERENCE REGISTRATION FEES

181. Who May Authorize Conference Registration Fees?

Use the travel authorization form to request registration fees for TDY conferences.  Include the amount of the fee, the place of the meeting, a copy of a brochure or other document to show the official nature of attendance (SOP 90 75 - Cosponsorship).  Authorities who can authorize conference registration fees are presented in Appendix 10 - Registration Fee Authorizing Table.

182. Can I Be Reimbursed For Registration Fees?

a. SBA sponsored or cosponsored event.  SBA will not reimburse you for registration fees for events that are sponsored or cosponsored by the Agency. 

b. Non-SBA sponsored or cosponsored event.  You may be reimbursed for conference registration fees as a necessary traveling expense if the authorizing official decides that the conference involves functions or activities that will contribute to the conduct of SBA’s mission.  Use an SF-1012 or 1164 depending of if it is official or local travel.  With regard to local conferences you may be reimbursed for meal costs included in the registration fee only if all of the requirements are met (ch5p22).

Traveler Beware: You should not be charged and will not be reimbursed for registration fees to a conference sponsored or cosponsored by the SBA.  You must state on your voucher that “the conference event was not sponsored in whole or in part by SBA.”  Conference registration fees must also be authorized in writing in advance in order to receive reimbursement.
183. Must I Use the TMC for Non-SBA Conference Arrangements?

You are not required to use the TMC for lodging if the Conference sponsor has already identified specific lodging for the conference.  If there are no pre-arranged facilities, you must arrange your lodging through the TMC.

CONFERENCE REFRESHMENTS AND MEALS

184. May SBA Use Appropriated Funds To Purchase Light Refreshments?

SBA may provide light refreshments at a conference for employees who are on “official” (not “local”) travel status.  GSA’s conference planning guidance cannot be used as authority to provide light refreshments to employees not on “official” TDY travel.  While there may be other legal and regulatory avenues (e.g., the Training Act and Incentive Awards Act) available to provide light refreshments to local traveling employees, it is best to check with the Office of General Counsel regarding your specific circumstance.  SBA may not provide refreshments to private individuals, except invitational travelers.
Light refreshments for morning, afternoon or evening breaks include, but are not limited to: coffee, tea, milk, juice, soft drinks, bottled water, donuts, bagels, fruit, vegetables, pretzels, cookies, chips or muffins.  Where permissible, you may purchase these items via a purchase order, purchase card or personal funds (and be reimbursed on an SF-1164).
185.  Am I Reimbursed If Meals Are Included at a TDY Conference?

Per FTR 301 11.18, while on travel your M&IE will be reduced for meals provided at conferences, even if you elect not to eat them.  See the “M&IE Breakdown” link on the webpage http://gsa.gov/perdiem for the reduction amounts.  Receptions at conferences are not considered meals. 
186. May I Be Reimbursed For Meals Included at a Local Conference?

You are responsible for the cost of your meals when the conference is local.  Under very limited circumstances, you may be eligible for local conference meal cost reimbursement.  By law, reimbursement is permitted only if ALL the following criteria are met:

a. The meeting or local event must be linked in some definite manner to SBA’s mission;

b. The meal must be part of a formal meeting or conference that includes functions such as speeches or business carried out during a meal, AND includes substantial functions that take place separate from the meal.  Meal costs for meetings or conferences centered solely around breakfast, lunch or dinner are not allowed;
 

c. The meals must be incidental to the meeting or conference;

d. The attendance by the employee at the meals must be necessary to fully participate in the business of the meeting or conference; and
e. The employee must not be free to partake of his meals elsewhere without being absent from essential formal discussions, lectures or speeches.  
f. You should check with the Office of General Counsel in advance to see if you qualify.


CONFERENCES IN WASHINGTON, DC

187. What Special Rules Apply When a Conference Is Held In DC?

Procuring Facilities.  Federal agencies are prohibited by law from directly procuring lodging facilities (e.g., hotel rooms) in the District of Columbia without specific authorization and an appropriation from Congress.

Exception.  This provision does not prohibit payment of per diem to an employee or invitational traveler authorized to obtain lodging in the DC area while performing official business, provided the employee arranges for lodging individually through the TMC and pays with his/her Travel Charge Card.
Meeting Space.  This legal restriction does not apply to the procurement of meeting space.  However, any short-term conference meeting space you obtain in the District of Columbia must be procured under 41 CFR § 101-17.101-4.
Contacting GSA.  Although it is no longer mandatory that you contact GSA for meeting or conference facilities in the District of Columbia, you are encouraged to contact the GSA Public Buildings Service (PBS) to inquire about the availability of short-term conference and meeting facilities in DC.
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Appendix 1 - Travel Purpose Categories

The following defines choices for Block 9 – Purpose, on the Travel Authorization (SBA Form 21).

Conference (C) – Travel to attend a conference, convention, seminar or symposium for observation or education only (no formal role in the proceedings).

DC Directed (D) – Travel upon the direction of headquarters management that does not fit into one of the other categories. 
Entitlement (E) – Travel for which an employee/dependent may be eligible while serving OCONUS (e.g., tour renewal agreement; travel for the purpose of taking leave between tours of duty; education travel, etc.).  This may be in conjunction with a change of station assignment or renewal of an OCONUS tour of duty.

International (F) – Travel to foreign countries involving per diem (not day travel).
Information Meeting (I) – To attend a meeting to discuss general Agency operations, review status reports, or discuss topics of general interest.  If a site visit was conducted on the same trip, the entire trip will be considered a site visit.

Special Mission (M) – Travel to carry out a special Agency mission; e.g., move noncombat military units; provide security to a person/shipment (diplomatic pouch); move witnesses; travel by Federal beneficiaries and other nonemployees.

Emergency (P) – To return an employee from temporary duty to take care of an emergency situation they would have been present to address if not on official business.

Speech or Presentation (S) – To make a speech or a presentation, deliver a paper, conduct training, or otherwise take part in a formal program or conference.

Training (T) - To receive training (trainers are covered under Speech or Presentation).

Disaster (U) – Respond to a declared disaster event.  ODA planning, evaluation, disaster mitigation activity and other nondeclared event travel are not covered under this purpose.
Site Visit (V) – To perform operational/managerial activities (e.g., oversee program activities, grant operations, internal controls; carry out an audit, inspection, or repair activity; conduct negotiations; provide instructions; or provide technical assistance).

Invitational (W) – A non-SBA individual is invited by the SBA to travel in support of the SBA’s mission.  An SBA employee is invited to travel to further the SBA mission, but the costs are paid by a non-SBA entity. 
Classified (X) – The purpose of the travel is to conduct investigations or other review where revealing the destinations, durations, and other aspects of the travel would jeopardize mission fulfillment, employee safety or Agency security.
QSR (Y) – To conduct reviews and evaluations of SBA or partner field or HQ offices.
Other – All travel performed for reasons (purposes) which are not shown in one of the other nine categories listed above.  Even though stated as “other travel,” travel authorization and voucher should also detail specific purpose in Block 7.
Appendix 2 - Sample Letter of Invitation

Ms. Gina Freedman

1234 Your Street

Rockland, Maryland 77777

Dear Ms. Freedman:

The Small Business Administration (SBA), wishes to extend to you an invitation to speak at a conference in Anywhere, USA which will be held on {DATE}. 

To make your travel arrangements please call {NAME & # OF SBA’S TMC}] and give them the authorization number listed below.  They should have already received a copy of this letter furnished by SBA.  You will be provided a round-trip air coach ticket at no cost to you from Washington, DC to Chicago, IL and back to Washington, DC.  The Centrally-Billed Account (CBA) will be used for this purpose.
In addition, you will be reimbursed per diem expenses based on the actual cost of your lodging up to {LODGING & M&IE RATE} for meals and incidentals.  However, your allowance for meals and incidental expenses on the first and last days of travel will be {75% OF THE M&IE RATE}, a flat three-quarter day of per diem.  Additionally, you will be allowed reasonable transportation expenses to and from the airport, including parking fees and any additional hotel taxes not included in the lodging rate.

You must retain all receipts for lodging and any incidental expenses exceeding $75.00.  The SBA staff will assist you in preparing your travel voucher (SF-1012) to claim reimbursement for your travel and subsistence expenses.  Additionally, before you can be reimbursed, the Government requires that you provide the 9 digit bank routing number and your account number to facilitate electronic payment through the Automated Clearing House system.
If you have any questions concerning the above, please contact the DFC HelpDesk at 303-844-3780.  The SBA appreciates your participation!
Sincerely,                               



Approval:
___________________________


____________________________                                                  

Mia Freeworth





Joy McFeron, ADA/M&A








0505.20100DA.201010.10000.2650.610001.2010001
Note:  This is your official travel


Appropriation Code
authorization.  Please carry it with you
throughout your trip.



 $450  /  $117_________________
Estimated Expenses / CBA Amount
_____________________________


5.201010.T0028________________

TMC Name and FAX number


Authorization Number
Appendix 3 - Travel Related Forms

Please refer to http://yes.sba.gov/forms/ for the latest version of the following SBA and standard travel related forms.

SF Form 1012-Travel Voucher

SF Form 1164-Reimbursement for Expenditures

SBA Form 21-Travel Authorization

SBA Form 2119- Acceptance of Payment from a NonFederal Source for Official Travel Expenses
SBA Form 1691-Log of Government Vehicle Usage between Place of Employment and Residence

SBA Form 2-Requisition for Supplies, Services, Federal Assistance

Appendix 4 – Reserved for Future Use
Appendix 5 - Contractor Letter of Invitation

OFFICIAL AGENCY LETTERHEAD



TO: Participating Vendor


SUBJECT: OFFICIAL TRAVEL OF GOVERNMENT CONTRACTORS 

(FULL NAME OF TRAVELER), the bearer of this letter, is an employee of (COMPANY NAME) which has a contract with this Agency under Government contract (CONTRACT NUMBER).

 
During the period of the contract (GIVE DATES), AND WITH THE APPROVAL OF THE CONTRACT VENDOR, the employee is eligible and authorized to use available travel discount rates in accordance with Government contracts and/or agreements. 

Note: Government Contract City Pair Fares are not available to contractors. 


SIGNATURE, 

Title and telephone number of Contracting Officer


Appendix 6 - Travel Authorization Worksheet

	Travel Authorization Worksheet

	
	

	
	

	A.  Airfare  (_________________to__________________)
	$   
	

	
	
	

	
Fee  ___________, __________,



	$        
	

	
	
	

	
__________,_________,_________

	$          
	

	
	

	
Total Airfare 



	$
	

	
	

	B.  All Other Expenses
	

	
	
	
	
	
	
	

	  Lodging
	days @      $
	

	                  $
	

	
	
	
	
	

	Travel Days:
	
	
	
	

	
	M&IE x  75%  x             days    
	
	                  $
	

	
	
	

	Full Days:
	
	

	                           M&IE x 100% x             days                                                 
	         $
	

	
	
	

	      Transportation to/from common carrier terminal (official duty station)                                     
	         $
	

	
	
	

	      Parking at common carrier terminal (official duty station)          
	         $
	

	
	
	

	      Transportation to/from common carrier terminal (temporary location)
	         $
	

	
	
	

	      Rental car (if authorized)
	         $
	

	
	
	

	      Gas for rental car                                                                           
	         $
	

	
	
	

	      Parking for rental car at hotel, etc.
	         $
	

	
	
	

	      Telephone calls, laundry, local travel at TDY, etc.
	         $
	

	
	
	

	      Unusual travel expenses that are known (make any necessary notes on reverse side)
	         $
	

	



	

	     ATM Fee
	       $    
	

	TOTAL ESTIMATED COSTS—A & B
	         $
	

	
	

	
	

	NOTE:  DATES FOR PERSONAL TRAVEL MUST BE NOTED ON TRAVEL AUTHORIZATION
	

	
	


Appendix 7 – Direct Pay Instructions
It is SBA policy to pay a portion of your travel reimbursement directly to the travel card vendor.   At a minimum, the amount sent to the travel card vendor will be the total of your common carrier, lodging, rental car, *and ATM advances and fees.*  Use this form to:  1) Designate an amount for Direct Pay that is more than the minimum amount;  2) Designate an amount less than the minimum for this particular voucher using one of the standard waivers listed below;  or 3) *explain “other” circumstances relative to Direct Pay on this current voucher.*

Please pay an amount more than the total of common carrier, lodging, rental vehicle *and ATM advance and fees* to the travel card vendor (provide amount below).

Please pay an amount less than the minimum for the waiver reason:
____   I am a new employee and do not have a travel card.

____   I am traveling on invitational travel.

____   To protect the identity of investigators or other employees where  
           anonymity is imperative.

____   A vendor did not accept the travel credit card, it was not possible to use the travel credit card at the location I traveled to, and/or any other reason it was impractical for me to use the travel credit card (details below).

____   I am an employee who travels less than 5 times a year.
____   I already paid my credit card bill.  Direct Pay will cause duplicate payment.
Other (details below).
TRAVELER’S SIGNATURE   _____________________________________________


TRAVEL DOCUMENT #



_____________________________


TOTAL AMOUNT TO BE PAID DIRECT TO VENDOR     $​​​​​​​​​___________________
BALANCE TO TRAVELER


          $

_______

APPROVING OFFICIAL SIGNATURE ____________________________________

*(Refer to ch3p13 regarding your responsibilities as the approving official)*
DETAILS

Appendix 8 - Authorization and Approval Table

	Employee Traveling
	*Authorizing Official

(SBA Form 21)
	*Approving Official

 (Standard Form 1012)

	Administrator or Deputy Administrator where travel  involves only official events
	Chief of Staff
	Chief Financial Officer

	Administrator or Deputy Administrator where travel includes personal, indirect travel, or alternate locations, no mixed travel
	General Counsel (GC) or
               DAEO
	Chief Financial Officer (after review by GC or DAEO)

	Chief of Staff
	Administrator or Deputy Administrator
	Administrator or Deputy Administrator

	Associate Deputy Administrators and all Direct Reports to the Office of the Administrator
	Administrator, Deputy Administrator or Chief of Staff
	Administrator, Deputy Administrator or Chief of Staff

	Regional Administrators within their area of jurisdiction, under 12 hours, no M&IE, no alternate locations or personal/indirect travel, no overnight stay (non SBA-21 type travel).
	Associate Administrator for Field Operations
	Associate Administrator for Field Operations

	Regional Administrators where travel is outside their area of jurisdiction or includes M&IE, lodging, alternate locations, personal/indirect travel, or involves day only international travel.
	Associate Administrator for Field Operations
	Associate Administrator for Field Operations

	District Directors within their area of jurisdiction and no per diem involved (e.g., under 12 hours, no M&IE, no alternate locations or personal or indirect travel, no overnight stay (non SBA-21 type travel)).
	Respective Regional Administrator
	Respective Regional Administrator

	District Directors where travel is outside their area of jurisdiction or includes M&IE, lodging, personal/indirect travel, alternate locations, or involves day only international travel.
	Respective Regional Administrator
	Respective Regional Administrator

	Field Employees (other than Headquarters Post of Duty Employees)
	Respective Office or Center Director or Regional Administrator
	Respective Office/Center Director or Regional Administrator (from paying office)

	National Women’s Business Council (NWBC)
Executive Director and all other NWBC staff members.
	ADA for M&A
	ADA for M&A

	Headquarters Employees not otherwise listed (including Post of Duty Employees)
	Appropriate Management Board member
	Appropriate Management Board member

	Inspector General
	Designated Official - needs to be filed with the Office of Administration and Denver Finance Center
	Designated Official - needs to be filed with the Office of Administration and Denver Finance Center

	Chief Counsel for Advocacy
	Designated Official - needs to be filed with the Office of Administration and Denver Finance Center
	Designated Official - needs to be filed with the Office of Administration and Denver Finance Center

	Office of Inspector General and Office of Advocacy Employees 
	Appropriate Higher Level Manager
	Appropriate Higher Level Manager

	Disaster Employees
	AA for Disaster Assistance or any delegation approved by the AA for DA
	AA for DA or any delegation approved by the AA for DA


· Deputy positions and those “Acting” in a capacity have the same authorizing and approving authority as those positions named.
Appendix 9 - Special Authorizations and Post Approvals Table

	Item
	*Authorizer (SBA)

	International Travel
	Administrator, Deputy Administrator, Chief of Staff, ADA/M&A

	Rest Stop on International Flights
	Authorizer of Regular Travel per Appendix 8

	TMC use waiver
	CFO

	Nonrefundable ticket use
	Authorizer of Regular Travel per Appendix 8

	Mixed travel
	DAEO

	Limited Open Authorizations
	Authorizer of Regular Travel per Appendix 8

	Unlimited Open Authorizations
	Administrator

	Travel card use exception
	CFO

	Reduction of per diem (ch2p18)
	CFO, AA for DA (for ODA only)

	Upgrades to First or Business Class
	CFO 

	Forfeited lodging deposits and ticket fees
	Management Board Member or higher level authority as appropriate

	Post-authorizations for vehicles not originally authorized, or for NonSDDC vehicles
	Management Board Member or higher level authority as appropriate

	Authorizations and post approvals for nonCommon carriers such as boat, private plane
	Management Board Members, Administrator/Deputy Administrator for Management Board Members

	Take a GOV home
	Administrator

	Post approvals of actual expense
	COO or designee

	ATM advances in excess of normal
	Management Board Member, Disaster Area Directors for ODA

	Waivers to the Fly America Act
	COO, Chief of Staff

	Appeal of denials of reimbursement for Fly America Act violations
	Administrator, Deputy Administrator

	50 mile rule waivers 
	

	Regional and Field Offices
	AA for Field Operations

	HQ employees (including Center employees)
	CFO

	Office of Inspector General
	Inspector General

	Office of Disaster Assistance
	AA for Disaster Assistance

	Gift Travel
	DAEO or designee

	Hotel/Motel Fire & Safety waiver
	COO 

	Waiver of receipts due to confidentiality
	General Counsel 

	Processing of 1012s/1164s for deobligated funds, expired years, or vouchers over 3 months old
	CFO or designee

	Travel reimbursement disallowance appeals
	CFO or designee

	1164 with single items in excess of $350
	CFO or designee

	Waiver for travel overpayments
	CFO or designee

	Up to 14 days per diem while sick on travel
	CFO, AA for DA (for ODA only)

	For all of the categories above, the Inspector General, or designee, will have the authority to make these determinations for OIG employees.


*  Deputy positions and those “Acting” in a capacity have the same authorizing authority as those positions named.

Appendix 10 - Registration Fee Authorizing Table

	Employee Attending
	Amount
	Authorizing Official*

	Administrator and Deputy Administrator
	Any amount 
	Chief of Staff, Chief Operating Officer, or Associate Deputy Administrator for Management & Administration (for independent review requirements)

	Headquarters Management Board Members 
	Any amount per employee per event
	Chief of Staff, Chief Operating Officer, or Associate Deputy Administrator for Management & Administration

	Headquarters Employees not otherwise listed (including Post of Duty Employees)
	Any amount
	Appropriate Headquarters Management Board Member

	National Women’s Business Council Executive Director and all NWBC staff members.   
	Any amount
	ADA for M&A

	Regional Administrators 
	Any amount
	Associate Administrator for Field Operations

	District Directors 
	Any amount 
	Respective Regional Administrator

	Field Employees (other than Headquarters Post of Duty Employees, but including Disaster Employees)
	Any amount
	Respective District Director, Area Director, Center Director or Regional Administrator

	Inspector General and Advocacy Employees
	Up to and including $300 per employee per event
	Appropriate Higher Level Manager

	Inspector General and Advocacy Employees
	Any amount over $300 per employee per event
	Inspector General or Chief Counsel for Advocacy Respectively

	Inspector General or Chief Counsel for Advocacy
	Any amount
	Designated Official - 

Official Delegation must be filed with the Office of Administration and DFC


*  Deputy positions and those “Acting” in a capacity have the same authorizing authority as those positions named.

Appendix 11 - Actual Expense & Conference Lodging Table

	Employee Traveling
	Up to 150%
	151% to 300%

	Administrator or Deputy Administrator
	Chief Financial Officer/Deputy  Chief Financial Officer
	Chief Operating Officer with OGC concurrence

	Chief of Staff
	Administrator or Deputy Administrator
	Administrator or Deputy Administrator with OGC concurrence

	District Director 
	Through Regional Administrator to Associate Administrator for Field Operations
	Through Field Operations to Chief Operating Officer

	Regional Administrator 
	Associate Administrator for Field Operations
	Through Field Operations to Chief Operating Officer

	Field Employees (other than Headquarters Post of Duty Employees)
	Through District Director or Regional Administrator to Associate Administrator for Field Operations
	Through Field Operations to Chief Operating Officer

	Associate Deputy Administrators and all Direct Reports to the Office of the Administrator
	Administrator, Deputy Administrator or Chief of Staff
	Chief Operating Officer

	Executive Director, Women’s Business Council
	Associate Deputy Administrator for M&A
	Chief Operating Officer

	Headquarters Employees not otherwise listed (including Post of Duty Employees)
	Appropriate Associate Deputy Administrator, Associate Deputy Administrator for M&A or Chief of Staff
	Chief Operating Officer

	Office of Inspector General and Office of Advocacy Employees
	Inspector General/Chief Counsel for Advocacy, Respectively
	Inspector General/Chief Counsel for Advocacy, Respectively

	Associate Administrator for Disaster Assistance
	Administrator, Deputy Administrator or Chief of Staff
	Chief Operating Officer

	Disaster Employees
	Associate Administrator of Disaster Assistance
	Chief Operating Officer

	Inspector General and Chief Counsel for Advocacy 
	Self Appointed Official
	Self Appointed Official


*  Deputy positions and those “Acting” in a capacity have the same authorizing authority as those positions named.

Appendix 12 - Table of Acronyms

Acronym


Title

AAD


Administrative Accounting Division
ATM 


Automated Teller Machine

BO


Branch Office

CBA


Centrally Billed Account

CFR



Code of Federal Regulation

CONUS


Continental United States

DD/EFT


Direct Deposit/Electronic Funds Transfer

DFC


Denver Finance Center

DO 


District Office

FLSA


Fair Labor Standards Act

FPM


Federal Personnel Manual

FTD


Federal Travel Directory

FTR


Federal Travel Regulations

FTS


Federal Telecommunication System

FY


Fiscal Year

GOV


Government Owned Vehicle

GSA


General Services Administration

HQ


Headquarters

IE


Incidental Expenses

M&IE


Meals and Incidental Expenses

OCONUS


Outside the Continental United States

OF


Optional Form

OGC


Office of General Counsel
OIG


Office of Inspector General


OPM


Office of Personnel Management

OPGM


Office of Procurement and Grants Management

PD


Per Diem

PIN


Personal Identification Number

POV


Privately-Owned Vehicle

RA


Regional Administrator

SBA


Small Business Administration

SCORE


Service Corps of Retired Executives

SDDC


Service Deployment and Distribution Command
SF


Standard Form

SOP


Standard Operating Procedures

TA or TO


Travel Authorization or Travel Order
TDY


Temporary Duty Location

TMC


Travel Management Center

TTRA


Travel and Transportation Reform Act

TV


Travel Voucher
US


United States
Appendix 13 - Glossary of Terms

Agency – Means SBA or any other executive agency as defined in 5 U.S.C. 105; a military department; an office, agency or other establishment in the legislative branch; and the Government of the District of Columbia. “Agency” does not include a Government-controlled corporation, a Member of Congress, or an office or committee of either House of Congress or of the two Houses.

Actual Expense—

1)  Payment of authorized actual expenses incurred, up to the limit prescribed by the Administrator of GSA or agency, as appropriate. Entitlement to reimbursement is contingent upon entitlement to per diem, and is subject to the same definitions and rules governing per diem. 

2)  Is a method of reimbursing travelers for their actual costs (not to exceed 300% of the GSA prescribed maximum per diem rate for the specified area) when actual expenses are unusually high due to special or unusual circumstances.  Subsistence generally includes items such as lodging, meals or laundry costs.

Administrative Accounting Division – The Administrative Accounting Division, Denver Finance Center, is the fiscal office which processes the travel transactions.

Agency Credit Card Coordinator – The person designated to administer the contractor-issued Government-issued travel credit card program including processing applications for the card and answering employee questions.

Allowable Lodging Expenses – The traveler will be reimbursed only for his/her actual cost of lodging up to the maximum amount prescribed by GSA plus applicable taxes.

Alternate Location – An approved location other than your temporary duty location or your Official Duty Station.  

Approved Accommodation. – Any place of public lodging that is listed on the national master list of approved accommodations. The national master list of all approved accommodations is compiled, periodically updated, and published in the Federal Register by FEMA. Additionally, the approved accommodation list is available on the U.S. Fire Administration's Internet site at http://www.usfa.fema.gov/applications/hotel . 

Automated-Teller-Machine (ATM) Services – Government contractor-provided ATM services that allow cash withdrawals from participating ATMs to be charged to a Government-issued travel credit card.
Baggage – Government property and personal property of the traveler necessary for the purpose of official travel.
Calendar Day – Calendar day means the 24-hour period from midnight to the next midnight.  For the purpose of the Federal Travel Regulations, the calendar day technically begins one second after midnight (written as 12:00:01 AM) and ends at 12:00 midnight.

Centrally-Billed Account (CBA) – A Government-issued travel credit card number assigned to an Agency for those traveling on Letters of Invitation or revoked Government-issued travel credit cards.  Historically, this has also been known as the Government Travel Account (GTA).

Code of Federal Regulations – A compilation of Federal Regulations, including the Federal Travel Regulations.

Combination Travel –Travel that 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.

Common (Commercial) Carrier – Any firm furnishing commercial transportation which includes airplanes, trains, ships and buses.

Conference – A conference is defined as a meeting, retreat, seminar, symposium or event that involves attendee travel.  The term “conference” also applies to training activities that are considered to be conferences under 5 CFR 410.404.
Continental United States (CONUS) – Continental United States means the 48 contiguous States and the District of Columbia.

Contract carriers – U.S.-certified air carriers which are under contract with the Government to furnish Federal employees and other persons authorized to travel at Government expense with passenger transportation service. This also includes GSA's scheduled airline passenger service between selected U.S. cities/airports and between selected U.S. and international cities/airports at reduced fares.
Conventional Lodging – Hotels, motels, boarding houses, etc.

Destination Rate – This is the rate applicable to the next temporary duty location or where the employee makes an en route stopover to obtain overnight lodging.

Direct Pay – *An OMB required practice of paying all or part of your travel reimbursement directly to the travel card company.*
Double Occupancy – Occupancy by 2 people of one room.

Employee – “Employee” means the head of the Agency, Agency official, or any other individual employed by the Agency.  This definition also includes the following:

Disaster employee – An employee that works directly for the Office of Disaster Assistance (ODA).

Field employee – any employee who works outside of the National Capital Region (Washington, DC and commuting area), but is not a Disaster or Headquarters post of duty employee.
Headquarters post-of-duty employee – any employee who works outside of the National Capital Region (Washington, DC and commuting area), but is considered a part of the Headquarters staff (i.e., Denver Finance Center, Denver Office of Human Capital Management, Loan Service Centers).

Headquarters employee – An employee whose permanent duty station is the SBA Headquarters in Washington, DC.

Intermittent employee – an individual employed intermittently by SBA as an expert or consultant and paid on a daily “when-actually-employed” (WAE) basis and an individual serving without pay or at $1 a year [5 U.S.C. 5701(2)].

En Route Travel – The time you are on travel from one official duty station to another.  For example, from the time you leave your primary residence to the time you either check into your lodging location or from the time you check out of your temporary lodging location to the time you return to your primary residence or official duty station.
Excess Baggage – Baggage in excess of the weight, size or number of pieces that is carried free by transportation companies shall be classified as excess baggage.

Family Member – Any of the following named immediate members of the employee's household at the time he/she reports for duty at the new official duty station or performs authorized or approved overseas tour renewal agreement travel or separation travel:

Spouse;

Children 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-support. (The term "children" shall include natural offspring; stepchildren; adopted children; grandchildren, legal minor wards, or other dependent children who are under legal guardianship of the employee or employee'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 prevented at the time of the transfer because of advanced stage of pregnancy, or other reasons acceptable to the agency concerned, e.g., awaiting completion of the school year by other children.);

Dependent parents (including step and legally adoptive parents) of the employee or employee's spouse; 

Dependent brothers and sisters (including 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-support; and
Anyone living in the immediate household of the employee.

Generally, the individuals named in paragraphs c and d of this section shall be considered dependents of the employee if they receive at least 51 percent of their support from the employee or employee'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 purposes of this chapter if they are members of the employee's household and, in addition to their own income, receive support (less than 51 percent) from the employee or employee's spouse without which they would be unable to maintain a reasonable standard of living.

Federal Travel Regulation (FTR) – The Federal Travel Regulations, issued by the General Services Administration, implement statutory requirements and executive branch policies for Federal civilian employees and others authorized to travel at Government expense, establishes per diem rates, travel, transportation and relocation allowances for Federal civilian employees.

Field Work – Field work is official work requiring the employee's presence at various locations other than his/her regular place of work.  Multiple stops, itinerant-type travel within the accepted local commuting area, limited use beyond the local commuting area, or transportation to remote locations that are only accessible by Government-provided transportation are examples of field work.
Fire, Flood, or Act of God – Fires or floods may be due to natural causes, human actions (e.g., arson), or other identifiable causes.  Act of God means an extraordinary happening by a natural cause (such as fire, flood, tornado, hurricane, earthquake, or other catastrophe) for which no one is liable because experience, foresight, or care could not prevent it.  

Fly America Act – Refers to 49 USC § 40118; originally enacted by section 5 of the International Air Transportation Fair Competitive Practices Act of 1974 (Pub. L. 93-623, January 3, 1975), 49 U.S.C. App. 1517, as amended by section 21 of the International Air Transportation Competition Act of 1979 (Pub. L. 96-102, February 15, 1980), 94 Stat. 43.

Foreign Air Carrier – An air carrier who is not holding a certificate issued by the United States under 49 U.S.C. 41102.

Government – “Government” means the Government of the United States and the Government of the District of Columbia.

Government-Issued Travel Credit Card – A Government contractor-issued travel credit card used by authorized individuals to pay for official travel and transportation related expenses for which the contractor bills the employee.

Government-Owned Vehicle (GOV) – The term “Government-Owned Vehicle” includes an automobile which is owned by an agency, assigned or dispatched to an agency on a rental basis from GSA interagency motor pool, or leased by the Government from a commercial firm for a period of 60 days or longer.

Government Quarters – A lodging facility operated by or on behalf of the Government.  This includes military locations.

Incapacitating Illness or Injury of Employee – For the purpose of emergency travel for illness, injury or personal emergency situation (41 CFR Part 301-12 of the Federal Travel Regulations), incapacitating illness or injury is one that occurs suddenly for reasons other than the employee’s own misconduct and renders the employee incapable of continuing, either temporarily or permanently, the travel assignment.  A sudden illness or injury may include a recurrence of previous medical condition thought to have been cured or under control.  The illness or injury may occur while the employee is at, or en route to or from, a temporary duty location. 

Incidental Expenses Covered by Per Diem – See definition for “Meals and Incidental Expenses”.

Indirect Route – If there is an interruption of travel or deviation 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.

International Dateline (IDL) – The International Dateline is a hypothetical line approximately along the 180 degree meridian where each calendar day begins, e.g., when it is Sunday just east of the IDL it is Monday just west of it.

Invitational Travel – Authorized travel of individuals either not employed or employed (FTR 301-1.2) intermittently in the Government service as consultants or experts and paid on a daily when-actually-employed basis and for individuals serving without pay or at $1 a year when they are acting in a capacity that is directly related to, or in connection with, official activities of the Government. Travel allowances authorized for such persons are the same as those normally authorized for employees in connection with TDY.
Letter of Invitation – Official travel orders for individuals not employed or employed (FTR 310-1.2) intermittently in the Government service who render service to the Agency.

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 periods of time.  Limited open authorizations may be provided for employees whose duties require frequent repetitive travel.  Such authorizations must be reauthorized (funds obligated) quarterly, and must include realistic limitations on purpose, geographic area, number of trips, duration and cost. 

Locality Rates – These are the maximum rates prescribed for specific locations both within as well as outside of CONUS.

Local Travel – Any travel within your official duty station as defined by the FTR and other areas as designated by SBA.

Lodging – The term lodging includes expenses for overnight sleeping facilities; baths; personal use of the room during daytime; and services charged for fans, air conditioners, heaters and fires furnished in rooms when such charges are not included in the room rate.  The term lodging does not include accommodations on airplanes, trains, buses, or vessels.  The cost of accommodations furnished aboard common carriers is included in the transportation cost and is not considered an expense covered by per diem.  However, in determining the overall cost to the Government, when authorizing the mode of transportation to be used, the availability of these accommodations shall be considered.

Maximum Per Diem Rates – Per diem shall be at daily rates not in excess of the maximum amount established for the prescribed locality.  Per diem rates include a maximum amount for lodging expenses and a fixed allowance for meals and incidental expenses (M&IE).  Taxes for lodging are not included in these rates.

Meals – Expenses for breakfast, lunch, and dinner, and related tips and taxes (specifically excluding alcoholic beverages and entertainment expenses and any expenses incurred for other persons).

Meals Furnished – Generally when meals are furnished at no cost or at a nominal cost to the employee by the Federal Government or another entity, the applicable maximum per diem rate or the M&IE rate should be reduced as appropriate.   If there is a charge for the meal for which a deduction has been made, reimbursement shall be allowed for the amount paid, not to exceed the amount deducted for the meal and not to exceed the allowable M&IE rate.  In doing calculations, do not round the numbers.  However, a meal provided by a common carrier or a complimentary meal provided by a hotel/motel does not affect the traveler’s per diem.

Meal and Incidental Expenses (M&IE) – This is the flat rate entitlement portion of lodging-plus which is calculated based on the hours you are in travel status.  The meals portion covers expenses for breakfast, lunch and dinner (specifically excluding alcoholic beverages and entertainment expenses and any expenses incurred for other persons).  The incidental expenses (IE) includes subsistence expenses such as fees and tips to waiters, waitresses, porters, baggage carriers, bellhops, hotel maids; transportation between places of lodging/ business and places where meals are taken if suitable meals can be obtained at the TDY site but employee chooses to travel elsewhere for the meal for personal reasons; and telephone calls necessary to reserve lodging accommodations.  

Meal and Incidental Rate – Maximum dollar amount specified for each per diem locality, as well as the specific amount for each meal and the incidental portion.

Methods of Transportation – The methods of transportation available for conducting official travel include railroads, airlines, helicopter service, ships, buses, streetcars, subways, and taxicabs; Government-furnished and contract rental automobiles and airplanes; privately-owned and rented automobiles and airplanes; and any other necessary means of conveyance.

Mileage Allowance – A fixed rate per mile allowed (instead of actual expenses) for operating a privately-owned vehicle (POV).

Misuse – Improper use of Government-issued travel credit cards or failure to adhere to the guidelines addressed herein or the Federal Travel Regulations. Examples include, but are not limited to, the following: misuse of your Government-issued travel credit card for purchases other than those deemed appropriate for official business; failing to use your Government-issued travel credit card to make official business purchases; maintaining a delinquent credit card balance; using Government contract fare rates for personal travel; or withdrawing more than your approved amount of ATM funds; or withdrawing ATM funds without approval.

Official Duty Station and Post of Duty – Designated post of duty and official station mean the employee’s permanent work assignment station.  The limits of the official station will be the corporate city limits of the city or town in which the office is located or employee is stationed.  If the employee is not stationed in a city or town, the official station is the established or reasonable local commuting area within which the designated post of duty is located.  Regional Administrators shall determine the area to be covered by local travel in their region.

Official Travel Status – Any travel outside your local, official duty station as defined by the FTR and other areas as designated by SBA.  Also see the 50-mile rule.

Other Miscellaneous Travel Expenses – Other miscellaneous travel expenses are those that are directly attributable and necessary to the travel and temporary duty as authorized and performed.  When authorized or approved by the agency concerned, these expenses are reimbursable in addition to the per diem allowance and transportation expenses.

Outside the Continental United States (OCONUS) – Outside the Continental United States means places outside the 48 contiguous States and the District of Columbia, i.e., Alaska, Hawaii, American Samoa, Guam, Puerto Rico, Virgin Islands of the U.S., and foreign countries.  

Per Diem – An allowance for daily payment of lodging, meals, and related incidental expenses.  Under this formula method (Lodging-Plus), actual costs may be more or less than the per diem allowance.  Essentially, per diem includes a fixed daily amount prescribed by regulations for M&IE plus actual lodging costs, not to exceed the maximum amounts.

Per Diem Allowance – Per diem allowance is a daily payment for the expenses of lodging, meals, and related incidental expenses instead of reimbursement for actual expenses.  The per diem allowance is distinguished from transportation expenses and other miscellaneous travel expenses. 

Per Diem Computation – The daily lodging rate plus an appropriate rate for meals and incidental expenses shall be the per diem rate, limited to the applicable maximum rate for the locality involved.  The authorizing official may authorize a reduced per diem rate if the actual costs are known or can be determined in advance of travel and are lower than the prescribed per diem rate.

Personal Emergency Situation – The death or serious illness of a member of the employee’s family, or a catastrophic occurrence or impending disaster such as a fire, flood, or Act of God, which directly affects the employee’s family or home at the official station, or the family, and occurs while the employee is at, or en route to or from, a temporary duty location. 

Primary Residence – The location that you regularly commute to and from your official duty station.

Privately-Owned Vehicle (POV) – An automobile, aircraft, or motorcycle owned or leased for personal use by the traveler.  A privately-owned vehicle could include a vehicle belonging to the traveler, a family member, or friend which is used by the traveler at no lease cost.

Receipt Lost or Impractical to Obtain – If receipts have been lost or destroyed or are impractical 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 vendor, the date, and the cost incurred.  Agencies may require employees to obtain copies of lost or destroyed receipts from the vendor.

Receipt Requirements – Receipts shall be required to support common carrier, rental car, and lodging costs for which 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).

Recreation Vehicle for Lodging – Recreation vehicles include mobile homes, campers, camping trailers, or self-propelled mobile recreational vehicles.

Reduced Per Diem – A reduced per diem rate when there are known reductions in lodging and meal costs or when your subsistence costs can be determined in advance and are lower than the prescribed per diem rate. 

SCORE – SCORE is an SBA grantee.

Special Conveyance – Commercially rented or hired vehicles other than a privately-owned vehicle and other than those under contract to SBA. Will require specific authorization or approval for the use thereof.  Such transportation generally includes conveyances obtained through commercial rental for less than 30 calendar days.

Standard CONUS Rate – This rate is prescribed for any location within the continental United States not included in the specific localities listed in the FTR or FTD.

Suspension – Refers to items on a travel voucher not being paid due to insufficient documentation of purchases (e.g., receipts), purchases exceeding Government travel approval (i.e., exceeding your per diem rate) or for other noncompliance with the FTR or SOP.

Temporary Duty Location (TDY) – A place away from your official duty station to where you are authorized to travel.

Transportation Expenses – Transportation expenses include commercial bus, air, rail, or vessel/steamship fares and are reimbursable in addition to the per diem allowance.  Transportation expenses may also include local transit systems and taxis; cost of commercial rental cars and fuel; and mileage and other allowances to cover operating expenses for use of privately-owned conveyances, including fees for parking, ferries, and tolls, etc.

Travel Management Center (TMC) – Travel Management Center (TMC) is a commercial travel agency operated by travel agents under contract with GSA. The TMC is required to provide travel services to SBA travelers on official travel.  The services include airline, train, and bus reservations, ticketing and delivery of tickets; hotel and motel reservations; and commercial auto rentals.  All airline, train and bus tickets, lodging and rental cars MUST be purchased through the ticket agents of the assigned TMC.  The use of nonTMC ticket agents is prohibited.  NonTMC ticket agents even include airline representatives.  

Trip-By-Trip Authorization – This type of authorization provides for an individual to take one specific trip.  It shall include the specific purpose, itinerary, and estimated costs.  Travel not covered by an unlimited or limited open authorization shall be separately authorized on a trip-by-trip basis.  A letter of invitation may also authorize travel for a private person on a trip-by-trip basis.

Undue Hardship – Travel conditions considered by the prudent traveler to be unduly adverse or would impose suffering or deprivation upon the traveler.  For example, a medical condition, such as an inner ear inflammation.  An undue hardship may also occur where a storm has moved into the area grounding all flights for over 24 hours and no other transportation out of the area is available.  Rather than spend the night at the airport, the traveler would be allowed to seek acceptable lodging for the night.
Unlimited Open Authorization – This type of authorization allows an employee to travel for any purpose without further authorization.  Unlimited open authorizations shall be issued only by the Administrator and must be reissued at the beginning of each FY.  

Voluntary Return – When an employee returns for workdays/nonworkdays to his/her official station or residence for reasons other than to conduct official business.

50-Mile Rule – Per diem is not allowed within both a 50-mile radius from the corporate limits of the official duty station and a 50-mile radius of the employee’s primary residence.

Highlights:  Each chapter begins with a box containing a list of the highlights found in that chapter.





Examples:  Throughout this SOP there are examples identified with the airplane icon.  Most of these examples are based on real-life SBA situations that have arisen over the years.  Names have been changed to protect the innocent.





Traveler Beware:  You can avoid major pitfalls by paying attention to important cautions identified by this sign.









































You travel to Denver for training from September 29th through October 4th.  You create two travel authorizations with two different authorization ID numbers: the first using the budget codes for the current FY and the second using the budget codes for the new FY.  Get your authorizing official to sign both before your travel.  Submit one voucher for the trip.





























Traveler Beware:  If meals (other than common carrier meals or complimentary meals provided by hotel) and/or lodging will be furnished without charge at your temporary duty site or are included in a registration fee, charges for food or lodging should not be estimated on your SBA Form 21.  In addition, these should not be claimed on your voucher and your M&IE rate should be reduced (see �HYPERLINK  \l "c5p21"��ch5p21�).  For more information on how to reduce meals, contact DFC HelpDesk or go to the “M&IE Breakdown” link at � HYPERLINK "http://gsa.gov/perdiem" ��http://gsa.gov/perdiem� .











You are on official duty with several cities to visit.  You spend all day Tuesday in Chicago, but are able to get out of the Chicago airport at 11pm.  You make it to your next city, Peoria, and check into the hotel at 12:10am Wednesday morning.  When you complete your travel voucher, show your lodging expense in Peoria with your Tuesday expenses.  Claim your lodging at the Peoria rate.  Your M&IE rate for Tuesday will also be at the Peoria rate rather than the Chicago rate as it is based on where you slept Tuesday night.   











You are sent to Nashville on a 2-week assignment.  It’s Wednesday and you want to get a great seat at the Grand Ole Opry tonight.  You work for just under a half-day and then leave early to get in line for tickets.  You did not work half the day and are not paid M&IE or lodging for Wednesday.




































































Alternate origination/destination #1 - You are on vacation in San Francisco.  While on vacation you get a call from your boss asking you to make a quick trip to Los Angeles to attend a meeting.   Reluctantly, you agree.  You purchase a Government contract rate ticket with your Government travel card for round trip between SF and LA.  Upon return to SF, you resume your vacation.  You will be reimbursed for the cost of the round trip ticket from SF to LA and per diem for official travel.














Over a weekend - You attend a 2-week class in Albuquerque.  You get bored over the weekend and decide to go to Las Vegas to see Wayne Newton.  You check out of the hotel, hop a Friday afternoon flight to Vegas and party with Wayne all weekend.  You return to Albuquerque Monday morning just in time for the class to start.  You are reimbursed for the per diem it would have cost the Government to keep you in Albuquerque over the weekend.  You are not reimbursed for the flight to Vegas; you cannot use your travel credit card to get cheap Government airfares or to rent a hotel room in Vegas; and you must not use your travel credit card to get cash for gambling.  When you go back to Albuquerque you discover that there are no rooms at the Government rate. You request actual expense for lodging but your request is denied.  You should have ensured that Government lodging was going to be available upon your return and made a new reservation.























Choice between common carriers - You are scheduled to travel from DC to New York to give a presentation.  There is more than one acceptable type of common carrier for this trip including trains and planes.  Although train travel may be more expensive, the Government has already determined that either train or airplane is advantageous.  You elect to travel by train and get it authorized on your SBA Form 21.  No additional justification is required. 











You have been asked to travel from DC to Dallas for a 2pm meeting on Tuesday.  The contract carrier, American Airlines, has only one flight that will get you to Dallas in time.  This flight would require you to depart at 3pm on Monday and to incur lodging and M&IE.  The city-pair rate for this flight is $192.  United Airlines has a noncontract flight leaving DC at 7am on Tuesday and arriving at 1pm, getting you to Dallas in time for your meeting.  The United flight, through the TMC, costs $152.  You may be authorized to fly on United because the airfare is $40 cheaper and would be better use of your time.








Joe and Sam must travel from Washington to Denver.  There is a direct flight from Dulles to Denver at a Government rate of $400 and a flight from Washington Reagan, with a connecting flight in Chicago, at a Government rate of $196.  They both live near Dulles.  Joe takes a taxi to Dulles for his direct flight.  Sam’s wife drops him off at the Metro, he rides to Reagan National Airport, and takes the non-direct flight.  It takes Sam two extra hours to arrive at Denver, but he saves the Government lots of money by following SBA policy regarding airport selection.





You make reservations to travel to NYC on official business.  Your trip is cancelled, but you fail to call the hotel and cancel your reservations.  Your room was guaranteed for a late arrival and the hotel charges you for one night stay.  You will not be reimbursed for this charge because you failed to cancel your reservation with the hotel and/or you did not get a written justification approved.





Traveler Beware: DO NOT make a claim for unused tickets on the travel voucher.  Claiming reimbursement for an unused ticket is considered a fraudulent claim. Accordingly, you will not receive reimbursement and you may be subject to disciplinary action.  Criminal and/or civil penalties may also be assessed.











Traveler Beware: If you use a non-standard form of transportation without prior authorization AND do not follow procedures to get your justification authorized as advantageous to the Government, you will not be reimbursed for your expenses.














A taxi costs $75, including tip, to get to the airport.  You decide to drive, but end up paying for 5 days of parking - the mileage and parking together is $200.  A roundtrip taxi would have been cheaper, so you will only be reimbursed $150.











Traveler Beware: If you will use the vehicle ONLY for official purposes, do not pay any extra fee for collision damage waiver or collision damage insurance.  SBA will not reimburse you for the cost of this additional insurance.  To ensure that the insurance waiver is covered, you must secure the rental car through the TMC as not all rental car locations are covered under the SDDC.  Beware, vehicle from one rental company covered by SDDC in one geographic area may not be covered in all geographic areas.  Similarly, SUV rentals may not be covered.  Please double check that the rental vehicle is covered by the SDDC contract when reserving your vehicle with the TMC.  




















You are on a review team visiting another state.  Rather than fly, you decide to drive your POV.  You take annual leave Friday afternoon to get an early start.  You arrive at the TDY city midday on Sunday and check into the hotel.  You are reimbursed the lesser of what it would have cost to fly compared to your actual costs (Flying – airfare plus ¾ day per diem for Sunday.  Driving – mileage plus ¾ day per diem for Sunday).   You are not entitled to lodging or meals for Friday/Saturday while driving.   





Traveler Beware: Do not use GOVs for personal side trips during official travel.  Rent a car or take a taxi at your own expense for such trips.  By law, the minimum penalty for misuse of GOV is a 30-day suspension without pay.



































The OCFO is conducting a travel review, and your voucher has been selected.  Although you were not required to submit receipts at the time you filed your reimbursement voucher, the OCFO wants proof of your ground transportation, telephone calls, and other charges.  You kept all receipts and are able to show them to the reviewers.  Because of your diligence in maintaining proper documentation, you do not have to repay reimbursements due to lack of proof. 























You need to attend a local conference later today, but drive the 10 miles to work like you normally would.  Later, you drive your car from the office to the conference (10 miles).  At the conclusion of the conference, you drive directly home (15 miles).  You apply for reimbursement for the total number of miles you drove today (10 + 10 + 15 = 35).  You will only be reimbursed for 15 miles.  You must subtract the number of miles you normally commute (10 + 10 = 20) because you cannot be reimbursed for the miles you would have driven to and from work if you had not attended the conference (35-20 = 15).






















































































You are going to attend a conference today.  Normally you drive 30 miles from your permanent residence to Headquarters and park your car in the garage.  You pay a monthly parking fee of $50 for your space.  However, today you are driving 40 miles each way and must pay $5 to park your car at the conference.  Since your normal parking costs cannot be used to pay for the conference parking fees, you are reimbursed the $5 for parking plus your mileage (80 miles – 60 miles = 20 miles) @ $.405/mile = $8.10.  Your total reimbursement is $13.10.


























Traveler Beware: Your rest period must be approved prior to travel.  Once you have been authorized to travel internationally by the appropriate authorizing official (� HYPERLINK  \l "Appendix9" ��Appendix 9�), your normal authorizing official has the authority to authorize rest periods where appropriate (Appendix 8).  The per diem rate will be the rate for the location of the rest stop.














Traveler Beware: If you do not get authorization in advance for an exception to the Fly America Act, you may not be eligible for reimbursement for your transportation expenses.  





























Traveler Beware:  Under no circumstances can you solicit gifts of travel expenses, or accept checks made out to you individually or accept cash.  And, under the FTR, generally the Agency may not accept a gift of travel expenses when not approved in advance.




















Completed TDY�
Interrupted TDY�
�
Flight from SLC to Fargo:                $250�
Flight from SLC to Fargo:                         $250�
�
Flight from Fargo to SLC:                $250�
Flight from Fargo to Cleveland:                $150�
�
�
Flight from Cleveland to SLC:                  $200�
�
TOTAL:                                           $500�
TOTAL:                                                    $600�
�


















SBA is planning a summer management conference with regional participants from around the country.  A resort in the Colorado mountains is offering an off-season deal on lodging at $60 per room, with meeting space and AV equipment included.  The cost comparison between three locations is displayed below.





  Item�
KC, MO�
Vail, CO�
Wash., DC�
�
Airfare�
$1890�
$2095�
$2091�
�
Lodging�
850�
600�
1500�
�
M&IE�
420�
460�
460�
�
Meeting Rooms�
200�
0�
500�
�
AV Equipment�
250�
0�
100�
�
Ground Transportation�
500�
750�
500�
�
Totals�
$4,110�
$3,905�
$5,151�
�
  











The local Chamber of Commerce is hosting a luncheon where the mayor will be speaking on the state of the local economy.  The event is from 11 AM-1 PM and the registration fee is $20.  Since there is no “substantial function” separate from the meal, SBA cannot reimburse the employee for the expense.  It does not meet all the criteria listed above (principally items b and c).








Effective Date:  May 11, 2006

Page 3

