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Judiciary Staff Travel Requl ations

Not e: Travel Regul ations for United States Justices and Judges
are published in QGuide to Judiciary Policies and
Procedures, Volune 111, Judges’ Manual, Chapter V
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SECTI ON A-- AUTHORI TY, APPLI CABI LI TY, AND GENERAL PROVI SI ONS

1.

Aut hority. These regul ations are published by the Director of
the Adm nistrative Ofice of the United States Courts pursuant
to 28 U S.C. 604(a)(7) and 5 U.S.C. 5707(a)(1).

Applicability. These regulations apply to:

a.

Enpl oyees of the judicial branch, excluding judges, and
i ncl udi ng unconpensated volunteers or interns who take
the oath of office as enployees, and, to the extent
authorized by guidelines issued by the AQ personal
attendant s acconpanyi ng enpl oyees with disabilities.

Consultants or experts enployed intermttently and paid
on a daily when-actually-enployed (WAE) basis and
i ndividuals serving without pay or at $1 a year in
accordance with 5 U S.C. 5703, including enployees of
Community Defender Organizations who travel at the
request of the AO or FJC

Contractors, including contract court reporters and court
interpreters, to the extent the terns and conditions of
the contract provide for travel paynents in accordance
wth these regulations. However, contractors are not
entitled to governnment contract airfares under any
conditions. This is an airline contract limtation and
may not be waived by the judiciary or the judiciary’s
contract travel agency. Hotels and car rental firns have
the di scretion to extend governnent rates to contractors.

Applicants for the position of bankruptcy judge, nagis-
trate judge, circuit executive, clerk of court, district
court executive, senior staff attorney, chief pre-
argunent/conference attorney, circuit librarian, federal
publ i c def ender, bankruptcy adm ni strator, chief pretrial
services officer or chief probation officer when summoned
by a judge or court for an interview. The applicant may
be rei nbursed for transportati on and subsi st ence expenses
on an actual expense basis only, up to 150 percent of the
appl i cabl e per diem allowance or such |esser anobunt as
determ ned by the judge or court. The nunber of appli-
cants authorized shall be limted to the final two
candi dat es.

When aut hori zed by the chief judge, two final candi dates
for chief deputy (or equivalent second-in-comrand),
deputy-in-charge (or equivalent in-charge) of a divi-
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sional office, or satellite librarian positions and
positions in a work shortage category may be rei nbursed
from decentralized budgets for transportation and
subsi stence expenses on an actual expense basis only, up
to 150 percent of the applicable per diem allowance or
such | esser anount as determ ned by the chief judge. The
determ nation of a work shortage category position w ||
be made by the unit executive on a case-by-case eval ua-
tion, with assistance fromthe Human Resources Di vi si on.

Nom nees for Article 11l and Court of Federal C ains
j udgeshi ps and persons in the concluding stages of the
sel ection process for bankruptcy judgeships and nagi s-
trate judgeships when traveling to attend orientation
prograns sponsored by the AQ, the FJC, or the respective
court. Each eligible individual may be reinbursed for
transportation (not to exceed the avail abl e governnment
contract fare) and actual subsistence expenses for the
day of the programand the necessary travel day(s), upto
150 percent of the applicable per diemall owance or such
| esser anpbunt as authorized by the AQ, the FJC, or court.

Definiti ons and Abbrevi ati ons.

a.

“A0 - Administrative Ofice of the United States Courts,
Washi ngt on, DC 20544.

“Approving Official” - Individual having the authority to
approve travel advance requests and travel vouchers in
accordance wth the Guide to the Judiciary Policies and
Procedures, Volunme |, Chapter VII, and Section B.2 of
these regulations, including the authority to approve
specific types of travel expenses defined in these
regul ati ons.

“Aut horizing Oficial” - Individual having the authority
to authorize travel of subordinates, consultants and
contractors (NOTE: In sone instances, an official

aut hori zing funds, such as an officer of FJC, may not be
the officer that authorizes the travel).

Common Carrier - A private-sector supplier of air, rai
or bus transportation.

Contract Travel Agent - A private-sector travel service
or a travel managenent center which is under contract
with the federal governnent to furnish federal enployees
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and other persons authorized to travel at governnent
expense with travel services, including reservation of
accommodations, car rentals and ticketing.

Constructive Cost - The total cost of transportation

subsi stence, and i nci dental expenses that woul d have been
incurred for travel had an enployee traveled in the
manner nost cost effective to the judiciary.

“Conterminous U. S. (CONUS)” - The 48 contiguous states
and the District of Col unbia.

“Court Unit Executives” - Crcuit executive; federal
public defender; district court executive; clerk,
bankruptcy appellate panel; <clerk of court; chief

probation officer; chief pretrial services officer;
senior staff attorney; bankruptcy adm nistrator; chief
prear gunent/conference attorney; and circuit librarian.

“FJC" - Federal Judicial Center.
“GSA” - Ceneral Services Adm nistration.

“Gover nnent - Furni shed Autonobile” - An autonobile (or
“Il'ight truck”) which is (a) owed by a governnent agency
(b) assigned or dispatched to the judiciary from the GSA
| nt eragency Fl eet Managenent System or (c) |eased by the
governnent for a period of 60 days or longer from a
commer ci al source.

“Honme Circuit” - The geographi c boundaries of the judicia
circuit in which the enployee is enpl oyed.

“Hone District” - The geographi c boundaries of the judicial
district in which the enployee is enpl oyed.

M E Rate - The rate allowed for neals and incidental
expenses, such as tips to bell hops, housekeeping staff and
porters, or other all owabl e expenses of subsistence when no
| odgi ng expenses are incurred or on the | ast day of travel.
The current M E rate may be obtained fromthe J-Net. Co
to http://jnet/adm nservices/travel/subsistence. htm .

“Cfficial Station”

(1) Enpl oyees. Unl ess otherw se provided by law, the
official station of an enployee shall be established
by the appointing authority and shall be designated as


http://jnet.ao.dcn/adminservices/travel/subsistence.html
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the place at which the appointing authority expects
the enployee to perform nost duties. Headquarters,
desi gnat ed post of duty, permanent duty station, and
official station have the sanme neaning within these
regul ati ons. The actual performance of such duties
over a period of time subsequent to appointnment at a
different location nmay require a change of officia
station.

The boundaries of the official station are the corpo-
rate limts of the official station. |If an enpl oyee
is not stationed in an incorporated city or town, the
official station is the reservation, station, or
established area, or, in the case of |arge reserva-
tions, the established subdivision thereof having
definite boundaries within which the designated post
of duty is |ocated.

(2) Experts, Consultants, Contractors, and Vol unteers.
For the purposes of determ ning the all onwances payabl e
under these regulations, the official station of
contractors and experts or consultants enpl oyed on an
intermttent basis, who travel at the request of the
judiciary shall be their regular place of business,
or, if they have no place of business, their resi-
dence. The duty station of a volunteer enployee shal
be the enpl oying court.

“Per Diem Rate” - The daily fixed locality allowance
publ i shed periodically in the Federal Register by GSA. The
per diem rate may be clained by a traveler in lieu of
actual expenses for |odging, neals, and rel ated i nci dental
expenses such as tips given to hotel nmaids, and other
expenses of subsistence not classified as other m scell a-
neous expenses.

NOTE: The current locality per diem rates nmay be
obt ai ned from t he J- Net . Go to
http://jnet/adm nservices/travel /subsi stence. ht ni
or gotothe J-Net, click on Travel Center Hone
Page, select and click on travel related Iinks
and then click on GSA Per Diem Story. Fromthe
map, click on the state in which travel will be
performed. Select the city. The per diemrate
for the judiciary when lodging is incurred is
shown in the Maxi mum or Total Per D em Col um.

“Place of Abode”- The residence from which the enployee
comutes regularly to the enployee’s official station.
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“US.C” - United States Code.
“US. S C” - United States Sentenci ng Conm ssi on
“Voucher Reviewer” - An individual who has been assigned

the responsibility to review and/or examne the trave
vouchers as a result of procedures established by the

certifying official. The reviewer determ nes whether or
not the anmount clainmed is properly supported and docunent ed
and whether the claim is consistent with all of the

statutes, rules, and regul ations.

Gener al Provi sions.

a.

“Prudent Traveler” rul e--An enpl oyee traveling on official
busi ness nmust exercise the same care in incurring expenses
t hat a prudent person woul d exercise in conducting personal
business using his or her own noney. Excess costs,
circuitous routes, services unnecessary or unjustified in
the performance of official business are not acceptable

under this standard. Enpl oyees will be responsible for
excess costs and any additional expenses incurred for
personal preference or convenience. M | eage and ot her

expenses shall be claimed only for the direct mleage
route, unless there is an official necessity for travel by
anot her route.

Aut hori zi ng Oficials’ Responsibilities—It i's t he
responsibility of the authorizing official to provide
advance aut horization for travel of subordinates, consul-
tants, and contractors. The authorizing official deter-
m nes that official travel is necessary and in the interest
of the judiciary.

Approving Oficials’ Responsibilities--It is the responsi -
bility of the approving official to approve the business
purpose of the request for reinbursenent and the
reasonabl eness of the anount clainmed by the traveler

(Note: Approving authority does not bring the approving
official within the narrow anmbit of officials who have
personal liability wwth regard to governnent funds. Those
who approve travel vouchers w Il be providing reasonable
assurance to the disbursing officer that the travel was for
gover nnent busi ness and the expenses appear appropriate.)
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Agency Review and Adm nistrative Control--The Director of
the AO periodically conducts reviews and audits of
transportation and subsistence expenses to determ ne
whet her expenses were proper, necessarily incurred in
connection wth the specific travel assignnment, and
properly docunent ed. The Director cautions authorizing
and/ or approving officials to adm nister travel in accor-
dance with the letter and spirit of the law and these
regul ations, and to take such action as is necessary to
prevent abuses. Additional responsibilities of the autho-
rizing and/or approving officials are set forth in Vol une
|, Chapter VII, of the Guide to the Judiciary Policies and
Procedures.

Rei mbur sabl e Expenses--Travel expenses which wll be
rei nbursed are confined to those expenses essential to the
transaction of official business within the scope of these
regul ati ons. Rei mbursenent may not be provided for a
traveler’s paynents to another governnent enployee for
transportation, |odging, neals, or other goods or services
except staff of part-tine magistrates and in exigent
ci rcunst ances when approved in advance by the Director of
t he AO

Pronotional Materials and Frequent Flyer Benefits

As a result of the enactnent of Public Law No. 107-107

Section 1116, on Decenber 28, 2001, governnent enployees,
(as well as any famly nenber or dependent) nmay use
frequent flyer mleage and simlar travel bonuses arising
fromofficial travel for personal use. The new provision
applies to benefits received before Decenber 28, 2001, as
wel |l as, on and after this date.

The new | aw requires that any travel entitlenents received
from a commercial travel provider incident to official
travel nust be obtained under the sane conditions as those
offered to the general public at no additional cost to the
governnent. This nmeans that judiciary travelers may not
selectively travel in order to obtain benefits. Travel
arrangenents shoul d be nade based on the official business
need and not the frequent travel mles that nmay be earned
or bonuses that may be received.

Internal Revenue Service (IRS) has not pursued a tax
enforcement programw th respect to pronotion benefits such
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as frequent flyer mles. Any future guidance on the
taxability of these benefits will be applied prospectively
at which time this section will be updated.

Contract Travel Agencies--Government enpl oyees are encour -
aged to use governnent contract travel agencies. Under the
master contract of GSA, the judiciary utilizes a travel
agency that serves the courts nationw de. The GSA al so
contracts with other travel agencies to provide services to
government travelers, including judges and judicial
enpl oyees. These contract travel agencies provi de speci al
contract airfares to governnent travel ers when the travel er
purchases a ticket with the governnent-sponsored credit
card or through a centrally billed governnent-sponsored
account. These centrally billed accounts nmay be used only
at contract travel agencies.

Death while in travel status

(1) GCeneral--The provisions of Title 41, Code of Federal
Regul ations (CFR), Chapter 303 are applicable. | f
death should occur while in a travel status, the
O fice of Human Resources & Statistics, Court Services
Branch of the AO should be contacted for assistance.

(2) Voucher—- Personnel famliar with the travel (usually
the approving officer) undertaken by the deceased
enpl oyee shall prepare a voucher wth supporting
docunentation. To avoid erroneous paynent, Standard
Form 1055, Cl ai mAgainst the United States for Anpbunts
Due in the Case of Deceased Creditor, shoul d acconpany
t he voucher. Refer to the Guide to Judiciary Policies
and Procedures, Chapter VII.

(3) Signature--The approving officer shall approve the
cl ai mupon conpletion of review The traveler’s nane
shall be inserted in the payee block along with the
nane of the person entitled to paynent in accordance
with a designated beneficiary on file or the order of
precedence for paynents under state |l aw. The individ-
ual entitled to paynent does NOT have to sign the
form

(4) Cost of Transportation of Deceased Back to Oficial

Station--Title 41 CFR 303 contai ns regul ati ons gover n-
ing reinbursable expenditures, which nay be nade
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directly to the person nmaki ng the paynent. Supporting
recei pts are required.

Clainms arising fromaccidents during official travel--Wen
acci dents occur during official travel and personal injury
or property damage results, the governnent may provide a
remedy depending on a variety of factors. Refer to
Appendi x 1, Cainms Arising from Accidents During O ficial
Travel .

Paynment s- —Paynments from decentralized budgets of court
units and federal public defender offices nmust be nmade by
the district court which disburses for the holder of the
budget from which the travel was funded.
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SECTI ON B- - AUTHORI ZI NG AND APPROVI NG TRAVEL

1. General Rule. Al judiciary enployees who travel on official
busi ness nust have witten authorization of the court, court
unit executive, AO FJC or USSC official as provided in the
foll ow ng paragraphs, except judges and their inmmediate staffs
traveling to hold court or attend authorized judicial neetings
as set forth in Volume I1I11-A, Chapter V, Section B.1 of the
Quide to Judiciary Policies and Procedures. These regul ations
allow the court significant flexibility. The followng are
accept abl e nmet hods of witten authorization:

a. Speci fic authorization for each trip.

b. Approval of periodic travel plan reports as recomended in
t he Managenent Oversight and Stewardship Handbook (page
22).

C. Use of bl anket authorization for routine travel within the

home district or circuit or for travel for which

fundi ng aut hori zations are i ssued by AO and FJC. For pre-
trial services and probation officers, the bl anket authori -
zation may also cover travel to adjacent districts for
supervi sion of defendants and of f enders.

d. Use of e-mail as a neans of communicating travel requests
and approval s.

2. Aut hori zi ng and Approving O ficials.

a. Aut hori zi ng. The following officials may authorize
official travel. Responsibilities of approving officials
and di sbursing officers are set forth in Volune |, Chapter

VIl of the Guide to Judiciary Policies and Procedures.

(1) Chief Judge - for self and court wunit executives
(except federal public defenders) and | and conm ssi on-
ers. Chief judge nmay designate others to authorize or
approve travel for |land comm ssioners and court unit
executi ves. At the district court Ilevel, these
regul ati ons do not contenpl ate that chi ef judges woul d
designate one court wunit executive to authorize
anot her court unit executive' s travel. The designa-
tion should be in witing.

(2) Judge - for self and chanbers staff.



(3)

(4)
(5)
(6)

(7)

(8)

(9)

(10)

(11)

(12)

(13)

(14)
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Circuit Executive - for enployees, including other
enpl oyees serving under direct supervision. Al so,
for chief preargunent/conference attorneys if adm nis-
tratively assigned to the circuit executive.

Magi strate Judge - for self and chanbers staff.
Bankruptcy Judge - for self and chanbers staff.

District Court Executive - for enployees in district
court executive' s office.

Clerk of Court - for enployees in the clerk’s office,
court reporters, court interpreters, and jury
comm ssioners. Also, for chief preargunent/ confer-
ence attorneys if admnistratively assigned to the
clerk of court.

Chi ef Probation Oficer - for enployees in the proba-
tion office.

Chief Pretrial Services Oficer - for enpl oyees in the
pretrial services office.

Federal Public Defender - for self and enpl oyees of
the federal public defender organization. Witten
authorization from the Chief, Defender Services

Division, is required for all travel outside the
district(s) served by the federal public defender
organi zation other than that related directly to
casework, and for any travel outside the conterm nous
U S

Senior Staff Attorney - for enployees under his/her
supervision. Also, for chief preargunent/conference
attorneys if admnistratively assigned to the senior
staff attorney.

Bankruptcy Admnistrators - for enployees in the
bankruptcy adm nistrator’s office.

Circuit Librarian - for enployees under his/her
supervi si on.

Director of the Adm nistrative Ofice - for self and
enpl oyees of the AO.  The approval authority for AO
enpl oyee travel has been delegated fromthe Director
to the Assistant Directors.

10
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(15) Director of the Federal Judicial Center - for self and
enpl oyees of the FJC.

(16) Chairman of the United States Sentencing Conmm ssion
for self and enpl oyees of USSC.

(17) Such other officials as may be specifically designated
by the Director of the AQ

(18) Alternate authorizing officials shall not authorize
their own travel

Voucher Approval. Chief judges of appellate, district, and
bankruptcy courts should establish systens of review and
control to provide reasonabl e assurance that travel is for
| egi ti mat e busi ness purposes and that the expenses approved
for reinbursenment are reasonable. The system of controls
shoul d i ncl ude review of all travel vouchers by an individ-
ual wthin the court such as a financial admnistrator or
budget anal yst for conpliance with the travel regul ations
and mat hematical accuracy. The reviewer woul d be expected
to maintain expertise in the travel regulations and
policies. These regulations allow the court significant
flexibility. The following are acceptable nethods of
travel voucher approval:

(1) Chief judges of appellate, district, and bankruptcy
courts nmay approve court unit executives’ vouchers
personal |l y.

(2) The chief judge may al so designate one or nore other
judges to approve the vouchers, or designate other
officials to approve them

(3) Inlieu of approving a court unit executive's voucher
or designating another judge or other official to do
so, a chief judge may opt to review and approve a
report of conpleted travel simlar to that recomended
by t he Managenent and Stewardshi p Handbook (page 22).
If this nethod i s adopted, the chief judge should sign
the report, a copy of which should be filed with the
travel vouchers listed on the report. The disbursing
officer wll rely on the claimant’s certification on
the travel voucher that the travel was for officia
busi ness purposes and expenses cl ai med were proper.

11
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(4) Chief judges of appellate courts nust approve or
designate an official to approve the travel vouchers
of the federal public defenders.

(5) The approving official nay be another court unit
executive or a court unit executive' s deputy.

An aut hori zing official nay del egate authorizing authority
in witing, but shall keep such designations to as high a
supervisory | evel as practicable.

An approving official may del egate approving authority, in
writing, but shall keep such designations to as high a
supervisory | evel as practicable.

When funding for official travel is provided by the AQ
FJC, USSC or any source other than the unit enploying the
traveler, a witten funding authorization signed by an
aut hori zed representative of that organization is required
in addition to the approvals |isted above.

Travel outside geographi c boundaries of the home circuit or
district--

(1) Chanbers staff (lawclerks and secretaries)-- Specific
aut hori zation is required fromthe enpl oyi ng j udge for
travel outside the enployee’'s hone circuit (for a
court of appeals enployee) or district except for
travel to a court session by one or two chanbers staff
menbers. \Wen nore than two chanbers staff nenbers
travel outside the honme circuit or district for any
of ficial purpose, authorization nust be obtained from
t he enpl oyi ng judge, the appropriate chief judge, and
the appropriate division of the Ofice of Judges
Progranms in the Admnistrative Ofice--i.e., the
Article I'll Judges Division (for staff of Article I
and Court of Federal Cainms judges), the Magistrate
Judges Division, or the Bankruptcy Judges Division
as the case may be.

(2) Court enployees other than chanbers staff or federa
publ i c defender office enpl oyees -- Specific authori -
zation is required from the enploying court wunit
executive for travel outside the enployee’ s hone
circuit (for a court of appeals enployee) or district
for any official purpose. When a court enployee
travels to a court session outside the honme circuit or
district, authorization nmust also be obtained in the
Adm nistrative Ofice fromthe appropri ate division of

12
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the Ofice of Court Admnistration and Defender
Services--i.e., the Appellate Court and Circuit
Adm ni stration Division, the Bankruptcy Court Adm ni s-
tration Division, or the District Court Adm nistration
Division, or the Ofice of Probation and Pretrial
Servi ces, as the case may be.

3. Special Provisions for Certain Categories of Enployees and
Travel .
a. Chanbers staff--Imediate staff nenbers of a circuit,

district, bankruptcy, or nmagistrate judge need no authori -
zation to attend regul ar or special sessions of court. The
travel voucher shall include the statenment "This trave
was for the purpose of attending court and was perforned at
the direction of and wth the approval of the [title of
j udge] .”

Courtroom deputies and official court reporters and court
interpreters who are enpl oyees—

(1) Intra-district/circuit travel— Courtroomdeputies and
official court reporters and court interpreters need
no aut horization to attend regul ar or speci al sessions
of court conducted by a district, bankruptcy, or
magi strate judge within the geographi c boundaries of
the district/circuit in which the courtroom deputy,
court interpreter, or court reporter is enployed. The
travel voucher shall include the statenent "This
travel was perforned at the direction of and with the
approval of the [title of judge] or [title of the
clerk of court].”

(2) Inter-district/circuit travel--Such travel is gener-
ally restricted. Only when a host court is unable to
provide required services may a court reporter or
courtroomdeputy travel to another district. The host
court nust certify that it is unable to provide the
requi red services, and the providing court nust seek
a travel authorization from the appropriate Court
Adm nistration Division at the Adm nistrative Ofice.
Such authorizations shall be obtained in witing in
advance, except when energency situations do not
permt.

(3) Expedited transcripts--Court reporters nay not claim
rei nmbursenent for travel expenses incurred in assist-

13
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ing another reporter in the production of daily or
expedited transcripts or the handling of backl ogs.

Contract court reporters and interpreters--Contract court
reporters and interpreters nmay be paid travel allowances
only when specifically authorized by the contract.
Subsi stence all owances may be clained only on an actual
expense (item zed) basis, up to 150 percent of the applica-
bl e per diemallowance or such | esser ambunt as authorized
by the court unit executive. Contractual restrictions
shall take precedence over these regulations. Each trip
shal |l be authorized in a manner that provides for verifica-
tion and docunmentation to assure that travel is only for
officially approved purposes and within the scope of the
contract.

Contractors--Contractors may be reinbursed to the extent
the ternms and conditions of the contract authorize paynent.

Enpl oyees of the Admnistrative Ofice, Federal Judicial
Center, Milti-District Litigation Panel, United States
Sentencing Conm ssion and Federal dainms Courts--Such
enpl oyees nust obtain authorization for official trave
fromthe appropriate authorizing official of their organi-
zation on forns that have been specifically designated by
their organization. The "Authorization for Oficial
Travel ,” generated by the Court Travel Hel per software is
considered an official authorization once signed by the
appropriate official.

Attending Judicial Conference, circuit judicial confer-
ence, or Judicial Conference commttee neetings --Enpl oyees
may be reinbursed for travel expenses to appear at the
Judicial Conference, a circuit judicial conference, or a
Judicial Conference commttee neeting only when they are
aut hori zed by the Director of the Adm nistrative Ofice or
invited to appear by the Chief Justice, the chief judge of
a court of appeals, or the chair of the commttee invol ved.

Invitational travel of individuals who are not judiciary
enpl oyees or contractors—Individuals who are invited to
attend the Judicial Conference, a Judicial Conference
commttee or subcommttee neeting, a circuit judicial
conference, a circuit judicial council committee neeting,
a court retreat, or other official neeting of a court or
court unit as experts or guest speakers w thout a formal
contract may be reinbursed travel expenses, including
subsi stence expenses, on an actual expense basis up to 150

14
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percent of the applicable per diemall owance or such | esser
anmount as established by the inviting entity. Travel
aut hori zati ons nust be obtained fromthe head of the court
or court unit inviting the traveler. Travel for individu-
als serving as contractors nay be reinbursed to the extent
the terns and conditions of the contract authorize paynment
i n accordance with these regul ations.

Per manent change of official station.--See Part D, Rel ocat -
ion Al lowances for Judicary Staff. Chapter 6, Part D.

Jurors--See Part B of this Chapter and 28 U. S.C. 1871.

Enpl oyee subpoenaed as a wtness--Wen an enployee is
subpoenaed as a witness in connection with official duties
performed as an enployee of the judicial branch, travel
shal | be rei nbursed in accordance with these regul ati ons and
paynment shall be nade fromthe decentralized budget of the
enpl oying court, not the funds of the court in which the
enpl oyees testifies. If the enployee’'s appearance as a
W tness concerns his or her prior enploynent by another
federal agency outside the judicial branch, paynent shall be
made fromthe decentralized budget of the enploying court;
however, the approving official shall notify the Accounting
and Financial Systens Division, which will request reim
bursement from the involved agency in accordance with 5
U S C 5751. The enployee shall refund to the District
Court Clerk’s Ofice any anount received as a wtness fee,
which is for deposit to the credit of the appropriation from
which the witness's salary is paid, in accordance with 5
U. S. C. 5515. When an enpl oyee i s subpoenaed as a w tness on
a matter not relating to official duties either in the
judicial branch or another federal agency, travel expenses
wi Il not be reinbursed.

Vol unt eers-- Vol unt eers general |l y are not expected to travel;
however, if a situation arises which warrants the perfor-
mance of official travel by an unconpensated enployee,
witten authorization nust be obtained fromthe supervising
court unit executive and fromthe Adm nistrative Ofice’ s
O fice of Finance and Budget, Budget Division. Volunteers
who are not enployees, such as students under the Job
Training Partnership Act, are not permtted to travel at

judiciary expense. Refer to the Guide the Judiciary
Policies and Procedures, Volume I, Chapter X, Exhibit D 2,
Page 134.
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Retreats--Wth the approval of the chief judge, a court or
a unit of a court may conduct a retreat. Wen the retreat
is held outside the corporate limts of the duty station of
sone or all of the attendees, such enployees may be reim
bursed their travel and subsistence expenses in accordance
with these regulations. Wen aretreat is held at the duty
station of sone or all attendees, such enployees may be
rei mbursed the actual costs of neals taken incident to the
retreat

Feder al Public Defender Organization Enployees--This
par agraph constitutes a standi ng authori zation for travel on
of ficial business by enployees of a federal public defender
organi zation for all travel wthin the district(s) served
when the travel is related directly to the organization’s
casework and is entirely within the conterm nous United
St at es. The federal public defender is responsible for
ensuring that the organization’s travel expenses do not
exceed the funds budgeted for this purpose.

4. Travel Expenses Not Subject to Reinbursenment. The follow ng are
sone exanples of travel that are not subject to reinbursenent.

a.

Use of Appropriated Funds for Travel to Meetings or Conven-
tions of Societies and Private Associ ati ons.

(1) In general, appropriated funds are not available to
cover the cost of travel and subsistence expenses,
menbership fees or dues, registration fees, and any
ot her expenses for an enployee to attend a neeting or
convention of an association. However, an exception
may be authorized in specific circunstances as de-
scri bed bel ow. GCenerally, attendance or participation
in meetings of associations such as the Anerican Bar
Associ ation, Court Cerks’ Associations, U S. Court
Reporters’ Association, and other sim | ar associations
and societies does not constitute the performance of
of ficial business.

(2) An exception is authorized when the Chief Justice, the
chief judge of the appropriate court of appeals, the
chairman of a comm ttee of the Judicial Conference, the
Director of the AQ, or the Director of the FJC desig-
nates a judge or court enployee to attend or partici-
pate in an official capacity as a representative of the
judicial branch.
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(3) An exception is also authorized when the appropriate
chief judge or court unit executive determnes that a
judge’ s or court enployee’s attendance at the training
portions of a neeting is essential for carrying out the
pur poses of the court’s program Before granting such
an exception, the court nust first determne that the
training i s a necessary expense and shoul d consi der the
followng factors in making this determ nation

(a) thetrainingis essential to carry out an offici al
function, duty, or activity for which that indivi-
dual is responsible, or will otherw se contri bute
to i nproved conduct, supervision or managenent of
such function, duty, or activity;

(b) the training is in the best interest of the judi-
ciary and is not primarily for the conveni ence or
personal gain of the enpl oyee;

(c) thetrainingis cost-effective, inlight of budget-
ary and other constraints on the judiciary; and

(d) the training is not available locally through
traditional workshops or electronic nedium (e.g.,
interactive videotel etraining, video conferencing,
web based training, conputer based training), or
through cross-training by another nenber of the
court staff.

Travel for the purpose of attending nenorial services,
funerals, portrait hangings, building dedications, ground-
breaki ngs, investitures and functions of a simlar nature
normal |y are not reinbursable as official travel expenses.
Notw t hstandi ng this general prohibition, a chief judge or
the Director of the AOor FJC or the chairman of the USSC rmay
designate official representatives (not to exceed twd) to
attend the funeral or menorial service of a judge or enpl oyee
of the judiciary to sustain norale and reinforce to the court
and ot hers the significance of the deceased judge or enpl oyee
tothe judiciary. In such a case, the designated enpl oyee(s)
may be reinbursed for their travel consistent with these
regul ati ons.

Travel by fam |y nenbers acconpanyi ng an enpl oyee on offici al
busi ness except when they are designated to serve as an
attendant to an enpl oyee with disabilities in accordance with
gui del i nes issued by the AO
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Commuti ng between residence and official station except as
ot herwi se specifically provided in these regul ations.

Travel by applicants (enployees or non-enployees) for
positions within the Judiciary except as provided in these
regul ati ons.

Travel by nomnees for Article |11l and Cains Court judge-
shi ps, except as provided in these regul ations.

Meal s or other subsistence expenses incurred at the em

pl oyee’s official station, except as provided in these
regul ati ons.
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SECTI ON CG-—-CREDI T CARDS AND OTHER MEANS OF COVERI NG TRAVEL COSTS.

1.

Gover nment Sponsored Credit Cards. Judiciary travel ers who travel
nore than one overnight trip per year shoul d obtain the Gover nnent
Travel Credit Card and should use the ATM feature of the card to
m nimze i ssuance of governnent paynents for travel advances. The
Governnment Travel Credit Card may only be used for official
expenditures while in an official travel status.

Pur chasi ng Conmon Carrier Transportation.

a. Government enpl oyees are encouraged to use an individual
Governnent Travel Credit Card to purchase common carrier
tickets directly from the common carrier or through a
contract travel agent.

b. For infrequent travelers, courts nmay establish a Genera
Transportation Account (GTA), through which common carrier
tickets are purchased from a contract travel agent and the
cost of the tickets is charged to the GIA. No government
travel card is issued under a GTA

cC. A GIA may be used to purchase common carrier tickets for
contractors for whomtravel is authorized, but contractors
are not entitled to governnent contract airfares. Panel
attorneys and related service providers under the Crim nal
Justice Act are entitled to and urged to use governnent
airfare. Courts should establish separate GIA's for these
tickets.

Travel Advances.

a. An enpl oyee who has a Covernnent Travel Credit Card may
obtain an advance of travel funds by an Automated Teller
Machi ne (ATM or bank using the Government Travel Credit
Card. Except in unusual situations, such an advance nay not
exceed the total of the applicable MG E rate per each day of
travel and other all owabl e m scel | aneous travel expenses that
wi |l not be purchased with the governnment credit card. Any
fee incurred while using the governnent card to obtain a
travel advance for official travel is a reinbursable travel
expense.

b. Courts should not issue advances to enployees who have
Government Travel Cards.

C. When a traveler is in a continuous travel status for a period
of at |east 30 days, an advance nmay cover the entire period
of travel except if periodic rei mbursenent vouchers are to be
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subm tted, in which case the anount advanced shall cover only
t he period between projected voucher subm ssions.

Travel advances are to be used exclusively for official
travel expenditures, and use of funds for personal, unoffi-
cial expenditures is prohibited under any circunstances.

Travelers are fully responsible and liable for repaying
travel advances to the governnent within 30 days of conple-
tion of travel. Normal ly, this w Il be acconplished by
appl yi ng the advance to the rei nbursenent due on the travel
voucher, thus reducing the anmount paid on the voucher to the
difference between the allowable expenses and the advance
received. However, in the event the travel is canceled or
the allowable expenses are |less than the advance, the
traveler nust repay any balance remaining even if the
travel er | oses the funds or has the funds stolen. D sbursing
officers are responsible for collecting advances as pre-
scribed in Volunme |, Chapter VIl of the GQuide to Judiciary
Policies and Procedures.

Accounti ng for Advances--The accounting for travel advances,
recovery, and reinbursenments shall be in accordance wth
procedures prescribed Volune I, Chapter VII of the GQuide to
Judiciary Policies and Procedures.
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SECTI ON D- - TRANSPORTATI ON

1.

Rei mbur sabl e Transportati on Expenses. An enployee may be reim
bursed for expenses incident to transportation such as comon
carrier fares, mleage expenses, autonobile rental fees, and
par ki ng fees.

Selecting Method of Transportation to Be Used. Travel on
of ficial business shall be by the method of transportation which
will result in the greatest advantage to the judiciary, cost and
ot her factors considered. In selecting a particular nethod of
transportation to be used, the traveling enployee and the autho-
rizing official shall consider energy conservation and the total
cost to the governnent, including cost of subsistence, overtine,
and | ost work-tinme, and actual transportation costs. The autho-
rizing or approving official may inpose dollar limts or other
restrictions on the anmpbunt of transportation expenses reinburs-
abl e.

Traveler's Cost Liability When Sel ected Method I's Not Used. The
travel er shall use the nethod of transportation admnistratively
aut hori zed as nost advant ageous to the governnent. Any additi onal
cost resulting fromuse of a nethod of transportation other than
that authorized shall be paid fromthe traveler's personal funds.
The governnent may not pay for such additional costs even if the
enpl oyee agrees to nmaeke rei nbursenent |ater.

Aut hori zed Met hods of Transportation. Methods of transportation
authorized for travel on official business include airline,
rail road, subway, ferry, bus, streetcar, transportation termna
| i rousi ne, taxi, privately owned aut onobil e or airplane, governne-
nt owned or rented autonobile and airplane, and other necessary
means of conveyance.

a. Common carrier--

(1) In general--Travel by common carrier is generally
advant ageous to the governnent and shall be used when
reasonabl y avail abl e.

(2) Air travel--Since travel by air is generally the |east
costly and nost expeditious node of |ong-distance
transportation, this nmethod should normally be used for
long trips. Reinbursenent shall be limted to coach
accomodati ons except when flights to the destination
provi de only higher class acconmpdati ons; when space is
not available in less than business or first class in
time to carry out the purpose of the travel (travelers
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are responsible to make their reservations at the
earliest possible date to avoid this situation); when
necessary to accommodate an enpl oyee with a disability;
or when authorized in advance by the authorizing offi-
cial for reasons of the traveler’s health.

Governnment contract fares--The use of discount fares
offered by contract air carriers between city pairs is
general |y consi dered advantageous to the judiciary and
is strongly encouraged when available. [f no governnent
contract fare is available, the |owest reasonably
avai | abl e fare shoul d be used.

NOTE: Contract fares are not available to cost-
rei nbursabl e contractors due to restrictions
in the airlines’ contracts with GSA These
restrictions were not generated by the judi-
ciary or the judiciary contract travel agency.

Use of Special Lower Fares--Qther special, excursion

and reduced rate fares may be used in |lieu of govern-
ment-contract fares when the traveler can determ ne
prior to the start of a trip that such service is
practical and nore econom cal to the judiciary. Special
fares which involve penalties for changes or cancell a-
tion shall be utilized only if the authorizing official
determ nes, based on currently available information

that no changes or cancellation wll [|ikely occur.
Liability for costs for changes or cancellation over
which the traveler had control will be charged to the
traveler if a change or cancell ati on was due to personal
pref erence. Should travel plans change for official
reasons or should the traveler becone ill, the penalty
shal |l be paid by the judiciary. Should a case, neeting,
or other event end significantly earlier than expected
and should it be in the best interest of the judiciary
that the traveler return to his or her official station
i medi ately, the penalty shall be paid by the judiciary.

Payments from airlines for overbooking or voluntary
bumpi ng--When an airline fails to provide confirned
reserved space and is required to pay |iqui dated damages
to a traveler on official business, such paynents nust
be turned over to the governnent. |In contrast, travel -
ers may retain paynents, tickets for future travel, or
ot her awards nmade by airlines to persons who voluntarily
give up their seat when a flight is over-booked.
Enpl oyees shoul d not voluntarily give up their seats if
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such will interfere wth the tinely performance of
official duties. An enployee nmay not receive any
addi tional travel reinbursenents for additional trans-
portation or subsistence expenses incurred as a result
of the delay in voluntarily surrendering a seat.

Rail or bus service--An enployee may travel by rail or
bus when such is determ ned to be advantageous to the
judiciary based on cost (including travel time), and
when conpatible with the requirenents of official trave-
| . Rei mbursenent shall be limted to coach seats,
i ncluding coach service on a Metroliner, or, when
overnight travel is involved, an econonmy or basic
bedroom unless the authorizing official approves in
advance a higher grade of service for reasons of the
traveler’s health or due to conpelling operational
necessities. If rail transportation is used due to the
personal preference of the enployee or other reasons,
rei nbursenment of expenses wll be limted to the
constructive cost of air travel at the governnent
contract rate. The use of discount fares offered to the
governnent by rail or bus carrier should be used to the
maxi mum ext ent possi bl e.

Travel by ship--Except for travel between two points
served by ferries, travel by ship is generally not
regarded as advantageous to the judiciary. When an
enpl oyee travels by ship, he or she will generally be
limted to the constructive cost of air travel at the
governnent contract rate.

Privat el y- owned autonobil e

(1)

(2)

When aut hori zed--Travel by privately-owned autonobile
wthin 500 mles of an enployee’s official station is
presuned advantageous to the judiciary, and reinburse-
ment for m |l eage, parking, and road, bridge, and tunnel
tollsis therefore permtted. However, this section does
not limt the enployee fromelecting travel by conmon
carrier.

Travel in excess of 500 m | es one-way--Wen an enpl oyee
uses a privately-owned autonobile for official trave
for a one-way distance of nore than 500 mles, clains
for reinbursenent are limted to the lesser of (1)
m |l eage, tolls and subsistence or (2) the constructive
cost of travel (as set forth bel ow).
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(a) In general--The constructive cost of travel con-
sists of the foll ow ng:

! the cost of air travel at the governnent
contract rate (if no governnment contract
fare is avail able, then the | onwest coach
fare avail abl e);

a subsi stence al | owance based on reason-
abl e common carri er schedul es;

the usual transportation costs to and
from the common carrier termnals in-
cludi ng parking fees; and

tips to taxi and |inousine driers.

Not e: cost of parking private vehicle at
pl ace of tenporary | odging and presuned
cost of local transportation (taxis or
rental vehicles) at tenporary station
are not includable in constructive cost
cal cul ati on

(b) Wen the points of travel are not served by an
airline--1n the event that the points of travel are
not served by an airline, the constructive cost
shal | be based on the cost of travel by the node of
transportation avail abl e and nost conmonly used.

Rei nbur sabl e expenses- - Rei nbursenment may be cl ai ned for
travel by privately-owned autonobile at the authorized
prevailing GSA mleage rate published in the Federal
Regi ster (http://jnet/adm nservices/trave/nm | eage. htm),
pl us necessary parking fees, ferry charges, and road,
bridge and tunnel tolls. D stances shown by a standard
hi ghway m | eage gui de may be used as the basis for such
claims, or, in lieu thereof, actual mleage may be
shown. The enployee’s travel voucher should show the
poi nts between which official travel was perforned, the
total mleage clainmed, and the dates of travel in the
section entitled "Transportati on and O her Expenses."

Travel W th nore than one person--Travel by
privately-owned autonobile nay be advantageous to the
judiciary when two or nore enployees travel together

Only the owner of the vehicle may claimreinbursenent
for mleage, parking fees, tolls, etc. The owner may
claimm | eage between the starting point of the trip and
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the | ocati ons where passengers assenbl e. Passengers may
claim taxi fares, mleage, or other costs actually
incurred for travel to and fromthe pickup points. The
nanes of passengers nmust be listed on the owner’s travel
voucher.

Monthly parking for probation officers and federal
publ i c def ender personnel -- The authorizing official may
aut hori ze rei nbursenent to probation officers, federa
publ i c defenders, assistant federal public defenders and
their investigative staff of a pro rata portion of such
enpl oyees’ parking fees allocable to the days on which
enpl oyees wuse their vehicles to travel on official
busi ness. To determ ne the anount of the reinbursenent,
the enployee shall multiply the periodic parking fee
actually paid by a fraction whose nunerator equals the
nunber of days on which the enployee’s vehicle is used
for official travel and whose denom nator equals the
total nunber of workdays covered by the periodi c parking
fee paid. For exanple, if an enployee uses her car for
official travel for 12 days during a nonth which has
twenty workdays, he will be reinbursed 12/20 of the
nmonthly parking rate. A parking receipt, clearly
i ndi cating the anount and period covered by the charge,
must acconpany any claimfor such rei nbursenent.

C. Rent al aut onmobi |l es- -

(1)

I n general --Rei nbursenent of the costs of a rental car
is permtted when the authorizing official determnes
that the use of a rental car is nore advantageous to the
judiciary than the use of a taxi, airport |inousine, or
ot her node of transportati on. Wen an enpl oyee rents an
autonobile for personal convenience, the approving

officer shall limt reinbursenent to the anmount that the
travel er otherwise would have expended for taxi or
transportation by conmon carrier. Aut onobi | es rented

from GSA or conmmercial conpanies are to be used for
official purposes only. This includes transportation
bet ween of ficial station or residence and tenporary duty
station; between tenporary place of |odging and pl aces
when the enployee's presence is required incident to
of ficial business; between either of the above places
and suitable eating places, drugstores, barber shops,
pl aces of worship, cleaning establishnents, and sim|lar
pl aces necessary for the sustenance, confort, or health
of the enployee to foster the continued efficient
per formance of governnent busi ness.
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Rent al of Commercial Vehicle Under Government Contract- -
When a commercial autonobile rental is authorized, a
governnment contract rental should be the first resource.
Most national autonobile rental conpani es have govern-
ment contracts and provide special daily flat-rates with
no mleage restrictions to all governnent enployees on
official travel. Furthernore, the cost of collision
damage wai ver or insurance is included in the governnent
contract rental rate and therefore should not be pur-
chased separately.

When use of a non-governnment contract rental is perms-
si bl e--An enployee nmay use a non-government contract
rental only when no government contract rate is avail -
abl e. In such an instance, the enployee nust use the
| east expensive reasonably avail abl e comercial rental.
The enpl oyee shoul d use the governnent credit card for
paynent of such a rental, because the card includes
col lision damage waiver for rentals used for official
pur poses. Rental of an autonobile fromanot her enpl oyee
or a nenber of the traveler’s famly is not all owed.

Rei mbursenent for the cost of insurance--An enployee
w Il not be reinbursed for the cost of personal accident
insurance. Simlarly, when an enployee uses a non-
governnent contract rental, charges for collision damage
wai ver or collision damage insurance are not reinburs-
abl e.

Damage to a non-governnent contract rental vehicle--If
an enpl oyee i s not covered by collision danage wai ver or
collision danmage insurance and the enployee used the
governnment credit card as advised above and the em
pl oyee is involved in an accident, the enployee should
i medi ately informthe vendor of the governnent travel
credit card that an accident has occurred. The rental
agency that accepted the governnent credit card should
bill that vendor. In addition, the enployee should
advise the O fice of the General Counsel of the AO If
t he enployee did not use the governnent travel credit
card, the enployee should advise the rental agency to
bill the court.

I nci dental charges--1f rental charges do not include the
cost of gas or other incidental expenses of operation,
t he enpl oyee should pay the costs and then item ze the
expenses on his or her travel voucher.
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Privatel y-owned airpl ane--Travel by privately-owned airplaneis
rei mbursabl e at the prevailing GSA m | eage rate published in the
Federal Register, plus airplane parking, |anding, and tie down
fees, not to exceed the cost of travel by commercial airline at
t he government contract rate or, if no governnent contract fare
is available, at the |owest coach fare avail abl e.

Privat el y- owned not orcycl e--Travel by privatel y-owned not orcycl e
is reinbursable at the prevailing GSA m | eage rate published in
the Federal Register, with the sane all owances and limtations
as a privatel y-owned autonobil e.

Transportation. An enployee may claimreinbursenent for the

expense of transportation by bus, streetcar, subway, taxi (subject
to the restrictions below) or privately-owned autonobile (at the
established nileage rate) incurred in connection with the foll ow ng:

a.

To, from and between places of work--Travel between places of
busi ness at an official station or a tenporary duty station, and
bet ween pl ace of | odgi ng and pl aces of business at a tenporary
duty station. When official business is conducted on the way to
office or on the way hone, an enployee may claimonly m | eage
t hat exceeds normal conmuting m | eage.

To and from common carrier termnals--Travel between an
enpl oyee’ s resi dence, office or other |ocation found reasonabl e
by the authorizing or approving official and common carrier
term nal s and, when necessary, between airports and |inousine
termnals. An enpl oyee may be rei nbursed round-trip m | eage and
parking when driving his or her privately owned vehicle
personally or round-trip ml|eage each way when driven by a
famly menber, provided that mleage is limted to the direct
route and that the total cost of mleage and parking at the
airport (if applicable) may not exceed the cost of travel by
taxi or other readily avail able conmmon carrier. Linousine and
courtesy car services to and from a place of |odging shall be
used when such services are avail able at no cost (or at a | ower
cost than alternative travel) and their use does not unreason-
ably interfere with the traveler’s schedule. A reasonable tip
to the driver may be all owed.

To places where neal s are obtai ned--The expenses of travel to
obtain neals at a tenporary duty station is normally included
within the subsistence allowance. However, such expenses nay
be clainmed as a m scel | aneous expense in the uncommon situation
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where suitabl e neal s cannot be obtained at or near the place of
| odgi ng or work at a tenporary duty station. Such transportation
costs shall be vouchered separately on a daily basis and a
statenment of justification included on or attached to the
voucher.

Bet ween residence and office on day of departure--Travel from
an enpl oyee’'s residence to the office on the day the enpl oyee
departs fromthe office for an official trip and fromthe office
to the enployee’s hone upon return may be reinbursed at the
di scretion of the approving official.

Aut onobil es furnished or rented by the governnent--Wen an
autonmobile is regularly required for official travel perforned
|l ocally or within commuting di stance of an enpl oyee’ s offi ci al
duty station, a governnent-furnished autonobile should be the
first resource considered. If such is unavailable, long-term
comercial rental s may be consi dered. Wen an enpl oyee chooses
to use a privately-owed vehicle instead of an available
governnent -owned or rented vehicle, reinbursenent shall be
limted to the | esser of the actual cost of a governnent-owned
or rented vehicle or the m|eage all owance. The rates may be
obtained at http://jnet/adm nservices/travel/mleage. htm .

Taki ng governnent-furni shed vehicle honme--An enployee nust
receive witten authorization fromthe chief judge of the court
to take home a governnent-furni shed autonobile. The chi ef
judge nmay del egate the authority to grant such perm ssion to
ot her judges and/or chiefs of probation and pretrial services
offices. Such a vehicle nmay not be used for personal reasons
or for transportation of famly nenbers even when an enpl oyee
is conducting official business.

(1) Tax consequences--The Internal Revenue Service regards the
provi sion of hone to work transportation in a governnent -
provi ded vehicle as taxable inconme. The AO has sel ected
the Commuting Value Method to conpute the value of this
fringe benefit. The Conmmuting Value nethod is currently
$1.50 for each one-way commute or $3.00 for a round trip
commute. This fringe benefit nust be reported on the
enpl oyee’s W 2.

(2) Reporting requirenents--Each instance of honme to work
transportation i n excess of one per nonth nust be recorded
on Form AO 500. The form nust be forwarded to the Payrol
Section of the Adm nistrative Ofice no |later than the
| ast full pay period in Novemnber.

Between office and residence when working after hours--An
approving official nmay approve rei mbursenent of taxi fares for
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travel between an enployee’'s official duty station and hone
incident to the conduct of official business outside of the
enpl oyee’ s regul ar business hours. The after-hours work nust
be officially ordered, and the use of taxi service nust be
reasonabl e due to infrequently schedul ed public transportation
or darkness.

Taxis incident to the performance of official business-- A
receipt is required for taxi fares in excess of $25. A reason-
able tip may be clained in addition to the fare. A voucher
whi ch includes taxi fares in excess of $75 nust have a certifi-
cation fromthe enployee that a |inousine or a | ess expensive
means of transportation was not available, was inpractical to
obtain, or that the use of a taxi resulted in the greatest
advantage to the judiciary. Wen one judicial enployee pays
the taxi fare for two or nore judicial enployees sharing a
taxi, claim may be made by that enployee for the full fare.
I dentification of other judicial enployees nust be included on
the claimant's voucher.

to-Wrk Transportation for a Disabl ed Enpl oyee.

Aut hority--Under 31 U.S.C. 8§ 1344(b)(9), the Director, upon the
recommendati on of the appropriate chief judge, Director of the
FJC, Chairman of the USSC, federal public defender or Associ ate
Director of the AO may authorize hone-to-work transportation
for a disabled enployee upon determning that "conpelling
operational considerations make such transportati on essentia
to the conduct of official business."

Scope of authorization--I1f authorized, home-to-work transport a-
tion may be provided for not nore than 15 cal endar days. Upon
request, the Director may extend an authorization for one or
nore periods of not nore than 90 additional cal endar days. 31
U S C 8§ 1344(b), (d)(2).

Procedures for requesting authorization--A disabled enployee
who requires home-to-work transportation should submt a
witten request to the respective chief judge, and the chief
judge should then endorse the request and forward it to the
Director. Requests from federal public defender organization
enpl oyees should be endorsed and forwarded by the federal
public defender instead of by the chief judge. AO enployees,
with the approval of the supervising official, should submt
their request to the Associate Director for endorsenent and the
Associate Director will forward the request to the Director

FJC and USSC enpl oyees should submt their requests to the
appropri ate agency head for endorsenent and the agency head
should then forward the request to the Director. The request
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should contain the followng information: (a) the enployee’s
nanme, address, and telephone nunber; (b) the reason for
requesting home-to-work transportation; (c) the anticipated
duration of the need for home-to-work transportation; and (d)
the conpel i ng consi derations that exist to nake the transpor-
tation essential to the conduct of judiciary business. The sane
process should be used to submt requests for extensions of
aut hori zati on.

Notification requirenent--Under 31 U S C 8§ 1344(d)(4),
notification of authorization or extension of home-to-work
transportation for a disabled enpl oyee nust be transmtted to
the Commttee on Governnent Reform and Oversight of the House
of Representatives and the Commttee on Governnental Affairs of

the Senate within 60 cal endar days of approval. Upon authori z-
ing honme-to-work transportation for a disabled enployee, the
Director will transmt a report to these commttees.

Use of United States Flag Carriers

a.

Travel by United States Fl ag Shi ps--Section 901 of the Merchant
Marine Act (46 USC 1241(a)) provides that any officer or
enpl oyee of the United States traveling on official business
overseas or to or from any of the possessions of the United
States shall travel and transport all personal effects on ships
regi stered under the |l aws of the United States where such ships
are available. [If such ships are not avail able, the enpl oyees
shoul d provide proof to allow an excepti on.

Use of Foreign Flag Air Carrier--Cenerally the use of a foreign
air carrier is not authorized under the Fly Anmerica Act, 49 USC
40118. Transportation by a US. flag air carrier should be
used when available. [If such services are not available, in
the case of transportation between the United States and a
foreign country, or not reasonably available, in the case of
transportati on between two places outside the United States, a
code share (a U S. flag air carrier cooperating with a foreign
air carrier) should be used if available. O herwi se, the
travel er should provide proof that a U S. air carrier is not
avai l abl e for an exception to fly by foreign flag air carrier.
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SECTI ON E. SUBSI STENCE EXPENSES

1.

Actual Expenses or Per Diem Subject to limtations inposed by
the authorizing official or |ocal court, AQ FJC, or USSC policy,
an enpl oyee may cl ai mper diemor actual expenses of subsistence
inlieu of per diemnot to exceed 150% of the per diemrate when
aut hori zed by an authorizing official. A |odging receipt nust be
attached to the reinbursenent voucher to support a claim for
ei ther actual expenses or per diem

The authorizing official may restrict the subsistence all owances
ot herwi se payable to a traveler, such as by authorizing only use
of the per diemnethod, by Iimting the dollar amount of the per
diemal |l owance, or by imting rei nbursabl e actual expense cl ai ns
to no nore than the per diem allowance. In inposing such
restrictions, the authorizing official shall consider factors such
as special accommodation rates nmade available for a particular
meeting or conference or obtained at greatly reduced rate; the
i nclusion of sleeping accommodations in transportation service;
the inclusion of neals (other than a continental breakfast) as
part of the nmeeting or activity; the furnishing of nmeals and/or
| odgi ng at no or reduced charge by a federal governnent agency at
a tenporary duty station; and travel calling for nore than a one-
nonth stay at a tenporary duty station. An authorizing officia
may not establish subsistence rates in excess of those provided
for wthin these regul ations.

Per Di em Al | owance.

a. In general --An enpl oyee nmay cl ai ma per diemall owance when
t he enpl oyee’s travel involves an overni ght absence fromhis
or her official duty station. This allowance is a daily
paynent and is in lieu of actual subsistence expenses. The
per diemrate for the locality in which the tenporary duty
station is located or the per diemrate in the locality in
whi ch the enpl oyee obtains |odging will be used, whichever
islower. No per diemif an overnight stay is not invol ved.

b. Travel within the continental United States--The per diem
rates for localities within the continental United States.
For the day of return to the enpl oyee's official duty station
or residence, only the M E rate shall be payable. Except,
if thetraveler is enroute after mdnight, an additional 1/4
of the MB&IE rate will be allowed for each quarter day of the
travel period after m dnight through the quarter of arrival
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at residence, official station or other |ocation where the
trip officially ends.

Travel outside the continental United States--The per diem
rates for localities outside the continental United States
are established by the Secretary of State. These rates are
set forth in a Departnent of State publication entitled
Maxi mum Travel Per Diem All owances for Foreign Areas or on
t h e I n t e r n e t a t
http://jnet/adm nservices/travel /subsistence. html. For the
day on whi ch an enpl oyee returns to the official duty station
or residence, the enployee may claimthe M E rate for the
tenporary duty point as the per diemall owance. 1n conputing
per diemin cases when the travel er crosses the I nternati onal
Date Line (180th neridian), the actual el apsed tinme shall be
used rat her than cal endar days.

Actual | odging cost plus the standard neal s and inci dental
expenses al |l owance--1n lieu of claimng a per diemall owance
for the locality where tenporary duty is perfornmed, wth
prior authorization from the authorizing official, an
enployee may claim the cost of lodging plus the flat
standard neal s and incidental expenses rate, provided that
the total does not exceed 150% of the authorized per diem
al | owance.

Actual Expenses of Subsi stence.

a.

In general--An enployee may claim actual expenses of
subsi stence not to exceed 150% of the per diem rate for
periods of travel of at | east 24 hours outside the corporate
limts of the enployee’s official duty station when autho-
rized by the authorizing official. The unique circunstances
justifying actual expenses should be docunented on the
aut hori zation or the voucher. |If an enployee clains actua
expenses for travel to a tenporary duty station, the
enpl oyee nust conpute expenses under that system for the
duration of the period at that |[|ocation. Shoul d the
enpl oyee proceed to a second tenporary duty station, the
enpl oyee may elect to claimreinbursenent on either a per
di em or actual expense basis for travel to each tenporary
duty station. Enployees may not claimper diemfor travel
of nmore than 10 hours but |ess than 24. When travel is 10
hours or nore but |ess than 24 hours and no | odgi ng expense
is incurred, reinbursement of expenses nmay be paid on an
actual expense basis not to exceed the M E all owance.

Staff of Part-Time Mgistrate Judges--Transportation and
subsi stence expenses incurred by staff of part-tine nagis-
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trate judges shall be included on the nagistrate judge's
travel voucher, and shall be payable only on an actua
expenses basis, not to exceed the all owances which woul d be
reinbursable if the travel were perforned by a salaried
federal enpl oyee.

Item zation of expenses--If an enployee clains actual
expenses, each subsistence expense, including each neal,
must be item zed for each cal endar day of official travel,
including the day on which the enployee returns to the
official duty station or residence from which he or she
comutes to that duty station. The traveler nust provide
recei pts for |odging, regardl ess of anount, plus any other
item of subsistence in excess of $25, except for neals. The
foll owi ng expenses are considered itens of subsistence and
shoul d be listed separately:

(1) Lodging or daytinme roomrental (single occupancy rate
if acconpanied by spouse or dependent). Not e t hat
| odgi ng taxes are reinbursed separately and shoul d be
claimed on the travel voucher as a mscellaneous
expense. Travel ers shoul d take advant age of exenpti on
from the sales tax, whenever legally entitled. The
governing state, county, and/or <city tax statute
controls this entitlenent.

(2) Tips and gratuities

(3) Transportation to obtain neal s--The expenses of travel
to obtain neals at a tenporary duty stationis normally
included within the subsistence allowance. However,
such expenses may be cl ai ned as a m scel | aneous expense
in the uncommon situation where suitable neals cannot
be obtained at or near the place of |odging or work at
a tenporary duty station. Such transportation costs
shal |l be vouchered separately on a daily basis and a
statenment of justification included on or attached to
t he voucher.

Not e An enpl oyee may not be rei nbursed for the purchase of
al coholic beverages or for the cost of entertainnent,
sporting events, sightseeing tours, cocktail parties or
ot her social events.

Paynment at Judges’ Rates --
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(1) When an enployee is required to attend a neeting of the
Judi cial Conference, its commttees or subcomm ttees,
acircuit judicial conference, circuit judicial counci
commttee neeting, or to acconpany a judge, including
a bankruptcy or nmagistrate judge, while traveling on
official business, the authorizing official may
authorize the enployee to be reinbursed for actual
expenses in an anount not to exceed the nmaxi mnum anount
that the judge(s) may claimat any | ocation, or 150% of
t he authorized per diemrate for the locality, which-
ever is greater.

(2) The Directors, Associate Directors, and Deputy D rec-
tors of the AO the FJC, and the Chairman of the USSC
shal | be rei nbursed expenses of subsistence in accor-
dance with the provisions of the Travel Regul ations for
Justices and Judges. Staff of the AO FJC and USSC may
also be reinbursed in accordance with the Judges’
Travel Regul ations when authorized in advance by the
appropri ate agency Director.

Maxi mum daily rates for travel outside the continental
United States--An authorizing official may aut horize travel
outside the continental United States, and, in unusual
ci rcunst ances, authorize reinbursenent for actual expenses
incurred using the greater of the follow ng all owances:

(1) 150%of the authorized per diemall owance for the area;
or

(2) $50 plus the applicable authorized per diemall owance.
Exceedi ng normal subsistence limts--

(1) Assignnments of nore than 30 consecutive days--Were an
enpl oyee i s engaged in official travel for nore than 30
consecutive days, the enployee may ask that the
Director, with the concurrence of the appropriate
approving official and chi ef j udge, aut hori ze
subsi stence on an actual expense basis not to exceed
300% of the locality per diemrate or $336, whichever
i s higher. A request for a higher rate under this
paragraph should be made in witing and describe the
circunstances that justify an increased rate.

(2) Special or wunusual circunstances--The Director nay

aut hori ze subsi stence on an actual expense basis not to
exceed 300% of the locality per diem rate or $336
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whi chever is higher, to acconmmopdate the special needs
of an enployee with disabilities (such as the higher
cost of a hotel roomthat is accessible or otherw se
equi pped for physically disabled persons), or where
special or unusual circunstances in the travel area
(such as a natural disaster declared by the President)
result in an extrene increase in subsistence costs for
a tenporary period or otherwi se cause the ordinary
maxi mum all owance to becone inadequate to cover
reasonabl e expenses. An increased rate due to specia

or unusual circunstances will ordinarily be authorized
only for groups of official travelers, as such is not
justified by nom nal excess subsistence costs incurred
by individual travelers. A request for a higher rate
under this paragraph should be nade in witing and
describe the circunstances that justify an increased
rate.

Rei mbur senent for subsi stence expenses when an enpl oyee owns

or

(1)

(2)

rents an abode- -

When an enpl oyee perforns tenporary duty at a place at
whi ch he or she rents or maintains an abode, clains for
| odgi ng expense nmay be paid, prorated based on the
average daily cost. Rei mbursenent is authorized
regardl ess of whether an enpl oyee acquires a place of
abode solely to nmeet his or her needs during officia
travel or whether an enployee owned or rented the
property prior to official travel.

The anpunt which may be clainmed for |odging for each
day of travel under paragraph (1) is the nonthly rental
or nortgage i nterest expense plus the cost of utilities
(i ncluding basic nonthly tel ephone charges) divided by
the days of the nonth. Conputation of allowable
expenses, including copies of bills, nust acconpany
cl ai ns. The allowable daily |odging anmount may not
exceed the |esser of actual prorated expenses or the
daily lodging rate at a reasonable commercial estab-
| i shment at the | ocation. The nmaxi numdaily all owance
for | odging and neals may not exceed 150% of the | ower
per diemrate applicable to the |ocation of the abode
or the tenporary duty station. The actual expense rate
ot herwi se al |l owabl e when attending a judicial neeting
or traveling with a judge, is not applicable when
cl ai m ng subsi stence under this paragraph.

Meal s at duty station--
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(1) An enployee who is invited to attend a Judicial
Conference conm ttee or subcomm ttee neeting, acircuit
judicial conference, or a circuit judicial council
commttee neeting held at his or her official station
may be reinbursed the actual cost of neals taken
incident to such a neeting, if attendance of the
enpl oyee at the neals is necessary to full participa-
tion in the business of the conference or committee
neeting and if the enployee is not free to partake
neals el sewhere wthout being absent and m ssing
essential formal discussions, lectures or speeches
concerni ng the business of the conference or neeting.
Ref erence to this paragraph on a travel voucher will be
consi dered sufficient docunentation that the enpl oyee
has net the criteria for paynment of this item of
subsi st ence.

(2) Wien, with the authorization of the chief judge, a
court or court unit is conducting a retreat at a
| ocation that is the official station of sone or all of
the attendees, those enployees may be reinbursed the
actual cost of neals taken incident to the retreat, if
their attendance at the neals is required by the court
unit executive supervising the retreat as essential to
t he conduct of business of the retreat. During the
period of a retreat, but outside of working sessions,
an enpl oyee is not entitled to reinbursenents for neal s
at his or her duty station nerely by virtue of taking
a neal with coll eagues froman outside | ocati on who are
on travel status during the retreat. Reference to this
paragraph on a travel voucher wll be considered
sufficient docunentation that the enpl oyee has net the
criteria for paynent of this item of subsistence.

4, Paynent of Subsistence Expenses |If no Lodging Expenses are

| ncurred.

a. Staying with famly and friends--Wen an enpl oyee does not
i ncur a | odgi ng expense because he or she stays with famly
or friends, the enployee may, if authorized in advance by
the authorizing official, claim a per diem subsistence
allowance at the MJIE rate or itemze neals and other
subsi stence expenses up to a daily maxi mumof 150 percent of
the MBI E rate.

b. Lodgi ng or neals provided by the governnent--
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Lodgi ng only--Wien lodging is provided to the travel er
by the governnent, the enployee may claima per diem
subsi stence al |l owance at the Ml Erate or item ze neal s
and ot her subsi stence expenses up to a daily maxi num of
150 percent of the MIE rate. When the purpose of
travel is to attend a circuit judicial conference, a
nmeeting of the Judicial Conference or its conmttees or
subconmm ttees, or to acconpany a judicial officer on
travel , actual subsistence expenses not to exceed $85
may be clained. The subsistence allowance under this
par agr aph nust be reduced to reflect cost of any neals
provi ded by direct paynent by the judiciary.

Lodgi ng and neal s--Wen all lodging and neals are
provi ded by the governnent, an enpl oyee may claimonly
a mnimal daily subsistence all owance not in excess of
$8, with all expenses itenmi zed. Wen one or two neals
on any given day are provided by the governnent, the
enpl oyee nust item ze his or her expenses for that day
and the aggregate expenses nmay not exceed the daily
M&l E rate.

Interruption of Subsistence Entitlenent.

a. QO her than due to illness or injury or personal energency--
(1) Workdays--The taking of |eave, other than for illness

or injury, for one-half or less of the prescribed

working day shall be disregarded for subsistence

pur poses. Wen | eave exceeds one-half of the pre-

(2)

scri bed working day, no subsistence shall be allowed
for that day.

Non- wor kdays- -

(a) Atraveler may return home fromhis or her tenpo-
rary duty station on weekends or periods of
ext ended non-workdays if the cost of the return
trip does not exceed the cost of remaining at the
tenporary duty |l ocation. The authorizing officia
may authorize a return trip in which the cost
exceeds the cost of remaining at the TDY | ocation
if such is determned to be advantageous to the
judiciary in order to inprove the enployee's
noral e and i ncrease productivity.

(b) On non-workdays when a travel er does not returnto
his or her official duty station or residence, a
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subsi stence allowance may be paid. |f, due to
t he taki ng of | eave, subsistence is not allowable
for the days preceding and follow ng the non-
wor kdays, subsistence is not allowable for the
non- wor kdays.

(c) For periods of tenporary duty exceedi ng 30 cal en-
dar days, the authorizing official may authorize
a return to the enployee's official station or
resi dence after a reasonabl e period of tinme, when
such is determined to be advantageous to the
judiciary in order to inprove the enployee's
noral e and i ncrease productivity.

Due to illness or injury--Wien an enployee on officia
travel is incapacitated by illness or injury that occurs for
reasons other than the enployee’s own msconduct, the
aut horizing official may authorize the continued paynent of
subsi stence to the enpl oyee for a period of not nore than 14
cal endar days. Should the period of illness or injury
exceed 14 cal endar days, the chief judge or agency head may
aut horize continuation of subsistence paynents for such
| onger period as is reasonabl e under the circunstances. The
aut horizing official may al so authori ze transportation from
the tenporary duty station to an alternative |ocation for
the provision of nedical treatnent, or authorize the
enpl oyee to return to his or her official duty station. In
energency situations, an enpl oyee may be reinbursed for the
cost of return transportation to his or her official station
or residence by a node of travel that he or she would not
have ordinarily utilized, such as an anbul ance. 1f, when the
enpl oyee recovers, the authorizing official determ nes that
resunption of the travel is in the judiciary’ s interest,
such shall be considered a new travel assignnment. An
enpl oyee seeking rei nbursenent under this paragraph shal
state in his or her voucher that the claim was due to
illness or injury. The approving official may require a
physician’s statenent to support the claimas well.

Due t o personal energency--Wen an enpl oyee nust di sconti nue
official travel due to a personal energency, such as death
or infjury toa famly nenber, or fire, flood or other act of
God at the enployee’s residence, the authorizing official
may authorize appropriate expense of transportation and
subsi stence for return travel to the traveler’s official
station. If the enployee nust travel to an alternate
| ocation to deal with an energency, the authorizing official
may aut horize transportation and subsistence to the alter-
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nate l|ocation, followed by return travel either to the
tenporary duty station or official duty station as is nost
appropriate under the circunstances. The anount of trans-
portation and subsistence reinbursable in connection with
travel to and froman alternate | ocation nay not exceed the
anount of rei nmbursabl e expenses that were aut horized for the
original travel. The reasons for the authorization to
return to the official station or to travel to an alternate
| ocation nust be docunented on the travel voucher.

Recei pt of paynent from other federal sources--1f, after
suffering injury or illness during official travel, an
enpl oyee receives transportation or hospitalization (or is
rei mbursed for hospital expenses) under any federal statute
(including hospitalization in a Veterans Adm nistration or
mlitary hospital) other than 5 U . S.C. 8901-8914 (Federa

Enpl oyees Health Benefits Program, the transportation
expenses allowed for the energency travel and the subsis-
tence all owance for the period involved shall not be paid,

or, if paid prior to reinbursenent, shall be collected from
the travel er.
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SECTI ON F-- CLAI M5 FOR RElI MBURSEMENT

1.

Clainms for Reinbursenent of travel expenses nmust be subnitted on
the approved travel voucher form The travel authorization,
including a record of any limtations or restrictions on the
travel or reinbursenents authorized, should be included with the
voucher, and the voucher must be signed by the approving
official. Caimnts cannot approve their own clains for reim
bursement and all clainms nust be submtted within 30 days after
conpl etion of the travel

a. Suspension of charges--The approving official should
disallowitens in travel vouchers which are not authorized
by these regul ations, which exceed |imtations inposed, or
which are not properly docunented (unless the traveler
denonstrates to the approving official’s satisfaction that
recei pts or other required docunents are unavail able due to
theft, loss, or other valid reason). The notification of
such action shall indicate the reasons therefore. Itens
whi ch are subsequently all owed nmay be cl ai ned on an anended
or suppl enental voucher.

b. Audit of Clains--All travel vouchers are subject to audit by
the AO in accordance with procedures established by the
Director, to determne that all allowances clained are
wthin the scope of the applicable statutes and these
regul ati ons.

Cl ai m ng M scel | aneous Subsi st ence- Rel at ed Expenses. Expenses of
a mscel |l aneous nature that do not specifically fall within the
category of subsi stence may be rei nbursabl e and shoul d be entered
under the colum headed "Transportation and O her Expenses.”
Receipts are required for any individual itemcosting nore than
$25. 00. These expenses include the foll ow ng:

a. Taxi fares and tips to taxi drivers.

b. Road, bridge, and tunnel tolls.

C. Par ki ng fees.

d. Rental of conference roons or other facilities for officia

busi ness neeti ngs and rel ated equi pnent, when aut hori zed by
t he aut horizing official.

e. Speci al services needed for travel outside the United
States, including:
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(1) Passports, visas, and photographs.
(2) Certificates of birth, health, and identity.
(3) Inoculations.

Oficial telephone calls, faxes, and other comunications
(mark "official"™ on voucher).

Personal telephone calls hone. An enployee traveling at
| east one night may call his or her residence, but not nore
than an average of one call per day. The daily maxi mum
all onabl e shall be $5 for travel within the conterm nous
United States and $10 per day for travel outside the
conterm nous United States. Each call should be vouchered
under the “other” colum separately and identified as a cal
hone. I n case of nedical energencies or disaster situations,
such as fire or storns, at either the tenporary duty point
or home, the authorizing official may increase the maximum
anmount and/or the nunber of calls permtted.

The above gui deline for personal tel ephone calls hone does
not apply to an enployee who has a tel ephone credit card
(FTS 2000 authorization card). An enpl oyee traveling on
of ficial government business in the United States with a
governnent issued tel ephone card nay nake a brief call to
his or her residence, but not nore than an average of one
call per day. To mnimze cost, whenever feasible, the FTS
2000 systemat the court facility being visited may be used.

Tips for official and/or personal baggage handli ng.

Excess official and/or personal baggage charges inposed by
conmon carriers.

Charges for transfer, checking, and storage of personal and
of ficial baggage.

Fees incurred when using the governnent-sponsored credit
card to obtain cash advances.

Supplies such as paper, batteries, and other incidental
expenses.

Char ges for photocopyi ng.

41



trans 123 vol |
chap VI April 1, 2002

Laundry, cleaning, and pressing during travel that invol ves
at least four consecutive nights, in such anpbunt as the
approving official finds reasonable.

Applicable |odging taxes. (Enployees when traveling on
of ficial business should seek an exenption from state or
| ocal | odging taxes where such an exenption is permtted by
the jurisdiction.)

Hotel reservation cancellation fees, when the follow ng
conditions are net: the hotel orally or in witing clearly
stated the cancellation policy and the cancellation policy
was reasonable; the traveler failed to cancel the reserva-
tion within the prescribed tine due to press of official
busi ness, unavoi dabl e travel delay, or other reason not due
to negligence or misconduct; the hotel made all reasonable
attenpts to resell the space and has credited all resale
revenues to the anount owed by the traveler; and the
cancel lation fee does not exceed cost of one night's
| odgi ng.

Ener gy Surcharges.
Regi stration fees which do not include entertainnent.

O her Expenses. M scel | aneous expenditures not enunerated
herein such as a resort fee (which includes business
services such as conputer/printer/fax and Internet connec-
tion fees, but not entertai nnent fees such as tennis, pool,
and golf), when necessarily incurred by the traveler in
connection with the transaction of official business, shal
be all owed when authorized by the approving official for
anounts not to exceed $250. Advance approval of the
Director is required for such amounts in excess of $250.
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Tr avel

Nature of Claim Renedy Send Claim To

Injury to federal Federal Enpl oyees’ Your regional Ofice

enpl oyee Conpensati on Act of Workers’ Conpensa-
tion Prograns (U. S
Dept. of Labor).

Injury to person
ot her than federa

Federal Tort d ains
Act. See @Qide to

Ofice of the Genera
Counsel , Adm ni str a-

enpl oyee; damage to Judiciary Policies tive Ofice of the U
anot her driver’s car and Procedures, vol- |S. Courts, Washington
or other property of une |, chapter X, DC 20544.

non- enpl oyee part C.

Danmage to GSA notor Court pays repair GSA wi I| either bil

pool vehicle

costs. |If another
driver was at fault,
you may ask GSA to
attenpt recovery
fromthem GSA will
rei mhurse court, if
successful .

the court or advise
the court to obtain
the repairs directly,
dependi ng on | oca
GSA fleet outlet’s
practi ce.

Danage to rental ve-
hicl e

Col I'i si on damage
premuns (“CDW) are
i ncluded in the of-
ficial rental rates
under the Govt. M-
tor Vehicle Rental
Agr eenent. Wen
renting, show trav-
el authorization
and/ or gover nnment
credit card, and
mention this waiver.
Governnent credit
card al so offers
col l'i si on damage
coverage. |If your
rental is not cov-
ered by the Govt.
Mot or Vehi cl e Rental
Agreenent, the court
w Il have to pay for
darmage to the car.

“Rem nd” rental out-

| et that you are not
charged for damage;

if they bill the
court or put a damage
charge on your credit
card, challenge it
and advi se your Ad-
mnistrative Ofice
travel contact or the
O fice of the CGenera
Counsel , AQUSC, Wash-
i ngton DC 20544. |If
your rental is not
covered by the Covt.
Mot or Vehi cl e Rent al
Agreenent, the court
will have to pay for
damage to the car
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Damage to enpl oyee’s
own vehicle

Enpl oyee’ s or ot her
driver’s auto insur-
ance policy. |If
enpl oyee was not at
fault, enpl oyee may
recover | esser of
col lision deductible
co- paynent or $500
fromthe governnent,
under Mlitary Per-
sonnel and G vilian
Enpl oyees’ O ai ns
Act. See Cuide to
Judiciary Policies

and Procedures, vol -
une |, chapter X,
part B.

O fice of the Genera
Counsel , Adm ni str a-

tive Ofice of the U
S. Courts, Washi ngton
DC 20544.
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FEDERAL TRAVELER S QUI CK REFERENCE GUI DE

Travelers for the judiciary may now obtain current
information regarding per diemrates, mleage rates, state tax
exenption fornms and other travel needs fromthe Federal
Traveler’s Quick Reference Guide provided by GSA. The quick
references are |l ocated on the foll ow ng Wbsite:
httpn//pnolicvy i

You may bookmark the site for easy reference. Review the topics:

. Lodgi ng and Meal s,

Select Per Diem Al l owances - You nmay view the current rates
by state. dCdick on the state in which the city is |ocated
on the map. A list of the cities will appear. The rates
for the judiciary are shown under the *“Mxi muni Col um. In
addi tion, you nmay downl oad the per diemrates. Fromthe
Donestic Maxi mum Per Diem Rates, click on “downl oad” and
save the WordPerfect or Excel docunent. The rates for the
judiciary are shown under the “Total” Col um.

Sel ect State Tax Exenption Listing and Forns - Each state is
listed with the required state tax information and required
form

. Travel Agenci es

Sel ect GSA Contracted Travel Agencies - dick on the
appropriate region for the Iist of governnent travel
agenci es.

. Transportation

Sel ect Governnent Contract Airfares - Enter the required
information for the |ocation you wish to obtain the
governnent contract airfare.

Sel ect Governnment Contract Gty Pair Flight Schedules to
obtain information regarding city pair flight fares. You
may al so obtain car rental as well as hotel infornmation from
this site.

Sel ect Privatel y-Owmed Vehicle M1 eage Rei nbursenent Rates

(PQV) - The current travel rate information page wll
appear .
. Sel ect Governnent Contracted Car Rentals - You nay obtain

the contracted rental rates for governnment rental.
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Appendix 3

For per diem rates please see:
http://jnet.ao.dcn/Travel/Per DiemSubsistence/Per Diem Allowances Download Rates.html



http://jnet.ao.dcn/Travel/Per_DiemSubsistence/Per_Diem_Allowances_Download_Rates.html



