ANAD TRAVEL AND TRANSPORTATION 

Temporary Duty Travel (Part 1)

1. Purpose.  Prescribes temporary duty travel policies and procedures and assigns responsibilities for Anniston Army Depot civilian personnel in accomplishment of the mission.

2. Policies.

a.  The traveler must exercise the same care and regard for incurring expenses to be paid by the Government, as would a prudent person traveling at personal expense.

b.  Travel and transportation at Government expense will be directed only when officially justified and by those means that meet mission requirements consistent with good management practices.  Every effort must be made to ensure that VTC and DTV are used as much as possible in lieu of travel.

c. Personnel will be kept at a minimum to accomplish the mission.   Coordination must be made between directorates to consolidate TDY requirements such as but not limited to minimize the use of rental car.

d.  The mode of transportation will be that which is most economical and advantageous to the government.  If deviation from the most economical mode of transportation is requested, ensure it is essential for mission accomplishment.

e.  Whenever possible, travel will be scheduled so that civilian travelers may travel during their regular hours of work. (Policy Statement #14).

f.  Commercial air is the normal mode of transportation for CONUS TDY and will be used for reimbursement (constructive) purposes.  When mileage in privately owned conveyance (POC) (ex. auto, airplane) is less than constructive cost, reimbursement will be in the amount of the mileage cost.  If mileage is greater than constructive cost reimbursement will be at the lower rate.

1. Travelers must use coach-class airline accommodations for all official travel.

2. The use of discount fares offered by contract air carrier between certain cities (city-pairs) is advantageous to the Government and is mandatory for authorized air travel between those city pairs.  If a contract city-pair is not available, the least expensive unrestricted fare should be used.  
3. At ANAD (due to our location) the approving official may authorize flights out of two terminal locations; Birmingham, Alabama or Atlanta, Georgia in accordance with (IAW) regulations. If cost difference is within $100, the preference of the traveler may be considered, but if over $100, the approving official must have written justification along with cost analysis if the most costly airport is authorized.
4. The travel mode and departure location must be specified on travel request.
5. If traveler deviates from authorized mode of transportation for personal reasons, excessive cost will be at the expense of the traveler.

  g.  When common carrier transportation is not advantageous to the Government 

       and an automobile is required for official travel, a government furnished 

       automobile must be used when available.

1. Each directorate must check the directorate’s GSA vehicle supply before contacting Directorate of Public Works (DPW).

2.  Privately own vehicle (POV) may be used when a Government-furnished automobile is unavailable or its use would interfere with official business.
3. Personal preference/minor inconvenience is not a basis for    authorizing/approving private or special conveyance use instead of a Government-furnished vehicle.
4.  When a Government furnished vehicle is available but not used, the amount reimbursed will be limited to the GSA rate.

5. If a traveler elects not to travel with a group and space is available 

in the GSA vehicle, the traveler will not be authorized any 

reimbursement for the use of his/her POV.



      6.  When an employee elects or is authorized to use POV between 

residence or permanent duty station (PDS) and an alternate work 

site within the local area, the employee shall be paid mileage for

 the distance that exceeds the employee’s commuting distance plus

 any parking fees.

                              7.   If a government-furnished vehicle is not available, a Government 

contract rental vehicle or other commercially rental vehicle may be 

      used.  Transportation office will be used to make reservations of

      vehicle
.

  h.  Actual Expense Authorization ( (AEA) lodging only) will be requested and

       justified prior to commencement of the travel, using a memo, unless

       circumstance occurred while performing the travel that prohibited the request 

       from being prepared in advance of the travel.  The Travel Program Manager, 

DRM will approve AEA requests within the 150% limit of the lodging portion of the per diem rate.

i.  Records must be maintained with travel voucher by the traveler to validate expenses of $75 or more and for all lodging costs.  The traveler’s reviewer could require all receipts so as to verify requested reimbursements before signing voucher.

j. Excess costs, circuitous routes, delays, luxury accommodations or any expense not authorized on orders or travel voucher that are 
       unnecessary or unjustified are the traveler’s financial responsibility.

Travel Order Content

Temporary Duty Travel (Part 2)

A. Purpose.  To prescribe requirements for information that must be included on all travel authorization (DD1610).

B.  General Information.  The following information must be included on all travel authorizations:


 1.  Date of request;


 2.  Employee’s name and social security number;


 3.  Position title and Grade;


 4.  Location of permanent duty station;


 5.  Organizational Element (Directorate and Division)


 6.  Duty phone number;


 7.  Type of Orders;


 8.  TDY purpose;


 9. Approximate number of TDY days (include one day travel for day out and day in).  More days than stated can be extended for seven days at end of trip without amending orders.


10.  Proceed date.  This is no longer an on or about date, it is actual.  You are to always treat this day as the day before mission begins, not always the day travel begins.  Example:  Mission requires TDY in San Antonio, TX. to begin work on 6-29-04.  Traveler elects to drive POV.  It will take approximately 21 hours to drive (2 days) but it will only take one day to fly.  Proceed date on the orders should be 6-28-04. 


11.  Itinerary-- Indicate all of the locations from/to which travel is authorized and the “return to “ location.  Variation authorized is only annotated when justified in REMARKS.


12.  Transportation Mode--Indicate in the applicable block(s) the commercial, government, and /or local transportation modes(s) authorized.  If the transportation officer determines the mode, indicate accordingly in the block provided.  If POC travel is chosen, indicate the appropriate TDY mileage rate in the space provided.  Also, indicate if the POC travel is advantageous to the Government or if reimbursement is limited.  No rate is required in the POC block if the employee is flying .


13.  Per Diem--When per diem under the Lodging-plus method is authorized, check block 13a, “Per Diem authorized in accordance with JTR” and make no further entries.  Annotate in block 16 for information purposes.  Verify this figure before release to employee.


14.  Advance Authorized-Requester leaves blank.  This area is for money advances from the Government to the traveler (computed by the appropriate finance/disbursing activities) and NOT for authorizing ATM advances against the Government-sponsored contractor-issued travel charge card that should be addressed in REMARKS.  


15.  REMARKS.  This block may be used for special authorizations or any other pertinent information.  Statements may be included to clarify any special authorizations or special instructions.  The following statement must be in the Remarks section of each travel authorization involving commercial transportation tickets: “ If the trip itinerary is canceled or changed after tickets or transportation requests are issued to the traveler, the traveler is liable for their value until all ticket coupons have been used for official travel and/or all unused tickets or coupons are properly accounted for on the travel reimbursement voucher.”  The following are required statements for inclusion on travel orders:


a.  A statement indicating whether the traveler is/is not a Government-          sponsored contractor-issued travel card holder.



b.  The statement “Government VISA ATM advance amount authorized:

 $___”

c.  The statement “ The use of CTO to arrange official travel is mandatory”.

d.  If destination of TDY involves city- pair fares and it is not used, the reason for not using must be stated in orders.  



e.  Travel expenses related to attendance at a conference. (i.e., conference 



fee, registration fee.) 

f.  If excess baggage is authorized, include the statement “______ pieces or _____lbs of excess baggage authorized and whether the excess baggage service must be paid by the traveler, subject to reimbursement, or otherwise is authorized.  A statement should be added to advise travelers that they should be financially prepared to pay for excess baggage charges.

g.  If delay en route for personal reasons is authorized, include an appropriate statement indicating the number of annual leave days authorized.

h.  Include an appropriate statement giving the names of persons involved and their status (military, civilian employee, contractor) if the traveler accompanies or is accompanied by other persons in an official travel status in a POC.

i.  Include a statement indicating whether (and if so, the number/dates) or not meals and/or lodgings are included in a registration fee, conference fee or other types of fees that have been paid by the Government.  Example:  Fee paid by Government Sponsored Charge Card or DD1556.

j.  Include a statement indicating the reason for nonuse of a particular transportation mode that may otherwise appear to be the most advantageous to the Government when the authorizing/order-issuing official has determined that an employee should not travel via a particular transportation mode (ex. travel by air is precluded for medical reasons).  This is done to justify travel reimbursement based on the transportation mode authorized on the travel authorization, and actually used, instead of the constructed cost of the most advantageous mode to the Government.  

k.  Travel at No Expense to the Government -- This travel authorization is

issues in the DoD’s interest but voluntary (permissive) in nature.  If used, it must result in no cost to the U. S. Government.  The employee is financially responsible for all travel and transportation expenses.  No accounting information should be placed on the travel authorization.

l.  Conference Lodging Allowance is a pre-determined allowance that exceeds the lodging portion of the per diem rate by up to 25%.  The  sponsoring agency for the conference must provide attendees with a statement citing the approval authority for the allowance.  The following statement must be on the orders “Conference lodging allowance NTE 125% (or other lesser amount) of the applicable per diem lodging rate for (location) is authorized by (insert the authority making the determination)”.  

m.  Rental car authorized (if one is needed to accomplish the mission).

n.   Local miles authorized (if one is needed to accomplish the mission).  Daily log of miles must be submitted with voucher for reimbursement.

o.  Miles to and from airport authorized.

p.  Airport parking authorized (but look at number of days TDY before authorizing this item). 

16.  All signatures (electronically or manual) are required.  A travel order is not official until the AUTHORIZING/ORDER-ISSUING OFFICIAL assigns a number and provides signature.

