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Office Memorandum

No. 55-1-1                                                                                          

 1 May 2002

Transportation and Travel

TRAVEL MANAGEMENT

1.   PURPOSE.  This memorandum prescribes policies and procedures for transportation and travel of military and civilian personnel.

2.   APPLICABILITY.  This memorandum applies to all Southwestern Division (CESWD) military and civilian personnel.

3.   REFERENCES.
a.  Joint Federal Travel Regulation, Volume 1 and Joint Travel Regulation, Volume 2.

b.  Federal Travel Directory

      c.   AR 1-211 Attendance of Military and Civilian Personnel at private           Organization Meetings

      d.   AR 58-1, Management, Acquisition, and use of Administrative Use Motor       Vehicles.

   e.  AR 600-8-105, Military Orders.

   f.  AR 55-46, Travel Overseas

   g.  ER 55-1-2, Travel Management.

   h.  ER 56-3-1, Vehicle Registration and Inventory.

   i.   ER 56-2-1, Administrative Vehicle Management- Civil Works.

4.    POLICY.  Travel authorizations will be approved only when consistent with policies established in this directive.

    5.   RESPONSIBILITIES.
       a.  Chief, Logistics Management Office (CESWD-LO).  Formulates CESWD travel policies and provides staff guidance for the preparation of travel orders.

       b.  Transportation Officer .   Provides information and guidance on travel order preparation and travel services to individuals through a contract travel agent for transportation and hotel reservations.  Reviews and authenticates all travel orders issued by the Southwestern Division.
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c.    Resource Management Office.  Finance and Accounting Branch .  Provides information and guidance on entitlement, voucher preparation, and reimbursement.

d.   Travel Requesting and Approving Officials.  Travel requesting officials may be any employee, but Travel Approving officials cannot be any employee. Approving officials may be division/office chiefs, supervisors, area/project office managers as determined by the organization.  Funds managers must designate approving authority to those travel approving officials where specific project or direct funds are used.  The funds managers have the responsibility of deciding and assigning who will have access to their funds.  Travel approving officials must be completely familiar with all pertinent travel directives and will critically review and evaluate requests for temporary duty travel (TDY) of military and civilian personnel to ensure that:

(1)  Each trip is essential and produces positive and substantial benefits.  Restrict travel when the matter in question can be handled by mail or other telecommunications.

(2)  The conduct of official business requires personal contact and/or observation.  Travel that is only marginal should be deferred or cancelled.

(3)  The number of persons on each trip, including mandatory staff visits and inspections, is held to a minimum.

(4)   No unfavorable major impact results if trip is not approved.

(5)   Repeated travel to a single area office or destination is avoided.

(6) Modes of transportation selected will be most advantageous to the Government and necessary documentation is on file to support use of privately owned conveyance (POC).

(7) Travelers under their supervision are informed of the existence of this directive.

(8) The least costly transportation is utilized to meet the mission.

 (9)  Only travel agencies under contract to the U. S. Government will be used to secure official passenger transportation.

(10)  Contract City Pairs are used unless fully justified.

(11) Travel is coordinated with other divisions/offices in CESWD                                                     to ensure that joint rental transportation is utilized at TDY site.

(12) Necessary justifications and approvals are on file to support issuance and items affecting reimbursements.
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e. Certification Officials.  Individuals will be designated by the funds manager to certify their funds.  Approving and certifying officials can be the same individual.

   
f.   Travelers.  Exercise the same care in incurring expenses that prudent persons would exercise if traveling on personal business.  Leave permanent duty station by latest  scheduled carrier to arrive at TDY station at appointed time.  Upon completion of TDY, leave on the first scheduled carrier.  Travelers will not normally be required to board or leave location between 2400 and 0600 hours.

6. APPENDICES.  

       A - Special Travel Approving and Authenticating Procedures 

       B - Civilian / Military Personnel Temporary Duty Travel 

       C - Conference Travel  

       D - Transportation Modes and Allowances 

       E - Contractor Employee Travel  

       F - Outside Continental United States (OCONUS) Travel

       G - Use of Government Quarters 

       H - Local Transportation Used for Official Business 

       I - Commercial Rental and Air Charter Services    

       J - Travel of Department of the Army Officials and Spouses 

      K - Frequent Flyer Do’s and Don’ts  

      L - Passport and Visa Requirements 

FOR THE COMMANDER:




         RUSSELL H. MINTON                                                                                                             

                                                                            Executive Assistant
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APPENDIX A

SPECIAL TRAVEL APPROVING PROCEDURES

EVENT                                             REQUESTING                         APPROVING

Conf (Prof)                                        Indiv/ Supv                               Div/ Ofc Chief

Conf (Non Prof)                                Dist Commander                      Div Commander

Blanket Travel                                   Dist Commander                      Div Commander

OCONUS                                           Div/ Ofc Chief                         Div Commander

APPENDIX B

CIVILIAN/MILITARY PERSONNEL TDY

1. DD Form 1610, Request and Authorization for each TDY Travel of DOD Personnel, is prescribed for general use in connection with all official TDY.  This form is now generated in CEFMS.

2. Travel orders are issued for the following categories of travel:

a. TDY.  Covers travel occurring on a day-to-day basis.  

b. Confirmatory Travel Order.  A travel order initiated after the traveler commences travel.

c. Blanket Travel Order.  A travel order limited to use within a stated geographical area for a period of time in the same fiscal year.  Requires approval by the Division Commander.  

d. Repeated Travel Orders.  Repeated travel orders allow any necessary number of separate round-trip journeys from the permanent duty station to a single stated destination.  Repeated travel orders may be issued for periods up to 60 days and may be reissued if necessary.  Repeated travel orders require the approval of the division/office chief.

e. Preparation of DD Form 1610.  Travel orders will be requested and issued within CEFMS.  The traveler or administrative support clerk may originate per funds manager.  Travel orders requiring higher echelon approval should have those approvals in place prior to preparation of orders i.e., attendance at conference, foreign travel, leave in excess of 5 days, and so indicate in the remarks section of the travel order, item 16.

3. Remarks are to be used for special authorizations or any other pertinent information necessary to support the travel order.  There is F-4 pick list to obtain most of the more common authorizations; if additional remarks are necessary, they can be entered by paging down and typing.  Failure to use remarks for special authorization can result in non- reimbursement of certain travel expenses.  Supervisors are responsible for ensuring that their team members comply with defensive driver training requirements.  The Logistics Management Office is responsible for conducting regular checks of transportation requests and temporary duty orders to ensure vehicles are not rented or dispatched to unauthorized individuals.                                                                                                                                                                                                                                                           

APPENDIX C

                                                   CONFERENCE TRAVEL

1. The District Commander is delegated approval authority for travel to CONUS meetings held by professional societies.  Approval authority for CONUS travel to meeting held by other than professional societies has not been delegated below the Division Commander level.

2. The policies, outlining attendance at CONUS meetings of technical, scientific, professional, and other similar private organizations, are in USACE Supplement 1 to AR 1-211.  OCONUS meeting travel is approved by HQUSACE (CELD-TT) IAW Supplement 1 to AR 1-211.

3. In all cases travel to conference held outside of the metro commuting area will be limited to one employee per division/office and requires approval by the District Commander only for personnel who:

a. Present papers at the conference.

b. Participate in the conference in some other meaningful way such as a member of a panel or work group.

c. Are officers of the organization sponsoring the conference.

d. A legitimate Government interest and purpose must exist for DOD participation in a professional organization activity.

4. Offices must prepare a memorandum request IAW Figure D-1 for conferences held in CONUS by professional societies for the District Commander’s approval.  When approved, the travel order can be initiated and approved by the division/office chief.  The memorandum approving the conference travel will be filed by the requesting office and a remark made in the “other remarks” section of the travel order to read “approved for conference travel on file.”

5. When attendance at the conference does not comply with paragraph 3a through c above, attendance may be authorized at no expense to the Government provided attendance at the scientific, professional, or technical meetings has a direct relationship to the member’s profession and is directly beneficial to the Corps.  Attendance will be authorized by the District Commander if less than 10 days.  If more than 10 days and less than 30 days, the Division Commander will approve and if more than 30 days HQDA approval will be required. 

MEMORANDUM THRU CESWD-LO

FOR CESWD-DE

Subject:  Request for Approval for CONUS Meeting Held by Professional Societies

1. Request approval for James Johnson to attend the Society of Professional Conservationist and County Officials meeting at Waco, Texas, during the period 1 June 1996 thru 5 June 1996.

2. Specific reasons for attendance are:  Mr. James Johnson, Civil Engineer, will be tasked to provide information on water conservation at Waco Lake.

3. Benefits to the Corps are:  Meeting with Texas State Department Officials, and county officials to clarify Corps policies and exchanging ideas and information.

4. A report of findings will be submitted to CESWD-ED and CESWD-DE.

5. Approximate Cost:  $600.00

6. Other Corps of Engineers or other organization participants are:  James L. George, City of Fort Worth, Jack E. Landford, Texas State Environmental Office, and Frank M. Jones, Water Conservation Office, Dallas.

James E. Jones         

                   Chief, Operations Division

C-1

CESWD-DE  (CESWD-OD/1 Apr 96)               1st End Mr. Jones/mm/987-2337

CDR, USAED, Fort Worth (CESWD-LO), P.O. Box 17300, Fort Worth, TX

76102-0300,  7 April 1996

FOR CESWD-DE

Request is ________ approved ________ disapproved.

                                                   
     JOHN E. HOWARD

    
     Colonel, EN

                                                   
     Commanding

APPENDIX D

TRANSPORTATION MODES AND ALLOWANCES

1. Modes of transportation

a. General.  Transportation may be authorized by railroad, airline, helicopter, ship, bus, streetcar, subway, taxicab, Government auto (GA), private auto (PA) , or a combination of any of these modes.  Travel will be performed using method of transportation which will result in the greatest advantage to the Government.  This advantage is determined by considering costs of per diem, overtime, lost work time as well as actual transportation costs.  Common carrier is generally the most expeditious, least costly and should be fully considered before other methods are used.  Employees will not be required to travel via any particular mode of transportation, commercial or Government, when travel order contains a specific statement by the travel ordering official excluding such mode of transportation.

b. Routing.  Travel is normally performed by direct route.  Any deviation must be fully justified as officially necessary.  When an employee travels by an indirect route or interrupts travel on a direct route for his/her own convenience, he/she must bear the extra expense incurred.  Any excess travel time not justified as during normal duty hours will be charged to the appropriate type of leave.

c. GA. When it is determined that automobile travel is required a GA should be considered first choice.  In considering cost advantages of using a GA, include any administrative costs and costs of picking up and returning GA.  Use of GSA or leased automobile by an employee will be limited to official use as necessary for the accomplishment of Government business. Show the traveler’s drivers license number and state of issue in the remarks.

d. PA.  When PA is authorized and used, show the traveler’s driver’s license number and state of issue in the remarks.                                                                                                                                                                                                                     

e. Special Conveyances.  Rental or hired automobiles and other special conveyances may be used by employees in travel status.  Authorize their use in travel orders by use of the appropriate established remarks.  Automobile insurance is now included with Government car rentals from companies participating in the Military Traffic Management Command (MTMC) Program.  The contract travel agency will make your reservations.

2. TDY Travel by Motor Vehicle.

a. General.  When automotive transportation is selected by the travel-approving official as the appropriate mode of travel, a GA shall be authorized on the travel order unless employee request use of PA for their own convenience.  When employee elects to drive PA for their own convenience, travel approving official may approve travel order authorizing PA at the rate specified in the JFTR.  Justification or cost comparison should be maintained on file to support the approval.

b. GA not Available.  If it is known at the time travel orders are prepared that a GA is not available and employee is willing to use PA for travel, the travel request should be approved authorizing use of PA at rate specified in the JFTR.  Form 1273-J, Statement of Vehicle Availability, should be maintained on file to support authorization.  A remark should be entered on the travel order that Statement of Vehicle Availability is on file.

c. GA Authorized but not Available.  If GA is authorized on travel request but is not available at the time travel is to commence, employees  will be encouraged to use PA for travel.  If employees elect to use PA, they may proceed with their travel, and approving official will be required to amend the original order, Form 1273-J, Statement Of Vehicle Availability should be maintained on file to  support  authorization, and a remark should be entered on the travel order that subject statement is on file.

3. Rental Vehicles.  Rental vehicles are the most costly type of automobile transportation, and therefore, must be tightly controlled and used only when other less expensive modes of travel are not available.  In metropolitan areas where ground transportation (bus, metro, taxi, etc.) is available, the use of rental vehicles should not be authorized unless fully justified as to the need for rental vehicle to accomplish the mission.  Rental vehicles, when provided, are for official business only and same rules apply to their use as GA.

a. Local travel at TDY Site.  Rental Vehicles will be used primarily by employees requiring automobile transportation in the TDY area after they have traveled to TDY site by common carrier.

b. Local Travel and Locally originating TDY Travel.  Because of cost considerations, rental vehicles will be used only for this purpose when GA’s are not available, the employee does not wish to drive own PA, and it is impractical to delay travel until a GA is available.

(1) Generally, rental cars will not be authorized for personnel attending training, conferences or travel within the Washington metropolitan area.

(2) When it has been determined that a rental vehicle will be used, select the remark, “Rental vehicle authorized for official use only and determined to be cost effective.”  A justification should be on file to support this determination.  Rental vehicles should be on file to support this determination.  Rental vehicles should be obtained through the contract travel agency.  The travel agent will verify cost to assure a discount.  Full size cars must be justified separately for transporting multiple passengers and luggage.  A remark authorizing use of full size car or van should be on travel order for the contract travel agent to reserve the vehicle.

(3) Field Office Employees.  Area/ Resident Engineers and O&M Cluster Managers may obtain rental vehicles to support TDY requirements for employees when the above conditions are met.  Requirements for continuing mission will not be provided for in this manner.

4. Statement of Vehicle Availability.

      a.  District Office Employees.  Dispatcher will be responsible for checking all sources for GA and issuing Form 1273-J for District Office employees when appropriate.

      b.  Field Office Employees.  Area Engineers and O&M Cluster/ Project              Managers are responsible for determining availability of GA for their employees for issuing Form 1273-J when appropriate.

      c.  Future Audits.  Individuals responsible for issuing Form 1273-J should be aware that audits will be made to verify that issuing the Form was proper.  Assure the records confirm that all vehicles at the location where the Form 1273-J was issued were in use on the date of non-availability.

5. Permissible Operating Distance (POD). ER 56-2-1 applicable to Civil Works and GSA Vehicles and AR 58-1 applicable to military vehicles established a POD guide for motor vehicle of 75 miles outside the immediate area of activity.  The POD of motor vehicles is established as 75 miles outside the activity IAW the guide suggested in the ER and AR.  Activity is defined as follows:

a. Civil Works Activity is defined as the area encompassed by the civil works boundary of CESWD.

b. Military Construction Activity is defined as the area encompassed by the Military Construction boundary of CESWD.

6.  Actual Expense Allowances (AEA).    Effective 26 March 1997, authority for approval of 150 percent of the daily maximum per diem rate was delegated to Travel Approving Officials.  Effective 1 May 1997, authority for approval of 300 percent of the daily maximum per diem rate was delegated to General Officers/ SES for their own travel and the travel of their personnel.  Full justification for all AEA’s is required and must be contained with the travel documents for audit purposes.  

APPENDIX E

CONTRACTOR EMPLOYEE TRAVEL

1. Invitational travel orders may be issued to individuals who are not Federal Government employees or members of the uniformed services.  Employees from other Government agencies who travel/perform work for USACE should not be issued TDY travel orders.

2. Invitational travel orders will be prepared in CEFMS using the travel module.  The travel approving official will be the division/office chief.

3. Travel allowances authorized for individuals traveling under invitational orders are limited to those normally authorized for employees in connection with TDY.  An advance of funds is not allowed for persons traveling under invitational travel orders.

APPENDIX F

FOREIGN TRAVEL

1. All requests for foreign travel will be submitted on ENG Form 4960-R, Request for Approval of Foreign Travel, (see Figure C-1) for military and civilian personnel.  Request will be forwarded through CESWD-LO for review.  Annotate in upper right hand corner the travel order number for this travel request.

2. A country, theater and/or special area clearance is required for travel OCONUS except as otherwise indicated in the Foreign travel Guide, DOD 4500.54-G, on file with the clearance manager in CESWD-LO.

3. Division/ Office chiefs will ensure that the security officer is notified at least 15 days prior to commencement of travel to permit adequate scheduling of briefings as may be necessary.

4. Travelers will submit requests for clearance to the clearance manager (CESWD-LO) on DA Form 2374-R, Notification of foreign Visits.  Sample format for preparation of DA Form 2374-R is shown in Figure C-s.

a. The official designated as the travel clearance manager will:

(1)  Obtain and keep current the Department of Defense Foreign\Clearance Guide (FCG).

(2)  Ensure that personnel applying for OCONUS travel meet all clearance requirements of the FCG, AR’s that apply, and local policies.

(3)  Request authority to obtain clearance from HQ USACE CELD-TT, NLT 45 days prior to departure.  Approval must be requested in writing, preferably via Email.  The request will include:

           (a)  Name, grade and social security number of traveler (s).

                 (b)  Details of visit (purpose). 

                 (c)  Itinerary (to include date, city and country to be visited).

APPENDIX G 

USE OF GOVERNMENT QUARTERS

1.  Civilian Employees.    Government quarters when available are to be used when performing TDY at a recognized military post, camp, station, base or depot owned or operated by the U. S. Government.

a. Although an employee may not be required to utilize Government quarters when adequate Government quarters are available, reimbursement to the traveler or the lodging portion of per diem may not exceed the charge, which would have resulted from occupying Bachelor Officers Quarters (BOQs), Visiting Officers Quarters (VOQs), or other Government quarters.  The only exceptions to this limitation/requirements are as follows:

(1) The ordering approving authority issues a statement that the use of 

Government quarters at the TDY station would adversely affect mission 

performance (see Figure G-1).

(2) The billeting office at the TDY point issues a conformation number 

stating that quarters are not available.

(3) Civilian employees in the Senior Executive Service may state use of 

Government quarters is not considered to be in the best interest of the 

Government.

b. A traveler having orders to proceed to Fort Sam Houston, for example, would need to see if quarters are available.  This needs to be determined in advance.  If quarters are not available, the travel order or voucher must document the nonavailability (by confirmation number, if provided by the service in it’s registration process; otherwise, the member will note the date the attempt to acquire reservations was made and contacted).  The approving official then will authorize or approve commercial lodging.   Documentation of nonavailability on the order or voucher is required to support reimbursement of a commercial lodging expense.

c. In the absence of a confirmation number, it shall be assumed that adequate quarters were available on any day for which the employee failed to obtain and submit a statement of non –availability.  Exception is where no Government quarter’s facilities are operated by the installation.

d. Minimum accommodations within the scope of “adequate” Government quarters are considered to be comparable to commercial accommodations in the area.  In the absence of quarters meeting this criteria, civilian employees may occupy other available Government quarters on a voluntary basis.

e. For all travel to a military installation, travel orders will include in the remarks block one of the following comments:

(1) Government quarters are to be utilized if available.

(2) Use of Government quarters would adversely affect performance of the assigned mission.  Supporting memorandum, Form 1239-J should be on file.

(3) For civilian employees at the SES level a statement that the use of existing Government quarters is not considered in the best interest of the Government.

(4) Government quarters have been determined inadequate or unavailable.  Supporting documentation must be maintained on file.

f. A statement by the employee as to the utilization, as distinguished from availability, for Government quarters shall support payment of per diem allowances.  The statements will be shown on the travel voucher as appropriate, and will show the date’s quarters were not used whether or not the employee was required to pay service charges in connection with occupancy of such quarters.

g. When meals are taken in a Government mess, a deduction will be made from the per diem for the day in all cases as prescribed in JFTR.

h. Definitions:

(1) Government Mess.  Any of the following, provided it is utilized by the employee concerned, even though a charge is assessed therefore:

(a) Any general or service organizational mess;

(b)  Any Army or Air Force Officers or student officers field 

 mess;

(c) A Navy, Marine Corps, Coast Guard Officers closed mess; or an officers wardroom mess or warrant officers and chief petty officers mess afloat;    

(d)  Box Lunches.  In flight meals or rations furnished by the Government on military aircraft.  In flight meals purchased at the employee’s option prior to boarding a military aircraft, for consumption aboard such aircraft, are not considered to be meals furnished by a Government mess.  Meals furnished by commercial carriers on a courtesy basis are not considered to be meals furnished by a Government mess.

(2) Government Quarters.  Sleeping accommodations in a facility (other than a mode of transportation) operated under U. S. Government control or supervision, or furnished by a foreign government under agreement or on a complimentary basis in behalf of U. S. Government or furnished by a Government contractor under the terms of a contract or on a complimentary basis.  Government quarters, include guest house, officers clubs, operations hotels, BOQs, VOQs or similar facilities located at military activity, quarters in a state owned national guard camp, sleeping facilities in a national guard armory, quarters aboard a Corps of Engineers floating plant and a Navy mine defense laboratory offshore platform.  Also, included are family type quarters owned or leased by the U. S. Government, whether occupied as a guest or as principal.  Standards of adequacy are prescribed by the Office of the Secretary of Defense and implemented by appropriate regulations of the service concerned.

4. Military Members.  Requirements and effect of utilizing Government quarters and/or Government messing facilities remain a heretofore and are consistent with the changed requirements as cited herein for civilian employees.  Military members at Grade 07 and above may state, when appropriate, that use of Government quarters is not considered to be in the best interest of the Government.

APPENDIX H

LOCAL TRANSPORTATION USED FOR OFFICIAL BUSINESS

1.  The approving official for local and TDY travel will be responsible for arranging the most advantageous travel for the government.  A travel approving official is generally a person having full knowledge of the purpose and requirements of a travel mission.  This official is responsible for initiating a request for travel to include allowances, period of travel and assignment, place of temporary duty, itinerary, mode of transportation, and administrative conditions and limitations.

2. Local Travel.

a. Travel of 12 or Fewer Hours (12- Hour Rule).  A per diem allowance shall not be allowed when the official travel period is 12 or fewer hours.  This rule also applies to permanent duty travel.  For TDY travel, the prohibition applies if the total time en route and duty period from the time of departure until the time of return to the PDS is 12 or fewer hours.

b. Automotive Travel.  When an automobile is the appropriate mode of  travel, a GA will be used to accomplish the mission, or a PA authorized if it is clearly more advantageous to the Government.

c. Use of PA (more advantageous to Government).

(1) Travel to and from Transportation Terminals.  It is the policy of CESWD to not make GA’s available for transportation to and from airport, bus, and train terminal; therefore, use of PA for travel is determined to be more advantageous to the Government.  If employees elect to use PA in lieu of public transportation ( taxicab, air porters or other scheduled services), reimbursement will be made at the rate specified in the JFTR not to exceed common carrier cost.

(2) Travel to and from Transportation Terminals.  It is the policy of CESWD that GA’s will normally not be dispatched for employees to travel to and from training sites remote from their duty stations; therefore, use of PA for this travel is determined to be more advantageous to the Government.  If employees elect to use PA in lieu of commercial transportation, reimbursement will be made at a rate specified in the JFTR.                                                                                                                   

(3) Other Travel where PA is more advantageous to the Government.  When the cost of local PA travel compared to other modes of transportation shows, it is more advantageous it may be authorized.  A cost analysis will be prepared and approved by a travel approving official and maintained on file.  Reimbursement will be made at a rate specified in the JFTR.

APPENDIX I

COMMERCIAL RENTAL AND AIR CHARTER SERVICE
1. Hiring of an aircraft by a member of the DOD  for a single flight between two or more points may be accomplished only if approved by the Commander.  Arrangements for hiring the aircraft will be made by the District Transportation Officer.  The first choice will be military aircraft support from Fort Hood.  If Fort Hood cannot support the mission, arrangements will be made with a MTMC approved charter service.

2.   All requests for charter flights to carry passengers will contain a cost analysis comparing the charter flight with regular scheduled airline flight, savings of per diem, personnel costs, etc., and clearly explaining why use of a charter flight is most advantageous to the Government.

3.   The District Transportation Officer may authorize the use of rental aircraft for special purposes; e.g. , photograph or mapping.

APPENDIX J

TRAVEL OF DEPARTMENT OF THE ARMY OFFICIALS AND SPOUSES

Request for travel of spouses will be submitted to HQUSACE (CEPE-ZA) through Commander, CESWD.  Requests shall be submitted as soon as travel plans are known.  Requests will include specific information as to how the spouse will participate in official functions that historically have warranted spouse travel at Government expense.  Instances include but are not limited to those:

a. Where there is a clear indication that the function is a couple’s event.

b. When serving as a host or hostess for an official party.

c. When serving as an escort for congressional wives.

d. Traveling on a separate itinerary that complements the itinerary of the principal, e.g., visiting childcare centers, visiting quarters, and speaking to spouses concerning the military community.

APPENDIX K

FREQUENT FLYER MILES DO’S & DON’TS
Do’s

Keep miles, points, upgrades, etc. for personal use when earned while on official business travel funded by a Government agency, as long as there is no additional cost to the Government.  This applies to items received before, on or after 12/31/2001.

Keep payments from commercial carriers for voluntarily vacating a seat as long as no additional cost results- (per diem, extra night’s stay, etc.)

Keep payments from commercial carrier when baggage is lost or delayed, unless you intend to make a claim against the Government.

Arrive at the airport two hours before departure.

Contact Carlson Wagonlit if you have a frequent flyer number so they can put it in their system.

Take responsibility to insure that you receive credit for your frequent flyer miles.

Take responsibility for your own upgrades- Carlson Wagonlit will not handle this for you.

Keep a record of miles or promotional benefits as such benefits may be considered to be additional compensation and taxed accordingly.

Take responsibility for your upgrades or airline tickets for your frequent flyer miles.

Don’ts

Do not accept a carrier’s compensation for delayed or lost baggage as payment in full. This could cost you money; unless you are satisfied that everything is in order. See claims office prior to accepting compensation. 

Do not incur additional expenses to Government by voluntarily giving up your seat.

Do not use promotional items received for travel using funds other than those of your agency.

Do not keep compensation offered by carrier if denied seat is involuntary- this compensation belongs to the Government.  

Do not schedule travel in order to acquire frequent flyer miles or other promotional items- such as (unnecessary travel, scheduling meetings in more distant areas, or travel involving multiple legs).  Attempting to avoid using the contract carrier because of no frequent flyer account with that carrier violates the Joint Ethics Regulation, and, in some cases, may violate criminal conflicts of interest statutes. 

APPENDIX L

PASSPORT AND VISA REQUIREMENTS

Steps For Processing VISAS:

 

· Initiated by Emergency Management Office

· EM submits request for VISAS to LMO with the following information:

· Name, date of departure, destination, POC @ destination with phone number. (If there is a DSN number a commercial prefix must be provided)

· LMO, provides required info to IM (For preparation of Memo)

· IM, provides LMO with signed Memo

· LMO sends memo by Fax or mail to the appropriate sponsor for signature

· Sponsor signs and returns Memo to LMO

· LMO sends to Consulate for processing VISAS: Memo with original signature, passport, passport photo, Form 1056, VISA application and a SASE.

· Consulate mails to traveler: passport and VISAS. 

· NOTE:  45 days is normal Processing time

· 10-15 days for emergency reasons.

Steps for Applying for a Passport/Visa:

· Personnel requiring a Passport/Visa should apply immediately.  Personnel should not wait until Travel Orders are complete.

· Call LMO to make an appointment.

· A date and time will be determined for you to have your photo taken and the application filled out.   Please bring your driver’s license, a copy of your birth certificate (a certified copy with the embossed seal) and any previously issued passports).

· Paperwork will be processed, assembled and mailed to the Department of State for issuance. 

· It takes approximately 45-60 days for normal processing of a Passport/Visa however, in emergency situations they can be processed within 15 days providing an expedite letter signed by the Commander is attached.
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