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Travel Expenses 


 Major Glenn Rowley

Updated by 2nd Lt Karunesh Khanna, August 2002 

AUTHORITY: Public Law 105-264, Travel and Transportation Reform Act of 1998 (TTRA); Under Secretary of Defense (Comptroller) Memorandum, Implementation of the Travel Card Requirements Contained in the Travel and Transportation Reform Act of 1998 (TTRA) (18 Feb 00); Joint Federal Travel Regulation, Vol. I (military) and Joint Travel Regulation, Vol. II (civilian) (31 Dec 01); DoD 7000.14-R, DoD Financial Management Regulation, Vol. 9 (Sep 00); AFI 65-103, Temporary Duty Orders (23 Feb 01); 

REIMBURSEMENT

Travel expenses incurred for official travel are reimbursed by completing and submitting a Travel Voucher, DD Form 1351-2, to your servicing finance office. 

GOVERNMENT TRAVEL CARD 

Government travelers are issued Government Travel Cards (GTC) for use in connection with official travel.  The GTC is presently administered by Bank of America (BofA). Prior to issuing a GTC, BofA will perform a credit check.  BofA may recommend a restrict card be issued when the member is considered a credit risk or has no credit record.  Individuals that refuse a credit check will be issued a Restricted Card.  Standard GTCs have a charge limit of $5000 per billing cycle (consisting of a maximum of $4250 in travel expenses, $500 in ATM advances, and $250 in retail charges).  Restricted GTCs have a charge limit of $1250 per billing cycle (consisting of a maximum of $1000 in travel expenses, $200 in ATM advances, and $50 in retail charges).  Effective in May 2001, BofA is permitted to establish lower cash and credit line limits for both standard and restricted GTCs by amendment to individual GTC holders’ agreements.

GTC holders are required to use the card for all official travel expenses, including hotels, air fare (air fares may be charged to a central account instead of the members’ individual travel card) and rental cars.  Charges which are not required to be charged to the GTC are:  expenses incurred at a vendor that does not accept the GTC; all expenses covered by the “meals and incidentals” portion of the per diem allowance; laundry/dry cleaning expenses; parking expenses; local transportation system fares; taxi fares; tips; or telephone calls (when a government calling card is available for use in accordance with agency policy).  Exempted expenses incurred in connection with official travel may be paid using the GTC on a voluntary basis, or the member may use any of the following approved alternative payment methods:  cash; personal charge card; or travel advances.

RECORD KEEPING

Use of the GTC provides an excellent way to keep track of official travel expenses and to obtain authorized travel cash advances. The card holder remains personally liable for all charges on the card, and must always file a travel voucher to obtain reimbursement of official travel expenses. 

The traveler’s primary responsibility is to properly complete and submit the Travel Voucher to the servicing finance office as soon as possible, and to provide all necessary supporting documentation. Travel vouchers should be prepared and submitted within five workdays after completion of the official travel. The servicing finance office will issue payment by direct deposit or check. For many ANG bases, payment is usually handled through the nearest Operating Location (OpLoc) of the Defense Finance and Accounting Service (DFAS). 

REASONABLE EXPENSES

Travelers are reimbursed nearly all reasonable expenses incurred in connection with their official travel according to a complex set of schedules and charges by location. Per diem rates include lodging and meals and incidental expenses. Actual lodging expenses are paid for either government quarters or commercial hotel rates, up to the maximum set by the JFTR for the particular area.  Current maximum per diem room rates are available on-line at http://www.dtic.mil/perdiem.  The traveler also receives a meals and incidental expenses (M & IE) payment for each TDY day at a particular location. Different meals and incidentals rates are established for every TDY location, and vary according to whether the traveler is housed on-base or off-base. Per diem is designed to reasonably defray the costs for meals and incidental expenses during the trip. Members are required to use government billeting and mess, whenever available. Civilian employees are normally required to use government billeting when available but are not allowed to use the government mess. If government billeting is not available, members should obtain a statement of non-availability from the billeting office at the TDY location. 

VEHICLES

Travel by privately-owned vehicle (POV) is reimbursed at the rate of $.35 per mile as of 1 February 2001 for official miles traveled. (Rates are current as of February 2001, but be sure to check current rates). Rental of a car at the TDY location is reimbursed at the government rate, provided that the use of a rental car is specifically authorized by the travel orders.  If the travel orders as originally published did not authorize a rental car, and a car was rented, if the rental car is later found to have been necessary, the expense must be approved by the unit commander or designee before reimbursement will be made. Commercial transportation (buses and taxis) are reimbursable when used for official business; claims for such expenses over $25.00 must be accompanied by a receipt submitted with the travel voucher. 

TRAVEL VOUCHERS 

Travel vouchers must include the following supporting documents, as applicable: 

1. Two copies of all travel orders, including amendments; 

2. One copy of any Government Transportation Requests; 

3. Originals of all itemized hotel or billeting receipts; 

4. Originals of all rental car receipts, if authorized; 

5. One copy of a DD Form 1351-2 evidencing payment of advance travel payments, if any; and 

6. Originals of any receipts for reimbursable expenses exceeding $25.00, such as taxi receipts, registration fees, etc. 

7. Original receipts of all ATM withdrawals against the GTC.

The traveler must complete all pertinent provisions of the travel voucher, and submit it to the servicing finance office within five days of the conclusion of your trip. When in doubt, the traveler should provide receipts or other pertinent documentation. 

Intentionally filing a false claim or making false statements in a travel voucher may constitute one or more crimes punishable under the UCMJ, the state Code of Military Justice, or the United States Code, depending on the member’s status. Innocent mistakes or simple negligence only result in denial of payment. Intentional fraudulent acts may result in prosecution. Travel voucher fraud is often easily detected through a comprehensive audit process, and is vigorously prosecuted. Many active duty, Reserve, and Air National Guard members, officer and enlisted alike, have not only lost careers but also ended up with prison terms as the result of travel voucher fraud. 

MEDICAL EXPENSES 

If a member becomes ill while on official travel, he or she must seek treatment from the nearest active duty medical facility. If none is available, costs for treatment by a civilian treatment provider should be reimbursable upon submission of the proper documentation to the base clinic. 

Contact the servicing finance office with any questions concerning travel payments or entitlements. 

KWIK-NOTE: Ensure that members are aware that they must document their travel expenses. 
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