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Travel Fraud Indicators 2001

Internal Control Guide Over Travel Administration
General Travel Administration

Answer

____1.
Are local travel order and travel voucher processing policies and procedures in writing?

____
a.  Are they periodically reviewed by a knowledgeable person for compatibility with the 

· Joint Federal Travel Regulation (JTR), Volume 1, and 

· Joint Travel Regulation, Volume 2, and 

· - 
the various MTMC contracts?  

You may access these regulations and the MTMC travel guidance at:


http://www.dtic.mil/perdiem/trvlregs.html 



Uniformed Service Members should consult http://www.dtic.mil/perdiem/jftr.html, 



DoD Civilians should consult http://www.dtic.mil/perdiem/jtr.html 


http://www.dlaps.hq.dla.mil/dlah/h5000.1.htm 


http://baileys-mtmcwww.army.mil/travel/default.htm 

Travel claim cases of government employees denied by an agency may be appealed to GSBCA, see http://www.gsbca.gsa.gov/RERules.htm and http://www.gsbca.gsa.gov/decisns.htm 

Travel claim cases by contract support employees may possibly be claimable under the Contract Disputes Act.  See http://www.gsbca.gsa.gov/travel/t1563302.txt 


Board of Contract Appeals General Services Administration Washington, D.C. 20405, August 2, 2001.

____
b.     Are these local policies readily accessible to all employees, supervisors, and managers?

____
c.     Are these local policies periodically revised to reflect changes in regulations and policies?

____
d.     Are local policy revisions dated, numbered, distributed, filed and logged to assure currency?

____
a.     Do managers and supervisors periodically brief their employees on current policies and procedures?

____2.
When authorizing travel orders or reviewing travel claims, do managers and supervisors make a determination that:

____
a.
The trip points visited, and itineraries are essential to agency missions and cannot be handled by video teleconference, mail, email, telephone or facsimile machine?

____
b.
The traveler has no ulterior motive in selecting the mode of transportation and/or site selection in conflict with the agency’s mission?  In other words, the travel site or mode of transportation has not been picked based on personal preference of the traveler as opposed to needs to the agency to complete its mission.  

____
c.
The proposed trip cannot be consolidated with another trip either now or in the future?

____
d.
The most economical and cost effective itinerary and modes of travel and fare are used, and comparisons between modes of transportation are documented?

____
e.
If the travel is by air, has the traveler used the city pair carriers under the MTMC travel contract?  This contract may be accessed at:


http://www.mtmc.army.mil/travel/ccp/default.htm and 


http://www.fss.gsa.gov/citypairs/faq.cfm 


 See Additional Airport Security Measures (Post September 11, 2001) at: 


http://www.fss.gsa.gov/citypairs/advisory.cfm  


Further guidance may be found at JTR par. C2002 CITY-PAIR PROGRAM accessible at:


http://www.dtic.mil/perdiem/jtr/jtr-c2.txt 

____3.
Are travel vouchers periodically audited by:

____
a.
The internal auditors?

____
b.
Other independent and objective personnel?

____4.
Are employees provided appropriate training or reference material on:

Answer

____
a.
The travel policies and procedures?

____
b.
How to prepare travel documentation?

____
c.
Allowable costs in a travel claim?

____
d.
Punitive action or administrative adverse action for false on erroneous claims?

____
e.
Where and how to obtain information on travel questions?

____5.
Are blanket travel authorizations issued only in limited circumstances when necessary to meet mission requirements? (See JTR Vol 2, par. C3052):


http://www.dtic.mil/perdiem/jtr/jtr-c3.txt 

____6.
When issued, are blanket travel authorizations limited to a specified period of time in the same fiscal year and a stated geographical area? (See JTR Vol 2, par. C3052)

____7.
Have travelers been instructed to use the following economy airfares.

____
a.
Excursions and other individual special fares?

____
b.
Group fares?


See http://www.mtmc.army.mil/travel/carair/default.htm
____8.
Is the use of Government-owned autos prohibited for other than official business? (See JTR Vol 2, par. C2050) accessible at:


http://www.dtic.mil/perdiem/jtr/jtr-c2.txt 

See also DLA Guidance on Use of GOVs and POVs on TDY travel.  
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____9.
When more than one person is traveling to the same location, is more than one person actually needed?

___10.
Are lists of government quarters with telephone numbers made available to travelers?

___11.
Are trip reports prepared within 5 days of completion of travel? (DESCR 5020.2 “Trip Reports“ dated 30 April 1998) which is embedded in this document at the icon below.  
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Travel Order Processing

Answer

___13.
Are travel orders prepared for all travel other than local travel? (See JTR Vol 2. par. C3050) accessible at:


http://www.dtic.mil/perdiem/jtr/jtr-c3.txt
___14.
Are transportation arrangements made by a Contracted Commercial Travel Office (CTO) or designated travel office rather than by the traveler? (See JTR Vol 2, Appendix O “Temporary Duty (TDY) Travel Entitlements,” par. T4020B) accessible at:  http://www.dtic.mil/perdiem/jtr/jtr-ao.txt 

___15.
Is first class travel (usually prohibited), requiring the justification to be approved by the appropriate level of authority in those rare cases when permitted? (See JTR Vol 2, par. C2204-A4) accessible at:


http://www.dtic.mil/perdiem/jtr/jtr-c2.txt 

___16.
If premium-class other than first class travel is requested, have the stringent conditions spelled out in See JTR par. T4060

a. If all required authorizations for premium travel have not been met, has the travel reimbursement been disallowed and the traveler held liable for all additional costs resulting from the premium class travel accommodations in accordance with JTR, Appendix U, par. 3125-B5 (b)?


b. Did the traveler plan for the travel in sufficient time to endeavor to plan for rest stops en route in lieu of seeking premium travel arrangements?  

___17.
Does the travel order (TO) contain the required remarks in the Remarks section of the travel order or incorporated elsewhere in the TO or attached to the TO or the ticket or transportation request issued to the traveler per par. U3150-B, Item 16:


“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.”  

___18.
Are contract rental autos used in lieu of commercial rental autos whenever possible? (See JTR Vol 2. par. C2101-B)  


http://www.dtic.mil/perdiem/jtr/jtr-c2.txt 


http://www.mtmc.army.mil/travel/car/default.htm 


http://www.mtmc.army.mil/travel/car/agree.PDF 

___19.
Are government-owned autos used in lieu of private autos when available? (See JTR Vol 2, par. C2050)


http://www.dtic.mil/perdiem/jtr/jtr-c2.txt 

___20.
When a private auto is used in lieu of a common carrier is the claim limited to constructive common carrier cost? (See JTR Vol 2 C4661) accessible at: 


http://www.dtic.mil/perdiem/jtr/jtr-c4.txt

a.
But see Also DESC Travel Advisory: 
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___
b.
Is the cost comparison shown to support the voucher?

___21.
Is the use of taxis to and from carrier terminals discouraged when less expensive modes of transportation are available, such a shuttles? (See JTR Vol 2, par. C2101)


http://www.dtic.mil/perdiem/jtr/jtr-c2.txt
___22.
Are U.S. flag air carriers used when available for overseas travel? (See JTR Vol 2, par. C2204 and 2206-D)

___23.
Are government quarters used, when practicable, available and their use would not adversely affect mission accomplishment, in lieu of commercial lodging? (See JTR Vol, par. 2 C1055) accessible at: 


http://www.dtic.mil/perdiem/jtr/jtr-c1.txt 

___24.
Are statements of non-availability of Government lodging required if such lodging is not used? (See JTR Vol 2. par. C1055)

___25.
Do supervisors know where the traveler is supposed to travel and where the traveler actually traveled?  If the itinerary is changed, is the supervisor informed on a timely basis?

___26.
When individuals make their own travel arrangements, are cost comparisons done and documented?

___27.
Is order certification proper?

___28.
Are travel orders amended when needed?  (See JTR Vol 2. par. C3053) accessible at:


http://www.dtic.mil/perdiem/jtr/jtr-c3.txt 

___29.
Do travel orders contain the language the most economical rental car should be used?  Is the traveler using the MTMC rental car agreement?  This agreement may be accessed at:


http://www.mtmc.army.mil/travel/car/agree.PDF 

___30
 Is the size vehicle appropriate for the number of Government travelers?  If the traveler is taking family members, does the traveler have command permission and if the traveler uses a larger vehicle than the traveler would if traveling alone, is the traveler paying the difference between the cost of the most economical car and the car the traveler rented?  
[image: image4.wmf]"Travel Car 

Usage.PDF"


___31.
Are travel claims and orders prepared in accordance with the guidance in DoD Financial Management Regulation, Volume 9, Chapter 2 and JFTR/JTR Appendix O, T4000?  These are accessible at: 


http://www.dtic.mil/comptroller/fmr/09/09_02.pdf 


http://www.dtic.mil/perdiem/jtr/jtr-ao.txt
___32.
Before travel claims are submitted for payment are they: 

___
a.
Reviewed by the responsible supervisor to ensure trip taken was one authorized?

___
b.
Reviewed by the responsible supervisor and independently verified for mathematical accuracy?

___
c.
Screened for ambiguities, conflict, peculiarities, reasonableness, and allowability?

___33.
Are the reviewed vouchers signed or initialed by supervisors providing an audit trail (evidence) of supervisory review?

___34.
Do travel vouchers reflect the times that travelers took annual and sick leave while performing travel?  See JTR Appendix O, par. T4060 B1e “Authorizing Official's Responsibilities” accessible at:


http://www.dtic.mil/perdiem/jtr/jtr-ao.txt 

___35.
Are receipts required generally for allowable cash expenses over a predetermined amount (e.g., $25) for unusual items, or for all expenses, if deemed necessary? (See JTR Vol 2, par. C4700)

___36
Is the traveler able to provide copies of receipts or signed statement of missing receipts to the authorizing official or certifying official upon request in accordance with DoD Financial Management Regulation, Volume 9, Chapter 2, 020204B accessible at:  http://www.dtic.mil/comptroller/fmr/09/09_02.pdf 


Note that the DoD Financial Management Regulation, Volume 9, paragraph 200402A requires travelers to retain receipts for all lodging expenses and receipts in excess of $75.00 or more in accordance with requirements of the Internal Revenue Service and to furnish copies of receipts or signed statement of missing receipts to the authorizing and reviewing officials upon request.  The traveler is also liable for any false or fraudulent written or oral statement under the False Claims Act (18 USC § 1001 and 31 U.S.C. 3729).  A violation of the criminal statute may subject the traveler to imprisonment and fine and under the Civil False Claims Act the traveler is liable for an amount of three times the value of the entire claim (not just the false portions thereof) and civil penalties of $5,500 to $11,000 for each submission of a false or fraudulent claim.  The violations may also subject the traveler to adverse action and or punitive action by the agency.  


See DoD Financial Management Regulation, Vol 5, par. 25001 and 25002, 250202, ET. Seq. accessible at http://www.dtic.mil/comptroller/fmr/05/05_25.pdf

___37.
Do travelers claim $0 for lodging costs when they lodge with friends or relatives? (See JTR Vol 2 C4555-B3) accessible at:


http://www.dtic.mil/perdiem/jtr/jtr-c4.txt 

___38. If an employee assigned to duty in, or on official travel to, a foreign area as defined in 41 CFR 301-7.3(c) accepted food, refreshments or entertainment in the course of a breakfast, luncheon, dinner or other meeting or event provided, was this amount deducted from the claim for per diem and noted in the remarks section of the employee’s travel voucher?  See 5 CFR 2635.204(i) accessible at:


http://www.afmc-pub.wpafb.af.mil/HQ-AFMC/JA/lo/lojaf/ethics/ogeregs/2635-b.htm 


The reviewer of the voucher needs to ensure that the traveler met the four criteria for acceptance of these gifts and that the voucher is correctly annotated. See embedded document for 4 criteria:   
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___39.
Is an individual assigned responsibility for identifying unusual or questionable claims?

___40.
Is the most cost effective method to/from airports used?

___41.
Is the most economical parking used?

___42.
Do supervisors know what material and the weight of such materials (excess baggage) required to be carried to assess the propriety of claimed costs?


See generally http://www.dtic.mil/perdiem/jtr/jtr-c2.txt and specifically JTR par. C2300 and C2309.  

___43.
Are only authorized telephone calls and fax charges claimed as expenses and justified to the supervisor?


See Government Standards of Conduct, 5 CFR 2635.704 accessible at:


http://www.afmc-pub.wpafb.af.mil/HQ-AFMC/JA/lo/lojaf/ethics/ogeregs/5cfr2635.htm 


DOD 5500.7-R DoD Joint Ethics Regulation, Paragraph 2‑301.”Use of Federal Government Resources” accessible at: 


http://www.defenselink.mil/dodgc/defense_ethics/ethics_regulation/index.html 


JTR. Par. C4601-A-6 accessible at: http://www.dtic.mil/perdiem/jtr/jtr-c4.txt 
___44.
When using Government quarters on ships, is the cost of lodging claimed? (See JTR Vol 2, par. C4558) accessible at:  http://www.dtic.mil/perdiem/jtr/jtr-c4.txt 

___45.
Do supervisors certify long-distance telephone calls as official on a monthly basis whether charged locally to office phone or on individual credit card billings?  Are these charges challenged and justified?

___46.
Are credit telephone calls certified by individuals and approved as official by supervisors?

___47.  If cell phones are used, do supervisors challenge cell phone calls that could have been made using land-based lines when there was no barrier to using cheaper communications?  

___49.
If the traveler is a contract support employee, have appropriate provisions been made to ensure compliance with fiscal law limitations, such as, restrictions on using government travel contracts and reimbursement for refreshment or other food items?  

___
a.  Has the government official directing the travel of government contract support employees reviewed the contract support contract or coordinated with the cognizant contracting officer to ensure that the contract under which the support is being provided has appropriate contract clauses covering employee travel on behalf of the Government and to ensure contract compliance?  Or does the contract provide that the contractor must fund the travel and any expenses thereto?

___
b.  If the travel is necessary to complete the Government mission and within the scope of contract coverage, is the traveler complying with DoD travel regulations and guidance for contract support employee travel?  For instance, if both Government employees and contract support employees are traveling for the same purpose, they may not be able to take advantage of the identical modes of travel, special discounts, etc.  

___
c.  If no contract coverage exists for travel, would the regulations allow for the issuance of invitational travel orders and have all the requirements been met for issuance?  

___
d.  If the contract support employee traveler violates the terms of the contract with respect to coverage on travel on behalf of the Government or fails to adhere to guidance on issuance of invitational travel orders, has the government official directing the travel notified the contracting officer of the salient facts?  

      Separation of Duties Matrix for Travel
      Duty







Individual Responsible








For Performing the Duty
1. Reviews travel policies and 

procedures
.









2. Initiates travel orders.









3. Approves travel orders.









4. Authorizes travel orders.









5. Approves transportation arrangements.







6. Authorized travel advances.








7. Reviews outstanding advances.








8. Reviews travel claims (vouchers).







9. Processes travel claims.









10. Pays travel claims.









11. Accounts for travel payments.








12. Approves travel vouchers.








13. Audits travel vouchers.









14. Posts travel transactions to the general ledger.






15. Other significant duties not presented 


above.  Describe









Indicators of Irregularities Related to Travel Claims

1.  Claims for fuel for rental car when rental car expense is not claimed and not authorized.

2.  Claims for taxi fares over a determined amount, but no receipt provided.

3.  Lodging receipts with apparent modification/alterations (e.g., changing the number of persons that occupied a room and/or the cost).

4.  Bogus receipts – photocopies of original receipts with the cost itemization sections erased/blocked out and retyping fictitious cost data.

5. Restaurant receipts altered to appear as lodging receipts.

6. Submitting bogus gas receipts – obtaining blank receipts and filling it out, receipt numbers do not correspond when appropriate; receipt numbers do correspond when not appropriate, receipts are not marked/stamped as paid, gasoline claims are not reasonable for miles driven (shown on rental car receipt, government vehicle log, known itinerary), and/or known cost per gallon data.)

7. Traveler did not have use of a vehicle (rental, private and/or government-owned), did travel to a contractor site, but did not claim commercial expense (taxi, bus, rail, etc) – suggests possible conflict of interest – acceptance of transportation from contractor personnel.

8. Travel documents of individuals traveling together contain duplicate expenses (e.g., taxi, parking, gasoline).

9. Typewriter/data processing fonts match although the receipts are from diverse enterprises.

10. White-outs without notation as to circumstances and/or initials of enterprises representative and/or traveler.

11. Claiming reimbursement for long-distance calls when receipt not provided and/or voucher does not show date of call, amount paid for each call, points between which the conversation was held and statement that the calls were for official business.

12.
Claim for rental car expense when Government vehicle available/used.

13.
Claim for lodging does not reflect the same amounts for lodging when the same accommodations were used on different days.

14.
Claim included lodging receipts on “stationery store” receipt forms.

15.
Claim included car rental receipts that show dates of usage inconsistent with other travel documents.

16.
Lodging receipts of the same hotel are completed in a diverse manner (e.g., computerized/data processed versus typewriter versus handwritten).

17. Dates on receipts do not correspond with dates of travel on travel order and/or voucher.

18.  Traveler says he paid cash but has no receipts for cash paid.  

19.  Traveler used his frequent flyer miles accrued by virtue of Government travel to upgrade to first class or premium accommodations and there are no extenuating circumstances that make such travel acceptable under extant regulations and guidance.  

20.  Traveler is contractor support employee but used MTMC travel contract to travel.

21.  Contract provides that contractor support employees will use a specific means of travel but the contractor employee makes travel arrangements that fall beyond the scope of the contract and submits a claim for travel.  
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IN REPLY
REFERTO

DEFENSE LOGISTICS AGENCY
HEADQUARTERS
8725 JOHN .J. KINGMAN ROAD, SUITE 2533
FORT BELVOIR, VIRGINIA 220680-6221

DSS-B

MEMORANDUM FOR DLA CORPORATE BOARD
COMMANDERS, PRIMARY LEVEL FIELD ACTIVITIES

SUBJECT: DLA Policy on the Usage of Government-Owned Vehicles and Privately-
Owned Vehicles for Temporary Duty Travel

In response to numerous inquiries concerning the usage of Government-Owned
Vehicles (GOV) and the reimbursement for using Privately-Owned Vehicles (POV)
while performing Temporary Duty Travel (TDY), the following information is
provided and only apply to cars and trucks:

POV used instead of the Motor Pool GOV reimbursement at 28.5 cents per mile;
POV used instead of the assigned GOV reimbursement at 10.5 cents per mile;
POV used because it is advantageous to the Government, reimbursement at

34.5 cents per mile; and
POV instead of sharing a GOV going to the same site....No Reimbursement.

Air transportation is the main travel mode for TDY; however, a GOV is the first

resource when an automobile is required to perform TDY locally or within commuting

distance of an employee’s permanent duty station. If a GOV is unavailable, the second
resource is to travel via Special Conveyance (a commercial rental vehicle under the
Government agreement). Travelers may not be told to use their POV to perform official
TDY. Use of a GOV or Special Conveyance is limited to official purposes including
transportation to and from duty sites, hotel, dining, drugstores, places of worship, health
clubs, and similar places required for the traveler’s subsistence.

To assign a GOV to an employee (to be used only by that employee) the travel
approving official must obtain a commitment in writing from those employees who are
expected to perform extensive travel by GOV. The written commitment must indicate
whether the employee intends to use a GOV or a POV. The commitment must be for
sufficient lengths of time to warrant arranging for a Government Vehicle. Generally, an
employee who commits to using a GOV must not be authorized mileage reimbursement
for POV use instead of using the GOV however, if an employee occasionally uses the
POV when a GOV is available, mileage reimbursement will be limited to $0.105.

i
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POV may be used when a GOV is unavailable or its use would interfere with official
business. Travelers are reminded that if they use a POV, they will only be reimbursed for
official mileage and other transportation expenses (tolls and parking). Travelers will not
be reimbursed separately for insurance expenses or normal maintenance items. Mileage
is determined using the distance from the Defense Table of Official Distance (DTOD)
publication. The DTOD is the Department of Defense official and only source for
worldwide distance information.

The employee shall use the method of transportation authorized as most advantageous
to the Government. Personal preference or inconvenience is not a basis for authorizing
other methods of transportation instead of a Government Vehicle. When approved by
DLA Support Services Corporate Installations Office (DSS-I), the motor pool vehicles
may be replaced by commercial rental vehicles as long as the rental vehicles are under
the Government (Military Transportation Management Command) agreement.

The mode and type of vehicle authorized must be on travel orders. Any additional
cost resulting from the use of a method of transportation not specifically authorized is the
employee’s responsibility.

Please disseminate this information to all DLA employees. If you need further
clarification please call Ms. Deborah Beckner at (703) 767-3622, DSN 427-3622, or
e-mail deborah_beckner@hgq.dla.mil. For more information please refer to DLA’s travel

web page www.dla.mil/dss/travel.
d Z(Mf 4//&?

RICHARD J. CONNE
Director
DLA Support Serv1ces
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http://www.afmc-pub.wpafb.af.mil/HQ-AFMC/JA/lo/lojaf/ethics/ogeregs/2635-b.htm

Sec. 2635.204 Exceptions.


    The prohibitions set forth in Sec. 2635.202(a) do not apply to a gift accepted under the


circumstances described in paragraphs (a) through (l) of this section, and an employee's acceptance of


a gift in accordance with one of those paragraphs will be deemed not to violate the principles set forth


in Sec. 2635.101(b), including appearances. Even though acceptance of a gift may be permitted by


one of the exceptions contained in paragraphs (a) through (l) of this section, it is never inappropriate


and frequently prudent for an employee to decline a gift offered by a prohibited source or because of


his official position.


…


    (i) Meals, refreshments and entertainment in foreign areas. An employee assigned to duty in, or on


official travel to, a foreign area as defined in 41 CFR 301-7.3(c) may accept food, refreshments or


entertainment in the course of a breakfast, luncheon, dinner or other meeting or event provided:


    (1) The market value in the foreign area of the food, refreshments or entertainment provided at the


meeting or event, as converted to U.S. dollars, does not exceed the per diem rate for the foreign area


specified in the U.S. Department of State's Maximum Per Diem Allowances for Foreign Areas, Per


Diem Supplement Section 925 to the Standardized Regulations (GC,FA) available from the


Superintendent of Documents, U.S. Government Printing Office, Washington, DC 20402;


    (2) There is participation in the meeting or event by non-U.S. citizens or by representatives of


foreign governments or other foreign entities;


    (3) Attendance at the meeting or event is part of the employee's official duties to obtain information,


disseminate information, promote the export of U.S. goods and services, represent the United States


or otherwise further programs or operations of the agency or the U.S. mission in the foreign area; and


    (4) The gift of meals, refreshments or entertainment is from a person other than a foreign


government as defined in 5 U.S.C. 7342(a)(2).


    Example 1: A number of local businessmen in a developing country are anxious for a U.S. company


to locate a manufacturing facility in their province. An official of the Overseas Private Investment


Corporation may accompany the visiting vice president of the U.S. company to a dinner meeting


hosted by the businessmen at a province restaurant where the market value of the food and


refreshments does not exceed the per diem rate for that country.


In those cases where DoD personnel meet with contractor representatives where those representatives are also members of the foreign Government, personnel need to recall that they are treated as contractor representatives when interacting with DoD personnel in that context.  


The DOD Joint Ethics Regulations defines a defense contractor in paragraph 1-207,


1-207. Defense Contractor.  Any individual, firm, corporation, partnership, association, or other legal non-Federal entity that enters into a contract directly with DoD or a DoD Component to furnish services, supplies, or both, including construction.  Subcontractors are excluded unless they are separate legal non-Federal entities that contract directly with DoD or a DoD Component in their own names.  Foreign governments or representatives of foreign governments that are engaged in selling to DoD or a DoD Component are defense contractors when acting in that context.
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IN REPLY
REFERTO

DEFENSE LOGISTICS AGENCY
HEADQUARTERS
8725 JOHN .J. KINGMAN ROAD, SUITE 2533
FORT BELVOIR, VIRGINIA 220680-6221

DSS-B

MEMORANDUM FOR DLA CORPORATE BOARD
COMMANDERS, PRIMARY LEVEL FIELD ACTIVITIES

SUBJECT: DLA Policy on the Usage of Government-Owned Vehicles and Privately-
Owned Vehicles for Temporary Duty Travel

In response to numerous inquiries concerning the usage of Government-Owned
Vehicles (GOV) and the reimbursement for using Privately-Owned Vehicles (POV)
while performing Temporary Duty Travel (TDY), the following information is
provided and only apply to cars and trucks:

POV used instead of the Motor Pool GOV reimbursement at 28.5 cents per mile;
POV used instead of the assigned GOV reimbursement at 10.5 cents per mile;
POV used because it is advantageous to the Government, reimbursement at

34.5 cents per mile; and
POV instead of sharing a GOV going to the same site....No Reimbursement.

Air transportation is the main travel mode for TDY; however, a GOV is the first

resource when an automobile is required to perform TDY locally or within commuting

distance of an employee’s permanent duty station. If a GOV is unavailable, the second
resource is to travel via Special Conveyance (a commercial rental vehicle under the
Government agreement). Travelers may not be told to use their POV to perform official
TDY. Use of a GOV or Special Conveyance is limited to official purposes including
transportation to and from duty sites, hotel, dining, drugstores, places of worship, health
clubs, and similar places required for the traveler’s subsistence.

To assign a GOV to an employee (to be used only by that employee) the travel
approving official must obtain a commitment in writing from those employees who are
expected to perform extensive travel by GOV. The written commitment must indicate
whether the employee intends to use a GOV or a POV. The commitment must be for
sufficient lengths of time to warrant arranging for a Government Vehicle. Generally, an
employee who commits to using a GOV must not be authorized mileage reimbursement
for POV use instead of using the GOV however, if an employee occasionally uses the
POV when a GOV is available, mileage reimbursement will be limited to $0.105.
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POV may be used when a GOV is unavailable or its use would interfere with official
business. Travelers are reminded that if they use a POV, they will only be reimbursed for
official mileage and other transportation expenses (tolls and parking). Travelers will not
be reimbursed separately for insurance expenses or normal maintenance items. Mileage
is determined using the distance from the Defense Table of Official Distance (DTOD)
publication. The DTOD is the Department of Defense official and only source for
worldwide distance information.

The employee shall use the method of transportation authorized as most advantageous
to the Government. Personal preference or inconvenience is not a basis for authorizing
other methods of transportation instead of a Government Vehicle. When approved by
DLA Support Services Corporate Installations Office (DSS-I), the motor pool vehicles
may be replaced by commercial rental vehicles as long as the rental vehicles are under
the Government (Military Transportation Management Command) agreement.

The mode and type of vehicle authorized must be on travel orders. Any additional
cost resulting from the use of a method of transportation not specifically authorized is the
employee’s responsibility.

Please disseminate this information to all DLA employees. If you need further
clarification please call Ms. Deborah Beckner at (703) 767-3622, DSN 427-3622, or
e-mail deborah_beckner@hgq.dla.mil. For more information please refer to DLA’s travel

web page www.dla.mil/dss/travel.
d Z(Mf 4//&?

RICHARD J. CONNE
Director
DLA Support Serv1ces
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DEFENSE LOGISTICS AGENCY

DEFENSE ENERGY SUPPORT CENTER
8725 JOHN J. KINGMAN RCAD, SUITE 4950
FT. BELVUIR, VA Z22000-b2Z2

NCFEATO

DESCR 5020.2
DESC-DE
30 April 1008

DESC REGULATION
NO. 5020.2

TRIP REPORTS
(Supplementation is prohibited.)

A. REFERENCES
1. DLAR 5000.1, Travel, and DESC Supplement 1 thereto.

B. PURPOSE. To establish policy, assign responsibilities, and prescribe procedures

for preparation of trip reports required in connection with official travel by DESC
personnel. This DESCR is applicable to all elements of DESC.

C. POLICY.

1. Trip reports will be used as the official means of informing the DESC
Commander/Deputy Commander (DESC-D/DD) of:

a. The results of the trip

b. Commitments made

c. Followup action required
2. Trip reports will be prepared for all official travel taken. Information on routine
matters may be reported in the CBU’s Weekly Activity Report.
3. When several persons travel together for the same purpose, only one trip report
is required. The Director/Office Chief/DFR Commander will designate one
individual responsible for preparing the report. Each traveler will provide input to
that individual for the consolidated report.
4. When several persons travel together, each for a specific and separate purpose,
a trip report will be prepared by each traveler.
5. When DESC Directors/Commanders perform official travel in their region, and
signiticant findings are discovered which will require detailed information, a trip
report will be submitted to DESC-D/DD. Routine official travel will be reported in
the Weekly Actvity Report to the Commander.

D. RESPONSIBILITIES.
1. DESC persormel performing official wavel will submit a trip report within 5
working days after completion of the trip.
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DESCR 5020.2

2. DESC Directors/Office Chiefs/DFR Commanders will ensure that trip reports are
completed in accordance with this DESCR.
3. The Executive Officer (DESC-DE) will:

a. Review trip reports submitted to DESC-D/DD.

b. Maintain this DESCR in a current status.

E. PROCEDURES. DESC personnel performing the trip will:

1. Prepare a trip report in accordance with policy outlined above using the format at
enclosure 1. The report will include the name, agency, and phone number of each
person contacted. (Document this information on an enclosure, if necessary.)

2. Cite the authority under which the trip was made, i.e.. regulatory requirement,
inspection, Commander’s request, ete.

3. Discuss each visit made, using a subparagraph for each, arranged chronologically.
4. Discuss any problems encountered, commitments made, and necessity for followup
action. Proposed solutions to problems will be included.

5. Specify under OBSERVATIONS those directly related to the purpose of the trip and
within the traveler’s arca of cxpertise.

6. Specify under GENERAL OBSERVATIONS thosc not dircetly rclated to the
purpose of the trip. Cit the authority for including outside functional areas in the trip
report.

7. Document actions taken, actions necessary (include estimated completion date), and
the DESC action office for each.

BY ORDER OF THE COMMANDER

L o S L el

MARILYN A. MILLER
Executive Officer

1 knci
Trip Report Format

DISTRIBUTION
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Encl 1
DESCR 5020.1

SUBJECT: Trip Report

TO: DESC-DD

1. PURPOSE OF TRIP AND AUTHORITY: (State whether an inspection,

regulatory requirement, or other reason.)

2. NAME(s) OF PERSONS MAKING TRIP: (Include office symbol and phone
number.}

3. LOCATION(s) VISITED: DATE(s)

4. PERSON(s) CONTACTED: (Include name, agency, and location of each.

Document this information on an enclosure, if necessary )

5. DISCUSSIONS: (List chronologically.)

6. OBSERVATIONS: (Directly related to purpose of trip. State the authority for
documenting in this report.)

7. GENERAL OBSERVATIONS: (Not directly related to purpose of trip. State the
authority for documenting in this report.)

8. CONCLUSIONS AND RECOMMENDATIONS: (Indicate action required and
action office. Include estimated completion date, if possible. Also state whether this is
a new observation or whether previous action has been recommended, and what the
status is.)

Signature of Traveler:

Reviewed By:

Approved By:





CHANGE NO. 1
DESCR 5020.2
30 Apri] 1998

CHANGE NO. 1
DESCR 5020.2

IL.

TRIP REPORT

DESCR 5020.2, 30 Apr 98, is changed as follows:

Page 1. paragraph C{a): The results of the trip.

Page 1. paragraph Dic): The Executive Officer (DESC-DE) will:

5. When DESC Directors/Commanders perform official travel in their region, and
significant findings are discovered which will require detailed information, a trip

report will be submitted to DESC-D/DD. Routine official travel will be reported in
the Weekly detivity Repart to the Commander.

This change will be filed in front of the publication for reference purposes after the
change has been made.

MARILYN A. MILLER
Executive Officer
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From:
Official Notice


Sent:
Tuesday, October 02, 2001 11:09 AM


To:
DESCHQC Employees Only


Subject:
Travel Advisory


TRAVEL ADVISORY



  With respect to the recent events > the following travel >


advisory (for civilian and military) is being issued.  When traveling on


official > Government business the preferred method of transportation is by


air.  > While traveling by air is considered a fast, economical, safe, and


reliable > method of transportation, some travelers may be reluctant to>


travel by air.  Accordingly, when it is in the best interest of the


Government>, on a case-by-case basis, the Authorizing Official (AO) > may


authorize an alternate mode of transportation (which may include extra


travel time and cost) for those > travelers expressing genuine concerns


about > traveling by air.  



       Travelers should also be > reminded of the additional


security precautions being implemented by the > airlines and airports.  The


nation's airports have implemented and operating under the Federal Aviation


Administration's (FAA's) stepped-up security measures.  If you are traveling


by air, please give yourself plenty of time to check in under the


strengthened security measures.  It appears that only > those passengers


with tickets will be allowed access to boarding areas, so > it is strongly


recommended that travelers have photo identification and > documentation


(e-ticket verification invoice/itinerary) with them at all > times. 



        Additionally, travelers are reminded that they are required


to use their Government Commercial Travel Offices (CTO)>  for making all of


their travel arrangements (air, lodging, car rental)> . The CTO is aware of


changes in the>  airline, rail, and car rental industries and are under


contract with the Government to provide travel services.



