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RD I nstruction 2036-A

PART 2036 - TRAVEL

Subpart A - Travel Regul ations and Policies
§ 2036.1 [Reserved].

§ 2036.2 Ceneral

This Instruction states tenporary duty (TDY) travel policies and
procedures, issuance of Form AD-202, "Travel Authorization/Advance," and the
approval of Form AD-616, "Travel Voucher". The Federal Travel Regul ations
(FTRs), Agriculture Travel Regulations (ATRs), and National Finance Center
(NFC) Manual s are available in each Rural Devel opnent office. This
I nstruction suppl ements those regul ati ons.

(a) Authority. The following Rural Devel opment officials are
responsi ble for authorizing TDY travel fromallocated travel funds:

(1) Adnministrators may redel egate approval of travel for enployees
and others traveling to the enployees' imedi ate supervisor

(2) The respective Deputy Under Secretary for Rural Devel oprment;
Admi nistrators; Associate Adm nistrators; Deputy Adm nistrators;
Assi stant Administrators; designated National Ofice specia
approving officials (SAGs); State Directors; Director, Centralized
Servicing Center; or the Deputy Chief Financial Oficer nmay approve
travel involving actual subsistence.

(3) The following types of travel situations cannot be
r edel egat ed:

(i) The respective Adm nistrators nmust approve prem umclass
other than first-class travel unless the use of frequent
travel er benefits (FTBs) offset any additional costs.

(ii) The respective Adm nistrators must approve travel for
enpl oyees selected to travel to specific award
cer enoni es.

(iii) The respective Adm nistrators nmust approve foreign trave
outside the conterm nous United States (OCONUS).

DI STRI BUTI ON: WsDC Adm ni strative Services
Travel
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RD I nstruction 2036-A
§ 2036.2(a) (Con.)

(4) State Directors will be issued an annual Type B travel
authorization to travel only within their jurisdiction and
surroundi ng states. The Support Services Division (SSD), Travel
Unit (TU), will approve the annual Type B authorizations, Form
AD-202. Any travel outside the State Director's jurisdiction and
surroundi ng states nust be approved prior to travel on a Form RD
2036-3 by the Deputy Under Secretary for Rural Devel opnent before
SSD, TU, will approve the Type C travel authorization, Form AD 202.
The purpose and duration of the trip and person(s) to be seen nust
be given. Any travel outside the conterm nous United States nust be
preapproved by the Deputy Under Secretary for Rural Devel opnent for
State Directors who are located in the continental United States.

(5) The Under Secretary, Rural Devel opnent, and respective

Admi nistrators and Deputy Adm nistrators nmay i ssue nationw de travel
(Type N) Form AD- 202 for specifically designated National Ofice

O ficials.

(6) State Directors; Deputy Chief Financial Oficer; or Director,
Centralized Servicing Center; and authorized officials in the
National O fice may issue limted open (Type B) and individual trip
(Type C) Form AD-202 for all their enpl oyees except those noted in
par agraphs (a)(3)(i) through (iii) of this section. This authority
can be redel egat ed.

(b) Applicability. All Rural Devel opment enpl oyees are subject to this
Instruction unless an enployee is detailed to or traveling for another
Agency, in which case the paying Agency’'s regulations will govern. The
Agency paying for the travel shall prepare and control travel docunents;
i.e., if a Farm Service Agency (FSA) enployee is requested to travel for
the Rural Housing Service (RHS) and will be reinbursed from RHS funds;
then RHS wi Il prepare and approve the Forns AD 202 and AD- 616.

(c) General rules. Travelers will not authorize their own travel nor
approve their own Form AD-616. The travel ers’ supervisors or other
designated staff shall authorize Form AD-202 and approve Form AD-616 with
t he exception of:

(1) State Ofice Special Approving Oficial (SAQO. The Deputy
Under Secretary for Rural Devel opnent can appoint SAGs in Rural
Devel opnent State Offices to approve ONLY Form AD-616 for State
Directors. State Directors will submt witten requests for a SAO
appoi ntnent to the SSD, TU. Appointnments will be confirmed in
writing and cannot be redel egated.

(2) No other SAO del egations to approve Form AD-616 will be issued
in Rural Devel opnent field offices.

2



RD I nstruction 2036-A
§ 2036.2 (Con.)

(d) Authorization of travel. The NFC online travel system nust be used
for authorizations and vouchers. Rural Devel opnment officials wll
authorize travel only when necessary to acconplish Agencies’ operations
in the nost economcal and effective manner and will:

(1) Consider alternatives to travel, such as video or
t el econf erenci ng.

(2) Authorize only the nbpst econom cal nmeans of travel considering
transportation costs, seasonal per diemrates and sal ary expenses.
The personal convenience or preference of the traveler will not be a
determ ning factor.

(3) Assure travel funds are avail abl e.

(4) Wen possible, plan and schedul e travel so enployees will

travel within their regular duty hours. Enployees who regularly
travel fromtheir residence to a TDY station are expected to spend a
reasonabl e ampunt of their own time commuting to the TDY station.

The approving official will determ ne what a reasonabl e amobunt of
time should be based on I ocal conditions, but as a general rule,
anything less than 1 hour will be considered reasonabl e.

(5) Advise all enployees of their responsibility to be prudent and
econoni ¢ when performng official travel.

(e) Guidelines for issuing authorizations. | ssue Form AD- 202 for
official travel before travel begins unless the travel is an energency.

(1) Types and uses of Form AD-202:

(i) Unlimted open authorizations (Type A) will be issued at
t he begi nning of each fiscal year by the Under Secretary to
Agency Admi nistrators.

(ii) Nationwi de authorizations (Type N) will be issued at the
begi nni ng of each fiscal year for travel to those individuals
whose positions are designated yearly by Agency Adnmi nistrators.

(iii) Limted open authorizations (Type B) will be issued at
t he begi nning of each fiscal year to individuals required to
perform frequent, routine travel within a work-rel ated

geogr aphi c area.
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RD I nstruction 2036-A
8§ 2036.2(e)(1) (Con.)

(f)

(iv) Trip-by-trip authorizations (Type C) will be issued to
i ndi viduals or groups of individuals to take one or nore
specific trips that are identified as to purpose, itinerary,
and estimated costs.

(v) Local travel authorizations (Type L) will be issued at the
begi nni ng of each fiscal year to enpl oyees to receive
rei mbursenent for local travel; i.e., taxicabs, nileage, tolls,
and parki ng.

(2) Issuing offices will assign unique nunbers using the

13-position fornmat as foll ows:
(i) First positionis the last digit of fiscal year

(ii) Second position is the type of authorization (B, C, N
etc.).

(iii) Third position is "S" for single traveler or "M for
nmul tiple travel ers.

(iv) Fourth and fifth positions are the Agency code (either
t he enpl oyi ng Agency or the Agency paying the travel expenses).

(v) Sixth through ninth positions are al phanunmeric codes
uni que to the agency.

(vi) Tenth through thirteenth positions are the 4-position
sequenti al nunber.

(3) Purposes of travel. Purpose codes and statenents are
referenced in FTR Chapter 300-3, d ossary of Terns, Trave

Aut hori zation (Orders) and 301-71.103(c). Every Form AD-202 and
AD-616 will contain a nuneric purpose code and a brief description
of the travel.

(4) Accounting classification codes. Authorizing officials shal
use an approved accounting classification code. Classification
codes are subject to change yearly.

Speci al travel situations. Rural Devel opnent enployees will follow

gui dance in ATR Chapter 301-1.104.
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§ 2036.2 (Con.)

(9)

out |

(07-17-02)

Travel situations requiring special justification. Guidelines are
ned in ATR Chapter 301-1.105.

(1) Approving officials will obtain witten justification from
travel ers on a case-by-case basis before approving travel when:

(i) Business and personal travel are conbi ned.

(ii) Annual leave is requested. (Applies when the anount of

| eave during the trip is greater than one-half of the nunber of
hours in the traveler’'s workday and the | eave is before,

during, or after official travel.)

(iii) The nunber of |eave days exceeds the nunmber of days of
of ficial business.

(iv) There are deviations for personal convenience fromthe
aut horized node of transportation or itinerary.

(v) Travel is to a resort area

(2) The traveler will request and receive approval in witing from
the authorizing official before the Form AD-202 is issued. The
request will include the official itinerary, any deviations fromthe

official itinerary or node of transportation for personal travel or
conveni ence, and a conpari son of costs between the official trave
itinerary and any devi ations.

(3) Form AD-202 will show only the official travel, not any
personal deviations. Leave should be noted in the remarks col um on
For m AD- 202.

(4) The traveler will be financially responsible for all costs over
the reimbursenent limts. The traveler will be responsible for
excess costs resulting fromcircuitous routes, delays, or |uxury
accommodat i ons or services unnecessary or unjustified in the
performance of official business. The traveler will not be paid per
diem for any additional travel time incurred because of persona
preference travel.

(5) The traveler shall not use any Governnent-contract carriers’

rates for personal portions of travel. All personal travel costs
shall be borne by the enployee and paid with personal credit card,
cash, or personal check

PN 348



RD I nstruction 2036-A

88 2036.3 - 2036.9 [Reserved]

8§ 2036.10 Transportati on expenses.

Travel ers and authorizing officials are responsible for selecting the
node of transportation npost cost advantageous to the Governnent. Cuidelines
are outlined in FTR Chapter 301-10 and ATR Chapter 301-2.

(a) Common carrier transportation. Guidelines are outlined in FTR
Chapters, 301-10.121 and 301-70.102 and ATR Chapters, 301-3.3 and 301-
3. 4.

(1) Contract air service. Travelers nust use travel managenent

centers (TMCs) to reserve airline tickets and will use contract air
carriers, if such fares are avail able or unless use of noncontract
airfare is justified and approved. |n netropolitan areas accessible

by nore than one airport offering contract air service, the traveler
shall use the airport offering the | east expensive contract carrier
unl ess a written cost conparison proves it is nore cost advantageous
to the Government not to do so. Submit cost conparisons to
authorizing officials prior to the approval of Form AD- 202 and
retain with official travel records.

(2) The Deputy Under Secretary for Rural Devel opnent will approve
prem umclass travel. Agency Adnministrators will approve prenium
class other than first-class travel unless the use of FTBs offset
any additional costs.

(3) Docunentation requirenents for use of first-class and prem um
class are referenced in the ATR Chapter 301-3.3(d)(3)(ii).

(4) Rural Developrment will submit a report of the use of prenmium
cl ass accommodations to the Departnment each year. Oficials wll
send the required information to SSD, ATTN. TU, by Septenber 30 of
each year. Negative reports are required.

(5) Supersaver fares will be authorized only if the travel er has
prepared a cost conparison, signed a waiver and submtted themto
the authorizing official prior to approval of Form AD- 202.

Enmpl oyees exchangi ng Governnment issued tickets for supersaver
tickets (to schedule personal travel in conjunction with officia
travel) nust pay all penalties if the trip is cancel ed for business
or personal reasons. |If official travel is canceled, the enpl oyee
is responsible for reinmbursing the full amunt paid by the
Government, including any penalties incurred. Attach the cost
conpari son and signed waiver to Form AD 202.
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§ 2036.10(a) (Con.)

(6) Al Rural Devel opnent travelers nust obtain e-tickets EXCEPT
international travelers who will be reinbursed for any incurred
paper ticket fees. |f an unusual circunstance requires a paper
ticket for donestic travel, a witten justification nust be

subm tted and approved by the official authorizing the travel prior
to incurring a paper ticket fee. The justification and approva
docunents nust be attached to the travel authorization and voucher
and maintained in the official travel file for audit purposes.
(Added 11-27-02, PN 353)

6A
(Added 11-27-02, PN 353)
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RD I nstruction 2036-A
§ 2036.10 (Con.)

(b) Governnent-owned vehicles (GOV). The use of GOvs for official

transportation is generally advantageous to the Governnent. Enployees
who travel on a regular or intermttent basis are required to use a GOV
if one is available. Rural Devel opnment enployees will conply with RD

I nstruction 2018-G on the proper use of GOVs.
(1) Definitions which relate to the use of GOvVs:

(i) Conmitted: Rural Developnent field enployees conplete a
yearly mleage comrtnent form

(ii) Assigned: The conmitnment formis used by management to
assign a GOV to a high mileage driver or to an office.

(iii) Available: A GOV that is at the office and is not being
used at the tinme the enployee is scheduled to travel.

(2) Ml eage reinbursenents when a privately owned vehicle (POV) is
used for personal preference instead of a GOV.

(i) An enployee will receive 10.5 cents per nile when a GOV is
avail able, the GOV is assigned to the office and the enpl oyee
is comritted to drive less than 12,000 miles a year.

(ii) An enployee will receive the current authorized

rei mbursenent rate when a GOV, which is assigned to the office
is not available and the enployee is cormitted to drive |ess
than 12,000 nmles a year.

(iii) An enployee will receive 10.5 cents per mle if the
enpl oyee is comritted to drive nore than 12,000 niles a year
and is assigned a GOV.

(iv) An enployee will receive 10.5 cents per mile when the
enpl oyee is comritted to drive nore than 12,000 niles and no
GOV has been assigned to the enployee, but there is a GOV
assigned to the office and avail abl e for use.

(v) An enployee will receive 28.5 cents per mle in all
situations if the enployee has comrmitted to drive nore than
12,000 mles a year, and when a GOV is neither assigned nor
avail abl e.

(07-17-02) PN 348
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§ 2036.10 (Con.)

(c) Privately owned vehicle (POV) or other conveyances.

Gui del i nes and rei mbursenent rates are outlined in FTR Chapter
301-10, Subpart D and ATR Chapter 301-4. Use of a POV nust be determ ned
to be advantageous to the Governnent and specifically authorized.

(1) TDY travel mleage paynents. Ml eage rates include all costs
incurred in the operation of a POV; i.e., insurance, gasoline,
charges for repairs, towage, nechanical breakdowns, and depreciation
of the POV. The traveler nmay be rei nbursed for expenses such as
parking fees, ferry fees, and bridge, road, and tunnel tolls.

(i) Mleage will be paid for official travel to a TDY point
that begins and ends at the enployee's regular official duty
station. No mileage will be paid if it is nore cost

advant ageous to take public transportation in netropolitan
areas that have subway, bus, or other local transit avail able.

(ii) Mleage will be paid for official travel to a TDY point
that begins and ends at the enployee's residence. No m | eage
will be paid if it is nore cost advantageous to take public
transportation in netropolitan areas that have subway, bus, or
other local transit avail able.

(iii) Mleage will be paid for the distance in excess of the
normal comruting di stance between the enpl oyee's residence and
official duty station when TDY is perfornmed en route fromthe
residence to the official duty station or vice versa.

(iv) No nileage shall be paid between enpl oyee’s residence and
official duty station except for the day of departure and the
day of return fromtravel that includes at |east 1 night away
fromthe official duty station.

(2) Local travel expenses. Reinbursenment of |ocal travel expenses

will be paid to enployees who travel between their residence and
alternate duty point(s) in close proximty to the enpl oyee’s
permanent duty station; i.e., USDA Service Centers, hubs, or

satellite offices, when the follow ng conditions occur:

(i) The normal round trip POV comruting m | eage is deducted;
or
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§ 2036.10(c)(2) (Con.)

(d)

(ii) The daily round trip public transportation cost is
deduct ed; or

(iii) The enployee pays on a weekly or nonthly basis to trave
in a carpool or vanpool to the official duty station; or

(iv) The enployee may claimall mileage and parki ng expenses
in excess of the enployee's normal daily commuting costs when
the enpl oyee’ s supervisor determ nes and aut horizes in advance
and in witing that using a POV is cost effective to the
Agency.

(3) Private planes. Enployees nay travel on official business by
private planes when the authorization has been approved in advance
and it is cost advantageous to the Governnent. Expenses to park,

| and, and tie-down fees will be reinbursed in addition to mleage

(4) Private motorcycles. Enployees may use private notorcycles for
travel on official business under the sanme requirenment as using
POVs.

(5) Personal preference. Reinbursenment is limted to the costs hy
approved nethod of transportation, constructive per diem all owance,
and the usual transportation costs to and fromthe termnals. Leave
shall be charged for additional travel tine during normal working
hours.

Taxi cabs. Use of taxicabs is pernmtted when nore cost advant ageous

to the Governnment. Taxicab fare plus 15 percent tip will be allowed.
Travel ers should use courtesy transportation service furnished by

hot e

s/motels to the maxi num extent possible as a first source of

transportati on between a place of |odging at the TDY station and a commn

carri

er termnal. Tips to courtesy transportation drivers are all owed

and should be limted to one doll ar

(e)

(07-17-02)

Commercially | eased vehicl es.

(1) Enployees will be reinbursed for rental car expenses only when
the rental car is advantageous to the Governnent and specifically
aut hori zed on Form AD-202. Enpl oyees are responsible for any
additional cost resulting fromthe unauthorized use of a conmercia
rental autonobile for other than official travel-rel ated purposes.

(2) Enployees will use TMCs to reserve rental cars.

PN 348
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8§ 2036.10(e) (Con.)

(3) Enployees will |ease only sub-conpact or conpact cars unless a
| arger vehicle is justified and approved by the authorizing
of ficial.

(4) Since the Federal Governnment is self-insured, enployees will
not be rei mbursed for the extra insurance options; i.e., collision
damage wai ver (CDW or theft insurance.

§ 2036.11 Per di em expenses.

Gui delines are outlined in FTR Chapter 301-11 and ATR Chapter 301-7.

(a) Travel of less than 12 hours. Per diem shall not be authorized for
travel of less than 12 hours.

(b) General rules on per diemwi thin the vicinity of the official duty
station.

(1) For travel within 1 calendar day. Per diemshall not be

aut hori zed when travel is conducted within a 25-mle radius of
either the enployee’'s official duty station or residence (the place
fromwhich the enployee commutes daily to the official duty
station).

(2) For travel of more than 1 cal endar day. Per diemshall not be
aut hori zed when travel is conducted within a 35-mle radius of the
enpl oyee’ s official duty station.

(c) Meals at the official duty station. Enployees shall not be
rei mbursed for neals taken at the official duty station except if the
neal s are provided as part of:

(1) An official training session sponsored by the Ofice of
Per sonnel Managenent (OPM .

(2) A formal neeting or conference that includes substantia
functions that take place separate fromthe neal, the neal is
incidental to the neeting and the enployee is not free to take the
nmeal el sewhere without mssing essential formal discussions,

| ectures, or speeches concerning the purpose of the neeting.

(3) Generally, nmeals at Agency-sponsored events are not

rei mbursabl e for enployees whose official duty station is the sane
as the neeting site.

10
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§ 2036.11 (Con.)

(d) Reductions to maxi mum per diemrates.

(1) Extended TDY. Per diemrates for enpl oyees on extended TDY
will be as foll ows:

(i) Thirty days or less. The applicable maxi num per diemrate
(standard Continental United States (CONUS) or locality rate
from FTR Chapter 301, Appendix A) will be paid to the enpl oyee
for the first 30 cal endar days.

(ii) More than 30 days. After the first 30 cal endar days,
generally, a per diemrate of 55 percent of the locality rate
shoul d be established for extended stays. |If reduced | odging
and/ or neal s cannot be obtained, a higher rate nay be
established as justified by anticipated costs. Wen the per
diemrate is adjusted downward, the AD-202 nust show t he
reduced rate. Unless arrangenents are nmade prior to the start
of travel, the traveler may be allowed full per diemunti

| ong-term accommodati ons can be found (usually no nmore than 30
days.) |If the specific rate is not known at the tine the AD
202 is prepared, state that an anmended AD-202 will be issued
authorizing a |l ower rate.

(iii) The enployee nust receive a witten exception to the
above rates fromthe authorizing official responsible for the
ext ended TDY.

(2) Deductions from M& E when neals are provided. Refer to
FTR Chapter 301-11.18 for specified amounts for each nmeal provided.

(3) Incidental expenses when neals and | odgi ng are provided. Wen
there is no charge to the enployee for |odging or neals (i.e.

| odgi ng and neals are included in the cost of a neeting or
training), the enployee shall be authorized a flat M& E rate of:

(i) $5 per day for OPM sponsored training held at residence
facilities.

(ii) $2 per day for all other instances.

11
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§ 2036.11 (Con.)

(e)

Interrupti ons of per diementitlenent.

(1) Indirect route or interrupted travel. An enployee will not be
paid extra per diemfor extra travel tinme incurred at the sole
conveni ence or personal preference of the enployee due to a
deviation fromthe nost direct or usually traveled route. Per diem
pai d may not exceed that which would have been paid had the enpl oyee
travel ed by the contract carrier for the nost direct or usually
travel ed route.

(2) Return to official duty station for nonworkdays. Enployees may
be aut horized only per diemor actual expense and round-trip
transportation expenses, for periodic return travel on non-workdays
to their residence or official station when

(i) The agency requires the enployee to return to their
official duty station to perform official business; or

(ii) The agency will realize a substantial cost savings by
returning the enployee to their residence; or

(iii) Periodic return travel to their residence is justified
i ncident to an extended TDY assi gnnent.

(A) Wen an enpl oyee voluntarily returns to the officia
duty station or residence for nonworkdays, the nmaxi num
rei mbursenent for round trip transportation and per diem
or actual subsistence is |limted to what woul d have been
al l oned had the enpl oyee renmi ned at the TDY station.
This travel nust be conpleted outside regular duty hours.

(B) Enployees who are on extended TDY assignnents will be
allowed to return to their official duty stations at
intervals of not |ess than 2 weeks, provided that the TDY
assignment will continue for at least 1 nore full week
after the return to the TDY station.

(C) Reinbursenments of expenses in relation to extended

TDY assi gnnents exceeding 1 year in duration will be
consi dered taxabl e incone.

12
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§ 2036.11(e) (Con.)

()

(3) Leave and nonwor kdays.

(i) Taking |leave or conpensatory tinme for one-half, or |ess,
of a workday has no effect on per diementitlenents.

(ii) When | eave or conpensatory tinme is for nore than one-half
of a workday, the enployee is not entitled to per diemfor that
wor kday.

(iii) Any leave in excess of 4 hours will be noted on
Fornms AD- 202 and AD-616.

(iv) Per diemw |l not be paid for a nonworkday when the
enpl oyee is:

(A) In leave status both at the end of the workday before
t he nonwor kday(s) and at the begi nning of a workday
foll owi ng the nonworkday(s); e.g., Friday and Monday; and

(B) The period of |eave on either workday (e.g., Friday
or Monday) is nmore than one-half of the enpl oyee's
regularly prescribed working hours for that day.

Actual expenses. General guidelines are outlined in FTR Chapter

301-11, Subpart D and ATR Chapter 301-8.

(07-17-02)

(1) Maxinum all owed. Actual subsistence reinbursenents shall not
exceed 300 percent of the locality's per diemrate.

(2) Approved in advance of travel. The respective Deputy Under
Secretary for Rural Devel opnent; Adm nistrators; Associate

Admi nistrators; Deputy Admi nistrators; Assistant Adm nistrators;
designated National Ofice SAOs; State Directors; Director
Centralized Servicing Center; or the Deputy Chief Financial Oficer;
nmust approve travel involving actual subsistence in advance of

travel. The enployee will prepare a witten request for actua
subsi stence and nust justify why actual subsistence is required.
Attach the approved actual subsistence request to Form AD-202. It

is the enpl oyee’s responsibility to assure that every effort has
been made to |l ocate lodging within regular per diemrates.

Enmpl oyees must contact their TMC to determine if the Governnent rate
is available within the TDY | ocati on.

13
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§ 2036.11(f) (Con.)

(9)

(3) Post approval. Post approval shall be limted to emergency
situations. Actual subsistence shall not be post approved for
expenses that could or should have been foreseen. The enployee is
responsi ble for determning total costs of hotels prior to
requesting travel. Follow the request and approval procedures in
paragraph (2) of this section for energency situations.

Hotel and Mbtel Fire Safety Act requirenents. @uidelines are

outlined in FTR Chapters 300-3.1 and 301-11

(1) Standards to neet the Act.

(i) Hotels three stories or |lower nust have hard-wired,

singl e-station snoke detectors installed in each guestroom
Snoke detectors that are totally battery operated or those that
have a cord that plugs into a wall outlet do not neet the Act.

(ii) Hotels nore than three stories nmust have hard-wired,
si ngl e-station snoke detectors PLUS an automatic sprinkler
systeminstalled in each guestroom

(2) Conpliance requirenents.

(i) Travelers will nmake every attenpt to stay in overnight
accommodations that neet the Hotel and Motel Fire Safety Act.

It is the traveler’s responsibility to contact a potentia

hot el before nmaking reservations and ask if the hotel neets the
Act’s requirenments. To ensure the traveler is staying in an
approved facility, the traveler is encouraged to nake | odgi ng
arrangenents through the TMC

(ii) Form AD-616 nust contain an accounting of the tota
nunber of overni ght accommodati ons that did and did not neet
the requirenments of the Act. Approving officials will ensure
this data is annotated on Form AD-616.

8§ 2036.12 M scell aneous expenses.

General guidelines are outlined in FTR Chapter 301-12 and ATR Chapter

301-9.

(a)

Lodgi ng taxes. Taxes are limted to the reinbursable |odgi ng costs,

unl ess:

14
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8§ 2036.12(a) (Con.)

(1) Exenpted by the state or local jurisdiction. Exenptions from
taxes for Rural Devel opnent travelers, and the forns required to
claimthem vary fromlocation to | ocation. The GSA Travel Honepage
(http://policyworks.gov/travel) lists jurisdictions where tax exenpt
certificates should be honored.

(2) Lodging costs are paid directly by the Governnment to the hote
vendor; i.e., Governnment purchase order or Governnment check

(b) Reinbursable fees. Fees for TMC transactions and autonated teller
machi ne (ATM withdrawals and travel ers checks are rei nmbursabl e.

(c) Authorized telephone calls. Refer to FTR Chapter 301-12.1 and
Depart nental Regul ati ons (DR) 2300-3 and 3300-001 for detailed

gui delines regarding tel ephone calls. Follow ng are two net hods of
t el ephone rei mbursenment:

(1) \Wenever possible, the Governnent tel ephone system nust be
used. The Governnent tel ephone systemincludes the Governnent
calling cards and Governnent pre-paid debit cards. Governnent

calling cards will be issued to frequent travelers. Infrequent
travelers will be issued pre-paid debit cards. The Designated
Agency Representative (DAR) shall issue both cards. For telephone

usage follow the guidelines in DR 3300-001.

(2) The conmercial tel ephone systemwi |l be allowed follow ng the
gui delines in DR 2300- 3.

(d) Laundry, pressing clothes, etc. Refer to FTR Chapter 301-11.31
Expenses for laundry, dry cleaning and pressing of clothes at the CONUS
only TDY | ocation are reinmbursable when the follow ng requirenments are
met :

(1) The traveler nust incur 4 or nore consecutive nights of | odging
on official travel.

(2) Areceipt, fromthe facility at the TDY site, nust be provided
to substantiate the claim

(3) The cost of the cleaning nust be reasonabl e, as determ ned by
t he approving official

(e) Receipt requirenents. Receipts are required for any individua
expense over $75.

15
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8§ 2036.13 Travel of an enployee with special needs.

(a) General guidelines are outlined in FTR Chapters 300-3 and 301-13.

(b) Medical docunmentation should be substantiated in witing and updated
annual | y.

88 2036.14 - 2036.29 [Reserved]

8§ 2036.30 Energency travel of enployee due to illness or injury or a persona
ener gency situation.

General guidelines are outlined in FTR Chapter 301-30 and ATR Chapter
301-12.

(a) Enployee responsibility and docunentation. As soon as an enpl oyee
is incapacitated by illness or inforned of an energency situation that

necessitates discontinuance or interruption of the TDY assignnent, the

enpl oyee will contact their i mediate supervisor for instruction.

(b) Incapacitating illness or injury of enployee. The illness or injury
may occur while the enployee is at, or en route to or from a TDY
location. In the case of illness or injury of the enpl oyee, the enployee
must seek nedical services at the nearest hospital or nedical facility
capable of treatnment of the illness or injury.

(c) Fanmly energencies, illnesses, or injuries. Wen approval for
travel is authorized, a separate travel authorization will be prepared
speci fying the circunstances that caused the energency travel and the
extent to which the Governnent will reinburse the enployee. The claim
for emergency travel expenses will be on a travel voucher separate from
the one prepared for the official travel that was interrupted due to
illness or personal energency.

88 2036.31 - 2036.49 [Reserved]

8§ 2036.50 Arranging for travel services.

General guidelines are outlined in FTR Chapters 301.50 and 301.73 and ATR
Chapter 301.15. Rural Devel opnent enpl oyees nust use TMCs for officia
travel. Rural Devel opnent enpl oyees will be responsible for any additiona
costs that result fromthe use of an unauthorized travel agent or trave
managenment system |If the GSA city-pair fare contract for passenger
transportation services is avail able, Rural Devel opnent enpl oyees nust use the
contract carrier for their official Government travel.
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8§ 2036.51 Paying travel expenses.

General guidelines are outlined in FTR Chapter 301-51 and ATR Chapter
301-10. Enpl oyees must use their Governnment-issued travel charge card to pay
for reimbursable travel expenses; i.e., comrercial transportation, | odging,
rental cars. Enployees who are not eligible for a Governnent-issued trave
charge card nmust use either a Governnent Transportation Request (GIR) or a
Government Travel System Account (GVTS) which sonme Rural Devel opnent offices
have established with a Travel Managenent Center (TMC) in the area. Use of
ot her forns of paynent for commercial transportation will not be reinbursed.

(a) Governnent Travel System Account (GVTS). The GVISis a Centrally
Billed Account (CBA) used by TMCs to directly bill the Agency for
commercial transportation for those enpl oyees who do not have Governnent
charge cards.

(b) U.S. Governnent Transportation Request (GIR). GCeneral guidelines
are outlined in FTR Chapter 301-51 and ATR Chapter 301-10. 2.

Departmental procedures for control and preparation are specified in the
NFC Procedure Manual, Title Il, Chapter 2, Section 3.

(c) Governnent charge cards. All permanent enpl oyees who travel at

| east twice a year nust participate in the Governnent travel charge card
program Supervisors nust counsel enployees on appropriate use of the
card and nust certify new applications for travel charge cards. The
foll owing are exceptions to the mandatory issuance of the travel charge
card:

(1) New enployees required to perform TDY travel en route to their
first post of duty.

(2) An enployee who had the card cancel ed by the issuing bank.

(3) Intermttent/seasonal enployees and those expected to trave
| ess than twice a year

(4) Enployees with issues concerning credit with the Governnent
vendor; e.g., past or present credit problens or issues.
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§ 2036.51

(d)

(Con.)

Responsi bilities of Agency/ Organi zati on Program Coordi nat ors

(A/OPCs) in State, St. Louis, and National O fices for adninistering the

program

(e)

card:

(1) Provide instructions and bl ank applications to enpl oyees who
qualify for the charge card.

(2) Review charge card applications for conpl eteness, including
certification by the applicant's supervisor

(3) Return charge card applications to applicant's supervisor if
not certified.

(4) Review and nonitor usage reports for potential abuse, mn suse,
or delinquency of paynments. Contact supervisors when accounts
become 60 days past due. Notify Human Resources when accounts
become 60 days past due.

(5) Contact enployees and their supervisors if potential abuse or
m suse i s suspected.

(6) Reduce and nonitor travel advances for eligible enployees.

(7) Pronptly report to the SSD, TU, any problens with the charge
card.

(8) Ensure the charge card is cancel ed when an enpl oyee | eaves,
retires, or transfers to another Departnent.

Responsi bilities of enpl oyees who have been i ssued a travel charge

(1) Mandatory use of the charge card for expenses incurred in
connection with only official travel away fromthe duty station;
i.e., commercial transportation, authorized car rental, and | odging.
Personal itens that are not rei nbursable as official expenses may
not be purchased using the charge card.

(2) Expenses exenpt from nandatory use of the travel charge card
are:

(i) Qut-of-pocket expenses; e.g., laundry/dry cleaning,

parking, tolls, telephone calls, local transportation systens,
t axi cabs, tips; and
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§ 2036.51(e)(2) (Con.)

(ii) Expenses covered by the ‘neals and incidental expenses’
portion of the federal per diem allowance.

NOTE: Enpl oyees who use the charge card for inappropriate or
non-of ficial purposes will be subject to disciplinary action.

(3) Pay all valid bills in full by the due date shown on the
billing statenent. Cardholders are responsible for resolving
billing probl ens.

(4) Safeguard the charge card.

(5) Notify the charge card conpany and A/ OPC pronptly if the card
is lost, stolen, or for name and address changes.

(6) Return the card to the respective A/OPC or inmedi ate supervisor
when enpl oyee is reassigned to another organi zati on or when
enpl oynment i s tern nated.

(f) Automated Teller Machine (ATM program The ATM programis the
primary method for obtaining cash advances for Rural Devel opnent

enpl oyees who have been issued the Governnent travel charge card.
However, participation is not mandatory. Enpl oyees whose accounts are in
arrears or who have m sused their travel charge card nay be denied
access. Surcharge and service fees for usage are reinbursable as a

nm scel | aneous expense on the travel voucher. Cash advances are limted
to a maxi nrum of $200 per day and a maxi num of $400 per week. Cash
advances shoul d be made as cl ose as possible to the actual begi nning of
travel. Cash advances may never be used to procure common carrier
transportation tickets; i.e., air, rail or bus. Acquiring cash advances
for any purpose other than official travel expenses may result in

di sci plinary action.

(g) Travel advances. Enployees who have not been issued the Governnent
travel charge card may obtain 100 percent of an advance of funds for out-
of - pocket expenses using an AD-202. Ceneral guidelines for out-of-pocket
expenses are in FTR Chapter 301-51.200, Subpart C. The NFC Trave
Advance Systemwi ||l be used only as a backup cash advance system for
Rural Devel opnent.

§ 2036.52 Claimng rei nbursenent.

General guidelines are outlined in FTR Chapter 301-52 and ATR Chapter
301-11.
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§ 2036.52 (Con.)

(a) Receipt requirenents. Receipts are required for all expenses plus
any applicable tax over $75. Receipts are required for |odging, laundry
(CONUS only) and common carrier transportation (plane, train, bus, car
rental) regardless of the anpunt.

(b) Oiginal signatures required. The Rural Devel opnent mission area is
authorized to use NFC s conputer-generated Form AD-616 for rei nmbursenent
of travel expenses. The conputer-generated Form AD-616 that is

mai ntained in the traveler’s official file nust have original (not

phot ocopi ed or faxed) signatures of both the claimnt and the approving
of ficial.

(c) Approval. No one may approve his or her own Form AD-616. Persons
del egated as SACs in each Rural Devel opnent State Office and St. Louis
may approve Form AD-616.

(d) Fraudulent clains. False or fraudulent clains will result in
forfeiture of the claim |In addition, the enployee is also subject to
potential disciplinary action and crininal provisions under which severe
penal ti es nmay be inposed.

8 2036.53 Using pronotional materials and frequent travel er prograns.

(a) General guidelines are outlined in FTR 301-53 and ATR
Chapter 301-1.103.

(b) Frequent traveler benefits (FTBs) prograns.

(1) Rural Devel opnent enpl oyees participating in FTB progranms may
retain pronotional items received incident to official travel,

i ncluding frequent flyer mles, for personal use. These itens nust
have been obtai ned under the sane conditions as those offered to the
general public and at no additional cost to the Government.

Enmpl oyees are responsible for establishing their FTB accounts. Any
associ ated costs, including taxes, will be paid by the enployee and
are not reinbursabl e expenses. Enployees may redeemtheir FTBs to
pur chase personal travel or upgrade official travel, at no
additional cost to the Governnent, w thout prior approval.

(2) Al Rural Devel opnent enployees will follow FTR Chapters
301-10. 123 and 301-10. 124 governing upgrades to premiumairline
accomodations which will be paid for by Rural Devel opnent. Rural
Devel opnent will not pay for any upgrades unless one of the
exceptions |isted have been net.
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88 2036.54 - 2036.72 [Reserved]

§ 2036.73 Travel prograns.

Gui delines are outlined in FTR Chapters 301-50 and 301-73 and ATR Chapter
301-15. Rural Devel opnent enpl oyees nust use TMCs for official travel.

8§ 2036.74 Conference planning.

Gui delines are outlined in FTR Chapter 301-74 and ATR Chapter 301-16.

(a) Conpliance requirenent. Wen Rural Devel opnent sponsors or funds,
in whole or in part, a conference at a place of public accommbdation in
the U S., Rural Devel opment nust use a Federal Enmergency Managenent
Agency (FEMA) approved acconmodation. This provision also applies to the
Governnment of the District of Colunbia only when it expends Federal funds
for a conference and to a non-Federal entity to which Governnent funds
are provided for the conference.

(b) Wivers.
(1) Rural Devel opnent nust nake a witten determ nation on an
i ndi vi dual case basis that a waiver of the requirement to use FEMA
approved acconmodations is necessary in the public interest for a
particul ar event.
(2) Obtain waivers prior to any commitnment to a hotel or notel on
behal f of the Agency. Submt requests for exceptions at |east 2
mont hs prior to the nmeeting, conference, etc., to the SSD, TU.
Requests will include:
Dat e(s) the overni ght accommpdati ons are needed;
Number of attendees;
Purpose of neeting, conference, etc.
Ot her contacts or inquiries nade concerning availability of
approved accommodations; i.e., change of date, change of city
| ocation, etc.; and,

Esti mat ed cost of neeting.

88 2036.75 - 2036.79 [Reserved]
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§ 2036.80 Foreign travel.

General guidelines are outlined in ATR Chapter 301-18.

(a) Politically appointed officials. Al foreign travel by politically
appoi nted officials of the Departnment, including Presidential appointees,
menbers of the non-career Senior Executive Service, and Schedule C

enpl oyees, nust be approved by the Ofice of the Secretary.

(1) The original request fromthe traveler in the formof a
deci si on menorandum wi || be subnmitted to the SSD, TU, at |east 4
weeks prior to the proposed trip or as soon as possible.

(2) The SSD, TU, will submit the request to the Deputy Under
Secretary for Rural Devel opnent for review and approval / di sapproval .

(3) Once approval is received, the SSD, TU, will work with the
travel er to conplete and submt the necessary paperwork to obtain
passports or visas for the proposed trip

(b) Delegations or individual career enployees. All foreign travel by
del egations or individual career enployees nust be approved by the
appropriate agency Admi nistrator and Deputy Under Secretary for Rura
Devel opnent .

(1) The original request fromthe traveler in the formof a
justification for foreign travel will be subnmtted to the SSD, TU
at | east 4 weeks prior to the proposed trip or as soon as possible.

(2) The SSD, TU, will subnmit the request to the appropriate agency
Admi ni strator and Deputy Under Secretary for Rural Devel opnent for
revi ew and approval / di sapproval .

(3) Once approval is received, the SSD, TU, will work with the
travel er to conplete and submit the necessary paperwork to obtain
passports or visas for the proposed trip

8§ 2036.81 Paynent of expenses connected with the death of certain enpl oyees.

Gui delines are outlined in FTR Chapter 303.

(a) General procedures.

(1) An Agency representative will notify the famly of the death
and explain what costs the Agency w |l pay.
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§ 2036.81(a) (Con.)

(2) Generally, the fam|ly of the deceased will nake the funera
arrangenents and the Agency will reinburse the funeral director for
the preparation and transportati on of the renmins.

(3) Allowthe famly to choose the funeral director that will nake
the necessary arrangenents. The funeral director will coordinate
these arrangenents with a funeral director at the TDY site.

(4) The funeral director should prepare a separate bill for the
services, item zing only those costs the Government will pay.

(5) The Agency will prepare an item zed |list of those itens of the
bill payable to the funeral director. The expenses should be paid
promptly. The Agency will informthe family of all actions taken.

(6) The applicable office subnits the itemized list to the
certifying official for processing. The certifying officia
prepares Form AD- 757, "M scel | aneous Paynent System " which is sent
to the NFC for processing.

(b) When deceased enpl oyee’ s Agency nust neke the arrangenents. The
foll owi ng procedures for the preparation and transportation of the
remains will be used when the deceased enpl oyee’ s Agency nust neke the
arrangenent s:

(1) Wthin the continental United States: Prepare Standard Form
(SF)-1169, "United States Governnent Transportation Request,"”
or the Agency’'s CBA for the total costs.

(2) OQutside the contermnous United States: Prepare SF-1103, "U. S
Governnment Bill of Lading," for the total costs.

8 2036.82 Travel allowances for |Intergovernnental Personnel Act (I|PA)

assi gnees.

Gui delines are outlined in ATR Chapter 301-19.

(a) Responsibility for |IPA agreenents and rel ated paperwork. Human
Resources will work with individual |PA assignees.

(b) Travel allowances. Form AD-202 nust be issued before the start of
t he assignnent and nust specify exactly the approved travel allowances.

88 2036.83 - 2036.99 [Reserved]

00o
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