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1. pPurpasa. This diractive provides changes to the OSM Domestic
Temporary Duty Traval Policles and Procedures Handbook,

2. Sumparv. The following changes are established in the Handboaol:

a. Change the rate for reimbursement of privatsly cwned vehicle
ugage, shown on page 4-1, to new FTR rate of 24 cents/mile.

b. Correct the amount, shown on page 10-6 as the limitacion on
usa of cash to purchass transportation, frem $500 to $100.

3. Definitions. WNone
4. Policy/Procedures. Replace the appropriate pages in TRV-1,

Transmittal Number 569, dated August 18, 1989, with the pages
attached to this dirsctive.

5. BReporting Reguirsgepts. None

6. Effsct on Other Docugments. This directive amendsa che Domestic
Temporary Duty Traval Policies and Procedures Handbeook issued as an
Appendix to OSM Directive TRV-I,

7. Referenced.
Fadaral Travel Regulations, 301-4.2

8. Effective Data. Upon lsguance.

%, Copntack. Chisf, Divigion of Finanelsal Managemsnt,
{303y 236-0331, FIs 776-0331.

10. Key Words. Travel, Tesmparary Duty, Per Diem, Transpertacion.

11. Llsc of Attachmants.

Revised page 4-1
Ravised page 10-6
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DOMESTIC TEMPORARY DUTY TRAVEL POLICIES AND PROCEDURES HANDBOCK

PART 4. REIMBURSEMENT FOR THE USE OF PRIVATELY OWNED VEHICLES

4-1, » The uae of privately owned
vehicles (POV) may be autherized for offfcial purpoges vwhen it hag
bean datarmined that common carrier transportation or Governmenc-
furnished conveyances are unavsilavle or their use incerfares with
the parformance of official business. This determination is to ka
made by the official authorizing the travel and reflected as a
specific approval of privatvely ownad vehicls use in the travel
authorization, CGurrent reimbursament rateg for the use of POV are:
9@ For use of a privately owned motorcycla: 20 cents par mile.

o For use of a privatsly owned automobila: ' 24 cents par mile.

o For use of a privacely owned airplane: 45 cents par mile,

b4-2.

Business. An Incldantal Pilot ig any Governaent smployes who accs as
pilec-in-command of an afreraft whila on official Covernment businass
and whose posicion deseription does not imclude apeclfic pilot’s
duties. This circumstance arises when an employea with a pilot’s
license proposes to fly his/her own Plane or one leased or ranted by
the Government to accomplish official business, trangportation of
self and others, survelllance flights, transportation of equipment
and materials, erc.

Any Incidental P{lat performing duties as pilot-in-command on any
Department missien must meat the minimum flying ctime and racing
qualifications established by the DOI Office of dlrcraft Servicas
{0AS). 1Incidental Pilota must obtain a DOI Pilot Qualification Cara
prior to piloting any flighta on official business. The card will be
requasted by means of a mamorandum, gatting forth the requastor's
qualifications, forwarded to the Diractor, Office of Afrecrafc
Services through the Diractor, OSMRE. All holders of DOT Filot
(ualificacion Cards will be £1light checked annually by a designated
0AS check pllot or FaA-GADO exaniner, or semi-annually in the case of
instrument rating, An incidental pilot must have a "Letter of
Authorization* from the Diractor, OSMRE, which must be rapawad
annually,

More detailed information on these requirements can be found in the

Departmental Manual 350 DM &, "Policy on Incidental/Dual Function
Filots®. ' '

TRV-1-1 4-1 Parc 4-1



DGHIST;G TENPORARY DUTY TRAVEL POLICIES AND PROCEDURES HANDRGOR

PART 4. REIMBURSEMENT FOR THE USE OF PRIVATELY OWNED VEHICLES

4-3,

The cost of transporctacion at the parmanent duty station location
furnishad by privacely owned vshicle, rantal vehicls, taxi or publiz
transportation may be reilabursed, when such transportation is
autherized by the supsrvisor, subject to the guidelines sec forth
balow:

a. POV Mileags. Found trip mileage batwsan tha residenca and
the common carrier terminal will be allowed in conneccion with
official travel, ac the rate sstablished in the FTR, When the POV is
not parked at the common carrier terminal, round trip mileage will be
allowed for the crip from the residance to tarminsl and for the trip
fzom terminal back to residenca. This mileage will ba included for
raimbursament on the travel voucher submitted for the assoclated
official cravel away from the permanent ducy stacion.

Round trip milsage batwesn the residence and the permanent duty
station will be allowed on the day of travel for enployeas driving a
POV to che parmanent ducy station to pick up a Government vehicle
with which travel {s accomplished overnight away from the permanent
duty scacion,

POV mileage will be pald for travel to a temperary duty station at
the parmanent duty station location, whan use of POV for this purpose
{s authorized by che supervisor. Since it {s the employee’s
respansibilicy to furnish snd bear the expense of transportation
batvean his or har residance and the pormanent duty scatfon, the
milasges allowance will be limitad to cna of the options below:

- When the employes 1s requirad to report to his/her permanent
duty atacion, prier te traveling to the temporary duty station,
mileage will bs paid from the permanent duty station te che temporarcy
duty station.

© When the employes is authorized to traval directly from
his/her residencs to the temporary ducy scation, mileage will be paid
for the distance betwasn resideance and temporary ducy statisn which
axceeds the distance batwesn Tesidence and parmanenc duty astation.
When the distanca betwean residance and temporary duty station ig-
lass than or aqual to the distances between regidence znd permanant
ducy station, no mileaga will bse pald.

4.2 Parc 4.1
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DCOMESTIC TEMPORARY DUTY TRAVEL POLICIES AND FROCEDURES HANDBOOK

PART 10. SOURCES QF FUNDS

officially directed to participate In a cenvention, seminar, or
sinllar meating sponsorad by a privata source for the murual interast
of the Government and the private source. In such ilnstances,
expesnises shall be charged to the appropriate bursau or Department
apprepriation.” Exceptiona te this policy may only be appraoved on a
case by case basig by the Deputy Dirsctor, Administration and

. Finance, -

Bafora an employes is permitted to take or accept transportation and
related travel expensea in connaccion with a job interview from a
potential smployer in the private sactor whe has business dealings
with che Department of tha Interier, the employee's immediate
suparviger and the CSMRE Deputy Ethics Counselor (Assistant Director,
Budget and Administration} must ensure thac:

¢ The employes haa filad a disqualification statement if it
is requirad by the employar under 43 CFR Sactien 20.735-13¢(b).

o The employss has provided documented avidence that ths trip
Iz for a bona fide job interview, and that the potential smployer
offers che transportation and related travel expenses to sll
similarly situared applicants, not only those employad within the
Departmant of the Intarior.

This travel acceptance regulation covers payments-in-kind and extends
to cash reimbursements only whan a documented accounting of the
sxpensas and the reimbursement is submitted to the Deputy Ethics
Counselor.

Tha above requirsments do not apply to employees negotlating for
future employmant with a potential employer who has no business with,
and ig not seeking business with, the Departmenc, (s not regulated by
the Dapartment and cannot be affected by the performance ar
nonperfornance of the employee's duties,

10-3.

The Deparctment requiraes that
conmon carrier tickats costing $100 or mors be purchased through use
of a Govarnment Tranaportatlion Request (GTR) or through a Govermment
Traval Syatem (GTS) account., The only exception te this requirement
i3 that charga cards i{ssusd to Fadaral amployesas under the Govermment
contract with Diners Club, Ine., may be used to purchase pagsenger

10-5% Part 10-2



DOMESTIC TEMPORARY DUTY TRAVEL POLICTES AND PROCEDURES HANDROOQK

PART 10. SOURCES OF FUNDS

transportaticn gervices in any amount. No other cradic or charge
carda may be used te purchaze Eranspartation sarviceg excaeding 5100
in connaction with official traval. Employess should not use cash
from parsonal or travel advance funds to purchase tickets of $100 or
MOTA eXcapt in essrgency clircumstancas, Bmergency circumatances arg
limited to those situations whera an smployes must travel and cannot
purchass a ticket with 4 GTR or through the Covernment Travel Service
(GTS) arrangemant witch traval agencles under GSA contract.
Transportation for a Spausa’s hoyvas bunting trip and a apouse and
family relocacion trip must alse be purchased wish a GTR, through the
GT5 arrangement, or with a charge card {ssued under the Government
cantract wich Dinars Club, Inc.

In instances whera pearsonal funda axceeding 5100 are used to purchase
Cransportation, reimbursament of tha cost of transportacion purchased
raquires approval by the Daputy Directer, Adminiscration and Finance .
Fallure to obtain the requirad written approval makes the amployea
liable for all costs exceeding 510G,

Requesta for approval stiwould ba in the form of a memorandum from cha
employee ta the Dapury Director (Sas Appendix 10). Requast
memorandumns, including a copy of the cravel autharization, shall
tontain the following information:

- NHame and position or title of tha employee.
- Explanation of the ADOTEONCY circumstances Juscifying the use
sh inst '

{5F 1169y, GTS arrangenanc, or Governmant charge card, to purchasa
transporcation costing $100 or move.

- Name and address of the Person to whom the requast for
approvai is to ba returned aftar action by tha Depucy Direcenr,

When a ticket {s purchassd by means other than a GTR. or GTS
arrangemsnt, the travelsr ahall agsign to the Governmant the right :o
LACOVer any axcass Payments Lnvolving carrier’s use of improper
raves. The assigrmenc ig pra-printed on the travel voucher form and
shall be {nicialed by the travaler. :

10-4,
+ A Government Travel Requast (GTR) will not ka ugaed,
ner will coscs be charged againdt a Government Travel Servica (GTS)

TRV-1-1 10.5 Fare 103-1
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