Finance


Pay and Entitlements

Civilian Deployment 101 – OEF Pay Entitlements (Base Pay)

In accordance with paragraph I of the Army policy guidance Base Document at http://www.odcsper.army.mil/default.asp?pageid=37f, USACE employees deployed in support of OEF are in a TDY status for a period not to exceed 179 days.  Because of the TDY status, there is no change to an employee's base pay.  Employee base pay, for this purpose, includes special salary rate and locality pay.  Affected employees should be strongly encouraged to elect direct deposit of all pay prior to deployment.  Civilian employee salaries are not tax free while on deployment.

Civilian Deployment 101 – OEF Pay Entitlements (Biweekly Pay Limitation Waiver)

Employee base pay is normally limited to the equivalent of the bi-weekly rate of a GS-15, step 10.   However, Annex F, paragraph  C(1), (accessible at http://www.odcsper.army.mil/Directorates/pr/pro/ConsolidatedPPG/AnnexF_ENT.doc) contains an HQDA waiver of the biweekly premium pay limitation for GS employees.  This waiver, which applies to those mobilized in support of OEF, was effective the pay period beginning September 11, 2001.  

Please note that DFAS requires that servicing payroll offices be informed, in writing, of employees to whom this waiver applies.  Upon submission of the deployed employee's first time and attendance report, the following should be included:  a memo to DFAS citing 1) that Operation Enduring Freedom is the waiver authority; 2) employee's name; 2) SSN; 3) date of deployment; and, 4) date of return to the permanent duty station.  This information is required for each instance of deployment such as an employee serving one 120-day TDY tour from Oct 1 through Jan 29, and providing the information again when the employee returns for a 120-day tour beginning March 1.

Civilian Deployment 101 – OEF Overseas Pay Entitlements (Foreign Post Differential, Danger Pay and Imminent Danger Pay)

Civilian employees deployed overseas may, depending upon the duty location, be entitled to these additional payments, as determined by the Department of State.  A list of the Department of State authorized payments is available at the following web sites:  Department of State Standardized Regulation (DSSR), 540 Post Differential on Detail, which is at http://www.state.gov/m/a/als/1759.htm  and Department of State Standardized Regulation (DSSR), Section 920, Post Classification and Payment Tables which is at http://www.state.gov/WEB_920/web_920.cfm Danger pay and foreign post differential pay combined cannot exceed 25% of employee's basic pay.  

When applicable, foreign post differential begins on the 43rd day for employees on detail and TDY.  For payment, claims must be initiated by the employee using the Standard Form 1190, Foreign Allowances Application, Grant, and Report, revised version dated 1/98.  The SF-1190 is accessible on the GSA web site via http://www.gsa.gov/forms.  Danger pay and foreign post differential pay claims should be filed with the travel voucher, when the TDY is completed.  See DA PAM 690-47, section 1-29 and AR 37-105, Financial Administration, Finance and Accounting for Installations: Civilian Pay Procedures for additional information and other details.

Department of State Regulation, DSSR 650, Danger Pay Allowance, at section 652g provides for a limited instance where civilian employees are entitled to imminent danger pay.  Under circumstances defined by the Secretary of State, a danger pay allowance may be granted to civilian employees who accompany U.S. military forces designated by the Secretary of Defense as eligible for imminent danger pay. The amount is currently 150.00 per month. The Secretary of State will define the area of application for civilian employees and the amount of danger pay shall be the same flat rate amount paid to uniformed military personnel as imminent danger pay. Danger pay authorized under this subparagraph will not be paid for periods of time that the civilian employee either receives authorized danger pay or post differential.  For example, if Kuwait City is not on the list of countries where civilian employees are entitled to danger pay, but military are entitled to imminent danger pay; then civilian employees are entitled to imminent danger pay in Kuwait City.  This section is at http://www.state.gov/m/a/als/1767.htm

Civilian Deployment 101 – OEF Pay Entitlements (On-Call, Standby, and Alert Status)

During crisis situations, the nature of the work may make it necessary to have employees in an on-call or standby status because of emergencies or administrative requirements that might occur outside the established work hours. Time spent on standby duty is hours of work if, for work-related reasons, the employee is restricted by official order to a designated post of duty and is assigned to be in a state of readiness to perform work.  The situation must result in limitations on the employee's activities so substantial that the employee cannot use the time effectively for his or her own purposes.  An employee is not considered restricted for "work-related reasons" if, for example, the employee remains at the post of duty voluntarily, or if the restriction is a natural result of geographic isolation or the fact that the employee resides on the agency's premises.  (5 CFR 551.431(a))  On-site commanders have authority to designate employees to be available for such a call during off-duty times. As required by DA PAM 670-47, designation of employees for this purpose will follow these guidelines:

--There should be a definite possibility that the services of the designated employee might be required.

--On-call duties required of the employees will be brought to the attention of all employees concerned.

--If more than one employee could be used for on-call service, the designation should be made on a rotating basis.

--On-call duty is expected to limit an employee's activities, but should not unduly restrict movement.

Being placed in an alert status while awaiting deployment orders is not considered standby or on-call status.  Also, an employee is not considered in an on-call or standby status if the employee is allowed to leave a telephone number or carry an electronic device for the purpose of being contacted, even thought the employee is required to remain within a reasonable call-back radius.  (5 USC 551.431(b))

Civilian Deployment 101 – OEF Pay Entitlements (Overtime and Compensatory Time)

GS personnel working overtime are granted compensatory time or paid overtime pay, consistent with the Code of Federal Regulations.  Nonexempt employees (those covered under the provisions of the Fair Labor Standards Act) earn overtime and compensatory time in accordance with 5 CFR 551, Subpart E.  Employees exempt from the provisions of the FLSA earn overtime and compensatory time in accordance with 5 CFR 550, Subpart A.

A nonexempt employee deployed overseas may be subject to the foreign exemption.  CFR 551.104 defines foreign exemption as a "provision of the (Fair Labor Standards) Act under which the minimum wage, overtime and child labor provisions of the Act do not apply to any employee who spends all hours of work in a given workweek in an exempt area.  A list of the exempt areas can be found in appendix XX.

For Nonexempt employees, the basic principle states that all time spent by an employee performing an activity for the benefit of the agency and under the control or direction of the agency is hours of work.  5 CFR 551.401 provides specific examples.

For Exempt employees, overtime is paid for hours authorized and worked in excess of eight hours per day or 40 hours per week.  The dollar amount is limited to the hourly rate for GS-10, step 1.  Compensatory time may be granted in lieu of overtime.  Compensatory time may be used up to 26 pay periods after it is earned.  After that, it is paid at the regular overtime rate.  

It may not be possible to approve exact overtime hours in advance, therefore, the employee's travel orders should have the following statement in the remarks column: "Overtime is authorized at TDY site as required by the Field Commander. Time and attendance reports should be sent to (name and address)." The field supervisor should submit to the employee's home installation a DA Form 5172-R or local authorization form (with a copy of the travel orders) documenting the actual premium hours worked by each employee for each day of the pay period as soon as possible after the premium hours are worked.  (DA PAM 670-47, Overtime)  Also See Civilian Deployment 101 - Time Keeping for a discussion of the time and attendance reporting requirements and a sample time sheet.  Unique situations should be discussed with the CPAC.   

Civilian Deployment 101 - OEF Pay Entitlements (Hazard Pay and Differential)

5 CFR 550, Subpart I, under certain conditions, authorizes payment of differentials for work involving unusual physical hardship or hazard to employees.  GS employees, who perform work that causes extreme physical discomfort or distress, such as exposure to fumes that causes nausea, skin, eye, ear, or nose irritation, and is not adequately alleviated by protective or mechanical devices, are entitled to additional pay.  In claiming a hazard pay differential, the hours worked under such conditions must be reported on the time and attendance report.  The employee is paid only for those hours of exposure.  Hazard pay differential is not considered part of basic pay in computing additional pay or allowances otherwise payable.  (5 CFR 550.907)  The schedule of pay differentials authorized for hazardous duty under Subpart I is at Appendix A to that Subpart.

Civilian Deployment 101 - OEF Pay Entitlements (Prevailing Rate Employees)

Introduction:  This paper discusses pay entitlements for General Schedule (GS) employees deployed in support of Operation Enduring Freedom (OEF).  CPAC advisors and MSC HR Directors may raise pay questions to Ellen Cook, CEHR-E, on 202-761-1698.  Questions from other sources should be raised to the local CPAC.  All Army personnel policy guidance in support of OEF can be found at the following web site: http://www.odcsper.army.mil/default.asp?pageid=37f     

The Headquarters, Department of the Army policy at the above website, which was updated September 17, 2002, establishes implementing policies and guidance for deployments in support of OEF.  Annex C referenced in the approval message issued by HQDA, DTG 171635Z SEP 02, defines the deployment processing criteria for USACE Civilians, which will be covered in a later e-mail.  Annex F, Entitlements, defines pay entitlements for Civilians deployed in this Operation. 

The Army Approval message is at: http://www.odcsper.army.mil/Directorates/pr/pro/ConsolidatedPPG/ALARACTApproval.doc
 Annex C, Deployment Processing is at:  http://www.odcsper.army.mil/Directorates/pr/pro/ConsolidatedPPG/AnnexC_DepPr.doc
 Annex F, Entitlements, is at:  http://www.odcsper.army.mil/Directorates/pr/pro/ConsolidatedPPG/AnnexF_ENT.doc
Governing Regulations:  

DoDD 1400.31, Mobilization Management of the DoD Civilian Workforce;  

DoDI 1400.32, Mobilization Preparedness Planning for the DoD Civilian Workforce; 

DoD Directives and Instructions are accessible via www.cpms.osd.mil web site;

Department of State Regulations, Chapter 650, Danger Pay Allowance accessible at http://state.gov/m/a/als/c1843.htm; 

AR 690-11, Civilian Personnel Mobilization Planning and Management, 14 Sep 90, accessible via: http://books.usapa.belvoir.army.mil/cgi-in/bookmgr/books/r690_11/COVER
Implementing Guidance: DA PAM 690-47, DA Civilian Employee Deployment Guide, 1 Nov 95 is accessible via CPOL at web address http://www.usapa.army.mil/cpol/dapam690-47/dapam690-47.html

FY03 Financial Guidance Message #4 – Policy For RF59 Accounts for General War On Terrorism (GWOT)

1. Reference:

a. Army FY03 Financial Management Guidance ISO the GWOT, Nov 02

2. The purpose of this message is to issue guidance for the establishment and use of the Corps of Engineers Civil Works Revolving Fund (RF59 accounts) for GWOT.  Current policy is that RF59 accounts will be authorized at the MSC/separate command level, not districts.  These accounts will be used to track incremental costs directly related to Operation Enduring Freedom (OEF) war fighting efforts.  

3. Army policy is that all funding in support of OEF be separately accounted for and that MACOM OMA dollars be obligated at HQUSACE to cover the full value of OEF funding support.   Division(s)/separate commands designated with responsibility for a specified mission in a country or countries are responsible for requesting RF 59 accounts from CECS-O (Mike Shama/Clifford Longfellow) and CERM (Ken Littlefield/Jo-Ann Evans).  This request must contain an estimate to be used as a dollar ceiling and the purpose of the account.  CERM-F will notify the MSC/separate command of RF 59 account approval with copies furnished to CECS-O and to CERM-B. If the purpose is for the same mission and contains both pre-deployment preparation/planning and a follow on deployment, a single RF59 account can be used.  All RF59 accounts (work items) established at the division level for this exercise must have the Command Indicator Code (CIC) OEF03.  Divisions/separate commands are responsible for maintaining the RF59 account for their assigned mission(s) and to MIPR funds to other districts/activities that provide support. Due to the unique USACE wide support the Engineering Research and Development Center (ERDC) is authorized to request an RF 59 account for Tele-Engineering services and Omaha District is authorized to request an RF 59 account for their Centers of Expertise. ERDC and Omaha District are responsible for maintaining internal controls to separately account for support rendered to OEF and non-OEF support.  Only OEF support is authorized to be charged to these RF 59 accounts.  Responsible Division/separate command must request increases to RF 59 account ceilings if required.  CECS-O will validate the requirement and CERM will authorize increase based on funding status.

4. HQDA will attempt to secure and distribute supplemental funds specifically designed to address authorized GWOT tasks and missions thus relieving MACOMs of the responsibility to use their appropriated funds to support GWOT.  The Army has designated U. S. Army Forces Command (FORSCOM) as the Army’s executive agent for financial management for Operation Enduring Freedom in the CENTCOM area of operations. All GWOT obligations to be charged to the supplemental funds are limited to obligations that would not otherwise have been incurred. The assigned MSC/separate command will be responsible for collecting reimbursement from ARCENT/FORCECOM.  CERM-B will be responsible for assisting if problems develop on reimbursement. All RF 59 accounts must be cleared NLT 30 September 2003.  If not cleared and charged to the appropriate appropriation(s) an Anti-Deficiency Act violation may result. 

5.  Field activities should be tracking costs associated with these missions using the following CIC Codes:

F3201  VFRE Enduring Freedom Pre-deployment

F3202  VFRE Enduring Freedom Deployment/Redeployment

F3203  VFRE Enduring Freedom Sustainment

F3204  VFRE Enduring Freedom Reconstitution

F3205  VFRE GTMO Operations, War Crimes and Related Investigations

F3206  VFRE Enduring Freedom Horn of Africa

F3404  VFRE Enduring Freedom Philippines

F1208  VFRE Enduring Freedom Other Tasks

F9FP1  VFRE Operation Noble Eagle Force Protection Measures

F9FP2  VFRE Operation Noble Eagle II Force Augmentation

F9PS1  QLPR Operation Noble Eagle Physical Security

F9TR1  VTER Operation Noble Eagle Immediate Response OPNS

   6.  CERM-B is responsible to hold obligated FY03 OMA funds at HQUSACE equal to the authorized RF59 funding.  Previously we issued guidance that RF59 accounts could be established once Request For Forces (RFF) and Task Orders are received from DA and this still stands.  However, on an exception basis, COL Fritz, Deputy Chief of Staff for Operations can validate the need for a RF 59 account  to be established for specific emergency requirements necessary for USACE support to critical Army missions.

     7.  In the event that there is a need to increase security at our projects, administrative facilities, installations due to the possible increased THREATCON separate guidance will be issued authorizing RF59 at district level for tracking incremental costs associated with the increased THREATCON.

     8. Travel and per diem cost for military personnel costs are not to be charged to RF 59 accounts.  There is an Army open allotment fund cite for the travel and per diem of military personnel that is to be used.  These travel costs are processed through DFAS-Indianapolis and not through CEFMS.  If a Civil Works funded military officer is deployed in support of OEF, CERM-F must be notified of the planned timeframe so that the Civil Works reimbursement to the MPA account can be stopped for the period of OEF support.

 9.  This guidance has been coordinated with CERM-F, CERM-B, CECS-O, and CECC.  Any questions should be directed to Michael Walsh (202) 761-5440 or James DeAngelis (202) 761-1104.

STEPHEN COAKLEY



       Director of Resource Management

POST CLASSIFICATION AND PAYMENT TABLES SECTION 920 (danger pay)

POST CLASSIFICATION AND PAYMENT TABLES SECTION 920

FOOTNOTES TO SECTION 920

(Explanations on how to use the post classification and payment tables are included in Section 920 of these regulations)

a – effective January 26, 2003
b – effective February 9, 2003

c – Changes were effective on both of the above dates.  The allowance or other revision printed in this Section 920 was effective February 9, 2003.  The  changes effective January 26, 2003 are listed at the end of these footnotes.
d -
No current cost information is available as all U.S. Government employees are in Government owned or leased housing.  Any US Government organization

     
with employees eligible for the LQA should submit housing cost information to the Department of State as required by Section 072 and 077 of these

     
regulations.  Until more suitable housing cost information can be used to establish LQA rates for the locality, the following LQA rates are authorized:

	LQA GROUPS
	
	2
	3
	4

	
	WF
	10300
	9400
	8500

	
	WOF
	9900
	8500
	7500


e -The LQA rates are established for the benefit of only a few or no current employees and therefore do not necessarily represent overall local quarter 

costs.  (See Sections 072 and 077 for information on the reporting of housing cost data.)

g -
The following are within the Tokyo-To (Kanagawa-Ken) area:  Atsugi, Camp Zama, Fussa, Machida-Shi, Sagamihara, Tachikawa and Yokota AB.

h -
When payment is made directly to a DOD school rather than as an education allowance to the employee, such payment must be considered to be in lieu of

the education allowance.  Thus, an employee whose child changes schools (DOD school, local school, U.S. school) during a school year, must deduct any

payment made, or to be made, directly to the DOD school on the child's behalf from these rates.  An employee cannot be granted or have paid on his/her

child's behalf, an amount greater than the rates published for any one school year.

m -
The 'away from post' rate of $31,050 is for use only in attending schools located outside of South Africa.  The school 'at post' rate may be used in

attending day or boarding schools in South Africa.

n -
 An employee who serves for a period of 42 consecutive calendar days or more on detail 
(Section 511d) in Afghanistan may

be granted the post differential at the prescribed rate for the number of days 
served, beginning with the first day of detail.

p - 
In addition to the listed post differential rate, employees are eligible for danger pay allowance, DSSR (652f), as shown below:

	Area

Afghanistan
	Rate   Eff. Date

25%     12/02/01

	Algeria
	25%      2/06/94

	Bosnia-Herzegovina:
	

	  Sarajevo
	15%      1/18/98

	  Other
	25%      7/19/92

	Burundi
	25%      2/04/96

	Central African Republic
	20%      6/17/01

	Colombia
	15%    11/27/96

	Indonesia
	25%    11/03/02

	Iraq
	25%      8/11/90

	Israel:
	

	  Gaza Strip
	25%      8/02/01

	  Karmiel
	15%     12/01/02

	  Tel Aviv        
	15%     12/01/02

	  Other
	15%     12/01/02

	Jerusalem:
	

	  Jerusalem
	20%     1/26/03

	
	

	
	


	Area

Jerusalem
	Rate   Eff. Date



	  West Bank
	25%     8/02/01

	Lebanon
	25%    10/21/83

	Liberia:
	

	  Monrovia
	15%     4/08/01

	  Other
	25%     4/23/00

	 Pakistan:
	

	  All areas except Peshawar
	25%     4/07/02

	  Peshawar
	25%     9/23/01

	Peru – Departments of:
	

	  San Martin (ex. the City of Tarapoto)
	15%   10/10/99

	  Huanuco (entire Departamento)
	15%   10/10/99

	  Apurimac (Province of Chincheros only)
	15%   10/10/99

	  Ucayali (Province of Padre Abad only)
	15%   10/10/99

	  Ayacucho (Provinces of La Mar and
	15%   10/10/99

	  Huanta only)
	

	
	

	
	

	
	


	Area

Peru – Departments of:
	Rate   Eff. Date



	 Junin (Provinces of Satipo and
	

	 Chanchamayo only)
	15%    10/10/99

	  Pasco (Province of Oxapampa only)
	15%    10/10/99

	Russia:
	

	  Chechnya Province
	15%     5/23/99

	Sierra Leone
	25%     5/23/99

	Somalia
	25%     1/13/91

	Sudan
	15%    12/26/93

	Tajikistan
	15%    10/12/97

	Uganda:
	

	  Other
	15%     3/12/00

	Yemen
	15%     3/10/02

	Yugoslavia, Federal Republic Of:
	

	  Kosovo Province
	25%     7/19/98

	  Pristina
	20%     9/12/99

	
	

	
	

	
	


s – (Not in Use) 

t -  (Not in Use)

u - In accordance with Section 151 of PL 101-246, danger pay is authorized for DEA employees while at the locations listed below.  The authorized post differential for each location is revised by the removal of credit for political violence for those employees receiving danger pay.

	DANGER PAY
	
	REVISED POST DIFFERENTIAL
	

	
	Effective Date
	
	Effective Date

	
	
	
	

	Bolivia
	15%   3/15/95
	Cochabamba
	  5%   3/15/95

	
	
	La Paz
	10% 11/26/95

	
	
	Santa Cruz
	10%   3/15/95

	
	
	Other
	10%   3/15/95

	
	
	
	

	Mexico
	15%   3/15/95
	Differentials unchanged
	

	
	
	
	

	
	
	
	

	
	
	
	


v - A danger pay allowance under Section 652g of the Standardized Regulations is authorized for Federal Civilian employees who accompany U.S. Military forces designated by the Secretary of Defense as eligible for imminent danger pay for the designated areas.  The amount of danger pay shall be the same flat rate amount paid to uniformed military personnel as Imminent Danger Pay (currently $150 per month).  Danger pay authorized under Section 652g will not be paid for periods of time that the employee either receives danger pay authorized under Section 652f or post differential that would duplicate political violence credit which is already included in the differential rate.  Political violence credit is included in the differential rates for the following designated areas except:  Greece, Iran and the Persian Gulf.

Effective 1/7/96, the following designated areas are: Croatia (except Zagreb); and Yugoslavia, Former Republic Of  (except Belgrade, Kosovo Province, Montenegro Province and Pristina)

Effective 10/13/96, the following designated areas are: Kuwait (except Kuwait City); Saudi Arabia (except Dhahran Area, Jeddah, Riyadh and Taif); Iran; and the Persian Gulf

Effective 1/19/97, the following designated area is: Other, Democratic Republic of Congo


Effective 11/08/98, the following designated area is:  Bahrain


      Effective 11/07/99, the following designated area is: East Timor

      Effective 1/27/02, the following designated areas are:  “Other” Indonesia, “Other” Malaysia, “Other” Philippines, “Other” Krygyzstan, “Other” Oman, “Other” UAE, 

      “Other” Uzbekistan, Red Sea, Gulf of Aden, Gulf of Oman, and the Arabian Sea (portion north of 10 degrees north latitude and west of 68 degrees east longitude).
      Effective 4/07/2002, the following designated area is:  Other, Israel (See footnote p Gaza Strip)

      Effective 2/09/03, the following designated areas are:  “Other” Angola, “Other” Azerbaijan, “Other” Djibouti (land area only), “Other” Egypt, “Other” Eritrea (land area 

      only), “Other” Ethiopia, “Other” Georgia (entire land area), “Other” Greece, “Other” Haiti (total land area), “Other” Jordan, “Other” Kenya (land area only), “Other” 

      Macedonia, “Other” Qatar, “Other” Rwanda (land area  only), and “Other” Turkey (total land area and inland waters).

Emergency Essential Employee's FEGLI Election Opportunity

Kuwait Danger Pay

Travel Orders Preparation

BUSINESS PROCESS/ACTIVITY: Travel Settlement Vouchers (Regular TDY)
DEFINITION: Travel settlement is the reimbursement of expenses incurred by the traveler during temporary duty (TDY) in accordance with the Joint Travel Regulation (JTR). Regular travel vouchers are used for travel that exceeds 12 hours per day.

CEFMS REQUIREMENT: No Access Control Maintenance Screen 10.1 permissions are required for the traveler to create a travel voucher; however, the traveler must have Travel Requesting Official permission to create a travel order which in turn allows them to create a voucher in CEFMS. The reviewer will need Trav Voucher/L.D. Phone Review Auth and Travel Approving Official permissions. An E-Sig card is required for electronic signatures for both the traveler and the travel approving official.

REGULAR TRAVEL VOUCHER PROCESS: Within 10 working days after completion of the TDY travel, the traveler will create a travel voucher in CEFMS. The traveler enters settlement information in CEFMS, then acknowledges the travel settlement voucher is correct by electronically signing the voucher. The traveler will provide the reviewing/approving official with a hard copy of the travel order and travel voucher with all original receipts. In the event that the traveler does not have a signature card or an electronic signature problem occurs, a hard copy of the travel voucher will be hand-signed by the traveler. The reviewing/approving official is responsible for checking to ensure all travel information is in accordance with the JTR (see travel settlement voucher checklist). The travel reviewing/approving official should be someone in the supervisory chain of command above the traveler. Once the reviewing/approving official has electronically signed the voucher in CEFMS, the travel order, travel voucher with original receipts must be retained by the reviewing/approving official for random audits. The travel voucher and receipts must be retained for a minimum of 3 years or forwarded to a Records Holding Area. In the case of EPA Superfund work items, supporting documents must be forwarded to the F&A, RMO and retained for 30 years. The retention period begins with the date of the issuance of the travel settlement voucher. The personnel at the USACE Finance Center (UFC) in Millington, TN will process travel reimbursements based upon the reviewing/approving official’s signature on the travel voucher. The UFC will also e-mail the computation sheet (IATS printout) to the e-mail address designated in the traveler’s Traveler Maintenance Screen 10.131. The e-mail address listed in the CEFMS screen 10.131 can be the traveler’s e-mail or another e-mail address the traveler elects to use. Upon receipt of the travel settlement computation sheet, the traveler must provide the approving official with a copy of the computation sheet for official travel files and future audits. Additionally, the traveler should keep a copy of his/her travel settlement paperwork to include the computation sheet. Employees who expect more than one travel reimbursement check per year must sign up for the Electronic Funds Transfer (EFT) to his/her bank account. The UFC will be responsible for ensuring that travel reimbursement is electronically transferred to the traveler’s bank account. For questions or problems related to travel, contact the Help Desk at your Command.

TRAVEL PAPERWORK RETENTION REQUIREMENTS: The traveling approving official must maintain the official file of all supporting documents (including computation sheets) in a central location for each travel settlement voucher for a minimum of three (3) years for auditing purposes. The MARKS file number is "1hh," Title: Individual financial history files, Disposition: Destroy after 6 years and 3 months. Cut off in FY blocks, hold 3 years, and then send to temporary records holding area. Contact the Records Manager, IMO for questions concerning records holding area or filing procedures.  Travel vouchers and supporting paperwork using Superfund work items must be forwarded to Finance and Accounting, RMO and retained for 30 years.

BUSINESS PROCESS APPROVAL LEVEL: RMO, Last Revision: 1 August 2001.

Individual Processing / Travel Orders

BUSINESS PROCESS/ACTIVITY: Travel Orders

DEFINITION: Travel orders are official forms used to authorize travel according to the Joint Travel Regulation (JTR). 

CEFMS REQUIREMENT: The traveler must have PR&C Orig and Travel Requesting Official permission in the DM Access Control Maintenance Screen 10.1. The approver must have Travel Approving Official permissions in 10.1. The travel approving official (TAO) should be in the traveler’s supervisory chain. The funding approval official must be given PR Approval Authority on the funded work item. An E-Sig card is required for electronic signatures for both the approver and the funding approval official. An E-Sig card is not needed to request travel orders. A typical temporary duty (TDY) trip with one leg is entered using only three CEFMS sequences: 1) depart permanent duty station, 2) arrive TDY (stop code is TD, temporary duty), and 3) depart TDY site to arrive back at permanent duty station (stop code must be MC, mission complete). Mileage to and from the airport should not be part of the itinerary on the travel order. Reimbursement for mileage to and from the airport is a standard remark code 124 in the travel order remarks section, and "ML" is the expense code used in the reimbursable expense screen of the travel voucher to claim residence/airport mileage.

TRAVEL ORDER PROCESS IN CEFMS: In anticipation of travel, travel orders are prepared in CEFMS. Each employee will be given CEFMS permissions to create and request travel orders. Once the travel orders have been created, the approving official should be notified. The TAO is an individual in the traveler’s supervisory chain who is authorized to electronically sign the travel approving block of the travel orders and the travel settlement voucher (see attached checklist). If the traveler is under a different organization code than the approving official (e.g., DA Interns), the approving official will need to use a CTRL F2 to bring up the travel order. The division/office budget person familiar with the JTR should be the travel order funding approval (certification of funds). Anyone approving or certifying funds in CEFMS should be familiar with fiscal law (time, purpose and amount requirements, regulations and laws). Once the travel order funds have been committed, the Logistics Management Office (LMO) travel assistant will review and authenticate the travel orders. Once the travel orders have been authenticated, the traveler will be able to print a hard copy of the orders. If the traveler is requesting transportation (airline or train tickets) from LMO, a hard copy of the travel order with the traveler’s social security number hand written on the travel order must be sent to LMO for ticket processing. The government travel VISA credit card will be used for any travel advances with ATM withdrawals up to 80 percent of the estimated cost of travel. Upon completion of TDY, the traveler must submit a travel voucher within 10 working days (see travel voucher business process). 

NOTE: For some organizations the travel approval internal business process may have the requesting official be a Section or Branch Chief, and the approving official be a Branch or Division/Office Chief.

BUSINESS PROCESS APPROVAL LEVEL: RMO, Last Revised: 4 August 1999

TRAVEL AND TRANSPORTATION (web sites & links)

WEB SITE LOCATION:    http://www.hq.usace.army.mil/celd/trans/tnt.htm         

CONTENTS: 

Links to Regulations and Policies 

         View the  Secretary of the Army Travel Policy 

          ER 55-1-2 (1 Oct 2002) Transportation and Travel - Travel Management 

           Transportation Security Administration Travel Tips   

          JOINT TRAVEL REGULATIONS (JTR) 

ARMY REGULATIONS
Defense Transportation Regulations (DTR) DOD 4500-9R
Department of State Standardized Regulations (DSSR)
Federal Travel Regulation (FTR)
DOD DIRECTIVES AND INSTRUCTIONS
          Link to Foreign Travel Country Clearance Guide 

          Request for Foreign Travel Country Clearance Numbers. Must use Microsoft Internet Explorer 4.0/ Netscape Navigator 3.0 or later 

           Link to Passport Matters   

           Link to Department of State Passport Services 

          State Tax Exemption Information 

         Online Federal Travel Planner   

          Lodging Success Program  (LSP) Information 

        Army Lodging Policy 

        Army Central Reservation Center 

        LSP Locations 

        Military Traffic Management Command HomePage 

        View policy on reimbursement of personal telephone call during TDY 

        View Per Diem rates courtesy of the Per Diem Committee Homepage 

         Link to DOD Approved Air Carriers and Foreign Approved Air Carriers 

        Official contract for Airlines City-Pair Fares from GSA  

        Link to Office of General Counsel for Information paper on use of Government Resources 

        Link to GSA's Best Available Lodging Value (BALV) Program 

        View the Approval of Actual Expense Allowance . 

        The Defense Table of Distances (DTOD) for use in estimating travel distances.  

        Global Freight Management - Electronic Transportation Acquisition (GFM-ETA) Help Desk
  
Please submit any comments and suggestions to Belinda K. Taswell
APPENDIX ____, (U.S. Army Corps of Engineers Civilian Travel and 

Transportation Deployment Guidance)  to ANNEX O, PERSONNEL SUPPORT TO OPERATION ORDER NO. ​​​​​​​​​​​​​​​​05-03

1. SITUATION.  See Basic Plan

2. MISSION.  See Basic Plan 

3. EXECUTION.  See Basic Plan

4.   PURPOSE.
       a.    This guidance has been prepared to inform U. S. Army Corps of Engineers (USACE) civilian employees, management officials, and Commanders of travel and transportation policies and procedures that affect civilian deployments in support of military operations.

b. This information is accurate as of the current date, but is subject to change based on 

evolving Department of Defense Directives, Army Regulations, and USACE policies and procedures.  This information will be updated periodically, as required.

5.   REFERENCES.

a.  Title 5, United States Code (USC), Chapter 57  - Travel, Transportation, and Subsistence 

http://www4.law.cornell.edu/uscode/5/ 

b.  Joint Travel Regulations (JTR), Volume II, http://www.dtic.mil/perdiem/trvlregs.html

 Joint Travel Regulations, Volume 2, Department of Defense Civilian Personnel 
c.  Department of State Standardized Regulations (DSSR), http://www.state.gov/www/perdiems/dssr/regs000.html
d.  DoD 7000.14-R, Department of Defense Financial Management Regulations (DODFMR) http://www.dtic.mil/comptroller/fmr/
e.  DoD 1400.25-M, Department of Defense Civilian Personnel Manual http://www.cpms.osd.mil/cpm/cpm.html
f.  Department of the Army Pamphlet 690-47, Civilian Personnel DA CIVILIAN EMPLOYEE DEPLOYMENT GUIDE http://www.usapa.army.mil/cpol/dapam690-47/dapam690-47.html
g.  ER 55-1-2, Travel and Transportation Management (1 Oct 02), http://www.usace.army.mil/inet/usace-docs/eng-regs/er55-1-2/toc.htm
6.   TEMPORARY DUTY (TDY).  

    a.  TDY is defined as travel to one or more places away from a Permanent Duty Station (PDS) to perform duties for a period of time and, upon completion of assignment, return or proceed to a PDS.  TDY assignments at one location may not exceed 180 consecutive days, except when authorized under JTR, par. C4430-C.  TDY assignments that exceed 180 days may be subject to reduction of per diem as in JTR, par. C4561.  Per Diem is authorized while en route to and from the TDY site.  

    b.  If the Government provides both lodging and meals without fee at the TDY location, the per diem is limited to $2.00 per day in the Continental United States (CONUS) and $3.50 per day in OCONUS.  If there is a charge for the use of Government quarters or Government provided meals, the limited per diem rates will be increased by the actual fees incurred.

7.   TEMPORARY DUTY ORDERS.

    a.  Civilian employees deploying to support military operations will need travel orders prepared in accordance with Chapter 3, Part D, of the Joint Travel Regulations (JTR), Volume II.  Travel orders must establish the conditions under which official travel and transportation is authorized at Government expense.  

    b.  The itinerary section, Item 11, must show all authorized layovers en route to and from the Temporary Duty (TDY) location whenever possible.  Mark an "X" in the block labeled "Variation Authorized" in case conditions warrant deviation en route to and from the TDY location.  

    c.  The remarks section should be used for special authorizations (such as excess baggage transportation costs) or any other pertinent information.  Statements must be included to clarify any special authorizations or special instructions whenever possible.

d.  In the remarks section, Item 16, the following statements must be included, whenever applicable:

1) For all employees:  "Actual expense allowance authorized while at TDY site."  (No per diem is authorized for civilians when living under field conditions while in support of military operations; however, they will be reimbursed for actual subsistence, if any, while under field conditions.)

2) "Rental car authorized at authorized layover locations" (with exception of CRC location).

3) "Authorized to carry Government-issued weapon and ammunition when permitted by the Field Commander and when properly trained in weapons familiarization."

4) "Medical care is authorized per AR 40-3, (Medical, Dental & Veterinary Care), paragraph 4-29a(8), for civilians in a TDY status." 

5) "Overtime (or compensatory time) authorized at TDY site, as required by the Theater Commander."

6)  “PX privileges are authorized.”

7) "Commissary and Military Banking Facilities authorized."
    e.  Army policy authorizes advances for TDY expenses provided the estimated reimbursable "cash" expenses exceed $50.00. Advances are limited to a 45-day period and are limited to the meals and incidental expenses covered by the per diem rate or actual subsistence expense allowance and other authorized expenses that cannot be paid by charge card.

    f.  Travelers should file their initial travel vouchers within 14 days of deployment to ensure timely processing and reimbursement of funds.  Subsequent travel vouchers should be filed every 30 days during long-term TDY.  All travel claims and vouchers should be filed within 5 days of completion of travel.  A receipt must support all individual expenses of $75.00 or more.  All claims for lodging expenses require a receipt regardless of the amount.
    g.  Civilian employees are expected to use the Government contractor-issued travel charge card to cover official travel expenses.  If conditions preclude the use of the Government charge card, an advance not to exceed 80 percent of the estimated expenses is authorized.  

    h.  Authorization for Excess Baggage for Federal Civilian employees during deployment is at the discretion of the local Commander/Chief of an Activity. This authorization should be indicated in block 16 of DD form 1610 and/or generated in the travel orders, column 120 or 106 in the Corps of Engineer Financial Management System (CEFMS). While civilians may be authorized excess baggage, they should take a prudent approach in determining what is personal baggage and freight/cargo. In order for a traveler to receive reimbursement for charges related to excess baggage, the travelers orders MUST indicate that excess baggage of  XX number of pieces is authorized.  If travel orders do not have this statement on them traveler will not be reimbursed for the charges.

      i.  The preferred procedures and method of payment is to authorize the excess baggage in the travel order, have the traveler place the charges on their individual Government travel card, and file for reimbursement on their travel voucher.

      j.  Electronic Funds Transfer (EFT) is the preferred method of reimbursement of travel expenses.  All employees are encouraged to submit a Direct Deposit Authorization Form to the USACE Finance Center (UFC) Disbursing Division, Check Issuance Branch, if EFT account information has not been previously established.  The Direct Deposit Authorization Form is available from the UFC web site at http://www.fc.usace.army.mil/.

8.   TEMPORARY CHANGE OF STATION (TCS).
    a.  TCS is the relocation of an employee to a new PDS for a temporary period to perform a long-term temporary assignment, and subsequent return of the employee to the previous PDS after assignment completion.  TCS may be authorized with limited relocation allowances, instead of TDY allowances, for an employee scheduled for extended TDY (between 6 and 30 months). The long-term temporary assignment location becomes the employee’s temporary official station.  When a TCS is authorized, the employee is entitled to:

1) Per Diem, travel, and transportation for the day of arrival at and the day of departure from the TCS location as in JTR, par C4553-B3.
2) Shipment of HHG up to 18,000 pounds as in JTR Chapter 8.
3) Temporary storage (SIT), not to exceed 90 days as in JTR Chapter 8.
4) Non-temporary storage (NTS) (if needed) of HHG not shipped for the duration of the assignment as in JTR Chapter 8.  The total amount of HHG shipped and stored cannot exceed 18,000 pounds.
5) Property Management Services as in JTR Chapter 15.
6) Relocation Income Tax Allowance as in JTR, Chapter 16.

7) Miscellaneous Expense Allowance as is JTR Chapter 9

b.  After consideration of the criteria in JTR, paragraphs C4111 and C4430 an order-issuing 

official may authorize TCS when the cost is outweighed by the benefits of TDY cost savings and increased employee morale and job performance.

9.   DEPARTMENT OF STATE STANDARDIZED REGULATIONS (DSSR) ALLOWANCES AND BENEFITS. The Department of State (DoS) determines the rate and effective dates for the following foreign allowances and benefits.  They are constantly monitored to ensure that rates payable fit the circumstances in each country:

    a.  Foreign Travel Per Diem Allowances – Foreign per diem rates are updated monthly, 

effective from the first of each month and are published in DSSR Section 925.  They consist of a lodging portion and a meals and incidental expense (M&IE) portion.  Because taxes are included in the foreign lodging portion and laundry and dry cleaning expenses are accounted for in the foreign incidental expense portion, separate claim for reimbursement of these amounts is not allowed for foreign travel.

     b. Foreign Post Differential (FPD).  The Department of State determines the 

entitlement and the rate of FPD for each geographic location.  Foreign Post Differential is paid up to 25% of Basic Pay.  FPD begins on the 43rd day of duty for employees on detail and Temporary Duty Assignment (TDY).  FPD for employees on TCS (Temporary Change of Station) begins on the date of arrival at post.  These allowances are subject to federal and state income tax deductions.
     c.  Danger Pay Allowance (DPA).  This entitlement is administered by the Department of State.  The allowance is paid to civilian employees serving in designated foreign areas. Danger Pay is paid up to 25% of the basic pay.  Danger Pay begins on the day of arrival and continues after FPD begins on Day 43.  Danger pay is subject to federal and state income tax laws. It is possible for the combination of FPD and Danger Pay to exceed 25% collectively depending upon the deployed location.  NOTE:  The DPA paid to Federal civilian employees should not be confused with the Imminent Danger Pay (IDP) paid to the military. The IDP is triggered by different circumstances and is not controlled by the Secretary of State
    d.  Separate Maintenance Allowance (SMA).  Paid when conditions at a foreign post do not permit the employee to bring family members to the post, or when, because of special needs (spouse career, etc.) or hardship, the employee decides to leave the spouse in the U.S. and requests the SMA.  This allowance does not apply when one is deployed in a temporary duty (TDY) status.

    e.  Temporary quarters subsistence allowance (TQSA).  Paid to assist the employee in 

offsetting the initial temporary living expenses encountered when first arriving in the foreign area.

    f.  Living quarters allowance (LQA).  Whenever Government housing is not provided in foreign areas, living quarters allowance is paid to offset all or most of the expenses associated with renting or leasing residence.

    g.  Post (“Cost of Living”) Allowance.  An allowance to offset the difference of cost of living based on a percentage of “spendable income” which varies depending on your salary and family size.  The post allowance is paid once the overall cost of goods and services for the foreign post are at least 3% above the same goods and services in the Washington, D.C.
10.  COMPARISON OF DEPLOYED CIVILIANS TDY AND TCS ALLOWANCES.

	APPOINTMENT STATUS
	LOCALITY PER DIEM PAY
	FOREIGN POST DIFFENTIAL (if authorized)
	DANGER PAY (if  designated by DoS; if authorized)
	SEPARATE MAINTENANCE ALLOWANCE (if authorized and approved)
	POST ALLOWANCE (as designated by DoS)
	LQA (if authorized)

	TDY
	Yes

(Subject to limitations)
	Yes,

(Begins on day 43)
	Yes
	No
	No
	No

	TCS
	No

(Only while in travel status to/from TCS site)
	Yes

(Begins on day 1)
	Yes
	Yes
	Yes
	Yes


11.  LODGING, MEALS AND INCIDENTALS (M&IE) REIMBURSEMENT.

	Lodging/Meal Authorization

(Must be specified in the “Remarks” of Travel Order)
	Lodgings Rate
	Meals Rate
	Incidental Rate

	Field Duty 

(JTR, App. A; C4554-D)
	None

(JTR, C4555-D)
	None

(JTR, C4555-D)
	CONUS:  $2 per day

OCONUS:  $3.50 per day

(JTR, C4556)

	Lodging/Meals Provided without Cost (other than Field Duty)

(JTR, C4556)
	None

(JTR, C4556)
	None

(JTR, C4556)
	CONUS:  $2 per day

OCONUS:  $3.50 per day

	Commercial Lodging/Commercial Meals
	Actual lodging costs NTE maximum prescribed

(JTR, C4555-B)
	Applicable locality rate

(JTR, C4554-A)
	Applicable locality rate

(JTR, C4554-A)

	Commercial Lodging/Government Meals
	Actual lodging costs NTE maximum prescribed

(JTR, C4555-B)
	Government Meal Rate

(JTR, C4554-A)
	CONUS: $2 per day

OCONUS: As authorized in the Order

	Commercial Lodging/Deductible Meals  (JTR, C4554-B)
	Actual lodging costs NTE maximum prescribed

(JTR, C4555-B)
	Proportional Meal Rate

(JTR, C4554-B)
	CONUS: $2 per day

OCONUS: As authorized in the Order

	Government Lodging/Commercial Meals
	Amount equivalent to charge for quarters

(JTR, C4557)
	Applicable locality rate

(JTR, C4554-A)
	CONUS: $2 per day

OCONUS: As authorized in the Order



	Government Lodging/Deductible Meals
	Amount equivalent to charge for quarters

(JTR, C4557)
	Proportional Meal Rate

(JTR, C4554-B)
	CONUS: $2 per day

OCONUS: As authorized in the Order

	Government Lodging/Government Meals
	Amount equivalent to charge for quarters

(JTR, C4557)
	Government Meal Rate

(JTR, C4554-A)
	CONUS: $2 per day

OCONUS: As authorized in the Order

	TCS (JTR, C4111)
	None
	None
	None


12.  PASSPORTS AND VISAS.

    a.  Employees deployed overseas in support of military operations will be required to carry a passport at all times when traveling.  In addition to the "Official" (Red) passport received by filing DD Form 1056, Authorization to Apply for an "Official" Passport and/or Request for Visa, civilians may be authorized reimbursement for the "Tourist" (Blue) passport when traveling to or through countries designated by the Department of State as a high-risk area, and in accordance with the provisions of JTR, paragraph C4709.  This determination will be made on a case-by-case basis and is contingent on the area and circumstances of deployment.

    b.  Normally, charges for passports/visas are reimbursed; however, reimbursement of fees or charges for legal services required by local laws are not reimbursable.  Reimbursement of authorized costs in obtaining the "Official" passport are made by filing this expense on the travel settlement voucher or SF 1034, Public Voucher for Purchases and Services Other than Personal or.  Emergency Essential employees will maintain current "Official" (Red) and "Tourist" (Blue) passports at all times.

    c.  Requirements for visas will be determined by the country of deployment/travel and obtained from their embassies prior to deployment.  Application for passports/ visas will be submitted at the employee’s home station.
13.   SERVICE SUPPORT. See Annex O
14.   COMMAND AND SIGNAL.  See Basic Plan

ACKNOWLEDGE:

/s/

Gary L. Anderson

GARY L. ANDERSON

Director of Logistics

Government Credit Cards

Under travelers credit card please put the following:

For some helpful do's and dont's for travel cardholders see GSA publication (Card-F001) entitled "But I didn't know * * * -Helpful Hints for Travel Cardholders".  This publication is available at http://fss.gsa.gov/services/gsa-smartpay, click on GSA SmartPay Agency Information, click on "But I didn't know * * * Helpful Hints for Travel Cardholders."
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