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PER DIEM, TRAVEL AND TRANSPORTATION ALLOWANCE COMMITTEE
4601 North Fairfax Drive, Suite 800
Arlington, Virginia  22203-1546
www.defensetravel.dod.mil




	PDTATAC/vap
	28 July 2011

	

	MEMORANDUM FOR
	SEE DISTRIBUTION

	

	SUBJECT:
	UTD/CTD for MAP 55-11(E)/CAP 55-11(E) -- Receipt Requirement




1.  SYNOPSIS: Clarifies that JFTR/JTR receipt information is advisory and that DoDFMR should be consulted for formal receipt requirements.

2.  These changes are scheduled to appear in JFTR change 297, and JTR change 551, dated 1 September 2011.

3.  This determination is effective when printed in the JFTR/JTR on 1 September 2011.



DANE SWENSON
Chief, Enterprise Operations Division



Attachment:  
Rev 2

	Uniformed E-Mail Distribution:

	MAP Members
	T&T Branch
	PMO-DTS
	GSA-3FT 
	GSA-OGP(MTT)
	DTMO
	PPC



	Civilian E-Mail Distribution:

	CAP Members
	T&T Branch
	PMO-DTS 
	GSA-3FT
	GSA-OGP(MTT)
	DTMO
	CBCA Judges






JFTR PROPOSED REVISIONS:


[bookmark: OLE_LINK5][bookmark: OLE_LINK6]U1039-E2b:

*b.  Receipts.  The DoDFMR 7000.14-R, Volume 9 based on an IRS requirement, requires that each traveler must produce each lodging receipt, and each receipt for any individual official travel expense of $75 or more.  Lodging reimbursement is not authorized for hotel lodging obtained through online booking agents unless an itemized receipt for room costs is provided from the hotel.A ‘hotel’ receipt from an online booking agent, that is not itemized, is not a lodging receipt.


U1039-E3a:

*a.  Completing the Expense Report.  Based on the DoDFMR 7000.14-R, Volume 9 requirement, Aa traveler should complete and submit the Trip Record expense report portion within 5 working days after returning from the trip.  The rRequired receipts (lodging, and individual expenses of $75 or more) must be attached to the expense report.


U1045-A1:

*1.  A member ordered to a U.S. INSTALLATION (as opposed to a geographic location like a town or city) is required to check GOV’T QTRS availability (e.g., through the CTOusing Service/Agency procedures) at (not near) the U.S. INSTALLATION to which assigned TDY to facilitate the AO’s decision about requiring GOV’T QTRS use.


U2010-B:

*B.  Receipts.  Based on DoDFMR 7000.14-R, Volume 9, Aa traveler must maintain records/receipts to validate individual expenses of $75 or more and for all lodging costs (except when authorized a flat rate 55% contingency per diem, par. U4105-I4).  All receipts should be maintained as required by finance regulations.


U2510-A:

U2510  RECEIPT REQUIREMENT

**A.  General.  DoDFMR 7000.14-R, Volume 9 requires a A receipt is required for:  *****


U3415-A5:

*5.  See par. U2510 (and DoDFMR 7000.14-R, Volume 9) for receipt requirements.


U4125:

U4125  PER DIEM UNDER THE ‘LODGING-PLUS’ COMPUTATION METHOD

*Per diem computed under this Part is based on the ‘Lodging-Plus’ computation method.  The total daily per diem amount is NTE the applicable daily locality rate.  See Ppar. U2510 (and DoDFMR 7000.14-R, Volume 9) concernings receipts.


U4129-H:

*H.  Online Booking Tool.  Despite any sAlthough savings may be realized through online booking agents, subject to Service requirements the CTO should be used for lodging arrangements or the traveler should follow Service/Agency procedures for making lodging reservations, or (if permitted by Service/Agency procedures) reserve a room directly with the hotel/chain (including the hotel’s online website).  Lodging reimbursement is not authorized for hotel lodging obtained through online booking agents unless an itemized receipt for room costs is provided from the hotel is provided.


U4135-D:

*D.  Maximum Reimbursement.  Actual lodging cost reimbursement at the first TDY location (Location A) is NTE the amount of per diem or AEA plus lodging tax that would have been paid had the traveler remained at Location A overnight.  Lodging Rreceipts are required for dual lodging claims.


U4140:

U4140  LODGING WHEN TDY AT ONE LOCATION FOR MORE THAN 30 DAYS

*If a traveler is TDY at one location for more than 30 days, lodging reservations should be made on a weekly, monthly, or other long-term basis, if possible.  The CTO should be used to make these arrangements unless the CTO does not provide this service Follow Service/Agency procedures for making lodging arrangements (pars. U4131, U4137, and U4141).


U5715:

U5715  TEMPORARY QTRS

Temporary QTRS for the member/dependent(s):

1.  ********

*NOTE: Lodging receipts are required by DoDFMR 7000.14-R, Volume 9.  When member/dependent(s) stay with friends/relatives, lodging cost is not authorized but the TLE meal portion is payable.


U6006-B2:

*2.  Paid at a rate of $25/day/family group, regardless of the number of dependents, withand no receipts are required.



JTR PROPOSED REVISIONS:

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]
C1008-E2b:

*b.  Receipts.  The DoDFMR 7000.14-R, Volume 9, based on an IRS requirement, requires that each traveler must produce each lodging receipt, and each receipt for any individual official travel expense of $75 or more.  Lodging reimbursement is not authorized for hotel lodging obtained through online booking agents unless an itemized receipt for room costs is provided from the hotel.A ‘hotel’ receipt from an online booking agent, that is not itemized, is not a lodging receipt.


C1008-E3a:

*a.  Completing the Expense Report.  Based on the DoDFMR 7000.14-R, Volume 9 requirement, A a traveler should complete and submit the Trip Record expense report portion within 5 working days after returning from the trip.  The Required receipts (lodging, and individual expenses of $75 or more) must be attached to the expense report.


C1055-A1:

*1.  An employee may not be directed/required to use GOV’T QTRS, nor may lodging reimbursement be limited to the GOV’T QTRS cost (44 Comp. Gen. 626 (1965)).  IAW the requirement to exercise prudence when incurring expenses, an employee should check for GOV’T QTRS availability (e.g., through the CTOusing Service/Agency procedures), and is encouraged to use those QTRS when TDY to a U.S. INSTALLATION.  (DOHA Claims Case No. 2009-CL-080602.2, 7 July 2010).


C1310-A:

*A.  General.  DoDFMR 7000.14-R, Volume 9 requires aA receipt is required for:  *********


C2102-A4:

**4.  See par. C1310 (and DoDFMR 7000.14-R, Volume 9) for receipt requirements.


C4553-C1:

**1.  Maximum Lodging Expense Allowance.  Per diem rates include a maximum amount for lodging expenses.  Reimbursement may not exceed actual lodging costs nor the applicable maximum amount.  Receipts for lodging are required (par. C1310 and DoDFMR 7000.14-R, Volume 9).


C4555-B5:

*5.  On-Line Booking Tool.  Despite anyAlthough savings may be realized through online booking agents, subject to Service requirements the CTO should be used for lodging arrangements or the traveler should follow Service/Agency procedures for making lodging reservations, or (if permitted by Service/Agency procedures), reserve a room directly with the hotel/chain (including the hotel’s online website).  Lodging reimbursement is not authorized for hotel lodging obtained through online booking agents unless an itemized receipt from the hotelfor room costs is provided from the hotel.


C4560:

C4560  LODGING WHEN TDY AT ONE LOCATION FOR MORE THAN 30 DAYS

*If a traveler is TDY at one location for more than 30 days, lodging reservations should be made on a weekly, monthly, or other long-term basis if possible.  Follow Service/Agency procedures for making lodging arrangementsIf paid under DTS, the CTO should be used to make these arrangements unless the CTO does not provide this service.  See Parspars. C4555-D, C4555-E, and C4555-G.


C5060-F1:

**1.  Maximum Lodging Expense.  A Pper diem rates includes a maximum lodging expense reimbursement amount.  Reimbursement is limited to the lesser of the actual lodging cost or the applicable maximum amount.  Lodging receipts are required IAW par. C1310 DoDFMR 7000.14-R, Volume 9.  See par. C1310.

**NOTE: The CONUS and non-foreign OCONUS area locality per diem lodging ceiling in CONUS and in a non-foreign OCONUS area does not include lodging tax.  Lodging tax in CONUS and in a non-foreign OCONUS area is a reimbursable expense (APP G).  The foreign OCONUS area (APP A) locality per diem lodging ceiling in a foreign OCONUS area includes lodging tax.  Lodging tax in a foreign OCONUS area is part of per diem and is not a reimbursable expense.


C5190-C:

**C.  Reimbursement (FTR §302-7.107-110).  SIT reimbursement cannot exceed the employee’s actual storage costs.  Receipts, or certified warehouse bill copies, are required for individual expenses of $75 or more IAW  par. C1310DoDFMR 7000.14-R, Volume 9.  See par. C1310.


C5368-A2:

*2.  Receipts.  DoDFMR 7000.14-R, Volume 9 requires a Receipts receipt are required for: *******


C5450-B6:

*6.  See par. C1310 and DoDFMR 7000.14-R, Volume 9 for receipt requirements.


C5450-C5:

*5.  See par. C1310 and DoDFMR 7000.14-R, Volume 9 for receipt requirements.


C5588-G2d:

*d.  Must furnish receipts for claimed expenses.  See par. C1310 and DoDFMR 7000.14-R, Volume 9.


C5626-A:

*A.  Transportation.  To receive reimbursement for HHT transportation expenses, an employee must itemize the transportation expenses and have appropriate receipts.  See Parpar. C1310 and DoDFMR 7000.14-R, Volume 9.


C5626-B1:

*1.  ‘Lodgings-pPlus’ Method.  An employee paid per diem under par. C5624-B1, using the ‘Lodgings-pPlus’ method must itemize lodging expenses and have lodging receipts.  See Parpar. C1310 and DoDFMR 7000.14-R, Volume 9 .


C7340-B1:

*1.  See par. C1310 and DoDFMR7000.14-R, Volume 9 for receipt requirements.



JFTR/JTR PROPOSED REVISIONS:


APP O, T4040-A1b:

*b.  Uniformed Member – A member ordered to a U.S. INSTALLATION (as opposed to a geographic location like a town or city) is required to check the GOV’T QTRS availability (e.g., using Service/Agency proceduresthrough the CTO) at (not near) the U.S. INSTALLATION to which assigned TDY to facilitate the AO’s decision about requiring GOV’T QTRS use.


APP O, T4040-A4d:

*b.  If the CTO can find only lodgings that cost more than the published maximum rate are available, the AO may authorize/ approve the higher amount such that the actual lodging cost and the per diem M&IE does not exceed 300% of the published rate (lodging plus M&IE).  For example, a member is TDY to a location with a maximum per diem rate of $122 ($76/ $46).  The AO could authorize up to $320 for lodging (300% x $122 = $366 - $46 (for M&IE) = $320) if AEA for meals is not authorized.  These rates must be placed on the Trip Record.


APP O, T4040-A6:

*6.  If the traveler is on TDY at one location for more than 30 days, lodging reservations should be made on a weekly, monthly, or other long-term basis, if possible.  When longer-term lodging is used, the allowable lodging cost includes the rent; charges for furniture rental (as long as an option to buy is not exercised); utilities connections, use and disconnection fees; cleaning fees; telephone monthly use fees, but not toll charges; and other services ordinarily provided by a hotel.  Follow Service/Agency procedures for making lodging arrangementsThe CTO should be used to make these arrangements unless the CTO does not provide this service.   **** *


APP O, T4040-A8:

*8.  On-Line Booking Tool.  Despite anyAlthough savings may be realized through online booking agents, subject to Service requirements the CTO should be used for lodging arrangements or the traveler should follow Service/Agency procedures for making lodging reservations, or (if permitted by Service/Agency procedures) reserve a room directly with the hotel/chain.  Lodging reimbursement is not authorized for hotel lodging obtained through online booking agents unless an itemized receipt for room cost is provided from the hotel is provided.


APP O, T4060-B5a:

*a.  CTO Lodging Arrangements.  The AO should approve lodging arrangements arranged IAW Service/Agency procedures arranged by the CTO to minimize the use of rental cars and maximize the use of mass transportation when it is consistent with mission requirements and cost effective.
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