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	MEMORANDUM FOR
	SEE DISTRIBUTION

	

	SUBJECT:
	UTD/CTD for MAP 91-10(E)/CAP 65-10(E) -- No Online Booking for Hotels


1.  SYNOPSIS: Clearly state that a traveler may not be reimbursed for a hotel booked using online booking agents unless an itemized receipt from the hotel is provided and a traveler must not submit a 'lost receipt' statement to substitute for an online booking hotel receipt.
2.  These changes are scheduled to appear in JFTR change number 287, and JTR change number 541, dated 1 November 2010.

3.  This determination is effective when printed in the JFTR/JTR on 1 November 2010.

//approved//
DANE SWENSON

Chief, Strategic Planning and Policy Division
Attachment:  
Rev 3
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JFTR REVISIONS:
U1039-E2b:
b.  Receipts.  The traveler must produce each lodging receipt and each receipt for any individual official travel expense of $75 or more.  A ‘hotel’ receipt from an online booking agent, that is not itemized, is not a lodging receipt.
U2510:
U2510  RECEIPT REQUIREMENTS
A.  General.  A receipt is required for: 

1.  Each lodging expense regardless of amount, and 

2.  Each individual expenditure of $75 or more.

The receipt must show when specific services were rendered or articles purchased, and the unit price.

B.  Lost Receipts.  If a receipt is impracticable to obtain or has been inadvertently lost or destroyed, a statement explaining the circumstances must be furnished.  For lodging, a statement must include the lodging facility’s name and address, the dates the lodging was obtained, whether or not others shared the room (and the sharer’s status as an official traveler or not), and the cost incurred.  A traveler must not submit a 'lost receipt' statement to substitute for an online booking hotel receipt.
C.  Review and Administrative Approval.  The AO must determine whether or not the expenses claimed are reasonable.  If an expense is:

1.  Inflated, or

2.  Higher than normal for similar services in the locality,

the expense must be disallowed.

NOTE: Each traveler must be advised to retain ALL receipts for tax or other purposes.

U4129-H added:
H.  Online Booking Tool.  Despite any savings realized through online booking agents, subject to Service requirements the CTO should be used for lodging arrangements or the traveler should 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 hotel is provided.
JTR REVISIONS:

C1008-E2b:
b.  Receipts.  The traveler must produce each lodging receipt and each receipt for any individual official travel expense of $75 or more.  A ‘hotel’ receipt from an online booking agent, that is not itemized, is not a lodging receipt.
C1310:
C1310  RECEIPT REQUIREMENT

A.  General.  A receipt is required for: 

1.  Each lodging expense regardless of amount, and 

2.  Each individual expenditure of $75 or more.

The receipt must show when specific services were rendered or articles purchased, and the unit price.

B.  Lost Receipt.  If a receipt is impractical to obtain or has been inadvertently lost or destroyed, a statement explaining the circumstances must be furnished.  For lodging, a statement must include the lodging facility’s name and address, the dates the lodging was obtained, whether or not others shared the room (and the sharer’s status as an official traveler or not), and the cost incurred.  A traveler must not submit a 'lost receipt' statement to substitute for an online booking hotel receipt.
C.  Review and Administrative Approval.  The AO must determine whether or not the expenses claimed are reasonable.  If an expense is:

1.  Inflated, or

2.  Higher than normal for similar services in the locality,

the expense must be disallowed.

*NOTE: Each traveler must be advised to retain ALL receipts for tax or other purposes.

C4555-B5 added:
5.  On-Line Booking Tool.  Despite any savings realized through online booking agents, subject to Service requirements the CTO should be used for lodging arrangements or the traveler should 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 hotel is provided.
JFTR/JTR REVISIONS:

APP O, par. T4040-A1h added:
h.  On-Line Booking Tool.  Despite any savings realized through online booking agents, subject to Service requirements the CTO should be used for lodging arrangements or the traveler should 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 from the hotel is provided.
APP O, par. T4050-B2:
2.  Receipts.  The traveler must be able to produce each lodging receipt and each receipt for any individual official travel expense of $75 or more.  A ‘hotel’ receipt from an online booking agent, that is not itemized, is not a lodging receipt.
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