Language Sustainment Training Reimbursement Procedures and Requirements

All FAOs participating in Language Sustainment Training should coordinate questions, requests, and travel and training details with the International Affairs Program (PLU-8).
Primary POC: 
Mr. Clay Fisher
International Affairs Assistant Program  Coordinator (PLU-8) 
FAO/RAO/PEP
International Affairs Branch
clayton.fisher@usmc.mil 
703-614-0322

Alternate POC:
Maj Jonathan Brown
International Affairs Program Coordinator (PLU-8)
FAO/RAO/PEP
International Affairs Branch
Pentagon (Rm 4B337)
office: (703) 692-4365 
jonathan.f.brown@usmc.mil

FAOs are NOT to directly contact the PL Administration Branch or PLU Finance Branch with any information or requests.

1) Tuition (to include Tutors and local Language Training)
· Tuition expenses cannot be paid for with your Government Travel Charge Card (GTCC).  
· Tuition cannot be claimed in DTS.  
· GTCC and DTS are for travel and lodging expenses only.
· Tuition expenses will be reimbursed by the PLU Finance Branch; there are two methods of payment:
(1)  Preferred - BLUF: You pay with your personal funds, HQMC reimburses. Once training requests are approved, FAOs use personal funds for tuition and required learning materials (books etc) and submit all invoices and receipts for reimbursement to PLU-8.  PLU finance will coordinate with DFAS for reimbursement, which will be directly deposited into the FAO’s bank account in which their pay is received.  This historically works best for the FAO.
(2)  Alternate/Least Preferred: HQMC transfers fund to language institution. Unique circumstances may permit PLU Finance Branch to processes direct transfer of funds to the private language institution. 
· Inconsistent accounting practices of private international language institutions in foreign lands have historically proven this option problematic.  
·     When FAOs pay tuition expenses with personal funds, they will coordinate reimbursement with PLU-8, and must provide the following information:
	(1)  Name 
			(2)  Name of your bank
			(3)  Account number to account on file with DFAS (where your paycheck goes)
			(4)  Routing number to bank
(5)  Home address on file with DFAS
· Tuition reimbursement can only be processed after PLU receives a valid receipt. Submitted invoice/receipts must show the bill has been paid / show zero balance.
· FAOs must annotate if the receipt submitted represents the complete tuition expense for training (i.e. not the first of many receipts)
· Should the receipts be in a foreign language and currency, the FAO will translate the expenditures and convert the currency into US Dollars. The FAO will show the math reflecting the conversion and annotate the conversion rate used at the time of the payment on the receipt. 
· FAOs will translate (with your newly refreshed skills) all information on tuition receipts that are pertinent to reimbursement; i.e. institution name, dates of instruction, each individual expense being charged to the FAO (tuition, books, fees etc.)
· Tuition with Multiple Invoices/Receipts:
· FAOs should make an effort to pay all language tuition in a single payment upfront and receive a single invoice, as opposed to periodic installments with multiple invoices 
· If language tuition must be paid in installments, the FAO will not be reimbursed until all invoices are received by PLU-8 and can be submitted together to Finance Branch for a single lump sum reimbursement; not recommended as the FAO will have to wait until training is complete before receiving reimbursement
· If a FAO is submitting one of many receipts, they must clearly annotate that the receipt is part of multiple/ installment plan, and which receipt they are submitting (i.e. receipt 2 of 6); FAOs should also clearly annotate the final receipt/final payment

2) Funding and Orders for Travel
· PLU will provide access to Language Sustainment Training funds to those FAOs with approved training requests that include travel; the appropriate funding line will be cross-org’d to the FAO’s DTS profile (13 LSP FAO)
· The administration section of the FAO’s current command will be responsible for cutting the language sustainment training travel orders and processing the FAO’s travel and lodging reimbursement; reimbursement must be processed within five days upon the completion of training.

3) Language Training Travel
· FAOs conducting travel associated with language training must have an activated Government Travel Charge Card (GTCC).  Prior to departure, FAOs will coordinate with their administrative sections to ensure that appropriate credit limits have been established on the card. 
· Per Joint Travel Regulations, only the GTCC will be used for travel, lodging and approved miscellaneous travel expenses. A personal credit card may be used in an emergency situation (lost/stolen card) instead of a GTCC, however documented justification must be submitted with the receipt of the expense to ensure the reimbursement is made to the FAO’s personal account 
· GTCC is NOT authorized for language school tuition payments.
· Only travel, lodging and miscellaneous travel expenses authorized for reimbursement will be reimbursed via DTS (i.e. tuition related expenses will NOT be claimed in DTS)
· Upon  notification by PLU-8 that the FAO’s language training proposal has been approved, the FAO must contact PLU-8 and provide the following information:
(1) SSN (needed to cross-org language training funds to FAO’s DTS profile)
(2) FAOs admin section POC contact information (email, phone)
(3) Banking information needed for tuition reimbursement (see Tuition section above)
· If the language sustainment program is immersive and tuition costs include lodging and/or meals, the FAO will not be authorized the associated per diem on their travel orders.
· FAOs are obligated to inform both PLU-8 and their S-1 shop if language training tuition includes lodging expenses and/or meals. Stay out of jail.
· FAOs must have their S-1 shop contact PLU-8 prior to issuing TAD orders in DTS in order to confirm all travel information loaded into DTS accurately reflects the FAOs language training requests and budgeting forecasts.
· FAOs must retain copies of all receipts related to travel expenses that will be claimed, such as transportation (airline receipts, trains, cabs, rental cars) and lodging

4) Submitting Travel Claims 
· Upon completion of language training, FAOs must submit a Travel Claim Form and copies of receipts for all expenses being claimed to PLU-8  PRIOR to submitting receipts to their S-1 shop for reimbursement
· Travel Receipts:
· Receipts must be converted to US Dollars and the exchange rate at the time of purchase should also be annotated.  EVERY RECEIPT SHOULD HAVE AN EXCHANGE RATE ANNOTATED AND THE CONVERSION MATH. Disbursing clerks will kick back that which they do not understand.
· FAOs must annotate which expense each receipt corresponds to, especially for those receipts in foreign languages. 
· For those receipts that are unobtainable or lost, a “Statement in Lieu of Receipts” will be submitted.  
· Rental Car receipts must show a zero balance so it is clear that the bill was paid, unpaid invoices will not be accepted for reimbursement
· Lodging Receipts
· Submitted lodging receipts must itemize all expenses being claimed
· Expenses listed on an itemized receipt must be individually translated into English and converted into USD (i.e. LINE BY LINE conversion, do not just sum up all itemized expenses in the foreign currency and convert the total.) 
· If an itemized receipt is not obtainable, a “Statement in Lieu of Lodging” must be submitted
· Airline Receipts
· FAOs will submit receipts for all airline tickets
· NOTE: Boarding Passes, ticket confirmation, and travel itinerary are not considered receipts; if these forms are the only documentation the FAO has, they must also submit a Statement in Lieu of Receipts.
· Reservations made via DTS/SATO/CTO may utilize e-receipts from Virtually There®.      https://www.virtuallythere.com/new/login.html;jsessionid=B1539DA8D836977F656B97A5DFDD94CB.node3

     
