PL ADMIN Requirements and Procedures for FAO ICT
Guidance provided here comes from Joint Federal Travel Regulations (JFTR) and PL Admin policy.

1. TAD Requests
· All TAD requests must be submitted to PL Admin a minimum of 10 working days prior to departure date (PL policy)
· FAOs will forward all correspondence to Mr. Clay Fisher who will relay documents and RFI’s to PL admin staff.  FAOs shall not coordinate directly with PL Admin. (PL policy)
· Start date for TAD should be no sooner than 5 working days after the completion date of the last TAD executed (to give the FAO sufficient time to close the travel claim of the completed TAD within the 5 working day processing window)
· All TAD requests must be signed.  If digital TAD request is submitted, “//S//” can be used in place of signature
· FAOs are not permitted to request unfunded or PTAD orders (per JFTR)
· FAOs cannot request partial or no per diem on travel claims in order to conserve ICT funds (per JFTR)
· FAOs are not permitted to use personal funds to conduct government travel (per JFTR)
· FAOs must use personal funds when on leave (no GTCC, per JFTR)
· A Total Travel Cost Estimate must be calculated by the FAO and annotated on the TAD request.  Cost estimate must include per diem, which includes Lodging, Meals and Incidentals; rates can be found at http://www.defensetravel.dod.mil/site/perdiemCalc.cfm)
· Note – FAOs rate 75% M&IE on the first and last days of TAD     (i.e. travel days)
· All requests with multiple destinations must specify the mode of transportation used between destinations (PL policy)
· FAOs must specify when US carriers are not available for air transportation (PL policy)
· Lodging: 
· FAOs will be reimbursed for lodging up to the maximum lodging per diem rate (JFTR)
· The only case in which FAOs can receive reimbursement below the maximum lodging per diem rate is if they are staying in lodging with a rate that is cheaper than the max lodging per diem rate (NOTE: FAOs cannot abstain from receiving full M&IE per diem while on TAD) 
· FAOs should specify on their TAD request if planned hotel is below the max lodging per diem rate. 
· [bookmark: _GoBack]For OCONUS travel, hotel sales tax is considered part of the lodging rate.  Any costs beyond the maximum lodging per diem rate will be paid out of pocket.  For CONUS travel, hotel tax is considered a separate expense
· All expenses (travel and miscellaneous) on a TAD request must be itemized with a justification as to how the expense is relevant to the ICT mission
· Travel by POV: 
· Travel by POV is permissible, when cheaper than air travel or rental car; however, use of a POV must still be justified. 
· A DTS Construction Travel Comparison Worksheet (CTCW) must be used to justify using a POV for TAD.  FAOs who plan to travel via POV must submit 2 copies of the CTCW form with their TAD request.  
· One copy of the form should compare the cost of POV travel to a rental car; the second copy will compare POV cost against air travel (Two separate worksheets).
· Constructive Travel Comparison Worksheet (CTCW)s:
· Air Travel CCW Instructions:
· calculate total cost of TAD using airlines
· use cost associated with US carriers if available; if US carriers not available use cost of next available airline
· for sections of your TAD that cannot be completed by air due to a lack of airports, calculate that leg using a rental car
· calculate the cost of transportation (POV - $0.565/mile, taxis, or public transportation) for getting to and from airports
· calculate the total travel day per diem you would rate if using air travel (travel day per diem is 75% of the M&IE rate for the start and end days of your TAD, as well as any travel during the TAD that is overnight or longer than 12 hours. Use the per diem rate associated with the location you are traveling FROM.)
· calculate total TRAVEL DAY per diem you would rate if using POV (note: figure should be same as air travel per diem, since Marines are only authorized one travel day for POV or air travel)
· provide total miles that will be traveled using POV in "additional comments", Marines rate $0.565/mile
· Rental Car CCW Instructions:
· calculate daily rental fee/all non-fuel related expenses with using a rental car
· calculate the total cost of fuel required to use a rental car to execute TAD
· calculate the total travel day per diem you would rate if using a rental car (travel day per diem is 75% of the M&IE rate for the start and end days of your TAD. Use the per diem rate associated with the location you are traveling FROM.)
· NOTE: any travel that is overnight or longer than 12 hours is considered a travel day. 
· calculate total travel day per diem you would rate if using POV (note: figure should be same as air travel per diem, since Marines are only authorized one travel day for POV or rental car)
· provide total miles that will be traveled using POV in "additional comments", Marines rate $0.565/mile
· Understand the form is set up for air travel, but please insert the rental car information in the appropriate fields.  Also, it is not necessary to provide cost breakdowns for each leg of your trip, we are looking for total transportation cost and travel per diem cost figures.
· Leave in Conjunction with TAD
· FAOs are permitted leave in conjunction with TAD
· FAOs will not be reimbursed for travel costs to their leave site (i.e. Gov will not pay for you to go on leave)
· When executing return travel from a leave site to their PDS (ICT site), a FAO will only be reimbursed up to the amount it would have cost to travel from their TAD site to their PDS
· In the instance that PL Admin is responsible for arranging a FAO’s travel on US carriers via DTS, there are occasions that a round trip ticket will be purchased instead of a one way ticket due to cost savings
· If round trip tickets are purchased from a FAO’s PDS to a TAD site AND a FAO is executing leave in conjunction, the FAO is obligated to use the return ticket and travel from the TAD site to their PDS (i.e. the FAO cannot return to their PDS from their leave location)

2. Travel Planning and Execution
· FAOs are not authorized to make travel arrangements (book flights or hotels) until they receive word that TAD orders have been approved in DTS
· Air Travel:
· When planning travel by plane, FAOs must use GSA Citipairs (US carriers) if available.  
· Only exceptions are if US carriers are not available to complete the mission; however, FAOs are still directed to purchase the cheapest flight available that will accomplish the mission. 
· Members must include a statement with their travel claim that US carriers were not available for regional travel.
· When arranging flights for TAD, FAOs must book tickets through their local SATO office
· If US carriers are not available SATO will secure airline tickets at the government rate for the FAO
· If no local SATO office is available to the FAO, their flight arrangements will be made through the PL Admin support staff (if the FAO is using US Carriers)
· In these cases the FAO should specify their desired flight departure and arrival times on their TAD request so PL Admin books tickets appropriately
· In the event that no local SATO office is available AND no US carriers exist for travel, the FAO will book their own tickets WITH THEIR GOVCC, taking care to find the cheapest option available
· Government Travel Charge Cards (GOVCC)
· All FAOs must have an active GOVCC prior to executing ICT
· All FAOs must use their GOVCC for any travel related expenses where credit cards are accepted (transportation, airline tickets/rental cars, and lodging). 
· Per MARADMIN 712-12, ATM use should be avoided if possible; however, members are not required to use GOVCC for items such as taxis, tips, phone calls. 
· If a credit card is not accepted the FAO must use cash and submit a Statement in Lieu of Receipt with a justification (Do not assume disbursing clerks knows what FAOs do and why).  
· When withdrawing cash in support of travel the FAO must use their GOVCC.  The use of personal credit cards is NOT AUTHORIZED.  Any unauthorized use of personal credit cards while on official travel is a breach of the Marine Corps' contract with Citibank. 
· The standard cash advance limit for the GOVCC is $650 every 30 days ($350 for restricted cards)
· FAOs can request to have this limit increased for individual trips (i.e. not indefinitely), these requests should be directed to Mr. Clay Fisher with an appropriate justification as to why an increase is needed
· Submitting an itemized GOVCC balance statement is not a substitute for submitting individual receipts for expenses; if a balance statement is the only proof of purchase a FAO has, a Statement in Lieu of Receipt must also be submitted 

· Traveling with Dependents
· FAOs are permitted to execute regional travel with dependents, but the Marine Corps will not pay for any travel expenses incurred by the FAOs dependents
· In the instance that a FAO is sharing a hotel room with dependents, the FAO will only be reimbursed up to the rate of a single room
· When paying for lodging for themselves and dependents, the FAO should use their GOVCC for the portion of the bill equal to the cost of a single room, the remainder of the bill must be paid with personal funds (cash or personal credit card)
· A FAO should not use a GOVCC for any expenses incurred by their dependents


3. Travel Claim Submission Process
· Immediately after the completion of travel, travel claim and receipts must be sent to Mr. Clay Fisher
· Travel expenses will be entered into DTS by PL Admin
· A digital voucher will be generated by DTS specifying the total travel reimbursement, and will be emailed to the FAO for signature
· The FAO must print, sign, scan, and email the voucher back to PL Admin for final processing
· The voucher is then sent to Quantico Disbursing for final review and payment
· NOTE: ALL OF THE ABOVE MUST BE COMPLETED WITHIN 5 WORKING DAYS AFTER THE TAD END DATE

4. Travel Claims
· FAOs will have 5 working days after the completion of travel to complete the travel claim process and submit their signed travel voucher to PL Admin
· Per Quantico Disbursing policy, any signed voucher that has not been submitted within 5 working days of travel completion will result in the Marine’s pay being checked
· FAOs should complete and submit the new FAO Travel Claim form with their receipts after the completion of travel; the formally used 1351-2 will no longer be accepted
· Receipts:
· Receipts must be submitted for all expenses that are being claimed
· 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
· FAOs should 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     
· If a personal credit card was used in an emergency situation instead of a GOVCC, a justification must be submitted and a note to ensure the expense is reimbursed to the FAO’s personal account



